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ISD employees i ».
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he center is licensed by Texas Health and
Human Services and complies with Minimum
Standards for Child Care Centers.
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. VISION

B iy 2 on MR = Resources to support families. .-

* To continue to provide affordable child care to RP _—
our Austin ISD staff while achieving Texas Rising * A community with shared purpose and &7
Star designation - commitment. )}
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austinisd.org. - ‘ t
The center will be closed to staff & , | xf \
children on all staff AISD holidays. . A
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ELIGIBILITY AND ENROLLMENT

CHILDREN'’S ELIGIBILITY

Uphaus Early Childhood Development Center is
available to AISD employees as a benefit of the
district. If you are no longer employed with
Austin ISD, you will have a full month to find
alternate childcare.

ENROLLMENT PROCEDURES

Parents receive a copy of the operational
policies upon admission. Operational policies
are reviewed annually and changes are made as
needed.

Prior to attendance, parents must bring:

Physical Examination Form for child
Immunization Record for child
Enrollment Information Form

Child Information (Infants will need to update
feeding/developmental information monthly)
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e ; o 2 m: rents — Workforce Solutions Capital Area
v SR - g  (wfscapitalarea. com
i "'H‘~ mont| y‘eefarlnfants(6w |
- $1,100. The monthly fee for Toddlers {: 18 mo ths
thhs) is $1,000. Pre-K (3 years) is $900. Payments are g

‘r We are a Workforce Vendor. We currently have a

due on the 1st of the month. If payment is not received contract open with Workforce Solutions Capital
by the 5th of the month, there will be a 5% late fee Area.
charged. :
« No adjustments are made for illness, vacation or school * If you think you qualify for child care subsidy
closures. follow the link and complete the forms.

* Make checks payable to Uphaus ECC

* Where should you drop your payment off?



https://www.wfscapitalarea.com/our-services/childcare/for-parents/
https://www.wfscapitalarea.com/our-services/childcare/for-parents/

UPDATING EMERGENCY CONTACT INFORMATION

* |tis very important to notify the director of address changes and phone number changes.

* When a child becomes ill at Uphaus CDC, staff will contact you based on the information provided on
the admission forms, please indicate what number you would like us to call first on the form. Itis

important that we are able to locate you at all times.

* When updating information please email the director, call the director (512-414-5520 ext. 58538), and
send the director a message on ClassDojo.
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* Clothing should be weather appropriate
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{OUR MOBILE INFANTS AND TODDLERS
: L i Tt 0“ ..',H‘,‘w,‘}‘.::“_
| i 6 igﬁ_osabie diapers . TR, o [T
Soct TN e S s 2b » Diaper Wipes
e pacifier, if baby uses one (label the pacifier) e % : . EEEN
x - - ~+ toddler cup/water bottle, LABEL THE ITEM Y,
= 4-é.PRE~IVIADE BOTTLES, LABEL TOPS AND BOTTLES ﬁ'.
: : i : _ -+ multiple changes of clothing
* baby food when baby is old enough: label jars . o
253 * coat, hat, mittens during cold weather /
* hat during cold weather
. . : af * toddlers must wear close toed shoes, preferably socks 5
» sweater or jacket during cold weather (infants go outside and tennis shoes ]

daily)
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a8 Whlle we understand things come up, itis |mpqrtant for your child to arrive on time to join the group

and participate in all of the day’s activities. Irregular arrival times create confusion and a feeling of 2

being left out of the group.
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« Park mg in the bus C|rcle is for parents that are dc

b At

t pe le of the bwldmg YOU MUST ENTER AND EX|6F
RONT DC , ots that are reserved for staff

me 'S, 1d do ngf park ) ‘o
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qmck goodbye If you need a few minutes with
“your child, you need to park on the street or in the staff parking.

* If school personnel ask you to move your car, please do so promptly.

"

PR TY ¢




ARRIVAL

Parents are expected to arrive by at 8:30AM to the
center and remain with their child until the Health
Check is completed with the child’s teacher.

Classroom doors open at 7:00 A.M.

The parent or authorized adult must bring their child
into the center. When you bring your child to
his/her classroom, communicate to the teacher that
you have arrived. Upon arrival to the classroom you
are required to sign your child in on the sign-in log.
Please use this time to share any information we
may need to help us plan your child’s day. Your
child’s belongings are to be placed in his or her
cubby.

Tips for saying goodbye

The transition period from home to school is an
important time of the day. You should plan to allow
you a few moments to help your child get his or her
day started.

Although it may be hard for you to say goodbye to
your child, please be reassured that we will call you
if there is a problem. Give a hug and a kiss, say
goodbye with a smile, and leave. Sneaking away
sometimes causes your child to panic, always say
goodbye. Teachers will continue to reassure your
child that you will be back and will provide plenty of
distraction and entertainment.
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How much did your baby eat?

(Q ‘_1"1 ions: - ; .
"l'v at time was your baby S Iast‘feedlng
What did your baby eat?

What time did your baby go to sleep last night?
What time did your baby wake up?

When was your child’s last bowel movement?

by’s dlaper vqn if you ju
our ch|Id s teacher even if yo
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FW to see you Greet your - child as sogﬁ o
child fora rm hug when you walk into the room. oy IFRTRITUN
| f|r§t and then _ < o home Staff will assist you by having as much of
th ngs togethet as the an. Ask f r assista hen you need help gettlng everything together. B

-

. PIe'ése refrain from using your cell phone while picking up your child. Handover time is when staff will —
inform you of your child’s day or if there is something you should be aware of health wise. i



Akl N
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Lo = Lat lck-ups will be addressed with p arents afte 'Iapte pick-ups. In order to keep the tuition affordable T

teachers cannot have over time con5|stently If a%arent is late after 3 times the director will meet with
‘the parent and go over the late pick up policy. The fourth time the director will issue a warning. If it -
happens again the parent will receive a written notice notifying them of their child’s withdrawal from ’
the program.



OPEN DOOR POLICY

* We have an open door policy in our center. Parents can come and observe their children throughout the
day or come visit. Only parents, guardians, authorized family members and authorized adults may visit
children in the center.

* Be respectful of the educational activities that go on continuously within your child’s classroom.
Observe teachers working with children without interfering. Participate and help with the activities
appropriately. Avoid unnecessary interruptions. Respect the teachers work with children. Refrain from
conversations and language that are inappropriate for children.

e |f your child is becoming distressed when they see you leave, we may have to limit your visit to the
classroom.



TRANSITION TO THE NEXT CLASSROOM

* Parents are included in the transition process when children move from the infant classroom to the
toddler classroom and from the toddler classroom to the preschool classroom. The child will make visits
to the next classroom at various playtimes during the day. Then, the child will be included with the
group for meals. After that, your child will take a midday nap with the group. When the child is ready,

the move to the next classroom takes place.



EXPRESSING CONCERNS

* Parents are encouraged to share concerns with their child’s teacher or the person directly involved with
your concern. Teachers are expected to work with parents in providing care for their children. When a

parent continues to have concerns regarding his/her child’s care, the concerns should be taken to the
center director and stated in a clear, concise manner.

* The center director strives to be fair and open-minded in handling concerns. You may contact the
licensing representative for the Texas Department of Health and Human Services. You may contact the
child abuse hotline at (800) 252-5400. The Texas Department of Health and Human Services website is

www.dfps/tx/us and the main phone number is 834-3195 and the address is 14000 Summit Drive, Ste.
100, Austin, TX 78728.



http://www.dfps/tx/us
http://www.dfps/tx/us
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MEALS AND NUTRITION

Our center does not provide free meals or snacks.
Parents are required to purchase meals or pack their
children’s meals.

For children in the infant room: please bring in all
formula/ breast milk and baby food needed daily.
(All refrigerated and/or open food must be removed
daily).

If your child drinks too much cow’s milk, they may
not be hungry for other foods with important
nutrients. Some experts say that consuming too
much cow’s milk can make it harder for your child’s
body to absorb the iron he or she needs from foods.

The only room that has a refrigerator for food
storage is the infant room. The refrigerator in the
mobile infant room is limited in storage, for this
reason your child’s lunch bag should have an ice
pack. The toddler room and the 2s and 3s room do
not have refrigerators, you must have an ice pack in
your child’s bag.



a unch / Dinner Meal Plan
L\\ Developed by the American Academy of Pediatrics

SAMPLE MENU

% cup % cup
% cup % cup
Y slice Y slice
% serving % serving
Y cup Y cup

% cup % cup
1 oz. 1% oz.
1 oz. 1% oz.
1egg legg
% cup 3/8 cup
2T 3T

4 oz. 4 oz.
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SAFE SLEEP

Healthy babies should always sleep on their
backs. Because babies sleeping on their sides are
more likely to accidentally roll onto their
stomach, the side position is not as safe as the
back and is not recommended.

If your baby sleeps in a way other than on her
back, the child’s parents or guardians need a
note from the child’s physician that explains how
they should sleep, the medical reason for this
position and a time frame for this position.

Keep cribs free of toys, stuffed animals, blankets,
bouncers, etc. The only item allowed in cribs is
a fitted sheet on the crib mattress.

Infants are not to be swaddled in childcare

When infants fall asleep during feeding they are
to be placed directly in their assigned crib for
naptime. Infants are never to be left to sleep on
boppies or in bouncers.



SAFETY

CAR SEAT SAFETY:

You are required by state law to properly use a child
safety seat in cars and on the school bus. Bring your
child’s car seat to school with you if others will be
transporting your child. If you or persons
transporting your child are observed not properly
using a child safety seat for transportation, it will be
reported to Austin ISD Police Department or the City
of Austin Police Department.

CONSUMER PRODUCT SAFETY

Consumer Product Safety Commission: Notices for
recalled consumer products such as toys, cribs and
clothing are sent to the child development center.
Staff monitor and advertise any products that may
be used in the center or homes. Parents may also
view all communications from this agency at
http://www.cpsc.gov Teachers and staff review the
product recall list. To the best of our knowledge
unsafe products are not used in the program.



http://www.cpsc.gov/

SICK CHILDREN

When a child arrives at the center, they should be
well enough to participate in all activities. The
center does not allow for a child to be kept inside
when weather conditions permit outdoor play. If a
child is not well enough for outdoor play, the child
should take more time to recuperate at home.

Sick children should not be brought to the center. If
the child’s teacher or center director feels the child
is not healthy enough to stay at the center, the
parent will be asked to take the child home. If you
feel you need to give your child Tylenol or a pain
reliever before you come to school, then your child
should probably remain at home.

A child will be excluded from care if an illness
prevents the child from participating comfortably in
activities or creates a greater need for care than
staff can provide without compromising the health
and safety of other children.

If a child becomes ill at school, the parent will be
notified immediately that the child must leave the
childcare center in order to reduce the risk to other
children and staff. Parents are asked to pick up
within the hour.



EXCLUSION FROM CARE

If a child has 2 to 3 loose, watery stools within a one-hour period, they
will be sent home. It is recommended to take the child to the doctor if
this condition continues at home.

A fine red or blister type rash on the scalp, abdomen, or genital area or
blisters with crusting that is suspicious of being contagious. The child
will be sent home.

This could be conjunctivitis and should be checked by a doctor. A
doctor’s release to return to child care is required.

A child with a persistent cough will be sent home.

White patches in the mouth may indicate thrush. Red bumps in the
diaper area may indicate a yeast infection. Your child will not be sent
home for thrush or a yeast rash. You will need to consult a health care
provider for medication.
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“* 24hours after the last diarrhea episode A
* 24 hours after an antibiotic treatment has begun

« when indicated by a note from a physician

* when the child feels well enough to participate comfortably in usual activities of the center; children
may seem okay at home, but may have difficulty coping in group care.



NOTIFICATION OF COMMUNICABLE DISEASES

* Center staff will provide parents with information verbally and in writing regarding communicable
diseases to which your child has been exposed. The notification will include signs and symptoms of the
disease, mode of transmission, period of communicability, and control measures we are implementing
at the center and suggestions on how you can implement the measures at home. This information will
be posted outside of the classroom as well as ClassDojo.

e |tis vital that the school be notified when your child has developed a contagious illness so that we can
notify other parents and watch the rest of the children for symptoms. If your child is ill during hours not
in attendance, please let us know so we can be aware of the types of illnesses being spread within a

group.



MEDICATION

Under most circumstances, medication will not
be given to a child by staff. Exceptions to this
rule is lifesaving medication such as epinephrine
or asthma medication. Parents are required to
administer any medication before school or
during lunch. Medicines that are given as often
as three times a day can be scheduled so that all
of the doses can be given at home. The director
can help you work out a medication schedule.

Medications that you bring for your child must
be labeled with:

Name of the child

Name of the medication

Name of prescribing health professional
Date the prescription was filled

Directions for giving medication: dose, time,
number of days, and if given by mouth, eye
drops or applied topically to the skin

Date Medication expires
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COMMODATING FAMILIES AND CHILDREN
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month ;N W, home language, cultural, and differing abilities
- Activities are planned to serve children’s (p(?r e ncividual qucatmp F.’Ians RN o
guidance of appropriate specialists).

development as well as their interests
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PHYSICAL ACTIVITY POLICY

It is important for young children to get plenty of vigorous physical activity during which they may be
breathing hard and exhibiting sweating with flushed cheeks. This vigorous physical activity provides
healthy exercise for children’s hearts, lungs, and muscles and facilitates the development of their

fundamental movement skills.

Children are encouraged to participate in physical activity during outdoor time on the playground and
throughout the day inside of the classrooms. Infants age two months through 12 months will engage in
outdoor play, weather permitting for an amount of time as tolerated. Teachers may put out mats on the
playground for non-walking infants and take infants on stroller rides. Children 13 months and older will
engage in outdoor play for a minimum of 60 minutes daily when weather permits.



FAMILY PARTICIPATION AND COMMUNICATION

Family Participation is Integral:

Families have access to daily written and verbal
communication with teachers

Families are encouraged to visit classrooms and
participate in class activities.

Families are encouraged to contribute activity ideas.

Parents are encouraged to have lunch with their
children.

Families are given opportunities to assist in planning and
to attend center events and school events (Winter
Program, Friendship Dance, Carnival).

Center Director is available for scheduled and walk in
visits.

Communication

Parents may contact the center director through visits,
phone calls, text messages and emails. Parents can
always communicate with teachers through calls to the
classroom phones and visits.

Parents can also communicate using the ClassDojo app



PARENT CONFERENCES

* Teachers meet formally with parents for parent-teacher conferences twice a year and are given written
reports at the conferences.

* Conferences will be held during professional development.

» Teachers share with parents the purpose of the assessments, how they are conducted, and the results.
Teachers and parents are able to have two-way communications at these conferences to discuss the
child’s progress, accomplishments, and difficulties in the classroom as well as in the home.

* Teachers share examples of the children’s work and pictures of the children engaged in activities. This is
an excellent chance for parents and families to ask questions, contribute information, and offer
suggestions regarding their child’s care.

* Parents may request a conference at any time throughout the year



REFERRAL TO COMMUNITY RESOURCES

Results from a developmental assessment may indicate that a child could benefit from support services.
The center director will work with parents to develop a plan for appropriate services.

What is ECI?

Early Childhood Intervention (ECI) is a statewide program within the Texas Health and Human Services
Commission for families with children birth up to age 3, with developmental delays, disabilities or
certain medical diagnoses that may impact development. ECI services support families as they learn
how to help their children grow and learn.



https://diagsearch.hhsc.state.tx.us/
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a program improvement pIan The progra akeg,lnt consideration parent concerns when making
program improvements. Teachers and staff develop a Long Range Plan for improvement based on
‘parental input, observations of and goals for chlldren training and research in early childhood

education.
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A careglver may only use positive methods of dlsclpllne and guidance that encourage self-esteem,

self-control, and self-direction

There must be no harsh, cruel, or unusual treatment of any child.




SCHOOL/FAMILY CONFERENCE - MAKING A PLAN
TOGETHER:

* A school-family conference is an ideal way to begin to address a social emotional learning challenge.

* |tincludes family members, teachers and the child care director. The director facilitates this process, in
which both parents and teachers are acknowledged as essential resources in defining and solving the
challenge.

* The meeting participants use the Guidance Plan for Staff and Parents form to share information, come
to a full understanding of the situation, and make a plan together.

* |f the challenging behavior continues after conferences and other attempts towards resolution are
unsuccessful, the child may need to be removed from the classroom setting
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STUDENT WITHDRAWAL POLICY

* Children enrolled in the program are expected to stay in the program for a full school year. The center’s
budget depends upon having every position filled for the entire school year.

* |f reasons arise to withdraw from the program, parents must present them to the center writing 30 days
prior to the expected withdrawal date.

 Parent Led Withdrawal from Center:

* Parents must present in writing to the center director notice of child withdrawal, 30 days prior to the
expected withdrawal date.

e Tuition will not be refunded



DIRECTOR LED WITHDRAWAL

Director Led Withdrawal from Center due to Safety:

Every effort will be made to avoid the dismissal
of a child. Reasons for dismissal may be related
to the child’s safety, the safety of other children
or the parent’s non-compliance with center
policies. The director of the center will make the
final decision of a student withdrawal and
provide this decision in writing to the parent.

Director Led Withdrawal of Student due to

Non-compliance of Center Policies

CDC Director has the authority to withdraw a student
due to the following reasons:

Tuition is overdue by one month
Consistent disregard for the hours of operation

Failure to treat the center staff and children with respect.
We are guests at Uphaus ECC, failure to be respectful to
administrators and office staff will result in dismissal.

Failure to routinely supply your child’s daily necessities
(diapers, wipes, snacks, foods, change of clothes, etc.)

A student will be withdrawn if their sponsoring guardian
is no longer employed by the district.
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SCHOOL EVACUATION AND RETENTION DRILLS

* The childcare center participates in the school fire drills, evacuation drills, and retention drills. Our
infant classroom will use a portable crib to load children into for safe relocation.

Emergency Evacuation: If an emergency situation develops requiring children and staff to be relocated

away from the center and property, the relocation information is: Houston Elementary 5409 Ponciana
Drive, Austin, TX 78744, (512) 414-2517.

* Please make sure all emergency contact information is up to date.
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* Child Care providers are required to inform parents or guardians of children attending child care centers
about the new gang-free zone designation. The bill mandates that gang-related criminal activity and/or
engaging in organized criminal activity within 100 feet of child care programs is a violation of this law
and is therefore subject to increased penalty. '



CHILD ABUSE POLICY

* INDIVIDUAL RESPONSIBILITY:

* Any person who has cause to believe that a child’s physical or mental health or welfare has been or may
be adversely affected by abuse or neglect is obliged by law to report (Texas Family Code, Sec. 261.101a).
School employees who suspect child abuse, neglect, or an act of indecency with a child must make an
oral report not later than 48 hours after the hour the person suspects the child has been or may be
abused, neglected or a victim of indecency, as described in Penal Code section 21.11 (Family code
261.101b).

* Your responsibility as a mandated reporter does not stop at your school. If you see something here, say
something.



ANTI-HARRASSMENT POLICY

* The Austin Independent School District prohibits acts of harassment of any kind, including harassment
based on race, color, religion, gender, sexual orientation, national origin, disability, or any other conduct
prohibited by law, including bullying or harassment carried out via electronic forms of communication
(e.g. cyberbullying via social network sites). Should you believe that you have been subjected to
harassment based on sex, report the harassment immediately to the 1) Campus Administrator or the 2)

District’s Title IX Coordinator, Ylise Janssen, 1111 W. 6th St., Bldg. A Suite A-250, Austin, TX 78703, (512)
414-9812



pil '
] g : Lnsd :
 doing? R gnizing All Valuable Employees | Austin ISD
=% :';_f‘ - -!"’ = ol r i LIS . - . N . F -
. director will provide a.'folderg th staff info UE) on if you ever want to surprise them with their

favorite snack or drink. SR

=&

_ -
. . o %
v ’
) ’
N . /
. < - /
- 1 y
i . ! (N |
« . L] : \ ‘,e
\ \ /
\ \ J ;
4 / !
\ — 7

. 5


https://www.austinisd.org/hc/aisd-employee-experience/rave
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