
ABC	Pre-School,	Inc.	

"Where	we	build	a	firm	foundation	for	the	future	in	a	creative,	fun,	interactive,	learning	environment!"	

Choosing	the	right	child	care	setting	for	your	child	is	one	of	the	most	important	decisions	as	a	
parent.	At	ABC	Pre-School	we	provide	a	place	where	your	child	is	safe	and	feels	loved	in	a	
constructive,	interactive,	fun	learning	environment.	Specialists	in	child	development	create	our	
learning	programs	which	are	designed	to	help	your	child	grow	socially,	emotionally,	and	
intellectually.	Your	child’s	health	and	safety	is	our	primary	concern.	At	ABC	we	teach	both	
constructive	and	abstract	concepts	while	encouraging	children	to	learn	through	interactions	
with	their	surroundings	and	guide	them	to	learn	through	play	and	creativity.	ABC	provides	a	hot	
breakfast,	lunch	and	2	snacks	each	day.	These	are	well-planned,	nutritionally	balanced	meals.	
Regular	safety	inspections	are	conducted,	along	with	fire	and	tornado	drills.	

WELCOME	

Thank	you	for	the	trust	and	confidence	you	have	placed	in	ABC	where	we	offer	you	an	
opportunity	to	share	in	the	joys	of	your	child's	development.	Laughter,	hugs,	creativity,	fun,	and	
discovery	is	what	being	a	child	is	all	about,	and	that	is	what	we	strive	for	in	our	program.	Your	
participation	as	a	partner	in	your	child's	learning	experience	is	very	important	to	us.	You	are	
always	welcome,	but	even	more	so,	encouraged	to	come	to	the	special	occasions,	holiday	
parties,	field	trips,	and	drop	by	for	breakfast	or	lunch.	ABC	is	very	community	oriented,	being	
one	of	only	3	pre-schools	involved	with	Tyler	ISD.	We	love	our	community	and	believe	that	our	
children	are	the	next	generation	into	making	our	community	even	greater.	Please	feel	free	to	
talk	with	the	director	regarding	any	further	information	or	concerns	you	may	have	regarding	
the	care	we	provide	for	your	child.	ABC	prides	itself	on	having	an	open	door	policy	for	our	
parents	and	kids	alike.	We	want	you	to	know	that	your	child	is	in	the	best	hands	when	they	
can't	be	in	yours.	

STAFF	

Each	member	of	our	staff	is	experienced	in	hands-on	childcare.	They	possess	not	only	the	skills	
needed,	but	also	the	understanding	that	is	essential	in	teaching	your	child.	Each	staff	member	is	
required	to	achieve	at	least	thirty	(30)	hours	of	additional	training	in	the	area	of	child	
development	each	year	and	hold	a	current	certificate	in	First	Aid	and	CPR.	You	will	see	every	
member	of	our	staff	well	qualified,	but	also	loving	and	encouraging	your	child	to	be	creative,	to	
have	fun,	and	to	learn	in	a	fun,	interactive	way	with	each	staff	member.	

At	ABC	we	hold	regular	meetings	with	all	teachers	to	discuss	the	developmental	needs	of	each	
child	enrolled	at	our	center.	When	you	drop	off	your	child(ren)	each	morning,	you	can	rest	
easily	knowing	they	are	in	exceptional	hands.	



HOURS	OF	OPERATION	

Our	hours	of	operation	are	6:00	AM	to	6:30	PM.	If	you	cannot	pick	up	your	child	by	6:30	PM	
there	will	be	a	$2	per	minute	charge	per	child,	and	must	be	paid	before	your	child(ren)	can	
return.	

WEEKLY	TUITION	

Tuition	is	due	every	Monday	by	6:30	PM.	Tuition	will	be	late	on	Tuesday	morning	after	9:00	AM.	
A	$30.00	late	charge	will	be	charged	to	your	account.	If	your	account	is	delinquent	on	
Wednesday,	your	child	will	be	dismissed	from	our	center	and	will	not	be	able	to	return	until	the	
balance	is	paid	in	full.	You	will	be	asked	to	re-register	your	child	if	they	are	dropped	from	our	
center.	If	payment	is	not	made,	your	account	will	be	turned	over	to	a	collection	agency	and	you	
will	be	charged	an	additional	40%	for	collection	fees.	Return	check	fees	are	$35.00,	or	the	
maximum	applicable	by	law,	for	each	check	returned.	

OTHER	FEES	

Registration	fees	are	due	when	your	child	enrolls.	This	fee	is	a	non-refundable	cost	of	$35.00.	If	
you	leave	and	come	back	you	will	be	charged	another	enrollment	fee.	

Supplies	fees	are	charged	to	all	ages	quarterly.	The	charge	is	$45.00.	Fees	are	charged	in	
January,	April,	July,	and	October	and	must	be	paid	at	time	of	enrollment.	If	you	enroll	in-
between	those	months,	the	charge	will	be	pro-rated.	

Swim	fees	are	charged	June	1st.	The	cost	is	$80.00	per	swimmer.	All	children	ages	4	and	up	will	
go	swimming	daily,	weather	permitting.	We	cannot	offer	any	refunds	for	weather	related	
problems.	We	will	have	two	(2)	licensed	lifeguards	on	duty,	certified	by	the	American	Red	Cross	
in	addition	to	a	teacher	to	help	oversee	the	pool.	Eric	Danielson	of	Tyler	Junior	College	will	be	
our	swim	instructor.		

Appreciation	Days	

ABC	allows	a	$10.00	discount	on	infants	that	have	siblings	enrolled	in	our	program	full	time.	

To	show	appreciation	to	the	parents	of	those	enrolled	full	time,	we	award	five	(5)	free	days	of	
child	care	per	year.	To	qualify,	you	must:	

• be	enrolled	full	time	
• be	enrolled	for	a	full	year	
• not	be	delinquent	on	any	payments	
• not	have	accrued	any	late	fees	during	the	year	



• let	the	office	know	two	(2)	weeks	in	advance	to	receive	credit,	so	we	can	accurately	post	
this	to	your	account	

Free	days	cannot	be	applied	to	withdrawals	or	dismissals.	Free	days	must	be	used	
consecutively.	Free	days	do	not	roll	over	from	one	year	to	the	next.		

HOLIDAYS	

ABC	will	be	closed	9	days	per	year	in	observance	of	New	Years	Day,	July	4th,	Labor	Day,	
Thanksgiving	Day,	the	day	after	Thanksgiving,	Christmas	Eve,	Christmas	Day,	Memorial	Day,	and	
Martin	Luther	King,	Jr.	Day.	We	will	close	at	5:00	PM	on	New	Year's	Eve	and	at	12:00	noon	on	
Good	Friday.	(Late	fee	charges	will	still	apply	on	early	closings).	If	one	of	these	holidays	falls	on	
a	weekend,	we	will	be	closed	the	day	closest	to	the	actual	holiday.	We	also	utilize	one	day	in	
August	for	staff	development	and	training.	We	will	post	a	notice	on	the	front	door	two	(2)	
weeks	in	advance	for	your	convenience.	Regular	fees	will	apply	for	these	holidays	so	that	our	
staff	can	enjoy	time	off	with	their	families.		

BAD	WEATHER	DAYS	

If	Tyler	ISD	schools	are	closed	due	to	bad	weather,	ABC	will	also	be	closed.	If	they	open	late	in	
conjunction	with	the	weather,	ABC	will	also	open	late.	

WEATHER	CONDITIONS	

Due	to	severe	weather,	our	center	may	open	as	late	as	10:00	AM.	We	realize	there	is	still	a	
need	for	childcare,	however,	please	understand	that	some	of	our	teachers	come	from	rural	
areas	as	far	as	Canton	where	the	roads	are	not	as	easy	to	travel.	By	law,	we	can	only	care	for	
the	amount	of	children	for	whom	we	have	staff.	Therefore,	it	is	advised	that	you	call	before	
driving	to	ABC.	On	occasion,	we	may	ask	you	to	pick	up	your	child	early	if	we	are	under	a	severe	
weather	advisory	by	the	National	Weather	Service.	We	want	your	child(ren)	and	our	staff	safe	
and	where	they	need	to	be	in	these	cases.	

WITHDRAWAL	OR	DISMISSAL	

A	written	notice	is	required	two	(2)	weeks	prior	to	a	child's	withdrawal	from	our	center.	Failure	
to	provide	a	notice	will	result	in	regular	fees	being	due	for	the	two	(2)	weeks	following	a	child's	
withdrawal	and	prior	to	the	automatic	dismissal	for	delinquent	accounts	due	to	the	unpaid	
balance.	Any	exceptions	to	this	policy	must	be	documented	in	writing	by	the	director	and	
retained	in	the	child's	file.	

Dismissal	of	a	family	is	in	the	sole	discretion	of	the	director,	and	a	two	(2)	week	notice	will	be	
given	in	writing.	However,	the	director	reserves	the	right	for	immediate	dismissal	if	safety	or	



security	is	put	in	jeopardy.	ABC	Pre-School	carries	a	"zero"	tolerance	policy	for	violence	in	our	
facility,	which	includes	unacceptable	language,	disruptive	behavior,	and	personal	conflicts	
handled	in	an	unprofessional	manner.	Our	concern	is	for	the	children	and	what	they	see	and	
hear.	It	must	be	an	atmosphere	that	is	healthy	for	all.	

TRANSPORTATION	AND	FIELD	TRIPS	

After	school	pick-up	is	provided	for	children	who	attend	Dixie,	Rice,	and	Chandler	Elementary,	
Chandler	Intermediate,	Caldwell,	and	Christian	Heritage.	However,	morning	delivery	is	only	
available	for	Dixie,	Chandler	Elementary	and	Chandler	Intermediate.	Parents	who	desire	
morning	delivery	to	Dixie	or	Chandler	must	be	at	the	center	by	7:15AM	sharp.	There	will	be	a	
$5.00	charge	if	the	office	is	not	notified	by	2:00	PM	that	your	child	will	not	be	using	our	
transportation.	In	order	to	provide	safe	and	timely	services	for	your	child,	please	support	our	
efforts	by	notifying	our	office	as	soon	as	possible,	but	at	least	by	2:00	PM.	

ABC	will	transport	children	to	and	from	school	on	all	field	trips.	Parents	will	be	asked	to	pay	a	
monthly	fee	for	activities	that	the	teachers	have	planned.	All	children	are	required	to	wear	their	
Green	ABC	T-Shirts.	These	may	be	purchased	for	$9.00	through	the	front	office.	

Please	take	note	that	we	must	have	a	signature	for	each	field	trip	your	child	is	scheduled	to	
attend.	Check	the	office	for	field	trip	permission	slips.	If	there	is	not	a	permission	slip	signed	or	
if	your	child	is	not	wearing	their	green	ABC	shirt,	they	will	not	be	allowed	to	attend.	

YOUR	CHILD'S	NUTRITION	

Nutritional	health	is	a	primary	concern	for	the	children	at	ABC.	We	provide	a	balanced	
breakfast,	lunch,	and	2	snacks	each	day	for	your	children	at	no	extra	cost	to	you.	Menus	are	
well	planned,	carefully	measured,	and	evaluated	for	adequate	child	nutrition.	ABC	has	
partnered	with	the	Child	Care	Food	Program,	governed	by	the	state	of	Texas.	Because	we	
receive	government	assistance,	we	are	subject	to	audits	and	strict	guidelines.	Every	parent	is	
required	to	fill	out	a	Food	Program	Enrollment	Form	at	the	time	of	enrollment	and	every	year	
thereafter.	Please	take	the	time	necessary	to	keep	these	forms	updated	accurately.	In	order	to	
safely	and	efficiently	feed	your	child,	we	must	be	made	aware	of	any	allergies	they	may	have.	
We	serve	milk	2-3	times	per	day	and	often	serve	food	containing	dairy,	nuts,	tomatoes,	and	
citrus.	It	is	of	utmost	importance	for	any	food	allergies	to	be	reported	and	updated	at	all	times.	
ABC	will	also	need	a	doctor's	statement	of	health	form	and	an	allergy	form	in	your	child's	file	at	
the	time	of	enrollment.	We	will	purchase	infant	formula	for	all	babies	up	to	the	age	of	11	
months	as	required	by	the	program.		

A	copy	of	our	menus	may	be	found	near	the	front	door	of	the	office.	Please	do	not	send	your	
child	to	school	with	donuts,	candy,	or	any	other	items	that	contain	sugar.	If	you	would	like	to	



bring	those	items	for	a	special	party	or	event,	please	make	sure	that	you	bring	enough	for	the	
entire	class	and	let	your	child's	teacher	know	in	advance.	

In	your	enrollment	packet,	you	will	be	given	a	Child	Nutrition	Application	which	should	be	filled	
out	and	turned	in	with	your	enrollment	information.	This	insures	reimbursement	for	food	
purchased	by	ABC	by	the	state.	Every	child	is	included	regardless	of	income.	

We	are	required	by	the	food	program	to	have	a	new	Child	Nutrition	Application	form	filled	out	
whenever	there	are	changes	in	your	income	and	also	annually	in	October.	

Please	understand	that	because	we	are	able	to	utilize	the	food	program,	we	cannot	allow	
outside	food	to	be	brought	in	for	meals.	If	your	child	misses	a	meal	due	to	late	arrival,	it	is	your	
responsibility	to	either	sit	and	eat	with	them	before	taking	them	to	class	or	provide	the	meal	
outside	of	our	facility.	Also,	there	are	no	sippy-cups	for	children	older	than	those	in	our	toddler	
classrooms.	(12-24	months	of	age)	

ARRIVAL	AND	DEPARTURE	

All	children	must	be	signed	in	and	out	every	day	and	are	to	be	taken	to	their	classrooms	by	the	
parent	or	guardian	delivering	them.	Please	be	sure	someone	from	our	staff	acknowledges	you	
when	you	drop	off	your	child(ren.)	All	children	are	to	be	picked	up	in	their	classrooms	or	from	
the	playground	by	their	parents	or	guardian.	Children	will	not	be	dismissed	to	any	person	who	
is	not	currently	listed	in	their	file.	All	changes	must	be	documented	in	their	file.	All	children	
must	be	signed	out	before	leaving	the	premises.	The	log	in/out	sheets	are	located	in	the	front	
office	lobby.	Please	do	not	enter	the	side	gate	when	bringing	your	child	to	school.	

Due	to	food	preparation	and	lesson	planning	needs	for	the	day,	we	need	all	children	present	
and	accounted	for	by	9:00	AM.	This	allows	both	the	teachers	and	our	dining	staff	to	know	how	
to	prepare	accordingly	for	the	day.	If	your	child	will	be	here	after	9:00	AM,	the	office	must	
know	of	their	delayed	arrival	before	9:00	AM	of	that	day.	If	your	child	has	a	Dr.	appointment	
that	will	cause	them	to	arrive	after	9:00	AM,	please	make	sure	that	you	bring	documentation	
from	the	doctor	so	that	your	child	may	come	to	school	that	day.	

PROCEDURES	FOR	RELEASE	OF	A	CHILD	

ABC	has	a	strict	policy	on	who	can	pick	up	your	child(ren).	We	must	have	a	current	list	of	names	
and	phone	numbers	of	family	and	friends	that	are	allowed	to	pick	up	your	child.	We	will	require	
them	to	have	their	driver's	license	or	another	form	of	a	picture	ID	ready	for	copying	to	be	
placed	in	your	child's	file.	If	you	are	sending	someone	who	isn't	on	your	list,	you	MUST	notify	us	
in	advance.	Your	child’s	safety	and	your	peace	of	mind	is	of	the	utmost	importance	to	us.	

	



ILLNESS	AND	EXCLUSION	FROM	CARE	

Illness	in	child	care	is	inevitable;	therefore	we	must	enforce	our	policy	of	having	a	Well-Child	
letter	from	your	doctor.	The	Well-Child	letter	must	be	submitted	at	enrollment.	

When	a	child	in	our	care	has	a	temperature	of	100.4	degrees	or	higher,	they	must	not	be	in	
attendance.	You	will	be	called	to	pick	your	child	up	and	they	cannot	return	until	they	have	been	
fever-free	for	24	hours,	or	a	doctor's	note	letting	us	know	your	child	is	not	contagious.	Many	
times	teething	will	cause	fever,	but	a	doctor	needs	to	be	the	judge	of	this	condition.	Please	do	
not	send	your	child	to	school	if	they	have	had	a	fever	the	night	before	and	you	are	giving	them	
Tylenol	before	sending	them	to	school.	We	want	all	the	children	to	be	free	from	infection	to	
keep	others	free	from	infection.	

Other	illnesses	that	could	exclude	your	child	from	school	are	diarrhea	and/or	vomiting.	If	your	
child	has	had	either,	you	will	be	called	on	the	2nd	occurrence.	On	the	3rd	occurrence,	you	will	
be	required	to	come	and	pick	up	your	child.	If	we	are	having	an	outbreak	of	a	virus	you	may	be	
called	on	the	first	sign	of	diarrhea	to	come	and	pick	up	your	child.	This	is	done	so	that	we	can	
shut	down	the	classroom	and	sterilize	the	entire	room.	

Biting	is	often	a	problem	in	our	toddler	classrooms.	When	and	if	your	child	gets	bitten,	you	will	
be	notified	by	phone.	Most	of	the	time	children	bite	because	they	have	not	learned	to	talk	and	
simply	get	frustrated.	If	your	child	is	the	one	doing	the	biting	and	has	bitten	another	child	3	
times	in	one	day,	we	will	call	you	to	come	and	pick	up	your	child.	We	will	schedule	a	meeting	
with	the	parents	to	try	and	correct	the	behavior.	If	this	has	not	helped	and	your	child	is	still	
biting,	we	will	be	forced	to	ask	you	to	find	another	childcare	facility.	Please	be	advised	that	if	a	
bite	breaks	the	skin,	the	offending	child's	parents	will	be	notified	and	the	child	must	be	picked	
up	for	the	day.	

MEDICATION	

We	can	ONLY	administer	prescription	medication.	Parents	must	administer	all	other	medication	
prior	to	delivery	or	after	departure.	All	prescription	medications	will	be	given	between	11:00	
AM	and	12:00	PM,	unless	otherwise	directed	by	a	physician.	Breathing	treatments	can	be	given	
twice	per	day	in	your	child's	classroom.	All	medications	are	to	be	signed-in	by	the	parents	daily	
in	order	for	it	to	be	given.	NO	EXCEPTIONS!	All	over	the	counter	medications	(Tylenol,	Benadryl,	
Motrin,	ect.)	must	have	a	current	doctor's	statement	on	file.	All	diaper	rash	creams	must	be	
labeled	with	your	child's	name.	By	state	law,	ABC	cannot	purchase	these	medications	for	your	
child.	

	



ALLERGIES	

Allergies	are	common	among	young	children.	If	your	child	has	any	allergies	(food	or	otherwise),	
please	discuss	them	with	the	director	in	detail.	We	will	take	the	appropriate	precautions	to	
protect	your	child's	health.	

COMMUNICABLE	DISEASES	

Special	problems	or	events	affecting	your	child	will	be	brought	to	your	attention.	We	would	like	
you	to	do	the	same	for	us.	This	includes	any	contact	with	communicable	diseases,	in	which	case	
you	will	be	notified	by	a	posting	on	the	front	door.	

IMMUNIZATION	REQUIREMENTS	

The	state	of	Texas	requires	all	child	care	facilities	to	have	a	copy	of	all	immunization	records	in	
each	child’s	file.	You	are	responsible	for	keeping	them	current.	As	your	child	receives	any	shots,	
we	need	a	copy	to	show	as	proof.	If	your	child	is	behind	in	his/her	shots,	you	will	need	a	
doctor's	statement	telling	us	when	the	make-up	shots	are	scheduled	to	be	administered.	

CLOTHING	

Please	dress	your	child	appropriately	and	as	comfortably	as	possible.	Washable	play	clothes	
that	will	easily	handle	food	spills,	paint,	sand	and	water	play	are	encouraged.	The	weather	in	
East	Texas	is	very	unpredictable.	It	is	easier	to	remove	any	extra	items	than	to	not	have	enough	
when	it	gets	too	cold.	Dress	your	child	ready	to	play;	however,	please	know	that	we	cannot	be	
responsible	for	stained	clothes.	

Please	label	all	jackets,	sweaters,	hats,	bathing	suits,	towels	and	any	other	items	brought	for	
your	child.	They	can	easily	become	misplaced	at	times.	

All	children	are	required	to	have	at	least	one	(1)	change	of	clothes	in	their	cubby	at	all	times.	If	
they	are	under	2	years	of	age,	they	need	at	least	two	(2)	changes	of	clothes	since	they	are	in	
our	potty	training	classes.	If	your	child	has	an	accident	and	there	isn't	a	change	of	clothes,	we	
will	be	calling	you	to	come	and	bring	some	clothes	or	pick	them	up	for	the	day.	Please	check	
your	child's	cubby	daily	for	a	clean	change	of	clothes.	Also	remember	that	as	the	seasons	
change	your	children's	clothes	may	not	be	appropriate	for	the	weather.	

Children	under	five	(5)	years	of	age	CANNOT	wear	flip-flops	at	any	time	due	to	possible	
accidents	on	the	playground.	

	

	



BIRTHDAYS	

Birthdays	are	special	events	in	a	child's	life.	We	appreciate	your	interest	and	involvement	when	
arranging	a	birthday	party	for	your	child.	If	you	wish	to	provide	a	"treat"	for	each	child	in	your	
child's	class,	please	arrange	the	time	and	date	with	the	teacher.	

TOYS	FROM	HOME	

We	know	that	children	are	partial	to	their	toys	and	would	love	to	share	and	show	them	off,	
however,	we	ask	that	you	not	bring	any	toys	to	school.	We	have	ample	toys	here	and	can	
monitor	and	encourage	the	children	to	share	much	easier.	Occasionally	a	teacher	will	have	
"Show	and	Tell"	day,	typically	on	Friday.	At	that	time	your	child	may	bring	a	toy	of	their	
choosing.	No	guns,	knives,	or	anything	that	could	be	used	as	a	weapon	will	be	allowed.	Also,	
please	know	that	we	are	not	responsible	for	expensive	toys	as	they	could	get	broken	or	
misplaced	and	as	with	anything	brought	from	home,	please	label	your	child's	things.	

DISCIPLINE	AND	GUIDANCE	PRACTICES	

ABC	is	committed	to	efforts	of	redirection	regarding	inappropriate	or	negative	behaviors.	We	
will	always	encourage	and	help	the	children	learn	to	problem-solve	for	themselves	while	
offering	appropriate	supervision	and	maintaining	a	safe	environment.	We	DO	NOT	spank,	hit,	
slap,	or	belittle	any	child	at	any	time.	If	redirection	does	not	seem	to	correct	the	inappropriate	
behavior,	a	timed	"time-out"	will	be	put	into	effect.	A	child	may	ONLY	sit	in	time-out	for	the	
length	of	time	that	corresponds	to	his/her	age.	(For	example,	a	2	year	old	would	sit	for	2	
minutes.)	Each	classroom	is	equipped	with	a	"time-out	area"	and	is	supervised	while	a	child	is	
sitting	there.	If	a	child	continues	in	a	behavior	that	either	causes	them	to	hurt	themselves	or	
someone	else,	we	will	schedule	a	parent	meeting	with	you	to	discuss	the	best	way	to	guide	
your	child.	Please	understand	that	children	will	have	times	when	they	have	trouble	
communicating	their	feelings.	As	long	as	they	are	not	hurting	themselves	or	anyone	else,	we	
will	redirect	them	and	allow	them	time	to	calm	down.	If	your	child	is	hurting	someone	else	and	
we	cannot	seem	to	redirect	them,	you	will	be	called	to	come	and	take	care	of	the	situation.	

If	there	is	ever	an	incident	where	a	child	hurts	another	child	to	the	point	of	breaking	the	skin,	
the	parents	will	be	called	and	the	offending	child	will	need	to	be	picked	up	for	the	remainder	of	
the	day.	

	

	

	



PARENT	NOTIFICATION	

All	announcements	or	important	information	can	be	found	on	the	Parent	Information	Board	
located	in	the	front	office	above	the	sign-in	counter.	

Monthly	menus	are	located	near	the	front	door	of	the	office.	Please	feel	free	to	take	one	and	
keep	it	at	home.	It	will	show	our	breakfast,	lunch,	and	snacks	for	each	day.	

Scheduled	field	trips	will	be	posted	at	least	two	(2)	days	in	advance	of	leaving.	

PARENTAL	INVOLVEMENT	

We	have	an	open	door	policy	here	at	ABC	and	you	are	welcome	to	drop	in	and	visit	our	
program	at	any	time.	Please	understand	that	when	you	come	in	for	a	visit,	you	might	upset	your	
child	and	will	probably	need	to	plan	on	taking	your	child	home	with	you	for	the	day.	Also,	
whenever	we	go	on	a	field	trip,	you	are	welcome	to	come	along	to	help,	however,	you	must	
read	over	the	minimum	standards	and	policy	procedures	outlined	for	field	trips	before	you	can	
accompany	us.	

EMERGENCY	EVACUATION	PROCEDURES	

Our	world	has	changed	drastically	in	the	past	10	years.	With	terroristic	threats	becoming	the	
norm	in	our	society,	we	want	to	be	prepared	for	any	event	that	may	arise.	Your	child's	safety	is	
our	number	one	concern;	therefore	we	have	a	plan	in	place	to	evacuate	the	school	safely	and	
effectively,	with	no	harm	to	your	child.	

If	it	becomes	necessary	to	evacuate	the	facility	because	of	unforeseen	circumstances,	we	will	
be	assisted	by	"Little	Red	School	House"	and	New	Life	Learning	Center	to	take	the	children	to	
New	Life	Church	in	their	buses	and	ours.	New	Life	Church	is	located	at	1201	N	Northwest	Loop	
323	across	the	street	from	John	Tyler	High	School.	You	will	be	notified	by	phone	or	the	media	if	
we	cannot	reach	you.	

In	your	enrollment	packet,	you	will	find	the	"Emergency	Form."	These	must	be	kept	up	to	date	
at	all	times.	A	current	copy	of	this	form	will	stay	in	your	child's	classroom	in	the	event	of	an	
emergency.	Along	with	the	emergency	form,	your	child	will	need	to	have	a	change	of	clothes,	
underwear	(or	diaper	if	needed)	along	with	a	current	picture	of	your	child	in	a	large	zip-lock	
bag.	Please	note	that	if	you	have	an	infant	in	our	care	you	will	also	need	to	provide	a	bottle	for	
your	baby.	Formula	will	be	provided	for	their	emergency	bag	even	if	the	baby	is	accustomed	to	
breast	milk.	Please	check	your	child's	emergency	bag	on	the	1st	of	every	month	to	make	sure	all	
information	is	correct	and	there	are	proper	clothes	available	for	the	current	season.	

	



CIVIL	RIGHTS	STATEMENT	

ABC	does	not	discriminate	in	attendance	or	in	hiring	practices	because	of	race,	sex,	color,	
nationality,	age,	or	handicap	in	the	operation	of	Adult	and	Child	Care	Food	Program	or	in	any	
other	programs.	

If	you	feel	that	you	or	your	child	have	been	discriminated	in	attendance	or	hiring	practices,	
certain	procedures	must	be	followed:	

•	Fill	out	a	Civil	Rights	Complaint	Procedure	form	and	give	it	to	the	director.	

•	The	director	will	then	have	7	days	to	review	the	occurrence.	She	will	then	set	up	a	meeting	
with	the	aggrieved	person	and	the	Board	of	Directors	to	determine	a	solution.	

ENROLLMENT	PROCEDURES	

At	the	time	of	enrollment,	you	will	be	given	an	application	and	this	handbook.	You	must	read	
and	sign	all	the	pages	in	the	enrollment	packet.	We	will	also	need	a	list	of	names	of	all	family	
and	friends	who	will	be	allowed	to	pick	up	your	child(ren).	We	will	need	a	copy	of	your	child's	
shot	records.	Please	pay	close	attention	to	what	you	are	reading	in	this	packet.	Changes	will	be	
updated	and	made	available	as	needed.	At	that	time,	we	will	require	you	to	fill	out	another	
application.	Please	keep	your	phone	numbers	updated	at	all	times.	This	allows	us	to	keep	the	
lines	of	communication	open	at	all	times	with	you.	

SWIMMING	

During	the	summer	months,	we	open	our	salt-water	pool	for	our	4	year	old	children	and	older.	
We	will	have	two	(2)	lifeguards	at	the	pool	that	will	be	able	to	work	with	your	children	to	help	
them	have	fun	and	learn	to	swim.	During	this	time	we	ask	for	only	one	piece	swimsuits.	Please	
write	your	child's	name	on	everything	they	bring	including	towels,	swimsuit,	flip-flops,	sun	
block,	ear	plug	case,	goggles,	etc.	

We	charge	a	swim	fee	for	the	entire	summer	of	$80.00	or	$8.00	per	week.	This	fee	is	charged	to	
your	account	on	the	1st	of	June	and	prorated	if	you	start	any	time	after	that.	This	fee	covers	the	
cost	of	chemicals,	the	swim	instructor,	and	the	lifeguards	who	are	American	Red	Cross	certified	
and	certified	in	CPR.	

HORSEBACK	RIDING	

Horseback	riding	is	one	of	the	many	activities	that	we	are	able	to	offer	that	allow	your	children	
to	learn	about	taking	care	of	animals.	The	children	will	learn	how	to	groom	and	take	care	of	our	
horses,	Samson	and	Shania.	Both	horses	live	on	the	property	in	our	adjacent	pasture.	We	have	
a	gentleman,	Bill	Williamson,	who	comes	to	us	from	the	Pine	Cove	Stables	once	a	week	to	allow	



the	children	2-12	to	ride	Shania.	There	is	no	charge	for	this	activity	and	it	is	one	of	the	children's	
favorite	activities.	One	time	each	year	we	will	have	pictures	taken	with	the	children	on	Shania.	
This	typically	happens	during	the	summer	months.	

ANIMALS	ON	PROPERTY	

Most	of	our	classrooms	have	a	fish	aquarium.	We	also	have	our	horses,	Samson	and	Shania.	The	
horses	have	been	given	all	the	necessary	shots	required	by	law.	

CONFERENCES	

Conferences	are	needed	on	occasion	to	discuss	your	child's	social,	emotional	and	
developmental	needs	regarding	the	ages	and	stages	of	your	child's	abilities.	Please	feel	free	to	
schedule	a	conference	at	any	time	with	both	the	director	and	teacher.	We	will	do	our	best	to	
accommodate	your	schedule.	On	occasion	we	may	ask	for	a	scheduled	conference	with	both	
parents	to	discuss	any	areas	that	may	benefit	from	parental	involvement.	

INFANTS	

ABC	provides	all	infant	formulas	and	baby	foods	according	to	our	food	program	guidelines.	
Meal	patterns	and	guidelines	are	set	according	to	the	age	of	each	infant.	We	are	required	to	
adhere	to	these	requirements.	Please	ask	for	a	copy	of	our	guidelines	when	enrolling	and	take	it	
with	you	on	your	next	visit	to	the	doctor.	If	changes	need	to	be	made	on	feeding	schedules,	
please	ask	your	doctor	to	put	those	changes	in	writing	followed	by	his/her	signature.	This	is	
required	for	our	records.	

ABC	requires	that	you	fill	out	an	information	sheet	each	month	or	as	needed.	This	is	especially	
important	as	your	child	grows	or	has	developed	allergies	to	food.	

ABC	will	expect	you	to	bring	clean	sterilized	bottles	each	day	for	your	child's	needs.	We	will	put	
them	in	a	bag	for	you	to	take	home	and	clean	each	night.	These	bottles	must	be	marked	with	
your	child's	name	on	them	and	make	sure	to	supply	at	least	3	bottle	for	formula	and	one	for	
juice.	According	to	your	infant's	needs,	you	may	need	to	bring	extra	bottles.	

We	strive	to	provide	a	safe	and	sanitary	setting	for	your	infant	to	stay	and	play.	Please	remove	
your	shoes	if	you	must	enter	the	room	or	simply	apply	the	show-covers	offered.	Also,	no	car	
seats	will	be	allowed	to	be	stored	in	the	classroom.	

TODDLERS	(12-24	MONTHS)	

All	toddlers	will	need	extra	clothes	and	diapers	at	the	center	at	all	times.	When	diapers	are	
dropped	off,	your	child's	name	will	be	written	on	them	and	placed	in	the	cubby.	You	will	be	
given	a	daily	take	home	page	that	will	communicate	what	your	child	did	that	day.	Special	



instructions	can	be	added	to	this	page	by	the	teacher	as	well	as	the	parent	to	endure	a	happy	
stay	for	your	toddler.	Please	check	your	child's	cubby	daily	for	diapers	and	extra	clothes.	We	
begin	using	a	more	structured	curriculum	at	eighteen	(18)	months.	

Biting	is	very	common	in	this	group	when	toddlers	are	learning	to	communicate	with	other	
children.	Our	goal	is	to	teach	them	how	to	express	their	feelings	in	words	to	each	other	in	a	
positive	way.	Pacifiers	and	bottles	are	prohibited	at	this	age,	therefore	we	encourage	the	use	of	
words,	play-time,	constructive	learning	patterns	and	redirection	as	a	substitute	for	these	and	
other	"comfort"	objects.	

Please	bring	a	crib	sheet	and	blanket	for	naptime.	Because	of	a	health	code,	shoes	must	be	
worn	at	all	times.	Everything	else	will	be	supplied.	

Sippy	cups	brought	from	home	must	have	your	child’s	name	written	on	them.	

OLDER	TWO'S	

This	class	transitions	children	into	potty	training.	Please	bring	an	adequate	supply	of	training	
pants	and	clothes	for	each	day.	

Your	child	will	also	need	a	fitted	crib	sheet	and	blanket	for	naptime.	Everything	else	is	supplied	
for	you.	

Because	this	is	the	age	we	begin	encouraging	the	children	to	use	"big	kid"	table	manners	by	
introducing	cups	and	utensils,	sippy	cups	are	no	longer	allowed.	If	your	child	brings	a	sippy	cup,	
you	will	be	asked	to	take	it	with	you	as	you	leave.	

THREE	YEAR	OLDS	

At	the	age	of	three	(3),	your	child	can	go	on	field	trips.	Your	child	must	be	potty	trained	before	
entering	the	three	year	old	class.	Please	be	sure	and	get	a	classroom	calendar	at	the	beginning	
of	each	month	and	read	it	thoroughly	so	your	child	can	participate	in	all	activities.	

FOUR	YEAR	OLDS	AND	PRE-K	

In	these	two	classes	children	will	be	taught	the	fundamental	skills	they	will	need	as	they	
continue	their	lifelong	educational	experiences.	The	children	will	be	encouraged	through	both	
formal	and	informal	learning	styles	that	will	have	them	more	than	ready	for	Kindergarten.	
Schedules	and	lesson	plans	are	always	posted	and	available	for	our	parents.	

If	your	child	attends	a	half-day	Pre-Kindergarten	program	elsewhere,	please	provide	a	crib	
sheet	and	blanket	for	naptime.	



SCHOOL-AGED	CHILDREN	

During	the	school	year,	school-aged	children	present	at	ABC	before	going	to	school	will	be	
required	to	participate	in	a	thirty	minute	homework	period,	either	by	completing	assignments	
or	passing	the	time	quietly.	In	the	mornings	we	deliver	to	Dixie,	Chandler	Elementary	and	
Chandler	Intermediate.	After	school	each	day	we	pick	up	children	who	attend	Dixie,	Rice,	and	
Chandler	Elementary,	Chandler	Intermediate,	Caldwell	and	Jack	Elementary.	

During	the	summer	months,	our	school	aged	children's	program	includes	activities	like	daily	
swimming	opportunities	and	weekly	field	trips	to	places	all	around	the	East	Texas	area.	Please	
see	your	child's	teacher	for	a	schedule.	

Our	children	who	participate	in	the	horseback	riding	will	get	opportunities	once	or	twice	a	
week.	

MINIMUM	STANDARDS	

We	keep	a	copy	of	Minimum	Standards,	which	states	the	rules	and	regulations	for	all	child	care	
centers,	on	hand	at	all	times	for	your	review.	We	also	keep	the	reports	of	our	most	recent	
inspections	from	all	state	agencies	posted	near	the	front	door	in	the	office.	

Our	policy	is	to	go	above	and	beyond	the	state	required	minimum	standards	in	order	to	provide	
a	firm	foundation	and	appropriate	learning	environment	for	your	children.	If	at	any	time	you	
feel	we	are	lacking	in	any	area,	we	want	to	hear	from	you.	Please	feel	free	to	talk	to	our	
director	or	assistant	director	about	your	concerns.	If	at	that	you	are	still	not	satisfied	with	the	
results,	you	are	welcome	to	call	Child	Care	Licensing.	Our	representative	is	Sherilynn	Oliver;	her	
number	is	903-533-4140	

ANYONE	NEEDING	TO	REPORT	CHILD	ABUSE	CAN	CALL	800-252-5400	


