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                I.  Welcome to Learning Tree Day School!

Our Preschool operates as both a child care facility and a school dedicated to nurturing the holistic development of children and youth. We are committed to providing education that encompasses spiritual, mental, and physical growth, refining and developing each student's entire personality.

Purpose of the Handbook: This parent handbook has been meticulously prepared to acquaint you with essential information about our Preschool and your role within our facilities. Whether you are a new or current family, we believe that you will find this handbook a valuable resource.

Our Commitment to Clear Communication: We strive to ensure consistent and fair treatment for all families through clear communication. By minimizing misunderstandings, we can focus on our primary goal of providing quality care for children in our facilities.

Expectations from Parents: To ensure clarity about parental expectations, it's essential that all parents read, study, and adhere to the policies outlined in this handbook. We encourage open communication, questions, clarifications, and suggestions from each parent.

Policy Adaptation and Updates: Our policies are subject to annual review and updates as necessary. Learning Tree Day School reserves the right to modify or revise any policy, procedure, or tuition/fee schedule. Parents will be notified of changes in writing, which will be posted near the Touch Screen Check-In Computer, Reception Desk Memos, and/or through email notifications.

At Learning Tree Day School, we are dedicated to providing a nurturing and enriching environment for your child's growth and development. Your engagement, feedback, and adherence to our policies play a crucial role in fostering a positive experience for your child and our entire learning community.

Mission Statement:
We pledge to make the world a better place through young children by:
· Nurturing Love: Loving every child in our care unconditionally, fostering an environment of compassion and understanding.
· Comprehensive Education: Educating children in all four crucial areas of development - Physical, Social, Emotional, and Intellectual - ensuring a well-rounded and holistic approach to learning.
· Community Reputation: Striving to build a solid reputation within the community by consistently delivering on our commitment to nurturing, educating, and fostering growth in the children entrusted to us.
Our mission embodies a dedication to fostering a nurturing, inclusive, and stimulating environment where children are encouraged to learn, grow, and flourish in all aspects of their development.          




													
Vision:
"Together We Will academically excel each child, develop lifelong characteristics in each child, build each child, and manifest intellectual skills in each child that will lay a strong, positive foundation for their future."
Our Commitment:
We are dedicated to:
· Fostering academic excellence in every child by providing a stimulating learning environment that promotes curiosity, critical thinking, and a love for learning.
· Cultivating lifelong characteristics, including resilience, empathy, integrity, and a thirst for knowledge, to support each child's personal growth and development.
· Building a strong foundation for each child, instilling values, confidence, and skills essential for their future success.
· Nurturing and manifesting intellectual abilities in every child, preparing them with the necessary skills and knowledge to thrive in their educational journey and beyond.
At Learning Tree Day School, we are committed to empowering each child, fostering a love for learning, and equipping them with the tools and qualities needed for a bright and successful future.

Philosophy:

At Learning Tree Day School, we hold the following philosophy:
"We are professionals Specializing in Quality Child Care"

Beliefs and Approach: We firmly believe in the uniqueness and potential of each child. Our environment is meticulously crafted to foster developmentally-appropriate learning experiences that ignite curiosity, nurture creativity, and encourage spontaneity. These experiences are enriched and extended through the dedicated guidance of our staff.

Early Childhood Importance: As dedicated child care professionals, we recognize the paramount significance of a child's formative early years. The invaluable experiences and milestones achieved during this period lay the essential groundwork for future learning and growth.

Our Objective: Our primary objective is to cultivate a joyful, nurturing, and structured environment for our students. In pursuit of this, we are dedicated to instilling values such as manners, fairness, courtesy, and respect for others. We remain unwaveringly attentive to the well-being and growth of our students.

[bookmark: Vision]At Learning Tree Day School, our commitment is to provide a supportive and stimulating environment that fosters the holistic development of each child. We strive to create a place where children feel valued, encouraged, and empowered to reach their full potential


Management Team:

Learning Tree Day School is owned and operated by Umang Shah and Rupal Patel. The Preschool has an administrative staff consisting of a Director, Assistant Directors, and an Office Manager. The teachers / administrative staff reports to the Director. The Director reports to the owners.
Parents should address their concerns, questions, or comments to their child’s teacher as your first resource. Teachers are usually able to answer questions, not only about classroom procedures, but also more general questions about your child’s development.
If you have a question or concern which your child’s teacher cannot address, or if you feel more comfortable talking to someone else, we strongly encourage you at any time ask to speak with the Assistant Directors and/or Director. Parent input and feedback is vital in running a quality child care program.

Licensing and Standards: 
Governing Regulation ~ 746.501 (21)
Learning Tree Day School is licensed by the Texas Department of Family and Protective Services (DFPS) and must abide by the standards and regulations set forth by this agency. A full- text copy of the Child Care Minimum Standard Rules may be obtained on the internet at: https://www.dfps.state.tx.us/Child_Care/documents/Standards_and_Regulations/746_Centers.pdf
or you may request to review a copy at the front desk.
Licensing 
The State of Texas, Department of Family and Protective Services (DFPS) regulates Learning Tree Day School. If you should have any questions, concerns, or need resource information related to child care, click on the link below:
Contact information for parents:
Texas Department of Family and Protective Services (local office) 512)834-3195
http://www.dfps.state.tx.us/

To report child abuse contact:
Child Abuse/Neglect Hotline (800)252-5400
http://www.txabusehotline.org

Inspections:

All parents have the right to review all current inspections conducted by the DFPS, the Round Rock Fire Department, the Williamson County Health Department, and any other inspections as may be required for the operation of a child care center. To review these documents, please contact the center director. From time to time, the child care center is required to post such inspections in an obvious location for parents to review. Should this be the case, the child care director will post the appropriate inspections on the parent information boards located in the lobby entrance of the Learning Tree Day School.

Liability Insurance:

Learning Tree Day School meets all State requirements regarding insurance coverage for children enrolled in a licensed facility. Coverage is reviewed at the beginning of each year by the owner.


II.  Daily Operations and Procedures

Hours of Operation:

Learning Tree Day School follows the Round Rock Independent School District (RRISD) calendar. The center is open year-round from 6:30 a.m. and closes at 6:30 p.m. (Monday through Friday). Children should arrive no earlier than 6:30 a.m. nor be picked up no later than 6:30 p.m. as late charges will accrue at a rate of $1.00 per Minute, over our licensed hours.
If children are left at the center after closing time, and no word is received from the parent(s)/guardian or an emergency contact is unavailable, authorities will be contacted after 7:00 p.m.

Holiday Schedule:

Learning Tree Day School will observe the following holidays in which we will be officially closed:

	New Year’s Day
	Independence Day
	Friday after Thanksgiving Day

	Good Friday
	Labor Day
	Christmas Eve

	Memorial Day
	Thanksgiving Day
	Christmas Day



If the holiday falls on Saturday, the Center will be closed on the Friday prior to the holiday. If a holiday falls on Sunday, the Center will be closed on the following Monday. Occasionally depending on how the Christmas holiday falls in the week closing days may change. We publish the exact closing days at the beginning of the year and post it on the parent information board located in the lobby entrance and please feel free to pick up a copy at the front desk.

Drop Off and Pick Up:

The transition period from home to school is an important time of the day, so please allow a few extra moments to help start the child’s day. Transitioning a child into the classroom will be easier if ample time is allowed to put away coat or supplies, sign in and say ‘good bye’ without rushing, Departures at the end of the day need equal attention. Be sure to check the child’s cubby for important announcements, artwork, soiled clothing and other things that need to go home.
Depending on their age, children may need to be dropped off in rooms other than their assigned class, since teachers have different starting times ranging from 6:30 – 9:00am.

Children may not enter or leave the Center unless accompanied by an adult. Parents should have their children under direct control whenever the children are in the parking lot.
LTDS is required to maintain a daily attendance record. Please be sure to sign your child “IN” and “OUT” each day on the computer pads.

To avoid disrupting the class and for the safety of the children, please refrain from dropping off or picking up your child during transitions, lunchtime, or group naptimes. This time is generally between 11:00am -2:30pm. Please check with your child’s teacher to determine this period. If you have extenuating circumstances and must pick up your child during this period, please let the assistant directors/director know in advance so they can help minimize disruption to the other children.

Release of Children Procedure:

Parents designate on the Enrollment form those people who are allowed to pick up their child. The caregiver 
will not release a child to anyone other than the parent(s) or those designated on the Enrollment Form. Parents should make sure lists are always up to date and notify the child’s caregiver of any changes in writing. A child Release Form must be completed before staff will release a child to anyone other than parents or legal guardians. Anyone sent to pick up a child must be on the list and will be required to show a driver’s license for identification. A copy of the driver’s license will be kept with the completed Child Release form. If the caregiver recognizes the person as someone who regularly picks up, then only a Child Release Form will need to be completed. If deemed necessary, the caregiver may take additional steps to verify an identity by calling parents at the time of pick up for additional information before releasing the child.

Parent Participation:

At Learning Tree Day School (LTDS), we believe that parental involvement is integral to a child’s success in early childhood education. We are committed to fostering a collaborative partnership with parents and families to ensure the holistic development and well-being of each child enrolled in our program.
Objective: To encourage and facilitate consistent and meaningful parental involvement in their child’s educational journey, promoting a supportive and engaged learning environment.
Guidelines for Parental Involvement:
1. Parental Involvement in Child’s Learning:
· Parents will be encouraged to actively participate in their child’s learning experiences by engaging in activities and discussions at home that complement classroom teachings.
· Opportunities for parental participation in classroom activities, volunteering, or special events will be provided. 
LTDS organizes various celebratory events throughout the year to engage children in fun and educational activities. Parents are encouraged to actively participate by:
· Volunteering to assist in organizing or supervising activities during celebrations.
· Contributing ideas, materials, or snacks to enhance the event experience.
· Attending and engaging in the festivities alongside their children, fostering a sense of community among families.
Field Trips:  LTDS organizes educational field trips to complement classroom learning and provide experiential learning opportunities. Parental involvement in field trips is encouraged by:
· Inviting parents to chaperone and accompany children on field trips, ensuring a safe and enjoyable experience.
· Seeking parental input on potential destinations or topics for field trips.
· Facilitating pre-trip discussions or post-trip reflections involving parents to reinforce the educational value of the experience.
2. Communication and Collaboration:
· LTDS and individual classrooms use a variety of methods such as emails, phone calls, social media, LTDS website and parent-teacher conferences to maintain open and transparent communication channels between parents and staff. Please check your email often for important information.  
· Regular updates will be provided regarding the child’s progress, developmental milestones, curriculum, and school events.
3. Parent Conferences:
· Parent/Teacher conferences are held a minimum of twice a year. In addition, parents will have the opportunity to request conferences at their convenience. This flexibility allows parents to address specific concerns, discuss their child's progress, or seek additional information about the educational program.
· Clear communication channels will be established to facilitate conference requests. This may include a dedicated section on the school's website, email communication, or a designated point of contact, ensuring ease of access for parents to make conference requests.
4. Education and Support:
· Resources and guidance will be provided to assist parents in reinforcing learning concepts at home.
5. Feedback and Participation:
· We value parental feedback and encourage parents to share their suggestions, concerns, and ideas regarding the program’s improvement and their child’s educational experience.
· Parental participation in decision-making processes involving school policies, activities, and curriculum planning will be welcomed.
6. Respect for Diversity and Inclusion:
· We celebrate diversity and will ensure that all families feel respected and included regardless of cultural background, beliefs, or family structure.
· Efforts will be made to accommodate the unique needs and preferences of each family within the scope of our program.

Parent Communication and Important Contact Information:

At Learning Tree Day School, we prioritize effective communication between the center and parents. Designated areas for parent communication ensure that important information, reports, and notices are easily accessible. Additionally, the list of important phone numbers provided serves as a resource for parents in case of emergencies or inquiries.

Parent Communication Areas:
· The lobby entrance and classroom entrance are designated areas for parent communications.
· Parents are encouraged to read the posted information, which includes copies of reports from the most recent inspections, including licensing details.
· Daily notices, caregiver or director's notes, upcoming event information, etc., will be provided to parents by their child's caregiver.
Important Phone Numbers:
· Umang Shah, Director, Learning Tree Day School: 512-255-0529 learningtreedayschool@gmail.com
· Local Child Care Licensing Office: 512-834-3195
Address: 14000 Summit Drive Suite 100, Austin, Texas
· Poison Control Center: 1-800-222-1222
· DFPS Child Abuse Hotline: 1-800-252-5400
· Emergency Evacuation Location (Marriott Motel): 512-733-6767
Address: 2600 La Frontera Blvd., Round Rock, Texas 78681

Transportation:

1. School Transport: We provide transportation from public schools daily and during field trips. Safety precautions are strictly followed, including ensuring all children wear seat belts.
2. Parent Notification: Parents must notify us before noon if their child is not at school and does not require transportation. Please note that we are only responsible for your child once they are in our care upon boarding our vehicle.

Parties and Celebrations Guidelines:

At Learning Tree Day School, we cherish the joy of celebrating special occasions and milestones in your child's life. We encourage families to share these moments with us, planning in advance for parties and celebrations within our center. Our goal is to ensure these events are enjoyable while maintaining a safe and comfortable environment for all children.

Advance Arrangements:
To plan a celebration or party for your child, please communicate with the center's administration in advance. This enables us to make necessary arrangements, ensuring the event aligns with our routines and minimizes disruptions to the daily schedule.

Consideration for Routines:
While we love celebrations, we make every effort to integrate these events smoothly into our daily routine. We aim to minimize disruptions and prevent unwarranted anxiety among the children by carefully planning the timing and activities associated with the celebration.

Food Guidelines:
Food brought to the center for sharing among the children must adhere to specific guidelines for safety and hygiene. All items must be commercially packaged and suitable for sharing among the children. This practice ensures the safety and well-being of all children, considering any allergies or dietary restrictions.

Safety Measures:
Certain items that pose safety risks are not permitted during celebrations. Items like balloons, which could present choking hazards, are not acceptable for use within the center. Moreover, as per licensing regulations, any form of open flame, such as birthday candles, is prohibited on the premises.

Alternative Celebratory Practices:
We encourage alternative celebration practices that prioritize the child's enjoyment and safety. Non-food-related celebrations or activities, such as themed dress-up days, craft projects, or special performances, can be organized to mark special occasions.

Inclusive Celebrations:
We celebrate diversity and inclusivity at Learning Tree Day School. When planning celebrations, we strive to respect and accommodate various cultural, religious, and dietary preferences within our community. If birthday invitations are distributed at the Center, all children in the class should be invited.
We appreciate your cooperation in adhering to these guidelines to ensure that celebrations at our center are both delightful and safe for every child. 

Toys and other Items from Home:
The center has plenty of toys. Children should not bring toys, food or money from home. This policy prevents hurt feelings and lost or broken belongings. If a child is in a classroom with regular Show-n-Tell time, the teacher will set guidelines as to what sort of items may be brought and how they will be handled in the classroom. No backpacks please. You may bring in a handbag that lays flat in your child’s personal space to carry items home at the end of the week. All other luggage, car seats and weekend backpacks may be placed at the entrance for your convenience.

Naps Guideline:

Children of preschool age usually require short rests during the day to keep up their energy level. After lunch is the official naptime. Children do not have to sleep, but they are required to be quiet on their mats. Mats are furnished. However, children must bring a cover for the tri-fold mat provided for naps along with any other nap accessories like a pillow and blanket. The mat covering and accessories will be taken home each Friday for washing and returned the following Monday. Naptime supplies are due on the first day that the child attends the Learning Tree Day School. Drop off between the hours of 12:00 p.m.-2:00 p.m. is not permitted.

Clothing and Personal Belongings Guidelines:

At Learning Tree Day School, we aim to provide a comfortable and safe environment for your child. To ensure a positive experience for every child, we have established guidelines regarding clothing and personal belongings.

Comfortable and Appropriate Attire:
We encourage children to dress in comfortable and weather-appropriate clothing suitable for various activities. Please dress your child in clothes that allow for movement and exploration, keeping in mind that they may engage in messy or outdoor activities throughout the day.

Labeling Personal Belongings:
Labeling your child's personal belongings, including clothing items, bags, lunchboxes, and other accessories, helps prevent mix-ups and ensures that belongings are easily identifiable.

Appropriate Footwear:
For safety and comfort during playtime, please ensure that your child wears closed-toe shoes with non-slip soles. This footwear choice helps prevent accidents and ensures your child's feet are protected during various indoor and outdoor activities.

Clothing Requirements:
Accidents can happen during the day, and children may get messy while playing or during creative activities. Parents are required to provide several changes of clothing, including socks and shoes, for their child. Wet or soiled clothing will be returned to the parent in a plastic bag at the end of the day. Due to health department regulations, staff is unable to rinse or clean soiled garments and must send them home as is.

Toys and Personal Items from Home:
While we encourage sharing and social interactions among children, bringing toys or personal items from home can sometimes lead to disagreements or misunderstandings. We kindly request that children do not bring toys or personal items from home unless it has been specifically requested for a particular activity or show-and-tell.

Valuables and Electronics:
To prevent loss or damage, please refrain from allowing your child to bring valuable or expensive items, including electronics, to the center. Learning Tree Day School cannot be held responsible for any loss or damage to personal belongings brought from home.

Sun Protection and Weather Considerations:
During sunny days, please apply sunscreen to your child before arriving at the center. Additionally, during colder months, ensure your child is dressed warmly with layers to keep comfortable during outdoor activities.

Lost and Found:
In the event that your child misplaces an item, we maintain a Lost and Found area. Please check with staff if your child has misplaced something, and we will make every effort to reunite them with their belongings. By adhering to these clothing and personal belongings guidelines, you contribute to a safe, comfortable, and enjoyable experience for your child at Learning Tree Day School.  






III.  Enrollment Procedures and Policies

Admission Procedure:
1. Tour and Inquiry: Prospective parents are encouraged to schedule a tour of our facilities to gain insights into our programs, approach, and environment. During the visit, any inquiries about the center's curriculum, policies, and practices will be addressed.
2. Application Submission: To initiate the admission process, parents are required to complete and submit an application form available from the administrative office.
3. Assessment and Interview: Upon receiving the application, a meeting or interview may be scheduled with the child and parents to assess the child's readiness and ensure that our programs align with the family's expectations.
4. Notification of Acceptance: Upon successful completion of the assessment and interview process, notification of acceptance will be communicated to the parents.

Enrollment Requirements:
1. Child's Age: Enrollment is open to children within specific age brackets, as determined by the respective programs offered. Please refer to the program details for specific age requirements.
2. Immunization Records: All children enrolling at Learning Tree Day School must have up-to-date immunization records in compliance with state regulations. Medical or conscientious exemptions must be documented per state laws. (see Immunizations Policy below)
3. Parental Agreement and Handbook Review: Parents are required to review and agree to adhere to the policies, procedures, and guidelines outlined in the Parent Handbook. It is essential to sign the Acknowledgment Form indicating their understanding and compliance with the provided information.
4. Emergency Contact Information: Parents must provide accurate emergency contact details, including authorized individuals for child pickup and consent for emergency medical treatment. 
5. Financial Obligations: Submission of enrollment fees, tuition payments, and any other financial obligations as outlined in the Fee Schedule and Agreement.

Immunizations Policy:
Ensuring the health and safety of all children in our care is a top priority at Learning Tree Day School. To maintain a healthy environment and comply with state regulations, we have established the following immunization policy:

Immunization Requirements:
· Enrollment Condition: Each child's immunizations must be up-to-date and compliant with state regulations at the time of enrollment.
· Continuous Compliance: Immunizations must remain current and up-to-date throughout the child's enrollment at our facility.
· State Law Compliance: Texas State Law mandates that all children entering childcare facilities must have current immunizations. Any medical or conscientious exemptions must be documented and kept on file as per state regulations.
Compliance Review:
· Periodic Review: Records of immunizations will be periodically reviewed throughout the year to ensure continuous compliance with state immunization requirements.
Access to Immunization Requirements: The complete list of immunizations required by the Texas Department of Health can be found on their website: Texas Department of Health Immunization  Requirements

Updating Contact Information:

At Learning Tree Day School (LTDS), we value up-to-date and accurate contact information for each child's safety and effective communication. To ensure timely updates and ease of information modification, parents are encouraged to follow these procedures:
1. Email Communication for Updates:
· Parents have the convenience of updating their contact details, including home addresses, phone numbers, places of employment, and pick-up information, by sending an email to: learningtreedayschool@gmail.com. 
2. Required Information in the Email:
· For any changes or updates, please include the following information in the email:
· Child's Full Name
· Parent/Guardian Name
· Specific Contact Information to be Updated (e.g., phone number, address)
· Any Relevant Details (e.g., new place of employment, change in pick-up arrangements)
3. Timeliness of Updates:
· It is important to promptly inform LTDS of any changes to contact information or pick-up arrangements to ensure efficient communication and safety protocols.
· Please update LTDS immediately upon any changes to contact details or relevant information.
4. Confirmation:
· Upon receiving the email, LTDS staff will verify and update the information in the records.
· A confirmation email will be sent to the parent/guardian email address once the information has been updated in our system.
5. Confidentiality and Security:
· All updated information will be handled with utmost confidentiality and used solely for communication and emergency purposes within LTDS.
6. Regular Verification and Reminder:
· We encourage parents to periodically verify the accuracy of their contact details and promptly notify LTDS of any changes as they occur.

Waiting List:

The Learning Tree Day School will enroll the maximum number of children in each age group and then start a waiting list. Children can be “wait listed” at any time. Siblings of children currently enrolled will receive priority.
Applications received for the waiting list will be date stamped and handled accordingly. Unfortunately, the staff is unable to tell parents exactly how long the waiting list might be or how long a child may wait for an opening in the center. The center director will monitor the waiting list and contact the next person on the list as space becomes available. 
A $100.00 fee will hold a slot on the waiting list and will be towards the registration fee when the child is enrolled.

Child’s Attendance:

Parents should call the center by 9:00 a.m. if their children will be absent. The school must keep attendance as a licensing requirement. If a child will be coming in late and needs to be included for lunch, the parent must call the center by 8:30 a.m. so that staff can report the correct lunch count.

Non-discriminating Policy:

Applications for enrollment are accepted without regard to race, religion, color, sex, or national origin. All children will be served with reasonable accommodation as requested in writing by the parent(s) or health-care professional on a case-by-case determination of appropriateness and available staffing. The center does not have the staff available to provide care for all children who require constant one-on-one attention, or who have needs beyond the physical capabilities of the center.






IV.  Curriculum and Learning Programs

Curriculum Overview:

At Learning Tree Day School, we are dedicated to fostering a nurturing and dynamic learning environment that cultivates the growth and development of every child in our care. Our curriculum is thoughtfully designed to provide a foundation that stimulates curiosity, encourages exploration, and supports holistic development across all domains. Our curriculum is designed to meet and exceed state standards and guidelines, ensuring that children are well-prepared for future academic success. We follow a structured yet flexible framework, allowing teachers the freedom to adapt and tailor lessons to suit the needs and interests of their students while maintaining educational rigor. We believe that every child has the potential to flourish, and we are dedicated to providing the guidance and resources necessary for their educational journey.
Daily schedules are based around age-appropriate curriculum.

Philosophy:
Our educational philosophy is centered around the belief that each child is unique, possessing their own set of strengths, interests, and learning styles. We embrace this diversity and tailor our curriculum to accommodate individual needs while fostering a sense of community, respect, and inclusivity.
Approach:
Our approach to early childhood education is grounded in research-based practices and the understanding that children learn best through play, hands-on experiences, and meaningful interactions. We integrate elements of various educational philosophies and developmental milestones, to create a comprehensive and engaging learning journey.

Learning Objectives for Different Age Groups:

Infant Curriculum (0-12 months):
1. Physical Development:
· Provide safe and stimulating environments for infants to explore and develop gross motor skills.
· Encourage tummy time, reaching for toys, and supervised crawling.
· Offer sensory experiences through textures, colors, and shapes.
2. Cognitive Development:
· Introduce age-appropriate toys and objects that encourage exploration and sensory discovery.
· Engage in simple games like peek-a-boo to stimulate cognitive development.
· Incorporate music, rhymes, and simple stories to encourage listening skills.
3. Social and Emotional Development:
· Foster attachment and trust through consistent caregiving and responsive interactions.
· Encourage positive social interactions with caregivers and peers in a safe environment.
· Offer comfort and support during transitions and moments of distress.

Toddler Curriculum (1-3 years):
1. Language and Communication:
· Promote language development through storytelling, conversations, and exposure to new vocabulary.
· Encourage participation in simple songs, fingerplays, and rhymes.
· Provide opportunities for children to express themselves using words and gestures.
2. Fine and Gross Motor Skills:
· Plan activities that support the development of fine motor skills, such as stacking blocks, using crayons, or puzzles.
· Encourage physical activities that enhance gross motor skills, like jumping, climbing, and running.
3. Social and Emotional Development:
· Create a supportive and nurturing environment that encourages independence while providing guidance and boundaries.
· Facilitate activities that promote sharing, turn-taking, and cooperation among peers.
· Teach simple conflict resolution strategies and emotional regulation techniques.


Pre-K Curriculum (3-5 years):
1. Early Literacy and Numeracy:
· Develop literacy skills through exposure to letters, sounds, and early reading activities.
· Introduce basic math concepts through counting, sorting, and recognizing shapes and patterns.
2. Science, Arts, and Creativity:
· Engage children in hands-on science experiments, nature exploration, and sensory activities.
· Encourage artistic expression through drawing, painting, music, and dramatic play.
3. Social Skills and Problem-Solving:
· Promote critical thinking and problem-solving through puzzles, games, and group activities.
· Encourage independence and decision-making while fostering teamwork and collaboration.
4. Health and Wellness:
· Teach healthy habits such as handwashing, nutritious eating, and physical exercise.
· Emphasize the importance of self-care and understanding emotions.

Assessment and Progress Reporting:

1. Assessment Techniques: Our assessment methods include teacher observations, informal checklists, and developmental screenings. These tools help us track each child's progress and identify areas where additional support may be beneficial.
2. Progress Reporting: We provide regular progress reports to parents, outlining their child's developmental achievements, strengths, and areas for growth. These reports serve as valuable insights into the child's learning journey and foster open communication between parents and teachers.
3. Developmental milestones assessments are completed annually & referrals are made when necessary.

Field Trips:

Field trips are an exciting part of the learning experience for children ages 5 and above. Information about upcoming field trips will be posted 48 hours in advance. Parents have the option to refuse their child's attendance by informing the director or assistant directors.

Physical Activity:

At LTDS, we prioritize the well-being and holistic development of children by fostering an environment that encourages regular physical activity while regulating screen time. Our aim is to promote a healthy balance between active play and limited screen-based activities for the overall well-being of our students.
Physical Activity Guidelines:
1. Structured Physical Activities:
· Structured physical activities are integrated into the daily routine to promote movement, exercise, and gross motor skill development. (see Outdoor Play Guidelines)
· Activities such as outdoor play, gym time, dance, yoga, and sports-related games are incorporated into the curriculum.
2. Unstructured Play:
· Unstructured playtime is provided to encourage imaginative and free play, allowing children to engage in self-directed physical activities both indoors and outdoors.
3. Promotion of Active Habits:
· Educators actively encourage and facilitate active habits by motivating children to participate in physical activities and promoting a positive attitude towards exercise and movement.

Outdoor Play Guidelines
1. Outdoor Play Schedule: Children engage in outdoor play twice daily. We encourage children to participate in outdoor activities, weather permitting.
2. Health Considerations: Children should arrive at school healthy enough to partake in outdoor play. Our staff cannot provide separate supervision for children unable to participate due to temperature, wind, or illness.
3. Outdoor Conditions: Children will be outdoors if the temperature is above 40 degrees Fahrenheit. Outdoor play is permitted in dry, sunny, and windless conditions. Parents should provide appropriate clothing, including hats, shoes, coats, for their child's comfort and protection.
4. Summer Months: During the summer, outdoor play may be limited to 30 minutes or less to ensure children play in shaded areas and stay adequately hydrated.

Screen Time Guidelines:

1. Limited and Purposeful Use:
· Screen time is limited to specific instances such as transition periods during drop-off and pick-up, special occasions, and curriculum-related activities.
· Usage is strictly monitored and aligned with educational objectives, ensuring content is age-appropriate and serves an educational purpose.
2. Emphasis on Educational Content:
· When screen time is utilized, it is focused on educational content and activities that complement the curriculum, encouraging learning and engagement.
Balanced Approach:
1. Promoting Healthy Habits:
· Emphasis is placed on maintaining a balanced approach, ensuring that physical activities are prioritized over screen time to promote healthy development and well-being.
· Educators encourage children to engage in a variety of activities, including active play, creative pursuits, and social interactions.

Children Who Need Special Accommodations:
LTDS program supports families and children who may need additional accommodations to include home language, special needs/differing abilities, and cultural backgrounds. Your family is important to us here at LTDS and we make every effort to support your family’s culture, home language, and unique abilities. For resources and more information about how we can support your family, please see the Director. 
Special Needs: 
In general, an accommodation is any change in the preschool environment or in the way things are customarily done that enables a child with a unique need to enjoy equal access to the preschool environment. LTDS Preschool teachers are well trained, and many minor accommodations are implemented throughout the school day to meet the developmental needs of all preschool students. A few examples of children who need classroom accommodation are those who cry excessively, have food allergies, have a special educational need, or experience a physical disability. All children are unique, and LTDS strives to meet the needs of each of its students. 
There are two categories of accommodations: 
1. Accommodations to the preschool class environment or to the manner/circumstances in which students perform the essential functions within the school routine.
2. Accommodations to the class curriculum and activities that enable a preschool student with a special need to enjoy equal benefits as enjoyed by the children without a special need. The limitation on the Preschool’s obligation to provide accommodation is that no such change is implemented if it would cause undue hardship to the preschool. Undue hardship refers to financial difficulty, as well as to changes that would fundamentally alter the philosophy or operation of the preschool. The Preschool assesses on a case-by-case basis whether a particular accommodation would cause undue hardship.

Support for Referrals:
At LTDS, we understand the importance of seeking professional guidance and assistance for children who may benefit from specialized services. If a parent feels the need for a referral to a professional, such as an educational diagnostician, child psychologist, speech therapist, or child development specialist, our teachers or director are available to assist and provide guidance.
Referral List:
We maintain a referral list of professionals and specialists in various fields related to child development and education. This list, although provided as a resource, may not be comprehensive and is subject to change based on availability and locality.
Guidance and Assistance:
Our teachers and director will offer support by providing a referral list upon request. However, it's important to note that while we strive to connect families with appropriate professionals, the decision to seek and engage with any specific professional remains the responsibility of the parent or guardian.
Collaborative Approach:
We encourage open communication and collaboration between families and our team to ensure the best possible support for the child's development. Referrals to professionals are part of our commitment to addressing the unique needs of each child in our care.




















V.  Health and Safety Policies

Illness Policy:

We prioritize the health and well-being of all children. We understand that childhood illnesses are common and can affect children in group settings. To help parents recognize symptoms and understand exclusion criteria for certain illnesses, we have compiled information below:


Chart: Common Childhood Illnesses

	Illness
	Symptoms
	Exclusion Criteria

	COVID-19
	Fever, cough, shortness of breath, fatigue, loss of taste or smell, etc.
	Child must stay home for at least 5 days and follow health authorities' guidelines for isolation and testing.

	Fever
	Elevated temperature (above 100.4°F)
	Child must be fever-free without medication for 24 hours.

	Common Cold
	Runny nose, cough, mild fever
	Child may attend unless symptoms significantly disrupt activities or cause discomfort.

	Flu (Influenza)
	High fever, body aches, fatigue
	Child must stay home until fever-free for 24 hours.

	Stomach Virus
	Vomiting, diarrhea, stomach cramps
	Child should stay home until symptoms subside for 24 hours.

	Conjunctivitis (Pink Eye)
	Redness, itching, discharge
	Child must receive treatment and stay home until 24 hours after starting medication.

	Strep Throat
	Sore throat, fever, swollen glands
	Child can return 24 hours after starting antibiotic treatment and fever-free.

	Chickenpox
	Red spots, itchy rash, fever
	Child should stay home until all blisters have crusted over.

	Head Lice
	Itching scalp, presence of lice/nits
	Child may return after appropriate treatment.

	Hand-Foot-Mouth Disease
	Sores in mouth, rash on hands/feet
	Child should stay home until sores heal and fever-free for 24 hours.



Medication Administration Procedures:

1. Bring the child’s medication in the original prescription bottle, properly labeled by a registered pharmacist as prescribed by law.
2. Complete a Permission to Administer Medicine Form for the caregiver to administer medication to the child. The parent or legal guardian must sign the request (state the child’s first and last name and the name of the medicine).

Please do not keep medication of any kind (even Tylenol) in backpacks or diaper bags, as these sometime are accessible to children. We ask that all children with asthma bring an inhaler to be stored with prescription for as needed. We will not administer breathing treatments and ask that you come in and administer the proper dosage for your child or administer prior to arriving.
Learning Tree Day School reserves the right to not administer medication to children. Please read the warnings on the DRUG FACTS indicating symptoms, when use of product should stop and if product may cause eye irritation or not be ingested. If you would like for us to use on the child’s face, we will need a doctor’s prescription.

According to Minimum Standards Rules, the center cannot administer over-the counter medications unless they are “age appropriate” and a specific dosage for the child’s group is indicated on the label. When a label indicates, “under 2, age 6, etc., consult a physician,” the center will need a statement from the doctor in the files addressing use of the over-the counter medication. The doctor must be specific on the medications the child may be given, and this information will need to be periodically updated as the child’s weight/age changes. The over-the- counter medication must have the child’s name, age, and recommended dosage written on the container.

These rules must be followed in order for staff to administer medication. If the child gets medication only two times per day, please give the medication at home.

Regarding Tylenol and other fever-and pain-reducing medications, medical resources state, if a child is well enough to be in child care there would be few reasons to administer these types of drugs. Analgesics can mask symptoms of illness and limit the staff’s ability to monitor the actual health of the child; they may also interfere with the body’s ability to fight an infection.

Safety Protocols and Emergency Procedures:

At Learning Tree Day School, the safety and well-being of your child are our top priorities. We have established comprehensive safety protocols and procedures to ensure a secure environment for all children and staff members.

Fire Safety:
1. Fire Drills: Regular fire drills are conducted to familiarize children and staff with emergency evacuation procedures. These drills are performed in accordance with state regulations to ensure preparedness in the event of a fire emergency.
2. Fire Safety Equipment: Our facility is equipped with fire extinguishers, smoke detectors, and fire alarm systems (that notifies the City of Round Rock Fire Department when activated), regularly maintained and inspected to comply with safety standards.

Severe Weather and Alerts:
1. Weather Alerts: The school is required by licensing to conduct a severe weather drill four times a year. In the event of severe weather conditions, we monitor weather updates closely. Parents will be notified promptly of any weather-related alerts affecting the center's operation via our designated communication channels.
2. Temperature Alerts: During extreme temperatures, we take necessary precautions to ensure the comfort and safety of children, such as adjusting indoor temperatures and modifying outdoor activities. When temperatures are unhealthy, children’s time spent outdoors will be cancelled or limited to 20 minutes at a time.
3. See Inclement Weather and Emergency Conditions Guidelines Below:

Toxic Fumes and Hazardous Materials:
1. Prevention Measures: Our facility is regularly inspected to ensure a safe environment, free from toxic fumes or hazardous materials. Cleaning supplies and other potentially harmful substances are stored securely and out of reach of children.
2. In the case that LTDS is notified of outside toxic fumes being at dangerous levels, the children will remain inside the building with window/doors closed and the air conditioning off until the school is notified by authorities that the danger has passed.

Lockdown and Shelter-in-Place Procedures:
1. Safety Drills: Lockdown and shelter-in-place drills are conducted periodically to prepare for emergency situations. These drills are age-appropriate and conducted in a manner that minimizes anxiety for children while ensuring staff readiness.
2. Secure Entrances: Access to the facility is monitored, and entrances are secured to prevent unauthorized entry and ensure the safety of all individuals within the premises.

Intruders and Security Measures:
1. Visitor Protocol: All visitors are required to sign in and out, providing identification and the purpose of their visit. Staff members are trained to recognize and address any unauthorized individuals promptly.

Injury Prevention and Playground Safety:
1. Supervision: Trained staff members closely supervise children during outdoor play to prevent accidents and ensure playground safety.
2. Maintenance and Inspections: Our playground equipment is regularly inspected for safety and is maintained according to safety standards to minimize the risk of injuries.

Inclement Weather or Emergency Conditions:

The Center follows the RRISD School Calendar; Please note holidays in advance so that other arrangements may be made for the child. We are open and will have pick up for early release. A copy of the calendar is posted on the parent’s information board located in the lobby entrance.
The center follows RRISD policy on closing schools due to bad weather or emergency conditions. If the elementary school is cancelled due to inclement weather, the Center will be cancelled for that day. Check local stations and the Round Rock Independent School District’s website (www.roundrockisd.org) for early school dismissal/cancellation notices.
If the elementary school is delayed, the Center will also be delayed until the elementary school opens. A two-hour delay would cancel all AM Preschool and morning Pre-K, and indicate the Center opening time of 10:00am. If the elementary school is dismissed early because of weather conditions, Center classes will be cancelled, and parents will be notified to pick up their child/ren as soon as possible.
If there is a power failure at the Center and it is determined that it is necessary to close the Center, parents will be notified to make arrangements for early pick up of their child/ren. If an emergency situation develops, and it is determined that the building or premises is unsafe, the children will be transported to a safe shelter. Anytime the Center will be closed an email will be sent as a reminder. No tuition adjustments will be made for closings/delayed openings due to inclement weather.



Supervision

Your child’s safety is always of utmost importance at LTDS. Our supervision guidelines are tailored to meet the developmental needs of each age group while adhering to Texas Licensing teacher to student guidelines.  Teachers supervise by positioning themselves to see as many children as possible. Teachers who are with infants and toddlers must always have children in line of sight and sound. Teachers who work with older children supervise primarily by sight and for short intervals by sound if a child is independent enough to use the toilet on their own. Teachers will count children before leaving a classroom and upon arriving at their destination to ensure all children are always accounted for. All teachers receive annual supervision training for classroom and playground environments to stay updated on best practices and safety protocols.

Injury to Child Procedure:

At Learning Tree Day School, the safety and well-being of your child are of utmost importance.   Our procedures and protocols regarding injuries are in place to ensure a swift and appropriate response in any situation.

1. First Aid: Trained staff members will provide immediate first aid for minor injuries such as scrapes, bruises, or small cuts. All first aid procedures adhere to established safety protocols.
2. Communication: Parents will be informed of any minor injuries sustained by their child. An incident report will be provided detailing the nature of the injury and the actions taken.

Serious Injuries or Emergencies:
1. Emergency Response: In the case of a more serious injury or medical emergency, our staff is trained to initiate emergency response procedures immediately. Emergency services will be contacted, and parents will be notified promptly.
2. Contacting Parents/Guardians: It is essential to maintain updated emergency contact information. Please ensure your contact details are current and notify us of any changes promptly.

Incident Reporting:
1. Documentation: All incidents, no matter how minor, will be documented in an incident report. This report will include details of the injury, the actions taken, and any follow-up procedures.
2. Parent Communication: Parents will be provided with a copy of the incident report for their records. This documentation ensures transparency and accountability in the event of an injury.

Follow-Up Procedures:
1. Staff Review: After an injury occurs, staff members will review the circumstances to identify any preventative measures that can be implemented to avoid similar incidents in the future.
2. Support and Reassurance: We understand that any injury, regardless of its severity, can be concerning. Our staff is committed to providing support, reassurance, and clear communication to both the child and the parents throughout the incident.

Prevention and Safety Measures:
1. Continuous Supervision: Staff members maintain constant supervision to prevent accidents and minimize the risk of injuries during activities and playtime.
2. Safety Reviews: Regular safety audits and assessments are conducted to identify potential hazards and take proactive measures to mitigate risks.

Reporting Safety Concerns:
We encourage open communication regarding safety concerns or incidents. Parents are requested to inform staff of any safety-related matters promptly.
Learning Tree Day School is dedicated to maintaining a secure and nurturing environment for your child. We continuously review and update our safety protocols to ensure compliance with regulations and the highest standards of safety
Nutrition and Mealtime:

At Learning Tree Day School, we understand the vital role that nutrition plays in the growth and development of young children. Our commitment to providing nutritious meals and promoting healthy eating habits aligns with the standards set forth by the State, ensuring your child receives balanced and wholesome nutrition while in our care. 
Monthly tuition includes breakfast, lunch and snacks per day for all children.
Healthy snacks and meals are provided every day. Breakfast/snack will be provided each morning around 8:30. A hot lunch is served each day and afternoon snacks will be provided after nap.
Due to child care licensing’s nutrition guidelines, outside food is prohibited, except for special treats like birthdays or teacher directed activities. All items brought into the center must be purchased from a commercial grocery or bakery and must not contain any toys on them (these are considered choking hazards).

Meal Planning:
Our meals are thoughtfully planned to meet the nutritional needs of growing children. Menus are designed to include a variety of foods from all major food groups. We strive to offer well-balanced meals that incorporate fruits, vegetables, whole grains, lean proteins, and dairy products.

Allergies and Dietary Restrictions:
We recognize that some children may have allergies or dietary restrictions. Please inform us of any specific dietary requirements or allergies your child may have. We are committed to accommodating individual needs while ensuring that all meals provided are safe and suitable for each child.

Mealtime Environment:
Mealtime is more than just nourishment; it's a social and learning experience. We create a positive and enjoyable atmosphere during meals, encouraging children to try new foods, develop healthy eating habits, and engage in pleasant conversations with peers and teachers.

Healthy Snacks:
Nutritious snacks are offered during designated times to support energy levels and maintain healthy eating habits throughout the day. Snacks are carefully chosen to complement the meal plans and provide additional nutritional value.

Water and Hydration:
We emphasize the importance of staying hydrated. Water is readily available to children throughout the day, encouraging them to drink water and maintain proper hydration levels.
1. Sippy Cups and Milk:
· Sippy cups used by toddlers must be clearly labeled with the child's name using permanent markers.
· Whole milk will be provided by the center for children old enough to consume it, unless otherwise indicated by a health-care provider due to allergies.


Nutrition Education:
We incorporate age-appropriate nutrition education into our curriculum. Children participate in activities and discussions that promote an understanding of healthy food choices, portion sizes, and the importance of a balanced diet.

Partnership with Families:
We value open communication with families regarding their child's dietary preferences, nutritional needs, and any concerns related to food. Parents/guardians are encouraged to communicate openly with us about their child's eating habits and any changes in dietary requirements.

Food Safety:
We adhere to strict hygiene and food safety practices in meal preparation, storage, and serving to ensure the health and safety of all children in our care.
Your child's health and well-being are of utmost importance to us. We are committed to providing a supportive and nourishing environment that promotes healthy eating habits and sets the foundation for a lifetime of wellness.
If you have any questions or concerns regarding food and nutrition, please do not hesitate to reach out to learningtreedayschool@gmail.com

Handwashing Guidelines for Children, Staff and Visitors:
At Learning Tree Day School, maintaining a clean and hygienic environment is paramount to ensuring the health and well-being of all children and staff members. Proper handwashing is one of the most effective ways to prevent the spread of germs. We follow stringent handwashing protocols and encourage all members of our community to do the same.

When to Wash Hands:
1. When they arrive at the Center.
2. Before and After Meals: Children and staff must wash their hands thoroughly before and after meals or snacks to prevent the spread of germs.
3. After Using the Restroom / Diaper Change: Handwashing after using the restroom or diaper change is essential for personal hygiene and preventing the spread of illnesses.
4. After Sneezing, Coughing, or Blowing Nose: Encourage children and staff to wash hands after sneezing, coughing, or blowing their nose to minimize the spread of germs.
5. After Playing Outdoors: Following outdoor play, ensure hands are washed to remove dirt and potential contaminants.

Proper Handwashing Technique:
1. Wet Hands: Use clean, running water to wet hands thoroughly.
2. Apply Soap: Apply an adequate amount of soap and lather hands by rubbing them together. Ensure soap covers all surfaces of the hands, including the back, between fingers, and under nails.
3. Scrub Hands: Rub hands together for at least 20 seconds. Singing a short song like the "ABCs" or "Happy Birthday" twice can help children measure the time.
4. Rinse Thoroughly: Rinse hands under clean, running water to remove all soap.
5. Dry Hands: Use a clean towel or air-dry hands to complete the process.

Supervision and Assistance:
For younger children or those who may need assistance, our staff members are available to ensure proper handwashing techniques are followed. We encourage parents to reinforce these habits at home to promote consistency and reinforce good hygiene practices.

Health and Safety Commitment:
Learning Tree Day School is committed to maintaining high standards of hygiene and cleanliness throughout our facility. Our staff members undergo regular training on hand hygiene protocols and serve as role models for children in practicing proper handwashing techniques.

Community Responsibility:
We kindly request all parents, staff, and visitors to adhere to these handwashing guidelines to collectively contribute to a healthy and safe environment for everyone at Learning Tree Day School.

Universal Precautions

1. Hand Hygiene: Staff and children practice frequent handwashing using soap and water or hand sanitizer.
2. Personal Protective Equipment: When necessary, staff members use gloves and other protective equipment during specific activities to prevent contact with bodily fluids or potential contaminants.
3. Sanitization and Disinfection: Our facilities are regularly cleaned, sanitized, and disinfected to maintain a hygienic environment. High-touch surfaces and toys are routinely cleaned and sanitized throughout the day.

Gang-free Zone

This statement is to inform parents that under the Texas Penal Code, any area within 1,000 feet of a child care center is a gang-free zone, where criminal offenses related to organized criminal activity are subject to harsher penalty.

Breastfeeding Support at Learning Tree Day School (LTDS):
At Learning Tree Day School (LTDS), we prioritize and fully support breastfeeding mothers and their infants. Our commitment to breastfeeding support is demonstrated through:
· Staff Training: Our staff receives comprehensive training on safe procedures for handling breastmilk, ensuring proper storage, handling, and feeding practices in accordance with established health and safety guidelines.
· Providing a Welcoming Environment: We offer mothers a comfortable and private space to nurse their babies or express breast milk. LTDS ensures a supportive environment that encourages and accommodates breastfeeding.
· Educational Resources: LTDS provides families with information on breastfeeding and emphasizes the numerous benefits associated with breastfeeding. We aim to empower families with knowledge that supports informed decisions regarding infant feeding.
· La Leche League International (LLLI)
Website: La Leche League International
Description: Offers comprehensive information on the benefits of breastfeeding, practical advice, and support for breastfeeding mothers.
· Centers for Disease Control and Prevention (CDC) - Breastfeeding
Website: CDC Breastfeeding
Description: Provides evidence-based resources, recommendations, and research on breastfeeding benefits for mothers and infants.
· World Health Organization (WHO) - Breastfeeding
Website: WHO Breastfeeding
Description: Access to global breastfeeding guidelines, statistics, and advocacy materials promoting the importance of breastfeeding.

Vision and Hearing Screening:

In compliance with the State of Texas regulations, vision and hearing screenings are mandated for children at specific ages to assess their sensory health. These screenings play a crucial role in early detection, as any issues identified can significantly impact a child's learning and development.
Screening Requirements:
1. Age Requirements: Vision and hearing screenings are required for all children aged 4 years and again for those aged five years in the State of Texas.
2. Scheduled Screenings: A certified evaluator will be available on campus in the fall to conduct vision and hearing screenings for all children. Parents will be informed in advance of the scheduled screenings.
3. Screening Process: The screenings will be performed for a nominal charge, ensuring every child undergoes the required evaluation unless the parent can provide documented proof that the screening has been completed at a doctor's office.
4. Results Communication: Upon completion of the screenings, parents will be promptly informed of the results. Early detection of any vision or hearing issues can significantly impact a child's academic progress, and we aim to support parents in this process.

Parental Proof of Prior Screening:
If parents have documented proof that their child's vision and hearing screening have been conducted by a healthcare professional, they may provide this evidence to avoid duplication of the screening process.
Importance of Early Detection:
Early identification of vision or hearing problems is essential for timely intervention, ensuring children receive necessary support for optimal learning and development. For specifics on vision and hearing screening you may access the information on the internet at www.tdh.state.tx.us/

Pest Control

1. Preventive Measures: Our facilities undergo routine inspections and pest control measures to prevent infestations and maintain a clean and pest-free environment.
2. Notification: In the event of any pest control treatments or inspections, parents will be notified in advance. We take every precaution to ensure the safety and well-being of children during these procedures.

Live Pets and Animals

1. Educational Animals: Occasionally, educational animals may visit the center to enhance learning experiences for children. Prior notice will be provided, and the animals will be supervised by trained staff members.
2. Pet Policy: We do not allow personal pets to be brought onto the premises.

VI. Staffing and Professional Development

At Learning Tree Day School, our commitment is to maintain qualified staff, adhere to appropriate staff-to-child ratios, provide ongoing training, and prioritize meaningful teacher-child interactions. We believe that these elements are integral to creating a safe, supportive, and enriching environment for your child's learning journey.

Staff Qualifications and Ratios:

1. Qualifications: All employees, including teachers, fulfill the necessary criteria mandated by the state of Texas to teach in a licensed facility. This comprehensive process includes rigorous background checks and FBI fingerprinting to ensure a safe and secure environment for the children. They hold the necessary certifications, licensing, and training required to provide quality care and education to your child. 
2. Staff-to-Child Ratios: We adhere strictly to the staff-to-child ratios outlined by the State of Texas, ensuring that your child receives adequate attention and supervision. These ratios are designed to promote a safe and nurturing environment conducive to your child's growth and development.

Staff Training and Professional Development:

1. Certifications and Renewals: Staff members maintain current certifications and regularly renew their qualifications as required by state regulations, ensuring that they are well-equipped to meet the evolving needs of the children in our care.
2. Continuing Education Commitment: Our teachers are dedicated to ongoing professional development. They engage in a minimum of 30 hours of continuing education annually. This commitment allows them to stay abreast of the latest educational practices, methodologies, safety protocols, and child development techniques.
3. Yearly Training Sessions: In addition to continuing education, our teachers actively participate in yearly training sessions. These sessions are thoughtfully designed to focus on specific areas of improvement, addressing evolving educational needs, and refining teaching methodologies to enhance the quality of education and care provided to the children.
4. Documentation and Accountability: To ensure transparency and accountability, documentation of yearly training sessions is meticulously maintained in the employee files. 

Teacher-Child Interaction and Supportive Relationships:

1. Positive Relationships: We emphasize the significance of positive teacher-child interactions. Our staff is trained to foster supportive and nurturing relationships with each child, promoting a sense of security, trust, and encouragement.
2. Individualized Attention: Teachers at Learning Tree Day School aim to provide individualized attention to each child, understanding their unique needs, interests, and learning styles. This approach enables us to create a personalized learning environment conducive to growth and development.

VII.  Financial Information and Policies

At Learning Tree Day School, we appreciate your understanding and cooperation in adhering to these payment guidelines. Your timely payments and compliance help us sustain a high quality of care, ensure financial stability, compliance with regulations, fairness among families, and ultimately, provide a nurturing educational environment for all children enrolled at Learning Tree Day School.

Tuition and Fee Schedule:

· Payment Obligation: Childcare fees are applicable whether or not your child attends daycare on the agreed-upon days/hours. There will be no substitution, exchange, or breaks in fees for days when your child is absent due to illness, vacation, or any other reason.
· Billing Cycle: Daycare billing occurs twice per month on the 1st and 15th for enrolled students.
· Preschool Tuition: Tuition for preschool programs is payable bi-monthly, or monthly, as per the selected payment schedule at enrollment.
· Late Payment Charge: A late payment charge of four (4%) percent will be incurred if payment is not received after the fifth of the month.
· Insufficient Funds: In the event of a returned check due to insufficient funds, a $30.00 fee will be assessed.
· No Refunds or Pro-rated Tuition: There will be no refunds or pro-rated tuition for absences, whether they are excused or unexcused.
· Enrollment Termination: Enrollment is subject to termination if payment is not received by the tenth of the month. Tuition is not prorated if a child withdraws for any reason before the end of the month.

Methods of Tuition Payment:

To streamline the tuition payment process and ensure efficient financial transactions, we offer several payment methods. Please review the following options for submitting tuition:
1. Credit and Debit Cards: Payments made using credit or debit cards are accepted; however, they are subject to a 3% service charge to cover processing fees.
2. ACH Bank Draft: ACH bank drafts provide a convenient and fee-free method for tuition payment. Set up recurring payments through your bank account for hassle-free transactions.
3. Check Payments: Payments via check are accepted. Please make checks payable to [Learning Tree Day School] and include your child's name and program in the memo line.
4. Cash Payments: While cash payments are accepted, they are discouraged for security reasons. We advise against sending cash payments with your child to school.

CCMS/CCS Payment and Reporting:

1. Payment Deadline:
· CCMS/CCS payments are due by the 3rd business day of the applicable billing cycle.
2. Daily Swipe Requirement:
· Parents/guardians are required to swipe daily for attendance purposes. Failure to swipe daily may result in discrepancies in attendance records.
3. Absence Reporting:
· In the case of a child's absence, it's crucial not to pre-date absence records. If your child is absent for more than three days, it is mandatory to inform both CCMS/CCS and Learning Tree Day School about the child's absences.
4. Importance of Reporting Absences:
· Absences of three or more days without proper notification to CCMS/CCS and Learning Tree Day School may affect eligibility and compliance with the CCMS/CCS contract terms.

Late Charges

Parents/guardians who pick up their child/children after 6:30 p.m. will be assessed late charges according to cell phone time at a rate of $1.00 per minute.
You may come to the office to pick up your child after 6:30 p.m. where the late charges will be assessed and paid on that day. If this becomes a pattern, your child may not return the following day until paid in full.

Withdrawal from Center
· A two-week notice is required prior to withdrawing a child.
· If you choose to withdraw you child from the center, we cannot reserve a spot for your child in the near future unless a $100.00 re-enrollment fee is deposited to guarantee your child’s spot

Registration Process:

1. Pre-Registration for Fall:
· Pre-Registration for the Fall term can be arranged several months in advance by completing the Enrollment Record/Application Form and submitting the required non-refundable fees.
2. Annual Registration Fee:
· A non-refundable registration fee of $100.00 per child is due annually at the time of registration.
3. Fee Details:
· The registration fee is non-refundable and cannot be applied to tuition fees. It is an annual charge necessary for securing a place for your child at Learning Tree Day School for the upcoming academic year.




VIII.  Parental Rights and Responsibilities

At Learning Tree Day School, fostering a cooperative and harmonious relationship between parents, staff, and the institution is integral to providing a conducive learning environment for children. We value and respect the contributions and cooperation of all parents in the well-being and education of their children.

Parent Handbook Acknowledgement and Agreement:

· Acknowledgment: By enrolling your child at Learning Tree Day School, parents acknowledge receiving, reviewing, and agreeing to comply with the policies and guidelines outlined in this Parent Handbook.

Grievance and Conflict Resolution Procedures:

· Open Communication: Learning Tree Day School encourages open communication between parents and staff. Should any concerns or grievances arise, parents are encouraged to discuss these matters directly with the Assistant Director or Director for prompt resolution.
· Grievance Procedure: In the event of unresolved issues, parents can submit a formal grievance in writing to the Director. The school administration will investigate the matter and work towards an amicable resolution within a reasonable timeframe.

 Parent Code of Conduct:

· Respectful Conduct: Parents are expected to conduct themselves in a respectful manner when interacting with staff, other parents, and children within the facility premises.
· Collaborative Partnership: Parents are encouraged to actively participate in their child's education and development, support the school's initiatives, and maintain a collaborative partnership with staff and administration.
· Adherence to Policies: Parents are required to adhere to the policies and procedures outlined in the Parent Handbook, including guidelines related to drop-off and pick-up times, payment schedules, and communication protocols.

 IX.  Discipline and Guidance

At Learning Tree Day School, we prioritize positive guidance and constructive methods to foster a nurturing environment that encourages self-esteem, self-control, and self-direction in every child. Our discipline and guidance policy are designed in accordance with Texas Administrative Code, Title 40, Chapters 746 and 747, Subchapters L, emphasizing individualized, age-appropriate, and positive approaches to behavior management. We are committed to providing a safe, respectful, and nurturing environment for every child. 

Principles of Discipline:
Our approach to discipline and guidance follows specific principles to ensure it is:
1. Individualized: Tailored to meet the unique needs of each child.
2. Age-Appropriate: Aligned with the child's level of understanding.
3. Teaching-Oriented: Focused on teaching acceptable behavior and self-control.

Positive Methods of Discipline and Guidance:
1. Reinforcing Positive Behavior: Emphasizing praise and encouragement for good behavior rather than solely focusing on unacceptable conduct.
2. Setting Clear Expectations: Daily reminders of behavior expectations through clear and positive statements.
3. Redirecting Behavior: Using positive statements to guide and redirect behavior effectively.
4. Brief Supervised Separation or Time Out: When necessary for the child's age and development, a limited and brief time-out from the group, not exceeding one minute per year of the child's age.

Prohibited Forms of Discipline and Guidance:
We strictly prohibit the use of the following disciplinary actions:
1. Corporal Punishment: Any form of physical punishment or threats thereof.
2. Punishment Related to Basic Needs: Disciplinary measures associated with food, naps, or toilet training.
3. Physical Aggression: Pinching, shaking, biting, hitting with a hand or instrument, or inserting anything in or on a child's mouth.
4. Verbal Abuse: Humiliating, ridiculing, rejecting, yelling, using harsh, abusive, or profane language towards a child.
5. Isolation or Confinement: Placing a child in a locked or dark room, bathroom, or closet, or requiring silence or inactivity for inappropriate durations.

Behavioral Policy:

At Learning Tree Day School, we foster an environment where children learn to respect themselves, others, physical space, and materials. Most often, age-appropriate behaviors are addressed through positive reinforcement and open communication with parents. However, in cases of persistent disruptive or aggressive behavior that compromises the safety and care of others, specific measures will be implemented:

Approach to Addressing Behavioral Issues:
1. Positive Reinforcement and Communication: We emphasize positive reinforcement and communication with parents to address age-appropriate behaviors in a supportive manner.
2. Managing Disruptive Behavior:
· Disruptive or continuously aggressive behaviors will not be tolerated.
· Children displaying such behaviors may need a behavioral agenda to address and modify their conduct.

Policy for Repeated Behavioral Issues:
Learning Tree Day School maintains a strict policy regarding biting, hitting, spitting, or the use of profanity. For students engaging in such behavior:
1. Initial Steps:
· The child will be redirected and monitored for classroom safety.
· If necessary, the child may be sent to the office for a time-out and will return to the classroom when ready to interact positively.
2. Subsequent Actions:
· If the inappropriate behavior persists on the same day after returning to the classroom, parents will be contacted to pick up their child.
3. Progressive Consequences:
· If the same behavior occurs twice within one week, the child will face a one-day suspension from school.
· After accumulating three one-day suspensions, the child's enrollment at Learning Tree Day School will be terminated.

Biting Policy:

At Learning Tree Day School, we understand that biting is a developmental phase experienced by many young children, often arising from various reasons unique to each child. While it is a challenging behavior, our approach aims to address and resolve this issue by collaborating closely with parents to find effective solutions.

Our Approach:
1. Evaluation and Communication: Caregivers assess the classroom environment, closely supervise behavior patterns, and maintain open communication with parents regarding incidents of biting.
2. Parent Partnership: We believe in working as a team with parents to address and manage biting behavior. We will collaborate with parents within an agreed-upon timeframe to develop strategies for addressing this behavior.
3. Ensuring Safety: If, within the agreed-upon timeframe, we are unable to rectify the biting behavior, it may result in the termination of child care services. Our priority is to ensure the safety and well-being of all children under our care.

Plan of Action to Minimize Biting:
While each situation will be evaluated individually based on the child's age and circumstances, our basic plan of action to minimize biting includes the following steps:
· Enrollment Communication: Discuss the biting policy during enrollment and provide the written policy to all families to ensure awareness.
· Documentation: Chart every occurrence, including attempted bites, detailing the location, time, behavior prior to the incident, staff present, and environmental conditions.
· Parent Notification: Notify parents in the involved classroom about the biting issue and outline the procedures to be followed.
· Supervision: Shadow the child who bites to the best extent possible throughout the day, recognizing that continuous monitoring might have limitations due to staffing constraints.
· Resources and Support: Provide reading materials when requested or needed by the parents to aid in addressing biting behavior.
· Collaborative Strategy: Meet with the parents of the child who bites to jointly develop a strategy and action plan that will be implemented by both parties.

Further Procedures for Addressing Biting Behavior:
In certain circumstances where a child is consistently displaying biting behavior, we have additional procedures in place to address and manage the situation effectively:

Early Transition Consideration:
If a child is persistently stuck in a biting pattern, and if available space allows, we may consider an early transition to another classroom or program that better suits the child's developmental needs.
Parental Notification and Termination Policy:
Our termination policy is implemented as follows:
1. Immediate Removal for Specific Incidents:
· If a child bites two times on any one day, the child will be sent home for the remainder of that day.
· If a bite results in breaking the skin, the child who bites will be sent home immediately.
2. Continued Biting and Severity Assessment:
· If the biting behavior continues and becomes severe, leading to the child being sent home several times a week or causing undue stress on other children or the environment, we may need to consider terminating the child's care arrangements.
· Termination of child care services is a measure of last resort and will only be considered if the biting behavior persists despite our collaborative efforts with parents and staff.

Dismissal Policy:

At Learning Tree Day School, we prioritize maintaining a safe, positive, and conducive learning environment for all children. Removal from the school is a last resort. We value the safety, well-being, and positive atmosphere for all children. This Dismissal Policy is implemented to ensure a conducive learning environment for all students. We appreciate your support and cooperation in maintaining a respectful and safe community for our children to thrive. 

1. Behavioral Expectations: We expect all enrolled children to adhere to behavioral guidelines outlined in our Parent Handbook. Continuous disruptive behavior, aggression towards peers or staff, or behavior that jeopardizes the safety and well-being of others may result in dismissal. 
· Risk of Harm: If a child's behavior poses a threat of harm to themselves, other students, staff members, or disrupts the overall safety and well-being of the school environment, removal may be necessary.

· Destructive Behavior: Behavior that causes damage to school property or equipment, compromising the safety or learning environment for others, may warrant removal.

· Disruption to Learning: Persistent behavior that significantly disrupts the learning process of other students or creates an unsafe atmosphere within the classroom or school community may result in removal.

· Consistent Concerns: If behavioral issues persist despite efforts, interventions, and support provided by the school, and the behavior continues to hamper the learning, safety, or well-being of others, removal may be considered.

2. Parental Cooperation: We request parents' cooperation in reinforcing positive behavior and addressing any concerns or behavioral issues promptly. Open communication between parents and staff is essential in addressing and resolving behavioral challenges.
3. Dismissal Procedure: In the event of persistent behavioral issues, the Learning Tree Day School administration reserves the right to initiate a dismissal procedure. This may involve a formal meeting with parents/guardians to discuss concerns, set behavioral improvement goals, and develop a plan of action.
4. Termination of Enrollment: Learning Tree Day School reserves the right to terminate a child's enrollment if behavioral concerns persist and if it is deemed in the best interest of the child and the school community. Dismissal may also result from non-compliance with the school's policies or if there are safety concerns.

Other occurrences that may lead to dismissing a family could be (but not limited to):

1. Disrespectful Behavior: Instances where parents display disrespectful behavior towards teachers or school employees, creating an unsupportive or hostile environment within the school community.
2. Consistent Tardiness: Repeated instances of consistent tardiness in picking up the child, causing disruptions and challenges in maintaining the safety and operational efficiency of the school.
3. Nonpayment of Tuition or Fees: Failure to fulfill financial obligations by consistently failing to pay tuition or other required fees despite reminders and notices.
4. Child's Health or Educational Needs: If the child's health or educational needs become such that the school is unable to provide appropriate schooling or support necessary for the child's well-being and development.
5. Custody Arrangements: In cases where custody arrangements between parents create conflicts the school cannot effectively navigate or satisfy, causing disruptions or challenges in the child's education or school experience.
Please note that while these occurrences are indicative, the decision to dismiss a family is made after careful consideration, and each situation will be assessed based on its unique circumstances. Dismissal is considered as a last resort, and efforts will be made to address concerns before reaching this stage whenever possible.





Toilet Training Guidelines:

Learning Tree Day School recognizes that toilet training is an important developmental milestone for children. We aim to support and collaborate with parents in this process, ensuring a smooth transition from diaper use to independent toileting.

Indicators of Readiness:
Children exhibit readiness for toilet training in various ways, such as:
· Maintaining a clean diaper for two or more hours.
· Expressing the need to use the potty.
· Showing interest in wearing underwear.
· Waking up from naps with a clean diaper consistently.

Parent-Caregiver Collaboration:
When your child displays signs of readiness for toilet training, please inform the caregiver at the center. This collaboration allows us to synchronize efforts between home and the center to support your child effectively.

Assistance and Training Material:
Upon readiness, the caregiver can provide training materials, such as resources on "Potty Learning," to assist parents in the toilet training process at home. These materials aim to offer guidance and support during this developmental stage.

Communication between Home and Center:
Parents implementing toilet training at home are requested to inform the caregiver when they intend to start the training at the center. Open communication ensures coordinated efforts and consistency in assisting your child with toileting routines.
At Learning Tree Day School, we understand that each child progresses at their own pace. We are committed to working alongside parents to facilitate a positive and supportive environment during the toilet training process.

Diaper Supplies:
· Parents of children in diapers are responsible for providing diapers, wipes, and ointments. Only disposable diapers are permitted.
· Notification will be sent home when diaper supplies are running low, or parents may opt to provide a daily amount. Please note, if the center supplies diapers, there will be a fee of $2.00 per diaper and a $10.00 fee for wipes.

X.  Policy Updates, Annual Reviews, and Communication

Changes in Policies:

At Learning Tree Day School (LTDS), we are committed to providing a safe, nurturing, and progressive learning environment for our students. Our policies and procedures are periodically reviewed and updated to ensure alignment with best practices and the evolving needs of our community.
1. Policy Modifications:
· LTDS reserves the right to modify or update policies and procedures as deemed necessary. Any changes will be communicated to parents promptly through designated communication channels.
2. Annual Policy Reviews:
· Policies and procedures are subject to an annual review conducted by the LTDS administration and staff. This review aims to assess the effectiveness, relevance, and compliance of existing policies with current standards and regulations.
Communication of Policy Changes:
1. Email Communication:
· Parents will be informed of any policy changes or updates via email. Notification emails will include details about the modified policies, effective dates, and rationale behind the changes.
2. Timely Communication:
· LTDS is committed to providing timely updates regarding policy changes to ensure parents are well-informed and have sufficient time to understand and adhere to the revised policies.
3. Acknowledgment of Policy Changes:
· Upon receiving policy change notifications, parents are encouraged to review the updated policies and acknowledge their understanding and acceptance, if required.
4. Continuous Feedback:
· LTDS values feedback from parents regarding policy changes. Parents are welcome to provide input or express concerns, which will be considered in the ongoing improvement of our policies.
Note: Parents are encouraged to regularly check their email for communication from LTDS regarding policy updates and other important information.

XI.  Additional Resources and References
At Learning Tree Day School (LTDS), we are committed to supporting families in understanding and nurturing their child's growth and development. We offer a variety of resources and opportunities designed to provide valuable insights and information.
Available Resources Include:
1. LTDS Social Media Platforms: Our social media channels feature curated links to articles, blogs, and educational content related to child growth and development. Families can access informative resources on our social media platforms to stay updated and informed.
2. Pamphlets and Informational Material: We offer pamphlets and informational materials at LTDS that cover diverse topics related to child development, parenting tips, and educational strategies. These resources are available for families to explore and gain insights into their child's growth journey.
Director's Guidance: For additional information regarding any of these resources or if you require assistance in accessing other supportive materials, we encourage you to reach out to our Director. They will provide guidance and recommendations to help you make the most of the available resources and opportunities.
Access to Community Resources and Support
Parent Resource Area:
Learning Tree Day School (LTDS) understands the importance of providing families with access to community resources and support. If a parent is seeking information on nutrition, community resources, health benefits, or any other related assistance, we encourage them to visit our Parent Resource Area. Our staff will be available to assist in locating and accessing the necessary information or resources.
Nutrition and Health Benefits:
Nutrition Resources:
· ChooseMyPlate: A government initiative offering guidance on healthy eating habits for all ages. ChooseMyPlate
· HealthyChildren.org: A resource by the American Academy of Pediatrics offering advice on children's nutrition and healthy habits. HealthyChildren.org
· Feeding America: Provides information on accessing food banks and assistance programs. Feeding America
Health Benefits Assistance:
Here are resources where you can access health benefits such as SNAP, WIC, CHIP, and other related programs:
· Supplemental Nutrition Assistance Program (SNAP): Assistance with food purchasing. SNAP
· Women, Infants, and Children (WIC): Provides nutrition support to low-income women and children. WIC
· Children's Health Insurance Program (CHIP): Provides health coverage to children in families with low incomes. CHIP
· HealthCare.gov: Information on health insurance plans and coverage options. HealthCare.gov
We encourage our families to explore these resources to access valuable information on nutrition, healthy eating habits, and various health benefit programs. Proper nutrition is essential for your child's growth and well-being.
Local and State Resources:
As part of our commitment to supporting families, we have compiled a list of valuable resources and references in and around Round Rock, Texas, and the broader State of Texas
Local Services in Round Rock, Texas:
1. Round Rock Public Library: Access resources, children's programs, and educational materials. Website: Round Rock Public Library
2. Parks and Recreation: Explore local parks, recreational facilities, and family-friendly activities offered by the Round Rock Parks and Recreation Department. Website: Round Rock Parks and Recreation
3. Healthcare Services: Find information about local hospitals, pediatricians, and healthcare facilities catering to children's health needs in Round Rock.
4. Parent Support Groups: Connect with local parent support groups or community organizations offering parenting resources, advice, and networking opportunities.
Statewide Resources in Texas:
1. Texas Department of Family and Protective Services (DFPS): Access information on childcare licensing, child protection, and family resources. Website: Texas DFPS
2. Texas Education Agency (TEA): Explore educational resources, school information, and guidance for parents. Website: Texas Education Agency
3. Texas Health and Human Services: Information on healthcare, child health insurance programs, and family support services. Website: Texas HHS
4. 211 Texas: Dial 211 or visit the website for a comprehensive directory of community services and resources available throughout Texas. Website: 211 Texas
Please note that this list is not exhaustive. We encourage parents to explore these resources for additional support, information, and services relevant to their family's needs.
Useful Websites for Parents:
As part of our commitment to supporting parents in their journey, we've compiled a list of valuable websites covering various aspects of parenting, child development, education, and family well-being:
1. HealthyChildren.org: Official website of the American Academy of Pediatrics providing trusted advice on child health, development, and parenting. HealthyChildren.org
2. Zero to Three: Offers resources and information on early childhood development and parenting support. Zero to Three
3. Common Sense Media: Reviews and recommendations for age-appropriate movies, TV shows, books, and apps for children. Common Sense Media
4. PBS Parents: Educational activities, articles, and parenting tips from PBS for parents and caregivers. PBS Parents
5. Understood: Resources and support for parents of children with learning and attention issues. Understood
6. KidsHealth: Trusted information on children's health, behavior, and development for parents and kids. KidsHealth
7. Reading Rockets: Strategies and resources to help children learn to read and improve literacy skills. Reading Rockets
8. National Association for the Education of Young Children (NAEYC): Information on early childhood education and development. NAEYC
9. FamilyEducation: Parenting advice, activities, and resources for families. FamilyEducation
10. Child Welfare Information Gateway: Resources on child welfare, parenting, and family support. Child Welfare Information Gateway
These websites offer a wealth of information, tips, and resources covering various aspects of parenting, child development, education, health, and family well-being. We encourage parents to explore these sites to find valuable insights and support.
Parent Handbook Acknowledgment Page
Child's Name: ______________________________________
I have read the Learning Tree Day School Parent Handbook and agree to abide by the policies and procedures as outlined in the handbook. I further agree to communicate with the teachers, staff, and Director if I have questions, concerns, or need more information.
Signed: _________________________________ Date: _______________ (Parent or Legal Guardian)
I acknowledge that Learning Tree Day School is not responsible for lost, stolen, or damaged Cell Phones, Tablets, Video Games, MP3 Players, or any other items of value. We encourage the students not to bring these items from home.
Signed: ________________________________ Date: _______________ (Parent or Legal Guardian)
I acknowledge that two weeks' written notice is required if my child will not attend Learning Tree Day School. I acknowledge that if I do not give two weeks' written notice, I will be financially responsible for the tuition and Specialty fees.
Signed: ________________________________ Date: _______________ (Parent or Legal Guardian)
I acknowledge that Learning Tree Day School reserves the right to modify or amend the policies at any time without prior notice.
Signed: ________________________________ Date: _______________ (Parent or Legal Guardian)
I acknowledge that my child may be featured in Learning Tree Day School's social media content (including but not limited to photos, videos, and posts).
Signed: ________________________________ Date: _______________ (Parent or Legal Guardian)

This form serves as an acknowledgment by the parent or legal guardian regarding the understanding and acceptance of the policies outlined in the Learning Tree Day School Parent Handbook, including the potential use of the child in the school's social media content. Please sign and date each section to indicate your acknowledgment and agreement.
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LEARNING TREE DAY SCHOOL
Referral Program Announcement
Earn Rewards by Referring Friends & Family!



🌟 Reward Yourself! 🌟

At Learning Tree Day School, we value your trust and confidence in our school. We're thrilled to introduce our referral program as a token of appreciation for your support!

How It Works:
✨ Step 1: Take a business card from our front desk.
✨ Step 2: Sign your name on the card and share it with friends, family, or neighbors interested in quality childcare and education.
✨ Step 3: Your referrals present the signed card or mentions your name during enrollment.

Your Reward:

💵 $50.00 per Referral!
PLUS, if your referral stays enrolled for 6 months,
💰 Earn an Additional $100.00!
That's a total of $150.00 in rewards for you!

Thank you for being a part of our Learning Tree family and helping us grow our community.
For more details, contact us at (512) 255-0529
We appreciate your support!
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