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Mission Statement 
 
The Elgin ISD Child Development Center strives to provide the best in quality 
childcare for the employees and the school age parents in Elgin ISD.  We know a 
young child develops best in a nurturing and stimulating program that actively 
involves you, the parent and as a working parent; you need the assurance that 
your child is well cared for. The Elgin ISD Child Development Center provides all 
that and more. The Child Development Center staff knows that a child needs a 
place where he or she receives individual attention, is encouraged to be creative 
and expressive, is led to new discoveries about his or her world, and can enjoy 
quiet nurturing moments. Coming to work with mom or dad is an added benefit! 
By providing childcare at the worksite, Elgin ISD strives to assist its employees in 
building strong family lives. On a daily basis, parents play an active role in their 
child’s childcare experiences, thus building stronger bonds and supports for the 
child’s overall development. Through its support of the Child Development 
Center, Elgin ISD recognizes the importance of providing affordable, quality 
childcare that is accessible to employees. 
 
Elgin ISD Child Development Center is a Texas Rising Star Provider.  With this 
certification we offer  a lower child to caregiver ratio, curriculum that are based on 
creative expression, building positive self esteem and social skills, cognitive 
skills, communication skills, health and safety habits, physical develop, and an 
appreciation of diversity.  Activities are planned for both inside and outdoors and 
are based on a developmentally appropriate practices. Our staff participates in a 
minimum of 30 hours per year training, more than required by minimum 
standards and ongoing assessments of the children are done. 
 
Eligibility 
Enrollment is open to the children of Employees of Elgin ISD and relatives of 
district of employees when space allows. Also enrollment is open to Elgin ISD 
School Age Teen Parents and we accept children for part-time care when space 
allows with the knowledge and understanding that Full Time Employees and 
School Age Parents will have priority. A Waiting List will be established if 
necessary for spaces for children at the center. Elgin ISD Child Development 
Center also houses the PPCD 3 year old program for the district.  Services are 
provided in conjunction with the Special Education Department of Elgin ISD. 
 
Enrollment 
Upon enrollment, parents will participate in a Parent Orientation and receive a 
copy of the Elgin ISD Parent Handbook which includes the operational policy for 
the center and any other information necessary for the successful transition of 
their child.  Any policy changes will be given to the parents in writing concerning 
the Elgin ISD Child Development Center. 
Please be aware that your child MUST be current on all immunization when 
enrolled. 
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Hours of Operation and School Calendar 
 
Hours are 6:45 – 5:45 daily. 
We are a self-funded center and your cooperation in meeting these hours is 
essential to the financial stability of our program. The Elgin ISD Child 
Development Center will operate on all instructional, workdays and in-service 
days.  In the event of enrollment changes at the Child Development Center, the 
staffing pattern will be adjusted to re-group children and reduce staff until the 
regular enrollment pattern resumes. When Elgin ISD closes early for holidays, 
severe weather conditions, or, other events, the Child Development Center will 
also close early.  We typically close 30 minutes after the last school has closed. 
LATE FEES:  Late Fees will be enforced. First offense – it will be brought to 
your attention. Second offense – you will be given a warning. Third offense 
you will be charged a late fee of $20.00 and it will be deducted from your 
payroll check.   
 
Elgin ISD will close the last day of Summer School.  We will tentatively 
reopen the first day the new teachers return in August. 
 
Please note:  A minimum number of children must be enrolled to provide summer 
school care. 
 
 
 
 
 
 
Parent Orientation:   
When enrolling your child please take time to read the Parent Handbook and be 
prepared to ask questions during your orientation.  Orientation will include: 
Tour of Elgin ISD Child Development Center 
Introduction to teaching staff 
Visit with classroom teacher 
Overview of Parent handbook 
Policy for arrival and late arrival 
Opportunity of an extended visit 
Explanation of Texas Rising Star 
Information Concerning CCS enrollment if applicable 
Overview of Family Support Resources and Activities available to parents 
Information concerning child portfolio and developmental milestones 
Technology use at Elgin ISD Child Development Center 
Role of families in your child’s development 
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Arrival and Departure 
The transition period from home to school is an important time of the day. You 
should plan a Flexible Schedule that allows you a few moments to help your child 
get his or her day started. Departures at the end of the day need equal attention. 
Sign in and Sign out sheets (Bright Wheel) are located on a clipboard/iPad in 
each classroom for your convenience.  You are required to sign it daily when 
dropping your child off and picking him/her up. 
If you have an infant or toddler, please start the day by completing the 
Infant/Toddler Communication Sheet with information concerning your child. 
Please indicate the last time your child ate and provide the caregivers with 
information about your child's mood, demeanor, special needs and other 
characteristics that will help to ease the transition into the childcare center for the 
day. At the end of the day, you will be asked to sign your child out, noting your 
time of departure. This year we will be implementing Bright Wheel tracking 
system into our classrooms.  This will improve our communication with 
you as parents and assisting with streamlining our reporting and tracking.  
More information available at the office. 
 
CCS Workforce Program 
As part of the CCS Workforce program please let us know if you have any 
changes in your enrollment so that we can gladly assist. If you are part of the 
CCS workforce program you MUST SWIPE YOUR CARD FOR ATTENDANCE. 
The machine is located in portable #1.  
 
Hand washing Policy 
Please assist your child in washing their hands upon entry to the classroom each 
time you and your child enter the building. 
 
Please arrive by 8:30 a.m. It’s important for your child to arrive in time to join the 
group and participate in all of the day’s activities. Irregular arrival times create 
confusion and a feeling of being left out of the group. If you know you will arrive 
later than 8:30 a.m. we ask you to call and leave a message.  Likewise, if your 
child will be absent for the entire day, please call and let us know.  
 
Cell Phone Policy 
Elgin ISD Child Development Center strongly recommends that you refrain from 
the use of cell phone during drop off and pick up times.  This is a time to discuss 
your child’s day with his or her teacher or staff member. 
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Families with More Than One Child Enrolled 
Parents with more than one child enrolled should first take the oldest child to his 
or her classroom then take the youngest child to his or her classroom. In the 
afternoons, first collect the smallest child then go to the oldest child’s classroom. 
For safety and security reasons we try to limit the number of people walking 
through the infant and toddler classrooms. Young children are often frightened by 
a lot of activity and too many people in the classroom. Some experience severe 
“stranger anxiety” and become very upset when unfamiliar people enter the 
room. Additionally, we must be very careful that small children who play on the 
floor are not accidentally stepped on or injured by a preschooler who loses his or 
her balance while walking in and out of the infant classroom. Older siblings may 
not be left unattended while parents take infants and toddlers into the 
classrooms. This is a direct violation of Texas Minimum Standards for Licensed 
Childcare Centers. The Child Development Center will not be held accountable 
for any injuries or accidents that occur while a child is left alone. Further, The 
Child Development Center is unable to provide staffing to accommodate the 
proper care and supervision of the children during these transitional times. 
 
 
Rates and Tuition Collection 
Monthly Tuition 
Tuition Rate for Elgin ISD Child Development Center 
Payment is for 187 teacher working days.  You will have 20 payroll deductions 
starting 9/15 and ending on 6/30. 
 
Infants  6 weeks thru 17 months    $620.00 
Texas Minimum Standards allow a “4 to 1” ratio in the infant room.  We strive to 
provide a “3 to 1” ratio.  There may be situations when we have a “4 to 1” ratio 
with a floater in the portable. 
 
Toddler   18 to 35 months        $500.00 
            
Preschool  3+                       $460.00 
Potty trained       IF NOT POTTY TRAINED, TODDLER RATE WILL APPLY 
          
 
 
LATE FEE OF $20 (per child) WILL BE DEDUCTED FROM YOUR 
PAYCHECK FOR LATE PICK UP.  WE WILL BE USING THE CLOCK ON THE 
DISTRICT COMPUTERS. 
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Elgin ISD Child Development Center policy is that your tuition will change 
when your child is completely potty trained. Diaper changing and potty 
training requires additional supervision and monitoring by CDC staff.  The 
rate schedule will assist us in accommodating the staff needs during these 
developmental growth tasks for your child.  Safety of your child is a 
primary focus. Tuition rate changes for children 18 months and older will 
apply based on the above policy. Thank you for your cooperation. 
 
• Monthly tuition rate is per child. 
• Monthly tuition will includes morning breakfast and an afternoon snack per day. 
Parents of infants are to provide formula or breast milk and appropriate baby 
food for their child. Parents of toddlers and preschoolers are to provide lunch for 
their child/children. 
 
Other Fees 
Annual Registration and Supply Fee $50.00   this fee will be paid when 
enrollment forms are turned in.  Checks will be deposited after September 1st. 
 
Tuition Collection Policies & Procedures 

 Employees of the school district will have their tuition payment deducted 
from their paycheck in 10 monthly payments. 

 Tuition is for 187 teacher working days.  Payroll deduction is monthly to 
accommodate your pay schedule. 

 The center will not give credit or "tuition forgiveness" for days absent due 
to illness, vacation, holidays, etc. The full month's tuition is expected. 

 If a child enrolls after the beginning of the Elgin ISD academic calendar, 
childcare fees will be prorated for the first month of enrollment and will be 
based on the child’s first day at the center. 

 If a child withdraws from the childcare program prior to the end of the Elgin 
ISD academic calendar, the last month of enrollment will be prorated, 
provided two week’s notice has been given. 

 Tuition for part time care will be due by the 5st  working day of the month 
  

Late Fee Policy for parents who self-pay 
 Tuition is due by the 5th of the month.  A $20 dollar charge will be any 

checks received after the 5th of the month. 
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Meals and Nutrition 
 
Our center is a parent provided lunch program.  Please send a “ready to eat 
lunch” each day in containers that maintain appropriate temperatures needed for 
safe consumption of food. Refrigeration is available when necessary. 
Elgin ISD Child Development Center is not responsible for the nutritional value of 
lunches brought from home.  In order to promote healthy eating habits, sweets 
such as cookies and candy with be reserved until your child have consumed the 
majority of their lunch unless otherwise directed by parent. Please encourage 
your child to eat healthy all day!  
Healthy eating is a priority at Elgin ISD Child Development Center. In order to 
promote good nutrition fresh fruits and vegetables are available for during meals 
and snack.  Milk is served with breakfast and lunch and water is served at every 
meal. It is the policy of Elgin ISD Child Development Center that food is not used 
as form of behavior modification; reward or punishment. 
All food products served at Elgin ISD Child Development Center meet the 
nutritional value of USDA and Texas Department of Agriculture.  
Menus are prepared based USDA and Texas Department of Family and 
Protective Guidelines. 
 
Nutrition Education is critical for a child’s healthy development. Our parent 
resource center has information available regarding how to pack a healthy lunch, 
food allergies, and additional nutritional information. 
Web sites that might assist you with health lunches: 
 
USDA MYPLATE http://teamnutrition.usda.gov 
www.Kraftrecipies.com 
www.schoolFamily.com 
www.about.com.Nutrition 
www.metroparent.com 
www.foddnetwork.healtyeats.com 
 
Nutrition Safety: 
As part of the required training for all staff, food allergies are a safety topic. 
Training identifying foods that may cause a possible reaction are identified. 
Children with food allergies are identified in the classroom and in the food 
preparation area. Treatment for food reactions is included in training and staff 
orientation. 
Resource: Food allergies in children/Children’s Hospital of Wisconsin 
 
Healthy Child Care America 
www.healthychildren.org 
Choking Prevention 
www.cdc.gov/HomeandRecreationSafety/Choking 
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If your child is an infant, you will need to provide formula and/or prepared foods, 
according to the nutritional needs of your child. Bottles must be labels with your 
child’s first name and last initial.  Please do send glass bottles or containers.  
Elgin ISD Child Development Center strongly supports the practice of 
breastfeeding for your child.  In the infant room we have a private corner for the 
parent to use for pumping or nursing your baby.  Please feel free to use that area 
for your needs. 
Need additional information of breastfeeding please visit our parent resource 
center or this website; www.breastmilkcounts.com. 
For your child’s safety, no liquids or food hotter than 110 degrees are kept out of 
the reach of children.  This applies to children and staff. 
 
Classroom/Birthday Celebrations 
For birthday and holiday celebrations are special times for you and your child.  
When planning these special activities we require that all food brought into the 
classroom is from a commercially prepared facility.  Please consult the director or 
your child’s teacher to plan this special birthday. 
 
 
 
Health/ Medical  
 
Immunizations 
All immunizations must be complete when you enroll your child and the 
immunizations must be kept current.   
 
Illness and Injury / Parent Notification for Medical Emergencies 

 Parents will be notified immediately of any illness or injury by phone 
and/or email (please make sure we can reach you at all times 
especially in case of emergency). Ex: field trips, meetings, etc. 

 The ill child will be removed from contact with other children if staff is 
available. 

 Parents should arrive promptly to take their child home. 
 
Health Checks 
Daily HEALTH checks will be conducted when your child arrives at school.  
PLEASE REVIEW SPECFIC CONDITIONS WHICH REQUIRE EXCLUSION 
SECTION ON THE NEXT PAGE. EACH CHILD MUST WASH HANDS UPON 
ENTRY INTO THE CLASSROOM. 
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If your child is absent/late 
On the days your child will not be attending school or will arrive late, please call 
your child's classroom or the childcare director to inform them of your decision to 
be absent. If your child becomes ill at school, he or she will be given a sleeping 
mat and placed in a quiet area of the room to rest until you can take your child 
home. It is important that you make alternate arrangements to provide care for 
your child when he or she becomes ill. The staff cannot allow a sick child to 
remain at the school. Ill children should be picked up within 30 minutes of parent 
notification. You will be asked to keep your child home until all symptoms of any 
illness have passed, and the child is no longer contagious. 
A child must be excluded from the center when the illness prevents the 
child from participating comfortably in facility activities, or the illness 
results in a need for greater care than the childcare staff can provide 
without compromising the health and safety of the other children. 
 
Specific Conditions which Require Exclusion: 
Fever –  
 Oral temperature of 101 degrees 
 Rectal temperature of 102 degrees 
 Armpit temperature above 100 degrees 
 

. 
Signs of possible severe illness, including unusual lethargy, irritability, 
persistent crying, difficult breathing. 
Uncontrolled diarrhea, defined as an increased number of stools compared 
with the child's normal pattern, with increased stool water and/or decreased form. 
Even one diarrhea incident may require exclusion if it is not contained by the 
child’s diaper or if it is combined with other symptoms. Exclude until symptoms 
have disappeared for 12 hours. 
Vomiting two or more times in the previous 24 hours unless the vomiting is 
determined to be due to a noncommunicable condition and the child is not in 
danger of dehydration. Exclude until symptoms have disappeared for 24 hours. 
Mouth sores with drooling unless the child's physician or local health department 
authority states the child is noninfectious. 
Rash with fever or behavior change, until a physician has determined the 
illness not to be a communicable disease. 
Purulent conjunctivitis, defined as pink or red conjunctiva with white or yellow 
eye discharge, often with matted eyelids after sleep, and including a child with 
eye pain or redness of the eyelids or skin surrounding the eye. May return 24 
hours after treatment has begun and symptoms have disappeared. 
Infestation (e.g. scabies, head lice), may return after treatment has begun. All 
nits and egg sacks must be removed prior to child’s return. It is necessary for the 
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classroom teacher and/or administrative staff to check for continued infestation 
upon child’s return to school. 
Impetigo, until 24 hours after treatment was begun. 
Streptococcal pharyngitis, until 24 hours after treatment has been initiated, and 
until the child has been afebrile for 24 hours. 
Pinworm and Ringworm infections, until 24 hours after treatment was begun. 
Chicken Pox, until 6 days after onset of rash or until all lesions have dried and 
crusted. 
Policies developed by the American Academy of Pediatrics/American Public 
Health Association pertaining to the exclusion of children with other contagious 
diseases will be followed. 
Specific Conditions that Do Not Require Exclusion: 
Children who have a type of germ in their bowel movement or urine that can 
cause disease, but that is not giving any symptoms to the child whose stool or 
urine contains the germ. 
Children with conjunctivitis (pink eye) who have a clear, watery eye discharge 
and do not have any fever, eye pain, pus coming from the eye, or eyelid redness. 
Children with a rash, but no fever or change in behavior (must be released by a 
physician). 
Children with cytomegalovirus infection, carriers of hepatitis B and HIV infection. 
Children with a clear nasal discharge; however, please note that cloudy, yellow, 
or green nasal discharge can be a sign of infection and can lead to exclusion 
from group care. 
Procedure for Management of Illness: 
If a child appears mildly ill, 
1. The child's caregiver will fill out an incident/illness report to document date, 
time, and symptoms of illness. Parent will be given the symptom record at the 
end of the day. 
2. The caregiver will notify the parent. 
3. If the child is to be excluded from the program, the caregiver will notify the 
center director. 
4. The child's symptoms will be treated as agreed upon with the parent. The 
treatment will be written on the symptom record. 
5. The symptom record will be given to the parent so that the parent has the 
information needed to continue the child's care and if necessary to consult the 
child's health provider. Some communicable diseases must be reported to public 
health authorities so that control measures can be used. The list of these 
diseases can be found on the communicable disease chart in Minimum 
Standards. Notify the center director when it is determine a child has a reportable 
disease. When contagious illnesses, such as flu, chicken pox, etc., appear in a 
class, notices will be posted on the bulletin board. A current record of a medical 
physical is required of all children enrolled at The Child Development Center. 
Immunization records must be kept up-to-date and documented at the center. 
The list of immunizations that the Texas Department of Health requires can be 
found at the back of this handbook. 
 



 11

 
Medications 
Please bring medications only when necessary.  If needed only twice a day, 
please administer to your child before and after school. (This will help us in 
keeping our cost down due to insurance.) 
ASOLUTLY NO MEDICATIONS WILL BE GIVEN IF EXPIRED. 
When you bring medication to the school for your child, you will be asked to 
complete Permission to Administer Medicine form. Childcare licensing requires 
that medications must have current expiration dates and, in the case of a 
prescription, have been prescribed to the child in question. You must have a 
Physician’s Authorization for OVER THE COUNTER MEDICATION. The Child 
Development Center may not administer medication that has been prescribed to 
anyone else. The following guidelines must be followed when bringing 
medications to the school: 

• Both prescription and over-the-counter medications must be in the 
original container. 

• The label must include the following information: 
a) Date 
b) Child’s name 
c) Specific directions for dosages and times to be given 
d) Physician’s name (if prescription medication) 

• Medications must be administered according to label directions, including 
obtaining instructions from your doctor if your child falls into an age range 
for which the label states to ‘consult a physician.’ Your child’s teacher can 
help guide you in the proper procedures for this. 
• The Child Development Center staff may administer over-the-counter 
medications on a case by case only. We may not accept open-ended 
directives from parents to administer medications. 
• Medications are stored in labeled storage areas. It is unsafe to leave 
medications in your child's cubby or diaper bag. Please ask for assistance 
from the childcare staff for proper storage of medications. 

Use of Tylenol or other Fever/Pain Reducers 
Regarding Tylenol and other fever- and pain-reducing medications, our medical 
resources advise that, if a child is well enough to be in childcare, 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 off an infection. If your child’s 
caregiver suspects that an analgesic is masking a fever, he or she may suspend 
its administration until an accurate temperature reading may be obtained. 
Likewise, we respectfully ask parents not to send children to school who are 
taking pain/fever reducers without first consulting with the lead teacher or 
childcare director. Please remember, you must have a Physician’s Authorization 
Form for over the counter medication. 
Hearing and Vision Screening Requirements 
According to Texas Health and Safety Code, Ch. 36, First-time enrollees who are 
four years of age or older by September 1 of each year will be screened for 
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possible vision and hearing problems within 120 calendar days of enrollment 
unless parents present evidence of screening conducted one year prior to 
enrollment. 
 
Tuberculosis Screening and Testing is not required by the Texas 
Department of Health for Bastrop County. 
 
Emergency Preparedness Plan/Safety & Evacuation Procedures 
Each classroom has posted the Emergency Preparedness and Evacuation Plans 
that the teachers will follow in case of an actual emergency.  Monthly fire drills 
and quarterly evacuation drills are held to allow children the opportunity to 
practice the evacuation plan.  In case of an actual emergency, we will evacuate 
to the Elgin ISD Administration building located at 1002 North Ave C.  Elgin, 
Texas  
How children will be relocated:  Preschool children and toddlers will walk under 
the direction of their teacher and CDC staff to the Elgin ISD Administration 
Building.  Infants will be placed in evacuation cribs and pushed by CDC staff the 
Administration Building.  CDC children and staff will be located in the east wing of 
the building. Emergency box will travel with children and staff. 
 
Each teacher will carry the daily sign in sheet with emergency contact list with 
them to the administration building.  A master roster is located in emergency box.  
Children will only be released under the direction of the Emergency Coordinator, 
Bobby Vasquez and/or CDC Director.  Children will be released to authorized 
individuals only. 
 
Floor plans with escape routes and relocation plans are posted in each room at 
the CDC. Flashlights and First Aid kits are located in each room at the CDC. 
Smoke detectors are located in each room and carbon monoxide detectors are 
located in each portable.  Fire extinguishers are also located in each room and 
are inspected annually. 
 
The Child Development Center staff will inspect the children’s play areas 
regularly for unsafe conditions. 
You are asked to report any hazards you see to the director. Though teachers 
are trained to be alert, sometimes accidents happen when children play or have 
a disagreement with a playmate. Minor bumps and bruises will be cared for by 
the teachers and recorded on an Injury Report. You will receive a copy of this 
report and a copy will be kept in your child's classroom for future reference. The 
clothing and shoes that children wear can sometime contribute to accidents. We 
encourage parents to provide comfortable play clothes that allow for climbing and 
running, as well as rubber-soled shoes that buckle or tie securely.  
FLIPFLOPS AND Sandals Without straps ARE NOT ALLOWED. 
If a serious injury should occur, you will be notified immediately; therefore, 
current emergency information must be kept in your child’s file at all times. 
Childcare teachers are trained in CPR and first aid, but EMS will be called if 
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necessary. In the event of a fire or weather emergency involving the childcare 
center, please be advised of the following procedures: 
Fire Evacuation: 
Fire Evacuation Plans with escape routes and relocation plans are posted in 
each room.  Fire extinguishers are located in each room. 
 
Inclement Weather: 
During emergency evacuation of the building, you are asked not to enter the 
classroom or remove your child from the classroom. You may meet us in the 
designated shelter and help with the situation at hand, but please do not remove 
your child from the group. Stay with us until the school director has released you. 
This policy is necessary to prevent confusion. We do not want to spend valuable 
time searching for your child if, in fact, you have taken him/her away from the 
childcare center. Once all children have been accounted for, you will be released 
to leave with your child if you choose.  
 
CHILD ABUSE AND NEGLECT 
All staff members receive yearly training concerning the recognition and 
prevention of child abuse and neglect.  Information is available to all staff and 
parents in the following areas 
 Increase awareness and warning signs 
 Prevention techniques 
 Coordination between community organizations 
 Actions that the parent of an abused/neglected child should take 
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Classroom Visits 
One of the delightful benefits of workplace childcare is the ability to visit or 
observe your child throughout the day. You are welcome to do so at any time but 
we do ask that you sign in at Portable #1.Please be aware, your participation in 
events at the childcare center is greatly appreciated; however, we want you to 
exercise caution and good judgment when choosing when to be away from your 
job responsibilities. It will be necessary for you to work with your immediate 
supervisor to determine when it is appropriate for you to volunteer or attend 
events at the childcare center. Your participation is valued but not mandatory. 
We want to be certain your visits to the childcare center are comfortable, casual 
and relaxed. However, we must be careful to balance the overall activities of the 
classroom with the individual needs of our children. Some of our little ones 
become anxious and frightened when there are a lot of people in the room. 
Whenever possible, we want to minimize the transitions and opportunities for this 
to occur. If you would like to visit with you child for an extended period of time, 
we respectfully request that you take a walk together, go to the playground or 
select a quiet place outside the classroom to visit. Thank you for your 
understanding. Initially, your child may be confused by your visits. When your 
child sees you, he or she will expect to leave with you. We suggest that you 
explain to your child that you are visiting and then join him or her at an activity. 
The teachers will attend to your child as you leave. Regular visits will establish a 
routine with your child, making your coming and going easier. When you visit the 
classroom, we ask that you follow the example set by the teacher for relating to 
your child in a positive way. You are also expected to adhere to the classroom 
rules and routines. You are invited to join us for lunch occasionally. If you choose 
to eat with us, notify your child’s teacher in the morning. If you bring guests to 
visit the childcare center please ask them to wait outside the classroom while you 
pick up your child from his/her class. Visits with friends are best handled outside 
of the classroom. This request is simply to ensure that each of our classrooms 
remain calm and pleasant for the children and staff. You are welcome to visit 
your child at any time during the day. 
 
Visitors 
All visitors MUST report to room #1 to sign in and sign out.  Identification must be 
presented.  All classroom doors are locked at 8 am and remained locked till 4:00 
pm. 
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Confidentiality 
Each child is a unique individual with specific needs. The teachers are trained to 
observe and plan for each individual child. Our environment will be supportive of 
each child’s growth and each parent’s own development as a parent. Therefore, 
every adult visiting our school will be asked to respect the needs of the individual 
and the ability of the Child Development Center staff to plan an appropriate 
program for that child. It is not appropriate to discuss the children or incidences in 
the school with anyone other than your child’s teacher or the school director, 
including coworkers at Elgin ISD. The Child Development Center staffs are 
interested in answering your questions or discussing your concerns, but we will 
not allow this to take place in the presence of the children or other adults. Your 
child’s teacher will schedule a private meeting with you to discuss any concerns 
you have about the classroom. 
 
Parent Involvement/Education 
Parent bulletin boards with class schedules, lesson plans, announcements, and 
parenting articles will be displayed in each classroom. Be sure to read these 
daily.  A Resource Center is available for parents in Portable #1, Office.  If we 
don’t have what you need, be sure to let a CDC staff member know and we will 
do our best to get the information to you. The Child Development Center staff 
believes that parent involvement is important. Parents are requested to 
participate in Parent Orientation before enroll which allows time to tour the center 
and meet the staff. We also plan activities almost monthly that will allow you and 
your family the opportunity to visit with your child at school.  Some of these 
activities include the Fall Festival, Christmas Caroling, and Spring Water Day.   
We also provide a center evaluation to allow parents the opportunity to assist us 
in developing goals and activities. 
 
Monthly Newsletters are sent to inform parents about what is going on at Elgin 
ISD Child Development Center.  These newsletters will also provide you with 
parent education information.  Topics can include nutrition, guidance, education 
topics, and helpful information about your child’s growth and development. 
Please remember our Family Resource Center located in Portable #1 and feel 
free to give topic suggestions. 
 
 
Parent Conferences  
Twice a year we request that parents participate in a parent conference which 
allows an opportunity for discuss your child’s developmental milestones and 
progress.  You or the teacher can ask for additional conferences at any time. As 
important events occur in your child’s life or in your family, please share these 
with the teachers. These might include the death of a pet, moving to a new 
house, the illness of a grandparent, or even the separation of parents. Informed 
teachers will be better able to support your child and tell you how your child is 
responding to these events. 
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Communication Information 
Current parental contact information is essential for the safety of your child.  Your 
information can be sent to the center by phone, email, and at arrival and 
departure. 
Phone number is 512.281.9797 
Email gbrune@elginisd.net 
pcarter@elgin isd.net 
You will receive confirmation that we received your message/information. 
 
Communication Policy 
Please know that information you share with your child’s teacher is confidential 
and will not be shared with others. The Child Development Center values parent 
ideas and input. We also value our time in the classroom with your child. For this 
reason we respectfully ask parents to schedule a private meeting to discuss 
issues and concerns that may arise in the course of a child's enrollment rather 
than discussing concerns in the presence of children or in the classroom. We 
want to give you our undivided attention and this is not possible when the 
teachers are responsible for children. Conferences may be requested as deemed 
necessary. The Child Development Center staff strives to provide many avenues 
of communication with all parents. Please feel free to utilize voice mail, email and 
written notes as methods of communicating with your child's teacher. Be aware 
classroom teachers spend most their time working directly with children. Voice 
mail and email messages will be returned as promptly as possible. 
 
Participation in Procedures and Policies 
Parents are encourages to review and discuss the operations of the Elgin ISD 
Child Development Center.  Please feel free to contact the director and or 
teacher with your concerns and questions. An evaluation form will be provided 
gin the spring to parents to assist us improving our program. 
 
Curriculum 
The Child Development Center offers the Frog Street curriculum. Frog Street is a 
comprehensive curriculum based on the most current research in early childhood 
education including brain development research. The program is rooted in a 
deep knowledge of child development and empowers teachers to know not only 
what to teach but also the how and why of instructional strategies.  This 
curriculum includes intentional instruction with children’s play, incorporates 
Conscious Discipline, Dr Becky Bailey, and provided parent partnership 
opportunities.  Assessment will be incorporated into the classrooms with 
Preschool First and Frog Street. 
 
 
 
Guidance (Guidance and Discipline Policy Form is included in Enrollment 
Forms) 
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Children are learning to be part of a social group. Juggling his or her own needs 
with that of the group’s is sometimes difficult for the young child. For this reason, 
preschool and toddler teachers view guidance as a time to help your child learn 
new social skills. It is a teaching time, a time to remain positive and supportive of 
the child. The techniques teachers will use for challenging behaviors include 
redirecting your child, offering him or her words to use in solving problems, and a 
chance to try again, as well as modifying the environment or routine to better 
meet your child’s needs. Only after several techniques have been tried and/or if 
safety is an issue will your child be removed from the group and placed in 
another area of the room until he or she is ready to return to the activity. At no 
time will physical punishment be used to correct the child. 
As a parent we want you involved in this process.  Parent conferences with the 
teacher/director are encouraged and will be scheduled at the request of the 
parent or staff.  You will receive communication concerning the progress of your 
child thru a daily report, email information, or personal communication. 
 
 
 
 
 
 
Biting Policy 
Children sometimes bite other children. Although not all children bite, biting is 
considered a normal stage in development and not an act of aggression.  Some 
common reasons why children may bite are: 

1. Teething: Toddlers are often cutting teeth and it hurts. Chewing on 
something momentarily stops the pain 

2. Sensory Exploration:  Toddlers are very good at using all of their 
senses to learn about the world.  The “oral mode” an important style of 
learning for infants, continues into toddlerhood. They bite everything, 
not just their playmates 

3. Cause and Effect: Children are eager explorers.  They are constantly 
studying cause and effect.  Biting produces a predictable response that 
received attention from adults 

4. Self-Assertion:  This is probably the most common reason children 
bite. It’s one way to express frustration when they don’t yet have the 
language skills to do so. 

 
Consistent with confidentially policy, parents are not told the name of the child 
who bit their child.  Parents of the biter are informed and work together with the 
teachers to hopefully prevent further biting incidents. 
 
 
 
Pet Policy 



 18

Elgin ISD Child Development Center does not allow pets in the classrooms or on 
the grounds. 
 
Outdoor Play 
Young children need regular opportunities for outdoor play. The Child 
Development Center schedules a minimum of outdoor play two times each day 
for all children who are walking. Children must come to school healthy enough to 
be able to participate in outside play. We are unable to provide separate 
supervision arrangements for children who are unable to play outside due to 
temperature, wind, etc. Non-walking children will be outside only when the 
ground is dry and the temperature is above 50 degrees. Walking children will go 
outside if the temperature is about 40 degrees; however, teachers may decide to 
take children outside at lower temperatures on dry, sunny, windless days. 
Parents should provide appropriate clothing, including hats and gloves. The 
length of time spent outdoors will be determined by the weather conditions, i.e. if 
it's very hot or very cold children will only stay outside for 10 - 20 minutes. 
 
Technology Policy 
Visual media is not allowed in Infant and Toddler classrooms.  Screen time in 
Preschool classrooms is related to the curriculum and usage is limited. 
 
Personal Belongings 
Your child should not bring food, toys, or money from home. This policy prevents 
hurt feelings and lost or broken belongings. If your child is in a classroom which 
has Show-and-Tell, the teacher will set guidelines as to what sorts of items may 
be brought and how they will be handled in the classroom. You are encouraged 
to bring your child’s security items, such as a pacifier, blanket, or stuffed animal. 
These items must be labeled to prevent loss of property.  The following items are 
needed at school: 
 
 
3 – 5 Year Olds 

Several changes of clothes 
Appropriate outerwear when needed 

We provide mats, pillows, and blankets for this age group.  Please no sleep toys. 
 
2 Year-Olds  

Stuffed animal, doll, or other "security item" for nap (optional) 
Several changes of clothing  
Appropriate outerwear (heavy coat in winter; light-weight jacket in 

spring/fall) 
All creams and powders MUST be labeled with child’s name 

We provide mats, pillows, and blankets for this age group.  Age appropriate sleep 
toys are allowed. 
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Infants 
• Bottles should be filled and labeled with first name and last initial 
• Baby food, labeled and dated 
• Diapers 
• Diaper rash cream, powders, etc (all creams, powders, etc must be labeled with 
child’s name) 
• 2-3 changes of clothing 
• Appropriate outerwear (heavy coat in winter; light-weight jacket in spring/fall) 
• Security items/pacifiers (labeled) 
 
ABSOLUTELY NO BABY BLANKETS ARE ALLOWED.  PLEASE SEND YOUR 
CHILD IN APPROPRIATE CLOTHING FOR DAY INCLUDING NAPS 
 
ALL INFANTS MUST SLEEP ON THEIR BACK UNLESS MEDICIAL 
DOCUMENTATION IS ON FILE 
 
ALL INFANTS MUST SLEEP IN CRIBS 
 
Clothing 
Your child will need an extra change of clothing with each item labeled to prevent 
loss. If your child has 
Toilet accidents, please arrange to have several changes of clothing available 
each day. Play clothes must be worn so that your child may participate in all 
planned activities. The school will have smocks available for children to wear 
while playing with finger paints, water, and clay; however, the smocks will not 
protect clothing completely. It is best to wash soiled clothing (paint, etc) in cold 
water as soon as you get home. A part of each day is spent outside. You will 
need to dress your child in seasonally appropriate clothing, to include coats, hats, 
and mittens. 
 
Release of Children 
The Child Development Center staff will not release your child to anyone other 
than you or the persons you list in your child’s file. Make sure your list is up-to-
date and that you notify your child’s teacher of any changes. Anyone you ask to 
pick up your child will be required to show a photo identification card, such as a 
driver’s license. The Child Development Center has staggered closing time for 
elementary and secondary.  We also close at 5:00 pm on Fridays. Please make 
sure your child is picked up on time.  
 
Policy Changes 
Any changes of policy (Operational Policy/Parent Handbook) will be given 30 
days in advance.  You will receive a new Parent Handbook with any changes. 
 
 
 
Water Play 
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Water Play is limited to table and sprinkler play.  We have an annual end of year 
Family Water Day that we hope all families participate in.  At that event we do 
have small pools but we require parent participation for play. 
 
Field Trips 
Field trips involving transportation are limited to the preschool programs. 
Transportation is provided by Elgin ISD.  Younger classes participate in walking 
field trips.  Fieldtrips are posted and permission slips must be signed for the child 
to attend. 
 
 
REVIEW OF POLICY, MINIMIUM STANDARDS, AND LICENSING 
INSPECTION REPORT 
Parents are always welcome to review all policy, standards, and reports; you can 
contact the director or assistant director for their location.  They are available in 
portable #9.  You may also go to the Texas Department of Family and Protective 
Services website to review this information. 
 
Elgin ISD Child Development Center is in a GANG-FREE ZONE. Any 
criminal offenses related to organized criminal activity are subject to a 
harsher penalty. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Grievance Procedure 
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Open communications between you and your child’s caregiver are essential in 
providing a good program for your child. The teachers and director are available 
each day to answer questions, respond to your concerns, and listen to your 
ideas. Any time you are dissatisfied with the service received at the school, you 
are encouraged to discuss the problem promptly with the teacher and/or 
childcare Director. If you are dissatisfied with the staff’s efforts to resolve the 
problem, you should follow the steps in our grievance procedure. 
 
The steps for resolving a grievance are: 
1. Discuss the issue with the teacher; 
2. Discuss the issue with the childcare director; 
3. Discuss the issue with Human Resources; 
The following items are available for review for parents 

 Current menu 
 Minimum Standards (copy in each classroom and in office) 
 Documentation of liability insurance 
 Department of Protective and Regulatory Services Inspection 
 Fire Marshal’s Inspection Report 
 Health Department Sanitation Inspection Report 
 Gas Pipe Inspection Report 
 Most recent Licensing Inspection Report 
 Copy of the Minimum Standards 

Important Numbers 
 Local PRS Licensing Office: 979-830-6104 
 Child Abuse Hotline: 1800-252-5400 
 PRS Website: dfps.state.tx.us 
 Poison Control Center: 1800-222-1222 
 DFPS Child Abuse Hotline:  1800-252-5400 
 Nearest Child Care Licensing Office Phone: 834 -3215 
 Nearest Child Care Licensing Office 14000 Summit Drive Austin, Texas  
78728 
 Licensing Permit Number: 840 589 
 
 


