Christian Care Academy 

Parent Handbook

P.O. Box 1267

Anna, TX 75409

Phone: 214-831-1383

Fax: 214-831-1385

Email: ccaagain2019@yahoo.com
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Mission Statement
To give hope to our children by teaching them basic morals and values that stem from the word of God. We want to encourage spiritual, intellectual, social, and emotional growth through prayer, our curriculum, and healthy interaction between staff and students. We as a group intend to discourage misbehavior, insensitivity, and disrespect. We believe that through the blessings and guidance of God we will be able to give back to the community by helping to rear our children in a positive, praying, and prosperous environment. 
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Hours of Operation

Normal operating hours are Monday through Friday from 6:00 am to 6:00 pm.

Enrollment Procedures

All parents must complete and sign all forms included in the admission packet before the first day of attendance. All information in your child’s admission packet must be updated every year. 
Arrival & Departure

Each student is required to be in attendance by 8 am daily to keep consistency in our daily schedules. Please keep all your child’s personal toys with you upon arrival. To keep order at the center, no personal toys are allowed.  In accordance with Texas state law, all parents must sign the child in and out upon arrival and departure each day. We also request drop off at the door for easier transition. Please help us to comply. Your child will only be released to those listed on the admission form. Any person picking a child up must show identification. In the event your child has not been picked up by the center’s closing hours, Christian Care Academy will first attempt to contact you. If all attempts fail, staff will proceed to contact authorized persons listed on the admission form. 

Absences

If your child will be absent for any reason, please contact the office to report the absence.

Password

Upon enrollment, parents are required to submit a password. This password will be verified anytime you contact Christian Care Academy about a change in pickup arrangements for your child, or in the event of an emergency. 

Late Pickup

Late pickup fees will be assessed for any child not enrolled in the extended care program remaining at the center after 6:00 p.m. For those children participating in the extended care program, late pickup fees will be assessed after the time specified within extended care agreement. Phone calls to notify of late arrival will not exempt late pickup fees. Accounts will be billed accordingly. Fees will be assessed at a $1.00 per minute.
Tuition

Tuition is due on Monday morning each week. Tuition is considered delinquent on Monday at 12 pm. A $10 daily fee will be assessed after 12 pm on Monday. NOTE:  Tuition is required whether or not your child attends, as long as the child is enrolled in the program. 

Tuition Exemptions
Students will be merited one week of non attendance, tuition-free each calendar year after six months of enrollment. Please contact the office at least one week prior to taking advantage of this tuition exemption. Failure to contact us within the time specified above will result in the forfeiture of the exemption. Each year during the Christmas week, the facility will be closed. Parents have the option to use the tuition-free “vacation” 

week during this time if your student has not already used this exemption.  Available at the point of enrollment, students will also be merited one week of ½ off tuition each calendar year for non- attendance due to illness. Parents must present a doctor’s excuse. Unused tuition exemptions will not be carried forward after year end. 

Tuition Rates
	Class
	Weekly Rate

	Infants (6 weeks - 12 months)
	$250.00

	13 months – 23 months
	$250.00

	24 months – 3 years old
	$250.00

	Drop In Tuition (9hrs- $15per hr thereafter)
	$100.00

	1st Sibling Discount
	$50

	2nd Sibling Discount
	$100


Registration Fee

Upon enrollment, parents are required to pay a registration fee of $100.00 per family and one week of tuition per child. The registration fee is non-refundable. 

Annual Supply Fee
This $100.00 non-refundable fee is due on the first day of February annually for current students and upon enrollment for new students. The initial supply fee will be prorated according to enrollment dates. 
Late Fees
Fees are due on Monday of every week. Accounts become delinquent if the balance is not settled by Monday afternoon each week, and late fees will apply. A $10.00 fee will be assessed per child each day the account is past due. Fees begin accruing on Monday. Care will be terminated if the outstanding balance is not settled by the close of business on Friday.
Extended Care
Options are available for students needing care beyond normal operation hours. For students enrolled in the extended care program until 7:00 p.m., an additional $100.00 per child each month will be assessed. For students enrolled in the extended care until 8:00 p.m., an additional $200.00 per child each month will be assessed. Please note: enrollment in the extended care program is on a per month basis. Fees should be paid on the first Monday of each month. Extended care late pickup fees are listed below. 
	Time
	Assessment

	7:01 p.m. – 7:15 p.m.
	$5.00

	7:16 p.m. – 7:30 p.m.
	$15.00

	7:31 p.m. – until
	$15.00 plus $1.00 per minute


	Time
	Assessment

	8:01 p.m. – 8:15 p.m.
	$5.00

	8:16 p.m. – 8:30 p.m.
	$15.00

	8:31 p.m. – until
	$15.00 plus $1.00 per minute


Returned Checks
A $25.00 service fee will be charged for any check returned for non-sufficient funds or stop payment. All future payments must be paid with cash or money order.

Sibling Discount
A $50.00 discount for the 2nd child will be given to families with 2 children enrolled. A $100.00 discount for the 3rd child will be given to families with 3 or more children enrolled. 

Center Closing Procedures
The center will be closed for the following holidays:

New Year’s Day
Martin Luther King Jr. Day
President’s Day

Good Friday

Resurrection Day

Memorial Day

Independence Day

Labor Day

Thanksgiving- 2 days
Christmas (to be announced) 
Please add these dates to your personal calendar. 

Christian Care Academy will follow Anna ISD closing procedures for bad weather days. There will be no refunds or discounts given for center-observed holidays, bad weather closings, or any other center closings. 

Meals and Snacks
All children will be required to bring lunch daily. If lunch is to be reheated, Christian Care Academy will not be responsible for washing containers. The used container will be returned at the end of each day. Students will be provided with a cold breakfast daily. Breakfast will be served between 7:00 am- 7:30 am. Morning snacks will be served between 9:00 am- 9:30 am. Lunch will be served between 11:00 am – 11:30 am. Afternoon snack will be served between 2:00 pm- 2:30 pm. Children enrolled in the extended care program will also be required to bring dinner each day.
Parents must provide formula and baby food for any child enrolled under the age of 12 months. Formula must be prepared at home daily and bottles labeled with the child’s name. Upon enrollment, parents must complete an infant feeding schedule and continue to update every 30 days. 

Parents must provide written notification of any special dietary needs their child may have. If special foods are required, parents must provide the food for the child.
Daily Rest Periods
Provisions will be made for each child to rest during the day. The rest period is between 11:30 am – 1:30 pm for children over the age of 18 months. Please provide a small blanket for nap time. Your child’s blanket should be picked up every Friday to be laundered and returned to the center on Monday mornings.  Please label any of your child’s personal items with his or her name. 

Safe Sleeping Policy

Infants less than one year old will be placed on their backs to sleep. However, when infants can turn over from their back to their stomach, they may adopt whatever position they prefer to sleep. A caregiver will be positioned where he/she can hear/ see the infant. Room temperature will be kept at no more than 70 degrees to ensure your child is not overheated. Excess bedding and unnecessary objects will not be in the infant’s sleeping area during nap time. The infant’s head and face will not be covered during sleep. 
Outdoor Play
Children will be allowed time to play outside daily if the conditions permit. Please notify the center in writing if your child is unable to participate in any outdoor activity due to medical reasoning. Please provide sunscreen to protect your child’s skin from getting sunburned. During the summer months, Christian Care Academy may include water play in the outdoor activities. Parents will be notified and asked to provide permission for their child to participate in any water activities.
Dress Code
From August to June on Mondays- Thursdays, ages 2 and up are required to wear a red polo shirt with navy blue bottoms and clean tennis shoes. On Fridays, students are to wear Christian Care Academy t-shirts with jeans and clean tennis shoes. Student t-shirts are available in the office for $12.
Transportation
Christian Care Academy will provide transportation for emergency care, and during field trips pending approval indicated on the child’s admission application.  
Disciplinary Procedures
At Christian Care Academy, we foster and teach the children to be self-monitors of their behavior through consistent, firm, but positive discipline. Since children learn by example, our staff models the Christian values that we instill in our students.

· We provide positive verbal praise and encouragement when interacting with our students.

· We give clear directions appropriate for each child’s level of understanding.

· We ensure that students know what behavior is inappropriate and are given an alternative behavior that is appropriate.

· If a student misbehaves and has not responded to other behavior management techniques, the student may be separated from the group for a period of time appropriate for the student’s age. During any separation time the child will remain supervised. 

· Any inappropriate behavior that cannot be handled using the techniques above will be discussed with the parent.
· We will not subject our students to any form of harsh, cruel, or unusual treatment. We want our students to be nurtured in a relaxed, loving, Christian environment. 

Sick Policy
· State regulation requires that every child have a statement from a licensed health-care professional annually stating that the child can participate in a daycare program. Parents must provide updated immunization records for each child enrolled. Children enrolled in the program over the age of 4 years should have an updated hearing & vision screening. Any child enrolled should have tuberculosis testing done to ensure health and safety.

· If your child has contracted a communicable disease or exhibits one of the following symptoms, please keep him/her home until the symptoms have subsided: temperature of 100 degrees or greater, abnormal breathing, vomiting, diarrhea, rash, red eyes, irritability, or lethargy. Your child must be symptom-free for a period of at least 24 hours or more before returning to the center.

· For the benefit of your child and others, if your child experiences any of the above listed symptoms while in our care, you will be contacted, and your child must be picked up immediately. If there is a serious injury or medical problem, the center will contact the parents immediately. If the situation is not life threatening, the center will call 911 and a staff member will accompany the child to the hospital. The nearest hospital facility is Baylor Scott & White Medical Center- McKinney located at 5252 W University Drive Highway 380 at Lake Forest Drive McKinney, TX 75071.
Medication Administration
Christian Care Academy staff will administer medication. Parents must sign a Medication Authorization form for any medication to be given to a child. Authorization forms must be renewed weekly if medication administration is to be continued. All medication must be in its original container with all labels intact. Prescription medication must have the prescription number, date, child’s name, doctor’s name, and dosage plainly stated. Any over-the-counter medications will be administered as specified on the label unless specific written instructions are received from a physician.

Emergencies
In the case of an extreme emergency or evacuation, Christian Care Academy’s staff and children will be routed to Brookshire’s. The address is 1325 W White Suite #100 Anna, TX 75409.

Reporting of Child Abuse
Texas state law dictates that any suspicion of child abuse be reported. Christian Care staff reserves the right to report any case of suspected abuse without the knowledge of the director or any other staff. Parents may also report any suspicion of child abuse. The child abuse hotline is 1-800-252-5400.

Termination of Care
Christian Care Academy reserves the right to terminate care if parent’s fail to comply with policies and procedures. Parents must give at least two weeks notification prior to discontinuing care.

The policies in this handbook are subject to change. Christian Care Academy will notify you of any revisions to these policies. Parents may contact the local Child Care Licensing office by calling 972-633-6600 or 1-800-582-6036 or visiting their website at www.dfps.state.tx.us. Parents may view a copy of the minimum standards for childcare facilities at the website above or upon request. A copy of the most recent licensing inspection report will be posted for review.  

Acknowledgement to the Parent Handbook

I acknowledge that I have received the Christian Care Academy Parent Handbook. I understand that policies contained in this handbook are subject to modifications. I agree to provide an updated immunization record upon enrollment. I also agree to obtain a current physical examination from my child’s pediatrician within the first week of enrollment stating that my child is permitted to attend day care.
Signature:
Printed Name:                                                                                                                                                         .       

Date:                                                                                                                                                                         .
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