Planet Kids Learning Center Parent Handbook

Hours of Operation

Our center is a year round full-time pre-school and learning center. We are
open from 6:30 a.m.-6:00 p.m. Monday through Friday. We are licensed by
the state of Texas to care for children newborn to 14 years of age.

Release Policy

We require all persons who are authorized for us to release your child to,
have their full name, home address, and telephone numbers on file. If
additional space is needed please add this information to the back of the
admissions paper. A photo ID will be needed for verification. We reserve
the right to refuse release of your child if we are unable to make a positive
ID or if we believe that the person might be of risk to your child.

Illness

We are required to send your child home if he/she has; a temperature of
100.4 (via arm pit), has vomited 2 or more times in the last 24 hours, has
uncontrolled diarrhea, abnormal breathing, mouth sores with drooling, a rash
or any signs that indicate the child may be ill. A comfortable setting will be
provided for your child until you arrive. A Doctor’s note will be required if
we believe your child’s illness is a risk to the other children. Children will
not be allowed to return to Planet Kids until they are fever free (without the
use of medication) for 24 hours. They must not have had diarrhea or have
vomited within 24 hours of their return.

Medication

Staff members do not administer medication. If your child requires
medication you will need to make arrangements to come by the center and
administer the medication yourself.

In response to critical injury or illness caregivers will

(1) Contact emergency medical services or take the child to the nearest
emergency room

(2) Give the child first aid treatment or CPR when needed

(3) Contact the physician identified in the child’s record

(4) Contact the child’s parent and

(5) Ensure supervision of other children in the group.



Parental Notification
You will be notified in writing of any
updated information (to include important events)

Notifications will be posted on the front door as well as the sign in sheet at
the front desk

Right to Refuse Service

We reserve the right to refuse care to a child who is unable to adjust, sick,
recurring improper behavior, or for outstanding debt.

Every effort is made to prevent suspension or expulsion of a child at Planet
Kids, However we retain the right to suspend or disenroll a child due to:

The child is at risk of causing serious injury to other children or herself/himself
Parents exhibit inappropriate behavior towards staff or other children

Failure of child to adjust to child care after a reasonable amount of time
Ongoing uncontrollable tantrums/angry outburst

Ongoing physical (to include biting) or verbal abuse towards staff or other
children.

Parental failure to pay tuition on time

Parental failure to arrive to pick up their child on time

8. Parental neglect to provide appropriate records on time (e.g. short records).
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Basic Sleep Requirements for Infants

Infants must be placed on their backs, face up for sleep. Cribs must meet
federal regulation Title 16 for safety. Other than tight fitting sheets cribs
must be bare for infants under 12 months. If a child falls asleep in a
restrictive device the child will be moved to their crib to ensure safe
sleeping.

Meals

We will serve a light nutritional breakfast between 8:00 a.m. ending at 8:30
a.m. Lunch will be served between 11:00 a.m. and 12:00 p.m. an afternoon
snack will be provided at 3p.m.. If your child arrives at the center after any
of the meal times specified above you will need to provide your child with
that meal.



Immunization Requirements

Every child’s immunization record must be kept current. A certified copy
from your child’s physician will be kept on file. If your child has been seen
by his physician within the last 12 months you may provide us with a copy.
Y our doctor may fax this information to us. Fax # 8§30-249-7404.

Vision and Hearing Screening

The Special Senses and Communication Disorders Act requires a screening
or a professional examination for possible vision and hearing problems for
children 4 years old (by Sept 1%) and up

Enrollment Procedure

The center must have all admission forms completed and on file before the
child will be admitted. Please notify the office personnel if changes to any
of these items occur. This is necessary in order to stay in compliance with
state regulations.

Water Activities

Water activities are not allowed with the exception of occasional field trips
for the after schoolers during the summer. Parents will be notified of water
related field trips and be required to sign a release at the time of the field
trip.

Field Trips

Field trips are planned throughout the summer for our school aged children.
The Director will provide the information for all of the field trips. Field trips
are to be paid for in advance if required. Written permission will be required
in order for your child to attend the field trip(s).

Animals

Because of unknown disease or parasites carried by animals Planet Kids
Learning Center does not allow animals to be brought into the center.



Insect Repellant/Sunscreen-

Please provide insect repellant/sunscreen if you would like your child to
have it applied to their skin before playing outside. We will apply according
to the labeled directions. Please label the container with your childs full
name.

Open Door Policy

The center has an “open door” policy. We invite you to drop in at any time
without prior approval to observe your child, the building, the premises, and
the equipment. Your comments and suggestions are always welcome.

Parents Review of Policies and Procedures

A parent handbook is supplied with the enrollment packet for parents to
review and discuss any concerns regarding the policies and procedures for
Planet Kids.

Parent Participation

There are many different ways in which parents can participate at Planet
Kids. Parents may volunteer to attend trips, read in the classroom, and/or
coordinate special events. Parents may donate items or do maintenance
work. Any parent who volunteers will be required to pay for and secure all
criminal background checks, as required by our licensing regulations. Any
person, including parents, with felony convictions, sex offender convictions
and/or open investigations into any criminal activities will not be permitted
to volunteer in the classroom, or on field trips.

The most recent licensing inspection report

The report is posted on the information wall in the foyer.

A copy of the minimum standards is available

The standards are available for review in the office or online through the
Department of Family Services website PRS Website-www.dfps.state.tx.us

Local Licensing Office-210-337-3399
PRS Child Abuse Hotline-1800-252-5400

DFPS Website-www.dfps.state.tx.us



Emergency Preparedness Plan

The Plan is available upon request from the Director. In the event of a
relocation emergency staff will relocate your child to Town and Country
Manor 625 N. Main, Boerne, Tx. 78006 (830) 249-3085. In the event of
flooding the children will be relocated to 1% Baptist Church 631 S. School

St., Boerne, TX. 78006 (830)249-2527
Fire drills are conducted monthly and storm drills as well as lock down drills
are conducted every three months.

In the event of an emergency a voicemail message will be left on our phone
(830 -249-5922) giving pertinent information as to the emergency and
inecessary relocation information. We will attempt to post the information
on the front door as well, however; in a true emergency we may not be able
to get it posted on the door.

BREAST MILK

You have the right to provide breast milk for your infant to be given
throughout the day, or you may come to the day care and breastfeed your
infant at the center. A comfortable place with a seat in a private location will
be provided for you.

POLICY: MANDATED REPORTING OF SUSPECTED CHILD
ABUSE AND/OR NEGLECT
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Under the Child Protective Services Act, mandated reporters are required to
report any suspicion of abuse or neglect to the appropriate authorities. The
employees of Planet Kids Learning Center are considered mandated
reporters, under this law. The employees of Planet Kids learning Centers are
not required to discuss their suspicions with parents prior to reporting the
matter to the appropriate authorities, nor are they required to investigate the
cause of any suspicious marks, behavior or condition prior to making a
report.

Under the Act, mandated reporters can be held criminally responsible if
they fail to report suspected abuse or neglect. We at Planet Kids Learning
Center take this responsibility very seriously and will make all warranted
reports to the appropriate authorities. The Child Protective Services Act is
designed to protect the welfare and best interest of all children.



As mandated reporters, the staff of Planet Kids Learning Center cannot be
held liable for reports made to Child Protective Services which are
determined to be unfounded, provided the report was made in “good faith.”
Causes for reporting suspected child abuse or neglect include, but are not
limited to:

[} Unusual bruising, marks, or cuts on the child’s body

[ Severe verbal reprimands

[} Dropping off or picking up a child while under the influence of illegal
drugs or alcohol

Staft and volunteers will be alert to the physical and

emotional state of all children. When any sign of injury

or suspected abuse is detected, the director will be

notified immediately and a report will be made to the

appropriate authorities.

Staff annual training will include information about the signs of

Child Abuse and the appropriate procedures for

responding to the suspicion of abuse.

If assistance is needed, some local available options are;

Texas Department of Family and Protective Services- 830-249-8779

Hill Country Crisis Council- 830-249-8379

DAILY HEALTH CHECK

Staff will perform a daily health check on each child upon drop off every
morning. The daily check will examine whether or not the child has: Fever
or elevated body temperature of 100.4°, skin rashes or unusual spots. If rash,
fever or any other signs of illness are present your child will not be allowed
to attend Planet Kids that day and may not return until the child has been
symptom free for 24 hours. Staff will be given instruction on what to look
for with signs of illness.

Vaccine Preventable Diseases

Planet Kids Learning Center Employees are not required to have any
immunizations at this time. TB testing is not required in Kendall County.
We do however strongly recommend the annual flu immunization.

Gang Free Zone Designation

Certain gang related criminal activity or engaging in organized criminal
activity within 1000 feet of Planet Kids Learning Center is a violation of this
law and is therefore subject to increased penalty under state law.



Tuition Policy

A tuition contract must be signed before your child (ren) may attend.
Payment for services may be made weekly, semi-monthly or monthly.
When making monthly payments, count the Mondays in the month and that
will tell you how many weeks to pay for. All tuition is due in advance.
Parent/guardian failure to make payments under the prescribed terms in the
agreement will be refused services. Past due tuition and late fees will have
to be paid in addition to the advance tuition before your child (ren) will be
readmitted. The fee for paying after Monday is $15.00. Tuition is not
refundable.

Returned Check Fee

A charge of $35.00 will be assessed for all returned checks. Cash is required
as payment for a returned check. If a second check is returned, you will
need to replace it with cash, and thereafter tuition payments must be made in
cash.

Bad Weather

Planet Kids follows the Boerne ISD severe weather policy. We will contact
parents if the need to close arises. Parents keep in mind that Boerne is
known to flood with heavy rain, and that preventative measures might be
best. No refunds on tuition will be provided when the center follows this
policy.

Withdrawals

A one week notice of withdrawal is required. Parents are responsible for the
payment of the tuition for the one week period even if the child is withdrawn
early. If we have not been given any notice and you wish to re-enroll your
child, you must pay the registration fee again. Legal action will be taken on
any outstanding debt.

Other Information

Any additional information we may have for you throughout the year will be
provided via in person, telephone, displayed on front door or sign in sheet.



Emergency Drills

Emergency drills are held monthly to acquaint your child with evacuation
procedures. Fire drills are practiced monthly. Severe weather drills and
intruder alert drills are every 3 months.

Programs Available

Newborn, Toddler, Pre-School and After School/Summer care programs are
available. All classes are full time Monday through Friday. Tuition is based
on the age of the child. Newborn through five years has a one time $90.00
registration fee with a recurring supply fee (18months & up) each August
(usually $50.00) Six years and up has a $45.00 registration fee with no
recurring supply fees.

Naptime

A state required two-hour nap period is provided for the children after lunch.
A sanitized and clean sleeping mat will be provided for each child. The
parent should furnish a small beach towel sized blanket and small pillow.
Please label with your child’s name. We ask that each Friday these items be
taken home for laundering. If your child is removed from school due to
illness, we ask that you also remove all extra items from cubbies and
sleeping items and sanitize them at home.

Late Pick-Up

You will be charged a late arrival fee of $15.00 if you arrive 5 minutes after
our closing time of 6:00 p.m. This fee is expected to be paid upon arrival. If
you are more than 15 minutes late the fee doubles.

Arrival Cut Off

Please have your child/children here before 11:00 a.m..



Holidays
We are closed for the following holidays:

New years Day

Good Friday

Memorial Day

Independence Day

Labor Day

Thanksgiving Day

Friday after Thanksgiving Day
Christmas Eve

Christmas Day

SMOKING IS PROHIBITED ON THE PLANET KIDS LEARNING
CENTER PREMISES OR THE TRANSPORTATION VANS.
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