Tr 1 nChtldegAsademy

Early ChildhoodEducation
A Biblical & Reggiolnspired Program

*Subject to changedueto current revisions/updates

Family Handbook
20230 2024

TCA Handbook(rev.2023)

1



Biblical & Reggiclnspired Philosophy

Vision and Mission

NAEYC Commitment

Why TCA Early Childhood Education Program

SchoolOperations
Admission & Enrollment
Tuition Policies

Daily Scheduleand Routines
Drop-Off & Pick-Up Guidelines
Guidanceand Discipline
Uniform & SuppliesPolicy
Child Nutrition

Child Health and Child Safety
Accidentsand Injuries
Communication

Family Involvement

General Policies

Valuable Information & EmergencyNumbers

Table of Contents

11

13

19

26

29

35

39

41

51

54

55

57

60



Biblical Philosophy

"Start childrenoff onthewaytheyshouldgo, andevenwhentheyare

old theywill notturnfromi t . 0
Proverbs22:6

Hereat TCA, thefoundationof our establishmenis the Word of God
andfollowing theleadof theHoly S p i muidanzesVe believe,aswe
plantseedsf love, safety,cognitiveskills, discipline,emotional
supportandmanyotherseedf developmeninto eachchild enrolling,
we areeffectingthe harvestof our futuregenerationsWe 6 oreatech
peacefulenvironmenfor our studentdo cultivatethelove of learningall

while embeddingiblical principlesandcharacteristics.

ReggioEmilia-Inspired Philosophy

Ourlearning/teachingnethodsareinspiredby the ReggioEmilia
philosophymergedwith our own beliefwhichis to providea safe
environmenthatcultivatesa desireandlove for learning.

The Core of the ReggioEmilia approach:

A. Childrenmusthavesomesayoverwhattheylearn;additionally,the

senseplay abig rolein thelearningprocess.
B. Childrenengagewith their senseso helpthemlearnandfully
processomething.
C. Childrenareencouragedb interactwith otherchildrenandexplore
theworld throughmaterialitemsandrelationships.

D. Childrenshouldbeencouragedo alwaysexpresgshemselvesandbe

giveninfinite meansandopportunitieso do so.



TCA Vision

Wherethereis no vision[no revelationof GodandHis word], the peopleare
unrestrained;But happyandblesseds hewhokeepghelaw [of God].
Proverb29:18

Ourvisionat TCA is to build futurefoundationakkills andadvanced
abilitieswithin eachchild all in asafe,fun, andcomfortinglearning
environment.

Mission

Within our Early ChildhoodAcademy we arecommittedto the cultivation
of our earlychildhoodlearnerghroughpurposefuplanninginspiredby the
ReggioEmilia approachJoiningour program your child is provided
advancalevelopmentOurteaclersareimplementingadvancechild-interest
basedessorplansthatwill generatecognitivedevelopment,
social/emotionatievelopmentinformationprocessingseasoningkills,
mathematicatomprehensiorgdvancedanguagelevelopmentgross/fine
motorskills, spiritualenlightenmentscienceexplorationmemory
developmenandsomuchmore!



NAEYC Commitment

NAEYC STATEMENT OF COMMITMENT:

AS AN INDIVIDUAL WHO WORKS WITH YOUNG CHILDREN, | COMMIT MYSELF
TO FURTHER THE VALUES OF EARLY CHILDHOOD EDUCATION ASTHEY ARE
REFLECTED IN THE IDEALS AND PRINCIPLES OF THE NAEYC CODE OF
ETHICAL CONDUCT. TO THE BEST OF MY ABILITY, | WILL:

A Neverharm children.

A Ensurethat programs for young children are basedon current
knowledgeand researchof child developmentand early childhood
education.

A Respectand support families in their task of nurturing children.

A Respectcolleaguesn early childhood care and educationand
support them in maintaining the NAEYC Codeof Ethical Conduct.

A Serveasan advocatefor children, their families, and their teachers
in community and society.

A Stayinformed of and maintain high standardsof professional
conduct.

AEngagein an ongoing processof self-reflection, realizing that
personalcharacteristics,biases,and beliefshavean impact on children
and families.

A Be opento newideasand be willing to learn from the suggestionof

others.

A Continue to learn, grow, and contribute asa professional.

A Honor the idealsand principles of the NAEYC Codeof Ethical
Conduct.



Why TCA Early Childhood Care and Education Program

Early childhooddevelopmenis a procesghatis continuallychanging
andexpandingWe offer both structurecandunstructuredctivitiesfor
our childrenat TCA. Childrenlearnthroughplay, andboththe
environmentindlessongeflectthatbelief. Childrenlearnat different
pacesijn differentways,andusingall of their senseso learnaboutthe
world aroundthem.Varied experienceandmaterialsareprovidedfor
multi-sensoryandwhole brainlearning.Cognitivelearningis not
overemphasizednsteadchildrenaregivenampleopportunitiego
participatein pre-academi@ctivitiesdesigredto form a positiveself
image.Childrenlearnindependencedurn-takingskills, howto interact
with others,andpracticetheir motorskills.

Our atmospherés designedo be oneof acceptancanutualrespect,
pleasurefairnessconsistencyclearlimits andexpectationsand
encouragemenf structuredprganized& routineenvironmenteadby
highly-qualified, caringadultswith clearexpectationgandappropriate
consequencesupportshe bettermenof thewholechild. We view the
outdoorplay environmentasan extensiorof the classroomrequiringthe
samdevel of adultplanning,supervisionandinvolvementwith
children.

Standardsand Goals

TCA useshestandardandgoalsfrom Teaching StrategiesGold and
theLouisiana Early Learning and Development Standardsas
measuresf developmentahndacademisuccess.

Screenings(Only ages2i 4)

As partof thenewenrollmentprocesseachfamily is askedo schedule
andcompletea screeninghatwill provideteachersvith information
regardingthe child® developmenbeforeregisteringtheir child.
Screening®rior to registrationhelpsusto guaranteave canprovidethe
child with the mostadequateareneededAfter the screeningif
concerns/issueareobservedparentsvill benotified andgiventhe
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option to eitherpursueenrolimentwith full knowledgeof the
concerns/issues chooseo find amoreacceptabldit for their child.
Screeningesultsmay be usedto provideparentswith resourceshatcan
helpsupporttheir child® growthanddevelopmentParentscanalsotake
thescreeningesultsto theirc h i todtar.3heymayalsobeusedto
helpteacherplandevelopmentallyappropriateactivitiesfor your child.
Screeningaredoneeachprogramyear.Childrenwill be placedonthe
walit list until screeningsarereviewedandconclusionsaredrawnby
administrationThe screeningool thatour programusess Ages&
StagesQuestionnaire

Observing

The purposeof observatiornn the classroomis to documenthildren®
developmentbehaviorsandlearnng progressDocumentatiorof the
childrer® words,actions,andinterestshelpteacherplan
developmentallappropriateexperiences$or children.

Documentation

Documentatiorallowstheteacherdo reviewthe evidencecollectedand
planfor futurelearnng. Documentatiorallowsfor individualization
within our Academyandmay notlook the samefor eachchild.

Child Assessment

Childrenin our programareassessethroughobservatiorandage
appropriatecheckpointsObservatiofcheckpointsallowsfor authentic
assessmemdf the childrer® learningaccordingto the Teaching
Strategie$GOLD LearningObjectives.Thechildren® playis not
interruptedfor formal assessmentisteadtheteachedocumenthe
children® learningandgrowththroughplay. Documentations storedin
aportfolio whichis usedto showchildrern progressovertime.

TeachingStrategiessoldis theassessmenbol usedto track children®
progresghroughoutheir enrollmentin our program.Teachersre
providedwith trainingandassistancen theassessmertbol to help
ensureaccuracywith scoring.Teacherseviewa child® observations
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andthenselectghe numberthatrepresentshe child® currentlevel
within a continuumof variousdevelopmentaindicators.Teachers
reviewthe assessmermtatato notethe child® strengthsandareador
improvemenandthenshareghis informationwith parentsduring
parentteacherconferenceswWhenchildrenarenot meeting
developmentamilestonesteacherandadministratiorwill schedulea
conferencewith parentdo developa planwhich mayincludeadditional
resourcesndsupportin the classroomThe programalsouseschild
assessmentsr programplanningimprovements.

We encourag@arentdo provideinformationabouttheir child®
developmenthroughoutheyearsotheinformationcanbeconsidered
duringtheassessmemteriods.For moreinformationaboutthe
assessmenbol, you mayvisit www.teachingstrategies.com

Planning

Observation®f the childrer® playingleadto planningfor future
projectsactivities,andexperiencesl eachersarecontinuously
observingandlearningfrom the children;makingnoteof their
conversationgheir discoveriesand their questionsFromthis, planning
takesplaceto expandon thechildren® interestsSmallgroupactivities
areplannedo allow the childrento havea oneon-onelearningtime
with theirteacher.


http://www.teachingstrategies.com/

SchoolOperations

Licenseand Certification

TCA islicensedby the LouisianaDepartmentf Educationasa Typelll
center.The programmeetsandexceedghe minimumstandardgor child
care,asdefinedby Title 28, PartCLXI of the LouisianaAdministrative
Code.In theeventthatthe concernof a parent/guardiais notaddressed,
parentsmay contact:
Department of Social Services
(225)992-0015
For moreinformation,you may contactthelicensingdivision for early
learningcenters:
LouisianaDepartmenbf Education
P.OBox 4249
BatonRouge,LA 708213
Phone(225)342-9905
Fax:(225)342-2498
LDELicensing@la.gov

TCA goalis to continueto berecognizedasa high-quality early
childhooddevelopmententer We arededicatedo learning,unlearning
andrelearningmethodsyoungchildrenlearn,think anddevelop.Our
programdemonstratethesetasksthroughflexible teachingstrategies
andlessonplanning,continualprofessimal development
courses/workshodsr our staff, consistenearly childhooddevelopment
researchandsomuchmore.For moreinformation,visit our websiteat
oy call usdirectly at (225) 281-4965.


http://tcaearlychildhoodacademy.org/

Child:Staff Ratio
TCA implementghefollowing child to adultratios.

Department of Education TCA
Agesof Children Child:StaffRatio Child:StaffRatio
Infantsunder12 mths 5:1 5:1
1 yearsold 7:1 7:1
2 yearsold 10:1 10:1
3yearsold 13:1 13:1
4 yearsold 15:1 13:1

Hours of Operation
Mondayd Fridayfrom 7:00amto 5:30pm.
EBR DiverseDelivery Hours of Operation: 8:30an® 3:30pm

Before & After Care Hours of Operation

TCA beforecareprogramfor TCA students

A6:30an® 7:00am(only 4 slotsavailable contactdirectorfor openings)
TCA beforecareprogramfor EBR DiverseDeliverystudents

A 6:30an® 8:30am

TCA aftercareprogramfor TCA/EBR DiverseDeliverystudents

A 3:30pn® 5:30pm

Annual Closures

TCA closesfor thefollowing: TCA Preschoo# Diverse
A LaborDay Delivery programclosesn
A TharksgivingDay conjunctionwith the EBR

A ChristmasEve, ChristmasDay scheduleof operationPlease
ANewY e a EveandNewY e a Day s seethe currentEBR school
A Mardi Gras yearcalendarfor aschedule
A GoodFriday of thePreK 4 Diverse

A IndependencBay Delivery programclosures.

A 10 Staff DevelopmenDays
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Admission & Enrollment

Eligibility

Childrensix weeksto five yearsof ageareeligible to enroll. Children
who are5 yearsof ageprior to SeptembeBOthareconsidered
kindergartereligible andmay notreturnto thefour-yearold program.
We alsooffer beforeandaftercare.(Seetuition breakdowrfor more
information).We do not offer transportation.

Registration Fee/Enrollment Packet

To beginyourenrollmentprocessatT r i n ChildyedAcademy,you
mustfirst schedulea child screeningvith thedirector.Oncethe parent
choosego continuewith the processparentswill thenpaythe
annual/registitionfee of $150.00.0Oncereceivedthe enrolimentpacket
mustbe completedsignedandsubmittedwith an Ages& Stages
QuestionnaireFollowing the completionof the enrollmentpacket,
parents/guardiarsreto schedulea conferencavith thedirectorto
ensureall items,formsandextrarequestediocumentsare
returned/completedndall policies& proceduresreunderstoodefore
thec h i firgt dag.After theregistrationfee,the enrollmentpacket
shouldbe submittedasearlyaspossible Delayin submssionmay
creatdongerwait for enrollment.During theregistrationprocess,
parents/guardiarsregiventhe academiesvebsiteto view the parent
handbooklf they haveanyquestionr concernsparents/guardiaresre
encouragedo contactthedirectorand/oradministratiorteam.Parents
arerequiredto signa HandbookFormstatingthey haveread,agreeand
adhereo everythingwithin the TCA ParentHandbook.
Theparent/guardiamustfill outthe StudentEnrolimentPacketin its
entirety,paytheannualregistratiorfee (Non-Refundable)andfirst

w e e kuidion beforetheir child canbeacceptednto the Academy.

Waiting List

Oncethescreeningregistrationfee, enrolimentpacketandAges&
StageQuestionnairearereceivedchildrenareplacedontothe waiting
list or placedinto aroomif spacds available.If aspaceéecomes
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availablewhile onthewaitinglist at TCA, thelist will besearched,
beginningatthetop, for thefollowing criteria:

1. Age-appropriategligible child
2. Dateof desiredenrollmentasindicatedin theenrollmentpacket
3. Applicationdate

Notification of an Opening

Whena spacebecomesvailable a memberof the TCA administrative
teamwill contactthefamily via phoneand/oremailto offer the opening
to thefamily. Thefamily will begiven24 hoursto accepior declinethe
spacelf theoffer is declinedor if thereis no responsethe child will be
removedfrom the waiting list andthe openingwill be offeredto another
family. Thefamily of theremovedchild will be notified by emailthat
he/shds nolongeronthewaiting list.

Registration
A registrationfeewill bedueprior to enrolimenteachyear of
attendance.

Required prior to enroliment eachyear of attendance:

A $150.00Registration fee

A SignedCOVID -19 contract

A CompletedMasterCard

A lmmunization record

A Enroliment Packet

A Ages& StagesQuestionnaire

A Additional forms givenwith the packet

Summerenrollmentfor childrennot currentlyattendingthe centeris
allowableeachsummerandis contingenton availablespaceThe
registrationfeefor thesummetis $ anddoesnot guarantedall
enrollmentdueto returningstudents.
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Tuition Policies

Tuition paymentsaredraftedin full onthefirst day of eachmonthfor
monthlytuition payingparentgyuardiansHowever for theconvenience
of theparent,T r i n ChildyedAxzademyoffersaweeklypaymentplan
shownin thegraphbelow.Weeklytuition is draftedeveryMondayfor
thefollowing tuition week.

Ages 4 WeekMonths 5 WeekMonths
Jan.Feb. April, July,Oct.| March,May,JuneAug.,
Sept. Nov.,Dec.

Infant? YoungToddler $680 monthly $850 monthly
(6mths? 1 yr. olds)

Toddler 22 2.5 $640 monthly $800 monthly
PreK3? 3.5(not potty
trained)
PreK3? 3.5(potty $600 monthly $750 monthly
trained)

PreK42 4.5(who are
not in the EBRprogram)

*subject to change

EBR DiverseDelivery Free Tuition

TCA offersthe EBR DiverseDelivery PreK-4 freegrantfundedseats.
Parents/guardiamaustschedulean Ages& StagesQuestionnairechild
screeningpaythe TCA registration/annudke, enrollinto the online
portalandthenwill beplacedonthewaiting listuntil deemedapproved
beforeenrolled.Oncefully enrolled,parentsareto follow the TCA
registrationprocessandguidelines Dueto thedifferencein the school
yearcalendardor EBR andTCA, parentsenrolledinto the PreK-4 EBR
programareallowedto attenddaysof schoolwhile EBR areclosedand
TCA remainsopen.Parentsarethensubjectto pay TCA tuition prior to
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theweekof attendanceBeforecareandaftercarearealsoavailablefor
the EBR DiverseDelivery parents/guardiarsswell.

Before & After Care Program Policy

Parentsvhowould like to enrollin the before/aftercareprogramare
required to pay $80/weekly($40for before care & $40for after care
totaling $80)if enrolled in a weekly tuition paymentplan. If paying
tuition monthly, $320during every 4-weekmonth/$400for every 5-
weekmonth. Parentavho enrollin the before/aftercareprogram
cannotchoosespecificweeksor timesto acquirebefore/aftercare.
Onceenrolledinto the program parentswill be chargedhe beforeafter
carefeesweekly (or monthly)alongwith their tuition. If parentswishto
optoutof the before/afteicareprogram theyareto submit a typed or
written parent note to administration stating the before/after care
termination date. Withoutatypedor written parentnote,parentsare
subjectto payall before/aftercarefeesregardlessif thechild is
utilizing the before/afteicarehours.

It is essentialthat all feesbe paid by mandatory due dates.
Additional chargeswill be assessefdbr field tri ps, water day, dance
lessonsand Fall/Spring portraits. Theseextracurricular activities
are offered on an optional basis.

A Late Tuition: A $25latefeeperchild will bechargedor tuition
receivedafterthe 5th of the monthfor thosepayingby the mont.
Partialpaymentsarealsosubjectto a latefee. All paymentshot
receivedby the 10th of eachmotharesubjectto a latefee of $25per
day.A $5.00feewill bechargedor weeklytuition notreceived.

A OutstandingCharges TCA will makeeveryeffort to notify families
regardingany outstandingchargesn anattemptto avoida disruption
in careprovidedfor thechild. A requesfor cashor moneyorderwill
be madefor all nonpayments.

A Non-payment Non-paymentbf all feesduefor the current
month/weel(includingtuition, late paymentfees,annual/registration
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fees,and/orlate pickupchargeswill resultin theterminationof
servicegrovidedby the Center.

A Mandatory Registration/Annualfee: Our registratioannualfeeis
requiredto enroll all studens atour Academy. Registration/annual
feesarenon-refundable shouldyou withdrawyour child for any
reasoror TCA dismisseyour child for anyreason.

A Mandatory Late Pickup fees:Parentsaregivena 5-minutegrace
periodafter5:30pm.Late pick up feesareassessedrhenachild is
pickedup after5:36 pm. Parentsarechargedbl.00perminutewhen
theyarelate. Thislatefee mustbe paidimmediately to theteachers
onduty or placedin anenvelopeandgivento theleadteachethe
following morning.The studentwill be placedonthe Cannot Return
List if late pick up feesarenot paid promptly.

A PaymentMethods: Trinity & processeall paymentghroughProCare
Tuition ExpressSoftware.Uponadmissionparentsarerequiredto
enrollin anautodratft.

A studen tuition reservesis/herplacein the classroomTherefore,
you arenot payingfor attendanceyou arepayingfor your child® place
in theroom. Tuition mustbe paidin full without deductionfor_holidays
ExtendedCarestudentswill beassessedifull d a yeéwhentheyare
presentfull dayor half day.

Financial Assistance

ThelLouisianaDepartmenof Educationoffersthe Child Care
Assistancd’rogramto familiesasa meansf financialassistancéor
child care.Familiesthatqualify areresponsibldor payingtuition and/or
otherchargeghatarenot coveredby financialassistancelhisincludes
anytuition and/orchargeghataccumulategbrior to receivingthe
financialassistance.

CAN NOT RETURN LIST

Onceany of theabovementionedeesarenot met,a studen& nameis
placedonthe CAN NOT RETURNLIST. TheFinanceManagemwill
placea noteonthe studend diaperbag/booksacknotifying parentsof
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theexactamountowed. The parentthenbringsa checkor moneyorder
for thatexactamountto theadministratoior designatedtaff the next
businesglayin orderto continuechildcare. All staffaregivenacopy of
the CAN NOT RETURNLIST andthey mustmatchtheamountgiven
by the parentto theamountlistedonthe CAN NOT RETURNLIST.

Financial Dismissal: Your child will bedismissedrom the Academyif
tuition is pastdueby oneweek.All accountsnuststaycurrent.lt is the
paren& responsibilityto arrangeandreceiveapprovalfrom the director
if alternategpaymentmethodsareneededIf afamily leavesTCA without
payingall financialobligations the Academyhastheright to withhold
endof theyeartax identificationstatementandfile legalactionsagainst
theparents.

TCA prohibitsdiscriminationon the basisof race,color, sex,sexual
orientation,genderdentity, religion, age,geneticinformation,veteran
statusandnationalor ethnicorigin.

Any concernsof discrimination may be reported to:
Internal

The TCA Directoror Owners
2252184965
External

US Departmenbf EducationOffice for Civil Rights (877)4532721
US EqualEmploymentOpportunityCommission 1-800-669-4000
US Departmenof JusticeCivil RightsDivision (202)295-1500

Withdrawal

If awrittentwo-weeknoticeis notgivenprior to withdrawalof the
child, thefamily will be heldresponsibldor the monthof tuition after
thewritten notificationis received All financialmattersmustbe
concludedprior to withdrawal.Thes t u d teachemvis bagall
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remainingitemssothe parentcancarrythemhomethelastday of
attendancdf itemsareleft atthe Academymorethanoneweekafter
their final dayof care,itemswill bedonatedo charity. TCA is not
responsibldor itemsleft morethan5 days.A continuousabsenc®f a
periodof two weekswithout paymentor notificationis considered
withdrawal.

Dismissal
TCA reservesheright to dismissa child, in its solediscretion without
notice,dueto thefollowing reasons:

A The Academycannotmeetthe physical,mental,or emotionalneedsof
thechild.

A Thechild threatenghe safety healthand/orwell-beingof
himself/herselbr others.

A Failureby parent/guardiato attenda formal conferenceequestedy
the Director/Asst.Director.

A Nonpaymenbf any assessetlition or fees.

A Theparent/guardianefusego havetheir child examinedoy alicensed
healthcareprofessionato determindf continuedenrollmentis in the
bestinterestof the child.

At is advisedby alicensedphysicianor child psychologst to
discontinuesnroliment.

A A misrepresentatiowasmadein the enrolimentprocess.

A Failureby a parent/guardiato adhereto the policiesandprocedures
of the Academyand/orcausestressor disruptionto the Academy
staff or operations.

A Continuousabsenceof a periodof two weeks without paymentor
written notification.

A Repeatedardinesgexcesof 3 times)in picking up achild atclosing
time.

A Enrolimentpacketor requiredmedicalrecordsareincompleteand/or
notupdated.

A Parent/guardiarepeately (excesf 3 times)fails to signtheir child
in andoutdaily.
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A Parent/guardiathreatenshe safetyof the children,staff, and/or
others.

A Unresolvedconcernsaboutthe healthor safetyof the child which are
notbeingaddressetly the parent/guardian

A Parent/guardiafails to provideadequateuppliesfor the child,
includingbutnotlimited to, diapers formula,wipes,andproper
clothing.
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Daily Scheduleand Routines
For agespecificscheduldreakdownspleasecontactthe directoror
administrativeeam.

Infants/Toddlers

Thedaily scheduldor the childrenis aguide.lt providesaframework
for planningandorganizingthe daily routineandplay activitiesfor the
children.Thedaily routinesfor childrenmaybe alittle differentbased
ontheageof your child. Infantsfollow aflexible routine.Theyarefed,
changedandnapwhentheyneedit. Toddlersarechanged/taketo the
toilet beforetransitionsin thedayandasneededAdjustmentdo the
schedulearemadeasyour child getsolderandhis/herneedschange.
You mayalsonoticethatasyour child getsolder,s/hemayalterher/his
own scheduléo fit in with thegroup.Somecommonchangesou may
noticein your child& behaviorafterenrolimentin anygroup care
situationincludealteredsleep/wakeatterngstayingawakefor longer
hoursor nappingmorefrequentlyfor shortperiodsof time) or changes
in appetite Keepin mind againthat,if neededthe schedulewill include
childrer® individual needsbasedon their age.

Mealtimes: Breakfastl.unchandanafternoonsnackareprovidedeach
day.As eatingis a sensoryexperiencethechildrenareencouragedo try
differentfoods,engagean conversatiorwith their peersanduse
appropriatdaablemannersTCA makeseveryeffort to provideyour
child with wholesomelow sugarfoodsandto introduceyour child to a
variety of food tastesandtexturesMenusarepostedon the parent
informationbulletin board.

Childrenwho are12 monthsandolderwill be providedmealsthatare
beingservedn the centeralongwith wholemilk. Olderinfantswill be
placedin chairswith traysor a smalltablewith chairs.Toddlerswill sit
atlow tablesandchairsfor all meals.Childrenin thetoddlerroom (and
someinfants) will usesippycups,regularcups,andutensils.
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Sleeping/RestAll childrenwithin thecenterwill sleep/resin cribsor
on cotsasdeterminedy theirage.All basicbeddingfor infantsare
providedby the centerandis washedat the centeraswell. Parentsof all
childrenarerequestedo bring two mediumsamecoloredbathtowels
thatwill fit in the child® basketand/orcubby.

Infantsnapaccordingto their own schedulegBulletin 137).Infantsand
toddlersunderl5 monthsof ageareprovidedwith afirm, tight fitting
mattressn acrib thatmeetscurrentsafetystandardslongwith a sheet
andblanket.Therewill beno pillows, quilts, bumperscomforters,
sheepskinsstuffedtoys, or otherfluffy productsn thecrib. These
childrenwill alsobe placedontheir backsto sleep After 12 monthsof
age,othersleepingpositionscanbediscussedavith theeducatorWhena
child reached 5 monthsof age,cot sleepingwill beencouraged.

*The abovepracticesare required by the Department of Education
licensingstandardsand is supported by the U.S.ConsumerProduct
Safety Commission,the American Academyof Pediatrics,and the
National Institute of Child Health and Human Development.*

All children undertheageof four will be providedwith aminimumrest
time of 75 minutes(Bulletin 137).

Olderchildrenwill be providedanopportunityto restafterlunch.
Childrenwill berequiredto reston providedcotsfor thedurationof the
restingperiod. Quietmaterialswill beavailableto thosechildrenwho
areunableto fall asleep.

Diapering: Parentsaarerequiredto providedisposablaliapersandwipes
for childrenin theinfantandtoddlerclassroomsYour child will be
changedat regularintervalsthroughouthedayandasneededStore
boughtwipesareusedwhenchangingyour child; we will useplain
waterandwashclothesfor childrenwith adiaperrash.As the useof
babypowderhasbeenlinked to childhoodasthmaandotherrespiratory
difficulties,we will notapplybabypowderonanychild.
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Outdoor Play: Weathempermitting,all children,includinginfants,will
spenda minimumof 30 minutesin daily outdoorplay, unlessthereis
extremeweatheror environmentakafetyconditions(i.e. tempeature
below 38 degreesyunhealthyair quality, or a heatadvisory).It is
necessaryhatchildrenhavefreedomof movementsoit is requested
thatchildrenaredressedccordingly.Shoesandsocksarerequiredfor
safetyreasons.

Preschool

All childrenagetwo andolderwill beprovideda minimumof 60
minutesof physicalactivity perdaythatis a combinationof freechoice
andeducatoted. As we encouragehildrento explorethroughtouching,
moving, listening,andobserving theremaybetimeswhenhis/her
clothingbecomesnessyor rumpled.For this reasonwe requesthat
parentssendthreecompletechangeof clothingto remainatthecenter.
Parentsareto besureto labelall articlesof belongings.

Uponenteringthe classroomthe childrenwill also washtheir hands
beforeplayingwith openendedmaterialsavailableon tablesand
greetingtheir peers Eachschoolday encompassethe following
activities:

0 Morning Meeting: Theclassuseshistime to greetoneanotherasa
classrooncommunity,disausschild friendly news/ eventsdiscusghe
guestionof theday,andmakeplansfor thedayahead.

0 Indoor investigations: Indoorinvestigationgive the childrenthe
opportunityto explore,observehypothesizequestionanddiscusgo
clarify theirunderstandinghroughanactivity of theirchoice.The
variousareaswithin the classroonoffer openendedmaterialsfor the
childrento investigate The areagncludethe Makei® Spaceand/orArt
Center writing, scienceexplorationmonthly cookingactivitiesand
discovery dramaticplay, mathmanipulativeibrary andlistening,
constructiommndmusic. Throughoutvariousprojectsandinterestsof
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thechildren,the materialsmaybe changedo encouragexploration
andthedevelopmenof newideas.Thechildrenmayalsoparticipate
in smallgroupactivitiesthatextendtheir explorationandknowledge
of aspecifictopic aswell asencouragehild-initiatedlearning.

0 Water Activities: Childrenenrolledat TCA will haveopportunitiedo
experiencavateractivities. Theseactivitiesincludethe useof water
tables/buckets/jarg the classroomsndwaterin cookingactivitiesin
theclassroom.

0 Music and Movement: Thechildrenwill engagan whole-group
praise& worshipandmusic& movementctivities. Theactivities
rangefrom playingvariousinstrumentsdancing,andlisteningto
diverseformsof music.

0 Outdoor Investigations: Outdoorinvestigationgrovidethe children
the opportunityto exploreandinvestigatehe outdoorclassroomn the
samecapacityastheindoorclassroomThechildrenareoffered
activitiesthatphysicallychallengeheir bodiesin naturalwayswhile
enhancingheir grossmotorabilities. Activities includebut arenot
limited to climbing, balancingandhangingaswell asopportunitiego
work asateamthroughbuilding or carryingactivities. The children
alsohavevariousopportunitieso connectwith naturethroughsand
andwaterplay, gardeningandnaturalmaterialsfoundwithin the
outdoorclassroomTheyalsohaveaccesdo tricycles,slides,and
climbersandareofferedmanyopportunitiego work on projects
similar to whatis indoors.

O Literacy Circle: Thechildrenengagen wholegroupdiscussions
regardinga presentedtorybook.The storybookis typically relatedto
aprojector activity occurringwithin the classroomDuring thistime,
thechildrenareencouragedo commentaskquestionsanddiscuss
topicsrelatedto the book.
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0 Enrichment: Enrichmentactivitiesvary daily andmaybe completed
within the classroonor incorporatedvithin anexperiment.

Creative Space:Our CreativeSpacds our Makei® Space/AriCenter.
This areais dedicatedo the encouragemertdf enhancingmagination
andbringingideasto life. We encouragéhe childrento usethe available
openendedmaterialsto createcostumestools,toys,andotherobjects
theywish to create We offer the childrena variety of materials,
includingrecyclables, materialsfrom nature clay, beadsetc.

Supported Learning: Thechildrenaresupportedvithin all domainsof
learningthroughoutaily routinesandexperiencesWe striveto meet
theneedsof all childrento assistin their growthanddevelopmenby
engagingin developmentallyappropriatgracticeandreflectivethought.

0 SocialEmotional: We encouragéhe childrento continuously
compromisewith their peersfind solutionsto their problems askfor
helpwhenneededuseappropriatdanguagedo expres themselves,
managdeelings,andform positiverelationships.

0 Physical(grossand fine): We offer opportunitiedor the childrento
developtheir grossandfine motorskills. Theyareencouragedo
challengeheir bodiesphysicallythroughclimbing, carying, pushing,
pulling, etc. Theyarealsoencouragedo challengeandenhanceheir
smallmuscledevelopmentandfine motorskills. Activities include
butarenotlimited to writing andmanipulatingclay/playdoughaswell
asbuttoningandunbuttoningtheir own clothing.

0 Language: Thechildrenaregivenvariousopportunitieghroughout
thedayto developtheir languageskills. Childrenwill bechallengedo
learnto expresgheirwantsandneedsaswell aslearnto usesocial
andlinguistic cluesto undestandlanguageThis includestheir ability
to listento their peersandrespondappropriatelyuseandunderstand
complexwords,expresgheir own needsandfollow directions.
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0 Cognitive: We encouragehe childrento becritical thinkersandthink
of themselvessresearcherdVe allow themto find solutionsto their
problemsthroughscaffolding,to think symbolicallythroughcreations
or pretendplay, andto connecipersonalife experienceso classroom
discussiongndactivities.

O Literacy: In prepardion for transitioninginto kindergarterprograms
in theareathechildrenaregivenopportunitieso developtheir
literacyskills in organicwaysby demonstratingcnowledgeof the
alphabetunderstangbrint andits meaning appropriatelyrespondo
books, readbasicsentencesecognize/identifyjpbasicsightwords,
graspT CA 3-stepreadingprocessanddemonstratevriting skills.

0 Mathematics: In their play, the childrenusenumberconceptsshow
knowledgeof patternspasicaddition/subtractiorandcompae and
measurebjectstheyinteractwith. Childrenlearnquantitative
vocabularycomparisorvocabularyandconcreteoneto one
correspondenceiroughintentionalmathematicaimeanswhichis
developmentallappropriate.

0 Scienceand Technology:In ourernvironment,thechildrenare
encouragedo useprinciplesof scientificinquiry skills in various
formsin aneffort to solveproblemsWe focuson looking atliving
things,the Earth,andpropertief objectsandmaterials.

0 SocialStudies: As partof the TCA Academy childrenhaveagreater
understandingf their world, theworld aroundthem,andconnectheir
experience$o otherpeopleandplaces.

0 The Arts: Thechildrenarecreativein expressinghemselveshrough
visualaids,drama,music,andmovementThechildrenare
encouragedo beresourcefuin theway theyexpresshemselveso
their peers.
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ClassTransitions

1. Yearly Student Transitions i In Augud, atthe beginningof
theacademiaschoolyear,eachstudentwill beplacedin aclass
basedntheirbirthday.T r i n Childyetd Academyfollows
EastBatonR o u gSegtesnbeBd" birthdaydeadlinewhen
determiningproperplacemenfor students.

2. Spacing,Overcrowding or Academic Student Transitions 1
Dueto newenrollment the directormayhaveto adjustclasses
by moving studentdo anotherclassduringthe schoolyear.
Studentwwill bemovedbasedon maturity,self-helpskills,
birthday,andacademia@bility.

Toilet Learning

During thetransitionof diaperingto toilet training, it is helpful for
parentsandteacherdo work together. This canbeadifficult time, but
everyonewill getthroughit. Your child mustbebothphysicallyand
emotionalready for toilet learning. In orderfor theteacheto partner
with parentan potty training,thefollowing requirementsnustbe
presenin thestudent:

1.
2.
3.

4.

o U1

Thestudentverbalizeghe needto usetherestroom.
Thestudentunderstandsthenandwhereto usetherestroom.
Thestudents capableof controllingboth bowelsandbladder
muscles.

Thestudentknowsto releasébowelsandbladderwhenplacedon
thetoilet.

. Thestudentremainsdry 2-2.5 hoursbetweerrestroombreaks.
. Thestudentdoesnothavemorethan2 accidentsn oneday. (This

is anindicationthatthe studentis not quitereadyfor toilet
learning.)

. Theparentnotifiestheschoolin writing thattheyarein needof a

Toilet LearningPartnership.

. Theteachemobhserveshe studentfor aweekfor items#171 #6,then

notifiesthe Administrator.

. The Administratorsendsanapprovalor denialletterhometo

parentsvith areasof concernlisted.
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Theschooladministratomakesthefinal decisiononif astudents
readyfor Toilet Learning. Whenpurchasingoull-ups,makesurethat
they havebreakawayabs. While we encourageself-help skills for those
who arepotty trained. Studentavho soil themselvesvill bechangedy
astaffmemberlt is for thisreasonthatwe requesB change®f clothes
for eachstucent. Regardlessf age,anaccidentcanoccur. For proper
trainingtime andtechniquesgontactyour child® pediatrician.

Drop-Off and Pick-Up Guidelines

Drop-off proceduresare asfollows:

0 Adult mustsigrin the child usingthe ProCare ontheir electronic
devices

0 Only authorizedpersonglistedwithin Procare/authorizatioform)
will beallowedto pick up astudent.

0 Authorizationsaremadeon registrationforms& within the ProCare
appatthe time of enroliment.

0 Parentsnust senda written notice to thedirectorandteachemwhen
anunauthorizeddultwill pick up their child.

0 A picturelD must be presentect thetime of pick up for all
authorizedpersons.

0 Unexpectegickupsrequire aphonecall from the parentto the
administrator.

0 Pick up canonly bemadeby personsl8yearsor older.

0 Theadultis to walk the child all theway into the classroom.

0 Adult andteachercommunicatevith oneanotheraboutanyupdates
concerninghechild.

Pick-up proceduresare asfollows:

0 Adult mustsignroutthe child usingProCare ontheir electronic

devices

0 Adult andteachercommunicatavith oneanotherin orderto properly
acknowledgehechild is leaving.
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Late Arrival

We encouragéamiliesto bring childrento the preschoobefore9 AM.
We understandhattherewill bedayswhenachild hasdocto®
appointment®r othercommitmentghatresultin latearrivalto TCA.
Parentgnust bringad o ¢ t eacus@sthe office uponarrivaland
receiveatardyslip to givetotheirc h i teacldesArrival during
transitionsJunch,or naptime oftennegativelyaffecttherestof the
child® day. Thedirectorand/oreducatoishouldbe informedprior to the
appointmentf possible Studentghatcontinueto betardywithouta
valid reasonwill be dismissedrom TCA. Classschedulesnaydiffer,
butpleasekeepin mind theseapproximatdime frames:

Breakfast

8:00- 8:30AM (EBR DiverseDelivery 8:308 8:45AM)
Lunch

11:007 12:00PM

Naptime

12:007 1:30PM

Late Pick-Up

TCA closesat5:30PM. Our EBR programclosesat 3:30PM. A fee of
$1.00per every minute late will be chargedand due the following
morning. Repeatedardinessn picking up achild atclosingtime may
resultin dismissalfrom the program.BatonRougePoliceandthe
Departmentf ChildrenandFamily Serviceswill benotified andthe
child will bereleasednto their custodyif achild is not pickedup by
6:15PM, onehourpastthe centet closingtime.

Third Party Release

Eachchild® safetyis a primaryconcernof TCA. Only TCA employees
mayreleasechildrento authorizedndividuals.All employee®f TCA
areinstructedo verify anyindividualsintendingto pick up a child.

Individuals picking up children must be:
0 At leastl8yearsor older.
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0 Authorizedin writing by the enrolling parent,asstatedon the master
cardandemergency/medicahformationforms.

0 Authorizedin writing with a datednotesignedby anenrolledparent
or guardian.

0 Willing andableto present stateissuedD.

Childrenwill notbereleasedo unauthorizedndividualsor to
individualsthatcannotbe verified with photoidentification.The
programwill alsonotreleasea child atanytime to aparentor
designatedndividual whois visibly impaireddueto alcahol
consumptioror substancabuse(eitherprescribedr illegal). Copiesof
custodyagreementmustbe providedto the schoolif therearespecific
instructionsfor which parentshouldpick up achild on a specificday.
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Guidanceand Discipline

Guidance

OurgoalatT r i n ChtldyedAsademyis to fostercreativity,encourage
childrento exploretheir naturalenvironmentandallow themto make
discoveriesvithin anonthreateningatmosphereEducatordacilitate
children® learningby activelyengagingn activitiesalongsidethe
childrenastheco-learner.

Child guidancds addresseth avariety of waysto includeteaching
strategieshatpromotechild developmenof socially-appropriate
behavior,in consideratiorof child developnent.

Environmentsareengineeredo promotechild independencéroughthe
placemenbf materialsthatallow for childrento completetaskson their
own (suchasthe placemenbf the sink, soap,andtowels).Adults
encouragehild independencehroughverbaland physicalprompting
towardindependencd-or example whenhelpingchildrenwith self-care
tasks suchashandwashing toileting, or nosewiping, teacherswill
assistchildrenin completingthe taskwhile providingverbalguidance
(e.g.,ALet®wipeyourn o swifie handingthe child atissueandusing
handoverhandto assistthe child).

Teacheistrategiesareusedto assistchildrenin appropriatesocial
interactionsFor example eventheyoungesthildrenareencouragedo
touchateacher'sarmin orderto gainadultattentionwhenchildrenare
preverbalVerbalchildrenarealsoencouragedo usethis strategyto
gainattentionwhenadultsareengagedn otherconversatiorio teach
childrento wait for aturnto speak(ratherthaninterrupt). Educates
within the programencouragé¢he developmenof positiveself-
disciplinetechniquesindengagen thefollowing practices:

0 Encouragereativitywithin all projects.
0 Offer variouschoiceswhenpossible.
0 Maintaina positiveattitudeandhigh level of professionalism
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0 Are kind, respectfulandcomposedtall times.

0 Usepositivestatementsvhenguiding children® behaviors.
3 Clearstatemenof thelimit: irheblocksareforb ui | di ng. ©
3 Redirectionilet® go seewhatEric is cookingin thekitc h e n . 0
3 Encourageroblemsolvingandcompromisingechniques:
rfHow couldyou useyourwordsto tell Johnthatyou would like to

haveaturnwith thatt r uc k ? 0

3 Examplesof reminderstatements:
AyRemembeto sitdownwhenyous | | d e 0
nyKeepthepuzzleonthet ab |l e . 0o
AyUseyour finsidevoiced whenyoude insideo

Our educatorsefrain from thefollowing practicesasthesepractices
hinderthe positiveindependenlearningof the children:

O Intentionallyinterferingin a child® activity unlessguidanceor
redirectionis required.

0 Modifying a child® activity.

0 Addressa child harshlywith intimidationor ridicule.

0 Discussinga child within the presencef the child and/orother

children.

0 Visiting with otheradultswhile in the classroom.

0 Engagan negativeconversationgaboutthe children,families, or

colleagues

0 Physicallyredrict a child in anyway unlessthe child® actionswould

bring harmto him/herselfor others.

Discipline

TCA employsa positivemethodof disciplineandmaintainsa safe,
nonthreateningnvironmenthatcorrelatewith boththeoriesof child
developmenand the Centeds mission.Educatorengagen the
following disciplinarypractices:
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0 Providepositivelogical consequences choices(fiYou arehaving

difficulty playingwith the blockswithoutthrowing.l needyouto

chooseanothemplacetop | ay . 0)

0 Model effectivewaysto expresdeelingsandemotionsi(il do notlike

it whenyou grabthe bookfrom my hands Pleasdell methatyou would

liketoseei t . 0)

0 Providesupervisiorto all childrenatall timesregardless thechild
hasbeenremovedfrom the groupfor disciplinaryreasons.

Therearetimeswhentheabovetechniquesppropriatdor the situation
havebeentried andthe undesiredehaviorcontinuesif so,achild over
theageof two maybeinstructedto moveto a quietareaby
himself/hersel{in the presencef a caregiveruntil he/shas ableto
appropriatelyreturnto theactivity. The child® agein yearswill
determinghe numberof minutesawayfrom the group.This quiettime
is intendedfor the child to regroupandreflecton his/heradions.

Thefollowing disciplinarypracticesarestrictly prohibitedasthese
practiceshinderthe positiveindependenkearningof the children:

0 No child shallbe subjectto physicalpunishmentcorporal

punishmentyerbalabusepr threatsby educatos, staff, volunteersor

parentsvhile onthecented property.

0 Cruel,severeunusualpor unnecessargunishmenshallnotbe

inflicted uponany child.

0 No child or groupof childrenshallbe allowedto disciplineanother

child.

0 No child shallbe deprived of mealsor snacksor any partthereoffor

disciplinaryreasons.

0 Written or verbalreportsto parentsegardingconflictsor

disagreementisetweerchildrenshallnotincludethe nameof the child

or childrenwho wereinvolved.

0 No child will besulgectedto spankingyanking,shaking,pinching,
extremetemperaturexr othermeasureproducingphysicalpain.
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We alsodo notuseanytype of verbalabusewhichincludesyelling,
offensiveor profanelanguagetelling achild to fshutu p ornaking
derogatoryremarksaboutchildrenor family membersof childrenin the
presencef thechild or threateninga child with punishmentAny form
of punishmenthatviolatesthe spirit of thefollowing standardf
disciplineis prohibitedby anyoneon the premisesf the TCA. Parents
arealsoprohibited from usingcorporalpunishmenbnthe premisesof
TCA.

*Any useof the restricted practicesshall be grounds for immediate
termination of educatorsktaff.*

Parent/Guardian Behavioral Dismissal

Theviolation of anyof thefollowing guidelineswill resultin the

immediatedismissalof anystudentenrolledatT r i n Chtldye® s

Academy:

1. Oneweekbehindin tuition

2. Studentbehaviorunmanageable

3. Familyme mb éehaverdeemednappropriatgprofanity,
loud/aggressivéalking, loud/disruptivemusicin the parkinglot,
inappropriataattire,violence/threatandecentoehavioretc)

4. Not following all academyulesandregulationguniforms,
appearancesuppliesgtc.)

5. Endangermentf staff, children,othersand/orproperty

Student Behavioral Dismissal
Our beliefis basedon respecfor youngchildren.We aimto teach
childrenhow to manageheir own behavior. Disciplinewill behandled
in thefollowing steps:
1. Theclasswill beremindedof therulesandregulations.
2. Thestudentwill beremindedof therulesandregulationsoneon
one.
3. Thestudentwill be setapartfrom theclassin view of theteacher
with somethingo play with for oneminuteperyearof age.(4
yearsold = 4 minutes)
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4. Theparent/guardiamwill benotified via ClassroonDojo points
and/orverballyupondeparture

5. Theparent/guardiawill benotifiedin writing if the behavior
persists(UnusualBehaviorReport)

6. If 3 or morewrittenreportstheadministratowill allow teacheto
usea 2-weekbehaviorcalendar

7. If behaviorcalendaindicatesthatthe misbehavioicontinuesthe
administratomwill hosta confereme with the parent/guardian.

8. If behaviordoesnotimprove,the studenwill bedismissed.

Trinity & Children Academywill work with thefamily to find
solutionsthatwill improvethe studen& behavior;however jf thechild
refusedo follow instructions he/shewill bedismissedrom the
Academy.

Trinity & Children Academy® BehaviorExpectationsareasfollows:
1. I will respectdults.
2. | will bekind to staffandclassmates.
3. | will takecareof things.(furniture,toys,suppliesgamesetc.)
4. 1 will usesofttouchesnotfight.

Biting: Biting is asignof developmenandareoftenunavoidable
occurrencesvithin groupchild care,especiallywith toddlers.Whenit
occurs,it canbescary,frustrating,andstressfuffor children,parents,
educatorsandstaff.

Thefollowing arepotentialreasons child may bite: teething,
impulsivenessexcitementandoverstimulatiornor frustration.
Theeducatoratthe TCA will respondo a child® biting behaviorusing
thefollowing techniques:

0 Give attentionto the bittenchild.

0 Havethechild who did the biting help carefor the bittenchild (e.g.
hold theice,comfort,etc.).

0 With thechild who bit, discusghe effectsandconsequencesn a
developmentally\appropriatdevel.
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Az Biting hurts.You hurtyourf r i end . 0O
AzZWhydidyoub i t fieWhoigd Somethingelseyou couldhave
donethatwould nothavehurtyourf r i end ? 0
0 Examinethe contextin which the biting occurredandlook for
patterns.
3 Wasit crowded?
3 Weretheretoo manytoys?Weretheretoo few toys?
3 Wasthebiting child getting tired/hungry/frustrated?
0 Providereinforcedinstructionin non-biting responsewithin social
contexts.
0 Acknowledgeappropriatdoehaviorin potentialbiting situations.
0 Considerchangedo theroomenvironmenthatmay minimize
congestioncommotion,or competitionfor toysandmaterialsor child
frustration.

Educatorswill abideby thefollowing proceduresf achild is bitten

(Bulletin 137):

0 Washthewoundwith soapandwaterandapplyice.

0O If thebite breaksthe skin, the parentandthe Director, Assistant
Director,or directordesigneeawill benotified.

0 An accidentreportwill bewritten andthefamiliesof bothchildren
will becontacted.

Whenbiting changedrom arelativelyunusualoccurrenceo a frequent
andexpectedccurrenceeducatorwill addresshe situationwith
additionalprecautions:

0 Recordeachoccurrenceincluding attemptedites,with thelocation,
time, participantsandcircumstances.

0 S h a d chidtenwho indicateatendencyto bite. In extreme

instancesvherethechild is consistenthyto be shadowedy a staff
persono preventrepeatedggressionthe parentmay be notified to
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removethe child from the schoolandremainhomeuntil the
aggressiorsubsides.

A consistenapproachetweerhomeandschoolis alwaysthe most
effectiveway to solveanybehaviorissueslf biting seemgo have

becomea patternfor a particularchild, staffwill follow theguidanceand
disciplinepolicy andprocedure.
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Uniform & SuppliesPolicy

Student Uniform

Studentsn thePreK-1+thru PreK-4 ClassesnustweariFULL
UNIFORM A T T | RMonday through Thursday. Thisincludesa
T.C.A. LOGOEDroyal blue,purpleandburgundyshirt or sweatshirt
with navy blue or khaki pants,shortsor skirts. A logo on uniform shirts
IS MANDATORY. Uniform violatorswill besenthome. Shortsmust
beworn underall skirts. (Stucentsspendalot of time sitting onthe
rug.) Uniform shirtscanbepurchaseatLA Uniforms i Airline Hwy.
Call or visit themdirectly to purchaseyour child® shirts. Pantsand
shortscanbe purchasedrom anyclothing storeaslong asthey meetthe
uniform criteria. Long sleevelogo uniform shirtsmay be purchasedor
thecoolerweather.Long sleeveshirtsworn undera shortsleeve
uniform shirt mustbe white or the samecolor astheshortsleeve
uniform shirt.

Fridayis the ONLY FreeDressDay. OnFreeDressFriday,students
cannotwearhaltertops,v shirts,backlessdressespveralls,skorts,
spaghettstrapsand/orshoeswith lacesor shoeswithout a strapacross
theback. During JuneandJuly, ThursdaysandFridaysarefreedress
days.

SchoolShoes

All studentgnustweariVELCRO 0 acrosghetop or backof their
shoes.Shoelacesarenot permittedattheacademy.Thereasorfor this
is, it is very difficult for ateacheto tie 7 to 15 pairsof lacesrepeatedly
overthecourseof aday. It is alsovery dangerougor youngwalkersto
walk aroundin unlacedshoedor anyperiodof time. More importantly,
tying andretying shoegakesawayfrom precioudearningtime. With
thisin mind, all studentanustwearshoeswvith NO LACES andastrap
acrosghebackfor safety.
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SchoolPants

All pantsandshortsmusthaveELASTIC WAIST BANDS ONLY.
Buttons,zippers snapsand/orbeltsarenot permitted.This helpsto
expeditetherestroomexperienceOur studentsvantto be big boysand
girls, andit is easierfor themto goto therestroomwith elasticin the
waist. It is alsovery time consumingo unbutton,unsnapandunbuckle
7 to 15 studentgepeatedlyverthe courseof aday.Not to mention
havingto re-button,re-snap andbuckleup again.Skirtsanddresesare
alsoprohibited. AcademySports(August& Septemkber), Wal-Mart, and
Uniform Mart sell elasticwaistpants.

SchoolJackets

Jacketsnustbelabeledwith your child® name. If youwould prefernot
to write onthejacket,you cansafetypin a pieceof fabricinsidetheback
lining of thejacketwith your child& nameonit. We stronglysuggest
thatstudentsvearthe samegacketto schooldaily for easyrecognition
whenyour child is leavingfor theday.

Jewelry & Hair Accessories

Trinity® ChildrenAcademyis placeof learning,playingandexploring.
Studentannotwearbraceletsbeadsn their hair, watchesand/or
necklacedo theacademy.Thesatemspresenta safetyissuefor all
students.Studentould placetheseitemsin their mouths(swallowor
chokeon them),play with themduring classtime, allow otherstudents
to handleor taketheitemsor losethem. The staff® primary
responsibilityis supervisiorandeducationtherefore staff arenot
responsibléo keepup with, safeguardor supervisgewelry andhair
accessoriesBoysareprohibitedfrom wearingearringsin eitherear.
Trinity® ChildrenAcademywill notreplacdost or stolenjewelry or hair
accessories.

SchoolDiaper bag/Book-sack

All studentsnustbringa SMALL diaperbag(Infants)or book-sack(1
& up)to schoolDAILY. Teacherdie soiledclothesandparentnotesto
booksacks.A CHANGE OF CLOTHESIabeledwith child® first name
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mustbekeptin book-sacksatall timesin caseof emergency.No
medicinesor hazardousmaterialscanbeleft in thediaperbag/book
sack.

Monthly Supplies

All parentamustbring supplieson thefirst Mondayof everymonth.
ltemsmustbelabeledwith child& first name. Teachersill sendhome
aMonthly SupplyRemindemwith theitemsneeded:heckedff.

Diapers

Eachindividual diaperor pull-up mustbelabeledwith child first
name hoinitials or nicknames Parentsnustsend88to 96 velcro
diapersor pull-upsatthe beginningof everymonth.

Baby Bottles

Parentsareresponsibldor the preparatiorof bottles. Enoughbottles
mustbe preparedo lastthe durationof the studen& time in the center
eachday. TCA requiresat least30 4 bottlesif thechild is presenfor
atleast10hrsof theday. Teachersvill placethefreshbottlesin the
refrigeratoreachmorningandthe usedbottlesin thediaperbagevery
afternoon. Bottleswith cerealin themcannotbeaccepted.

Baby Food

Jar foods mustbeindividually labeledwith child& first nameand
suppliedmonthlyor bi-weekly. A total of 80-85 smalljarsof food or
40-45 largejarsof food aremandatoryeachmonth. If you decideto
bring in food biweekly, it is your responsibilityto rememberwhento
bring in the nextsupplyof food. Teacherwill notremindyouwhen
your child is low onfood.

Boxed Cereal mustbeindividually labeledwith child® first nameand
suppliedmonthly. A total of 4 boxesof cerealaremandatoryeach
month.

Baby Wipes
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180- 200unscentedwipes mustbe labeledwith child® first nameand
suppliedmonthly.Dueto thefactthatwipesbecomecommunity
propertyin thecenter,t is very importantthatwipesareunscentedor
the sensitivityof all studentsskin. Refill packagesreacceptable.

Extra Clothing

It is importantthatstudentavearcomfortable washableclothesbecause
theyareexposedo food andpaintspills daily. Parentsnustsend3 sets
of non-uniform changesof clothesin alabeledziplock bag in caseof
emergency.Eacharticle of clothingmustbelabeledwith child& first
name. 2 of thesesetswill remainin child& cubbyandl setwill remain
in child® book-sack.(Placeeachchangeof clothesin alabeledziplock
bag.)Soiledclotheswil| betied to the studend diaperbag/booksack.
Pleasesendreplacementlothesthefollowing dayandgiveto staff.
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Child Nutrition

Nutrition Guidelines

TCA abidesby all applicablerestrictionsandguidelinesregardingfood
safetysetforth by the LouisianaDepartmenbf HealthandHospitals,
the LouisianaDepartmenbdf Educationandthe United States
Departmentf Agriculture. Studentsareservedoreakbstfrom

7:00AM0 8:30AM, Lunchfrom 11:00AMd 12:00PM,AfternoonSnack
from 1:30PMB 2:30PMandEveningSnackupondepartureAll lunches
consistof ameat,fruit, vegetablebreadandmilk. A monthly menuis
postedby thefront entranceof all buildings.According to Food&
Nutrition regulationdor a ClassA center parentscannotbring in food
for studentsl2 monthsandolder.Classbreakfasendsat 8:30AM. If a
studentarrivesto schoolexactlyator after8:30AM, the parentis
requiredto monitortheir child duringbreakfastandthenescorthim/her
to class.

Infant Nutrition

Infantsarerequiredto havea morningfeedingbeforearriving atthe
academyThisis requiredbecauseheir first meali s andil8:00AM.
Younginfantsarefed accordingto theirownscheduleThec hi | d 6 s
eatingneedswill changeandbe adjustedo align with thegroup
scheduleoncetheygrow andbegineatingsolid foods.Thefeeding
schedulas individualizedfor eachinfant yet flexible enoughto
accommodatéhe child® daily neals.

Bottles

Parentf bottle-fed babieswill needto provide3i 4 8ozprepared
bottleswith nipplesandlids thatarelabeledwith their child& full name
anddate.Unusedandemptybottleswill besenthomeeachday.Glass
bottlesarenot permitted USDA allows onemonthaftera childé first
birthdayto continuewith formula.If formulais servedpastagel3
months thenadocto® noteis required.
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Bottles must follow the following guidelines:

0 Preparedandlabeledwith nipplesandlidsdaily.

O Labeledwith child'sfull name

0 All breastmilk bottlelabelsmustincludethe datethe milk was

expressed.

0 All bottlesmustbe pickedup attheendof eachday. Any bottlesleft

in therefrigeratoruponclosingwill bediscarded.

0 TCA doesnotusea microwaveovenor bottlewarmersto warm

bottlesor infantfood. Warmwateris usedto warmbottles.

0 Bottlesmaynot bewarmedto atemperatur@f no morethan120

Fahrenheit.

O Bottlesareusedonly for breastmilk or formula.

0 Authorizedby a pediatricianis requiredin orderfor cerealto beadded

to abottle.

0 Freshbreastmilk canbe storedfor 24 hoursin therefrigeratoror up to

two weeksin thefreezer Milk thatexceeddhistime frameis discarded.

0 Cow® milk is not providedto childrenyoungerthan12 months.

0 Wholemilk is servedonly for childrenof agesl2 monthsto 24
months.

Infantsreceivepersonalizedttentionandareheldfor eachbottle-
feeding.Bottlesareneverproppedandnevergivenwhile in acrib or on
acot. Childrendo not carrybottlesor sippy cupswhile crawlingor
walking. Contentgemainingin abottlearediscardedvithin onehour.
Parentsarenotified immediatelyif the child® bottle supplyis depleted
and/orinadequate.

Pacifiers

Pacifiersareallowedat TCA for nonwalkersandsleepersinfantsthat
arenotyetwalking may usepacifiersandany child mayhavea pacifier
duringnaptime. 2 pacifiers arerequiredfor infants.Pacifiersmustbe
labeledwith ¢ h i first @ame. Pacifiersattachedo stringsor ribbons
shallnot be placedarounda child® neckor attachedo a child® clothing.
Pacifieranimalbuddiesarenot allowed.
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Child Health and Child Safety

The LouisianaDepartmenbf Educationrequiresa minimumof atleast
two staff onthe premsesandaccessibléo the studentsat all timeswith
CPRcertificationandat least50% of all staff onthe premisesnustbe
trainedin pediatricfirst aid. All staffarerequiredto completea 3hr
coursein Health& Safety.Childrer® healthandwell-being area
priority in our program.Youngchildrenaregrowingandbuilding up
theirimmunesystemsPoliciesarein placeto helpteachchildren
healthyhabitsandminimizethe spreadof illness.Thesepoliciesare
developedvith guidancerom a Child CareHealthConsultanin order
to meetstateandnationalhealthregulationsParentsandstaff work
togetherto keepchildrenhealthyandpreventingthe spreadbf
contagiouslinessesanddisease.

Sanitation and lliness Prevention

T r I nChildyepAsademytakesprecautiongo preventthe spreadof

germsandillness.Teachingstaff receiveHealthand Safetytrainingeach

year.Programhealthandsafetypoliciesarereviewedwith studentsaand
volunteersannually.Someof the policiesinclude:

0 Staffandchildrenmustwashtheir handswith soapandwaterfor 20
secondsfterusingthetoilet andbeforeeating.Staff mustwashhands
with soapandrunningwaterbeforeandafterchangingadiaper,
assistinga child with toileting, feedinga child or handlingfood, and
caringfor achild with symptomsof acommunicablaliseaseChildren
washtheir handsbefore& aftereatingandaftertheyusetherestroom.

0 Whenputting childrendownfor a napon cots,the cotsmustbe spaced
atleastl8inchesapartandchildrenshouldbearrangedn aheadto
foot arrangement.

0 All toysaresanitizedattheendof eachday. Toysandobjectsputin
the childrer® moutharewashedandsanitizeddaily.

0 Childrenwashhandsbeforeandafterwaterplay. Waterin the water
tableis replacedeachday.

0 Drainingor oozingcutsor soresshallbe covered.
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0 Blood-contaminatednaterialandsoileddiapersshallbeputin a
plastictrashbagandtied then,putin the plasticlined trashbag.
Staff usethefollowing proceduresvhenhandlingblood, andblood
containingfluids andwoundexudate®f all childrenin the center.

1. For spills of vomit, urine,andfeceson floors, bathroomstable
tops,toys, kitchencountertopsanddiaperchangingtables
shallbecleanedanddisinfected.

2. For spills of blood or blood-continuingbodyfluids andinjury
andtissuedischargesthe areashallbe cleanedand
disinfected Glovesshallbe usedin thesesituationsunless
theamountof bloodor bodyfluid is sosmallthatit canbe
easilycontainedoy the materialusedfor cleaning.

Immunization Records

We aimto keepyour child safeandhealthywhile in our care.Therefore,
certainpoliciesandproceduresrein placeto maintaina clean,safe,and
healthyenvironmentWe askthatparentkeepstaff updatedon their
child® healthstatus.TCA requiresa currentrecordof eachchild®
immunizationswhich areto be updatedasrequired.

Accordingto the LouisianaStateBoardof Licensing,we arerequiredto
follow the stae® immunizationscheduleaccordingto EPSDTschedule
asoutlinedbelow.Childrenmaybe excludedrom the centerif their
immunizationsarenot up-to-date.LouisianaDepartmenbf Healthand
Hospitalsrequiresany child whois notimmunizeddueto healthreasons
or family beliefsto beexcludedf thereis areportwithin the programof
anyvaccinepreventablaliseasao which childrenaresusceptibleThe
recommendednmunizationschedulas below.

AGE IMMUNIZATION

Birth HBV
2 Months DTaP,HIB, IPV, HBV, PCV7,Rotavirus
4 Months DTaP,HIB, IPV, HBV, PCV7,Rotavirus
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AGE IMMUNIZATION
6 Months DTaP,HIB, PCV7,Rotavirus,|PV, HBV
12-15Months MMR, VAR, PCV7,HAV
1518 Months DTaP,HAV, HIB
4 Yearsor prior to schoolentry DTaP,IPV, MMR, VAR

Daily Health Inspections

Parentsaareexpectedo examinetheir child daily prior to arrivaland
reportanyillnessespruisesscratcheshumps,or rashedo the child®
teacherTheeducatorperformdaily healthchecksasthechildrenarrive
througha visualexaminationof eachchild for bruises scrapesinsect
bites,rashesand/orpossiblesymptomsof contagiouslinessor disease
(asrequiredby licensing).Theeducatowill requesparentsd
explanationgor anyof theabovevisible irregularitiesor symptans.

Topical Ointments
Topicalproductsjncludingdiaperrashointmentandmedicateccreams
for dry skinareconsideredopicalmedicationsaandwill only beapplied
whennecessarandwith properparentakconsentA MedicationRequest
Formfor topicalointmentsshallbe updatedat the beginningof every
schoolyear.Parentsareexpectedo applytheseproductsbeforethey
drop-off their child atschool.Staff mayre-applythe productsduringthe
dayif neededpertheinstructionsParentsaareresponsibldor providing
topicalointmentsthatmeetthe following guidelines All topical
ointments are labeledwith child® name.Ointments cannotbe used
without administrative pre-approval.

lliness Guidelines

Contagiouslinessesspreadn groupcarethroughtouch andin theair,
which makest very importantfor ill childrento notbearoundother
children.Familiesareoftenthefirst to noticesignsof iliness.Early signs
of illnessmayinclude:
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0 Changan appearancgoale,rash,flushed,etc.)
0 Changan behavior

O Irritable, tired, or uninterestedn usualactivities
O Lossof appetite

Parentsareencouragedo keeptheir child athomeif he/shdsill andto
notify the schoolof anyillnessthatresultsin a child® absencelf achild
becomesniserdle at the centerwithout the abovesymptomsand
requiresoneadultto bewith him/her,therebyleavingthe otheradults
with therestof thegroup,the parentswill be contacted.

TCA doesnotprovidecarefor ill children.Theschoolwill notify
parentdf their child hasanillnessthatpreventshim or herfrom
comfortablyparticipatingin activitiesor anillnessthatdemands
greatemeedfor carethanthe staff canprovidewithout compromising
the healthandsafetyof otherchildren.

Whena child developssymptomsof anyillnessat TCA thefollowing
will occur:
0 Theparentor guardiarwill beimmediatelynotified.
0 Thechild will beisolatedfrom otherchildrenif acontagious
ilinessis suspected
0 A parentor authorizedadultwill pick uptheill child within an
hourof notification
0 Exclusionforms maybe providedto the parentf thecenter
suspects possiblespreadof illnessor disease.

Medication

Trinity s Children Academydoesnotadministeroral medicationto any
student.If achild is takingmedicationandit mustbe givenduring
schoolhours,a parent/guardiamustcometo theacademyand
administerthe medication.The parent/guardiamustdocumenthetype
of medicationthetimeit wasadministerecandthedosageonthe
appropriatdorm.
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Exclusion

Thedecisionfor keepinga child at homeor to senda child homefrom
TCA is basednthecomfortof theill child, the protectionof well
childrenandstaff, theresourcesvailableto the programto meetany
specialcarethatis required,andthe needf families. Potentially
contagiousndividuals,staff or children,areexcludedirom the center
until nolongercontagiousTCA reservegheright to requesta
physiciar® statemenof eligibility to returnto groupcare.

With contagioudlisease®r parasitesa child mustbekeptathome.
Someof thesearelice, impetigo,measlegredor Gernman),chickenpox,
mumpsandroseolalf achild is underimmunizedor the programhas
notreceiveaup-to-dateimmunizationsa child maybeexcludedf a
vaccinepreventablaliseaseccursin the program.

Thewaiting periodsrequiredafterthe onsetof treatmentvary with the
illness.With manyillnessesgchildrenarenot contagiousneday after
beginningtreatmenie.g.strepthroat,conjunctivitis,impetigo,
ringworm, parasitesheadlice, andscabies)For examplejf thedoctor
placesa child on ananitbiotic for anearor throatinfection,the child
shouldnot be broughtto the centeruntil he/shehasbeenonthe
medicationfor atleast24 hoursandis feverfreewithout overthe
countemedicationHowever,soresandrashesnustbe coveredatall
timesto reducethe spreadof iliness.

Thechartbelowprovidestherecommendeeéxclusionperiodsfor
variousillnessesA doctor s excusedoesnot necessarilydeterminea
child sdateof return. Periodsmaybe extendedeyondthoseprovided
in thechartor providedby thedoctor,dependingipontheindividual
conditions.

Symptom Should child/staff stay home? lliness/Infection
When can child/staff comeback?

Chicken Pox YES Whenall theblisters/poxhave
scabbedver
Cold NO (withoutfever) Referto Fever
YES (with fever)
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Symptom

Should child/staff stay home?

lliness/Infection
When can child/staff comeback?

Hand, mouth, and foot disease
(Coxsackie)

YES

Childrencanreturnwhenall the
following conditionsapply:
-Therashis nolongerspreading
-Thereareno opensores
-Thechild is notdroolingdueto
mouthsores
-Thechild is notlethargic
-Thechild hasbeenfeverfreefor 24
hourswithout medication

Diarrhea (two or more watery
stoolsor onewatery stools
accompaniedby oneother sign of
illness)

YES

24hrsfrom lastdiarrheaand/or
diarrheais resolved

Ear Infection

NO (withd o c t diagnests)

Fever of unknown origin (100 YES Freeof feverfor 24 hoursandfever
degreesF oral or 101rectal or reducingmedicationdhavenot been
higher) and somebehavioral signs givenin thepast8 hoursor on
of illness prescribednedicationfor 24 hrs.
Fifth Disease NO (withoutfever) Referto Fever
YES (with fever)
Giardia YES Whendiarrheasubsideor Doctor
approvegeadmission
Hib disease YES Well andproof of nortcarriageor
clearedby Physician
Hepatitis A YES Oneweekafterillnessstartedand
feveris resolved
AIDS (or HIV infection) YES Until ¢ h i hedlih,geurologic
developmentbehaviorandimmune
statuss deemedappropriatgona
caseby casebasis)by qualified
personsincludingthec hi | d 6
physicianchosen
bythec h i padedtw guardianand
the Director.
Impetigo YES Whentreatmentasbegun
Lice YES When1 treatmentasbeengiven
Meningococcaldisease YES Well andproof of noncarriageor
(Neisseriameningitides) clearedby Physician
Pink Eye YES 25 hoursaftertreatmenhasbegun
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Symptom Should child/staff stay home? lliness/Infection
When can child/staff comeback?
Undiagnosedgeneralizedrash YES Well or clearedbyc h i phgsica
asnon-contagious
Ring Worm NO (keepareacovered)
Roseola YES (with fever) SeeFever
Rota virus YES 24 hoursaftertreatmenhasbegun
andfeverfree
SevereCold (with fever, sneezing, YES Referto Fever
and nosedrainage)
Thrush NO (shouldseektreatment)
Any child with a suddenonsetof YES Evaluatedandclearedby a
vomiting, irritability or excessive physician
sleepiness

Abuseand/or Neglect

TCA staffarelegally andethicallyrequiredto reportchild abuseo the
local child protectionagencyjn accordancavith LA R.S.14:403.If you
seeachild beingabusedpbservesuspiciousnarkson a child, or achild
sayssomethingo you thatcausegou to be suspiciouspleasesharethis
information with thedirector.To reportsuspecteahild abusecall 1-
855452-5437.

**Nothing shall prohibit the court from ordering medical services
for the child whenthere is substantial risk of harm to the child&
health or welfare.**

TCA strivesto createand maintaina safeenvironmenftor children.
Monthly facility inspectionsareconductedandanyissuesarereportedo
T C A fadlity servicesDaily safetychecksareconductedn the
classroomandoutdoorenvironmentClassroomsrefurnishedwith age
appopriatefurniturefrom approvedearly childhoodvendors.The
environmenfprovidessafeplay areador children.
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TCA prohibitsthe usageor possessionf thefollowing itemsby anyone
onthepremisesalcohol,tobaccojllegal substancesjnauthorized
potentially toxic substancedirearms,fireworks,andpelletor BB guns
(loadedor unloaded)All of the previouslylisteditemsarenotallowed
onthepremiseswhichincludesinsidethefacility, ontheplaygroundpor
onsiteof anyschoolsponsore@dvent.T C A éampusgs asmokefree
environmentindsmokingis NOT permittedon, near,or aroundTCA

property.

Security Features

TCA is equippedwith surveillancevideosfor securitypurposes.
Familiesarenot providedaccesgo videorecordingsWhenneeded,
videofootagecanbeaccessetly TCA administratiorandthe BR Police
Departmento reviewincidentsor complaints.

Emergencyand Evacuation Plans

Childrenparticipatein emergencyrills throughoutheyear.Fire drills
areheld monthly,in accodancewith the policy setforth by the
LouisianaStateFire Marshalandthe Departmentf Childrenand
Family Services.Tornadodrills andlockdowndrills arepracticedona
regularbasis.

Emergencyandevacuatiorproceduresandplansmaybefoundin each
classroonaswell asin the Director® office. Theseplansarereviewed
andupdatedannually.For a copyof the centefs emergencylanplease
contactthe Director.

If ateacheisenses fire, he/shds askedio immediatelypull thealarm
box. As thecerteris beingevacuatedtheteacheishouldtell thedirector
or assistantirectorwho pulledthealarmanddescribevhatprompted
the personto do so.Whenthealarmsoundsthe policeandfire
departmentsvill beautomaticallynotified. If thealarmdoesnotsound,
policeandfire departmentarenotautomaticallynotified, thenthey
mustbe notified by telephonammediately Whetherthe alarmsounds,
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or individualsareotherwisenotified to evacuatestaff memberawill
follow thefire drill procedure.

TCAG first priority duringanemergencys keepingchildrensafe.
Individuals(including children)arenot allowedbackonto center
premisesuntil thedirectoror the on-sitefire departmenofficial declares
thebuildingis safe.During alock down, childrenandstaff are
evacuateanceanall clearis providedby law enforcement.

EmergencyText MessagingService

T C A adsninistrationwill notify parentghathavesubmittedtheir
personaktellphonenumberdor thefollowing conditions:Armed
intruder,inclementweatherfire, flooding, andlossof utilities/sewerline
damagehurricaneJargevehiclecrash,andchemicalspills.

Inclement Weather
If inclementweatheroccursoutsideof Centerhours,any closurenotices
will bepostedusingthefollowing methods:

0 Textmessageand/ore-mail
0 Phondine at225-2184965/225381-1022
0 AcademyClassDojo

If severeweatheroccursduringschoolhoursandthereis a needfor
earlydismissalor closuresfamilieswill benotified asquickly as
possible A minimum of two employeesnustremainuntil thelastchild
is pickedup.

In Tornados/Hurricane situations: All staff must(1) remaincalm,(2)
assemblandsit all childrenalonghallway of academy(3) studentwill
betaughtaccordingto ageto put headbetweerkneesandcovertop of
headwith arms,(4) closeall interior doors,closeandlock all exterior
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doorsandwindows(5) tunein to local newsbulletinsfor additional
instructionsand(6) do notleavethe building until notified.

In caseof ChemicalLeak: All staff must(1) remaincalm,(2)
assemblandsit all childrenalonghallway of academy(3) TURN OFF
A/C or HEATER (4) sealwith wide tapeall doorsandwindow sills, (5)
tunein to local newsbulletinson TV or radiofor additioral instructions
(6) do notleavethebuildinguntil anfALL C L E A 8lgnalis given.

In caseof Power Outage: Weathempermitting,studentswill betaken
outsidefor recessluringa poweroutage. If the weatherdoesnot permit
outdoorplay, studentawill be seatechextto thewindowsfor light and
thedoorswill beopened.If theelectricis notrestoredafter 30 minutes,
parentswill becalledto comeandpick up students.If parents/guardians
cannotbereachedarelativefrom the Authorizationfor Releasd-orm
will becontactedo pick up thechild.

Transportation

TCA doesnottransportchildrenfrom hometo the Center,or from the
Centerto home,or from anyareaschoolto the Center.In theeventof an
emergencyhatrequiresanevacuatioroutsideof a safewalking
distance TCA will contactparents/guardians.

Non-Vehicular Excursions

A nonvehicularexcusionis definedasa periodof time whenthe
childrenarenotin theschoolor play yardandarenotin avehicle. TCA
considersanonvehicularexcursionawalk with the childrenin the
immediateareasurroundinghe school.Eachfamily is askedo provide
consenfor nonvehicularexcursionguringenrolimentthatwill grant
the schoolpermissiorto includetheir child on thewalk.

Photography, Videotaping, and Digital/Audio Recordings

TCA maintainsavideosurveillance/recordingysteminsideandoutsde
thebuilding. TCA will takephotographsgligital recordsyideotapes,
and/oraudiorecordingof the childrenfor educationalnddecoration
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purposege.g.photospostedon bulletin boardsjn cubbiessocialmedia,
etc.).Normalcareandsafeguardingvill begivento studentsphoto,but
if saidphoto/imagas lost, stolenor misplaced Trinity& Children
Academywill notbeheldresponsibldor the picturesand/orvideo

recordings

Parentsarenot allowedto photographdigitally record,videotape,
and/ortakeaudiorecordingsduring programeventswithout consent.
Written parentalpermissiorfor eachchild is requireduponenroliment.
TCA stronglydiscourageshe placemenbf classoomphotoson
Faceboolor otherformsof mediawithout the consentof eachchild®
parents.

Accidentsand Injuries

All accidentsaandinjuriesarereportedo the TCA administratiorand
documentean anaccidenteportimmediately,no matterthe
significance.

Parentsare contactedimmediately in the following situations:
0 Blood notcontainedn anadhesivestrip.

0 Headinjury.

0 Humanbite thatbreaksthe skin.

0 Animal bite.

0 An impaledobject.

0 Brokenor dislodgedeeth.

O Injury requiringprofessonalmedicalattention.

Medical Attention

All full-time/parttime staff aretrainedin CPRandFirst Aid. Firstaid
kits arein eachclassroonandthe CenterprovidesBandAids® and/or
ice asneeded.
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EMS is calledimmediately if:
0 Thecenterbelievesthe child® life is atrisk or thereis arisk of
permaneninjury.
0 Thechild hasdifficulty breathingunableto speakskin/lipslook blue,
purpleor gray,
vomiting blood, significantlydehydratedor becomedessandless
responsive.
0 Thechild hasrhythmicjerking of armsandlegsandalossof
consciousnesseizures).
0 Thechild hasany of thefollowing aftera headinjury: Decreasén
level of alertness,
confusion headacheyomiting, irritability or difficulty walking
0 Thechild hasincreasingor severepainanywhereseverestiff neck,
headacheandfever.
0 Thechild hasacutor burnthatis large,deep,and/orwond stop

bleeding.

*After EMS is called, the child& parent/guardian is notified.*

If the situationis in needof medicalattentionbutnot necessarilyn
needof ambulancdransportthe situationis handledoy notifying the
parent/guardianf the child® condition.If the parent/guardiacannotbe
reachedvithin anhourof theincident,EMSis calledandthechild is
transportedto the hospital.

The following situations require medical attention within onehour:

0 Feverin anyagewho looksmorethanmildly ill.

0 Feverin achild lessthan2 months(8 weeks)of age.

0 A rapidly spreadingourpleor redrash.

0 A largevolumeof bloodin thestools.

0 A cutthatmayrequirestitches.

0 Any medicalconditionspecificallyoutlinedin a child® careplan
requiringparentahotification.

Accident/Incident/Behavior Reports
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Incident T If astudentsinvolvedin anactthatdoesnot resultin injury,
it is categorizedisanincident.(For examplefrequentwetting of
oneselffrequentdiarrheaunusuabehaviorjnappropriatdanguage,
illness,etc.) In the eventyour child demonstrateany of theabove,
TCA will completethe AppropriateReportfor the parentdo sign
acknowledgingve broughtthe matterto their attention.

Accident - If astudentis involvedin anactthatdoesresultin injury, it
IS categorizegsanaccident. (For exampleascrapebite, mark,bruise,
etc.) In theeventof anaccident:

1. Trinity& ChildrenAcademywill notify the parents/guardiansy

phoneandClassDojoandleavea message.

2. If theaccidents seriousandparents/guardiansannotoe

reachedthenindividualsfrom the AuthorizationFormwill be

contacted.

3. If injury requiresmedicalattention,thenEMS will be calledor
thedirectorwill transporistudento thehospitallistedon
EnrolimentPacket.

4. An accidentreportwill be completedoy the staff who observed

the studentatthetime of theaccident.The parentthestaffwho

observedheaccidentandthedirectormustsignall acciden
reports.

Parentsnustsignthereportuponarrival to the centerthe sameday of
thereport.
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Communication

Effective communicatiorwith families strengthenshe quality of the
program.Staff-family communicatiorshouldincludeopportunitiedor
obtaininginformationaboutthe child in care,andencouragemerdf family
involvementwithin the program.Staff areencourageto communicatevith
parentghroughavariety of meandncludingorientationactivities,ProCare
Family Engagenentapp,ClassDojofaceto-faceconversationsjotes,or
newslettersStaff arenot permittedto communicatevith familiesvia
personatelephonessocialmediasuchasFacebook|nstagrametc.

If parentdhavea concerntheyareencouragedo first talk to their child®
teacherlf theydo notreachresolutiontheyareencouragedo utilize
thechainof commandandcontactthe Director,thenthe Owners,as
neededuntil theissueis resolved.

ClassroomCommunication

TCA staffusea variety of method€o communicatevith familiesin

orderto strengtherthe connectiorbetweerthehomeandschool.This

includesthefollowing:

0 Eachclassroomhasa parentbulletin boardcontaininginformationfor
your child® classroom.

0 Teacherprovideinformationvia their Classdojo/ProCargamily
Engagemendpp

0 Lessonplansarepostedn eachclassroom.

0 Teachergprovideinformationon classroormandschoolactivitiesin

which parentscangetinvolved.

0 ParentTeachelConferencearescheduledwice ayear.Corferences

areaneffectiveway to updateparentson their child® progressandto

discussanyareasof child concern.Teacherandparentexchange

informationandsetgoalsfor the child.

0 Parentarewelcometo arrangeadditionalmeetingswith their child®
educators.
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** We encourageparentsto sharewith the educator any eventsor
information that may be pertinent to the family &/or child.**
Family Involvement

Trinity® ChildrenAcademyoffers severalbpportunitiedor involvement
throughouthe schoolyear,suchasopenhouse parentafield trips,
ThanksgivingDinner,ChristmasandRecognitionprogramsWe are
alwaysreadyto listento parentsandeagetto involve you whereverand
wheneveipossible Eventsrequiringparentainvolvementwill be posted
ontheparentoulletin boarddocatednearthefront entranceof the
academy.

Volunteer/Visitor Policy

Keepinganopenline of communicatiorbetweerthe Centerandfamilies
insuresthatthe bestinterestwf the childrenareservedpothathome
and atthe Center All parentsareencouragedo visit, telephoneand
sendnoteswhenevetheydeemnecessaryAn opendoorpolicy for
families, staff, andthe communityto visit at scheduledtimesshallbe
maintainedlf a parentneedgo discussa problemor needsmore
detailedconversationye askthata conferencaime be setupwith the
child® teacherandDirector. Thiswill preventstafffrom leaving
childrenunattended.

All visitorsmustregisterin the office andarenot permittedin the
classroonexceptby prior arrangemenBackgroundchecksarerequired
for visitorsandvolunteersvorking with children.All othervisitors must
beaccompaniedby a staff personat all times.

Celebrations/ SpecialEvents/ Birthdays
Selectedholidaysand/orcelebationsarerespecte@simportantevents.
Parentsandteachersvill work togetherto planappropriateandinclusive
holiday-relatedevents All studentbirthdaycelebrationsvill beheldon
thelast Friday of eachmonth. Therewill beno birthdaycelebratons
throughouthe monthfor oneindividual student.
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Goodnutritionis vital to children'slearningandphysicaldevelopment.
TCAG Birthday CelebratiorPolicy hasbeendesignedo encourage¢he
developmenbf goodeatinghabitsthatwill lastalifetime. All children
with abirthdayduringa givenmonthwill celebrateonthesamedayin
eachclassroomAll fooditemsmustbe nut-freeandstorebought.
Homemadeitemsarenot allowed.Pleasdet your child® teacheknow
in advanceof your child® birthdayandcheckfor anyallergiesof
childrenin your child® class.Parentsareencouragedo bring healthy
snackdor children.Thesesnackscanbe,butarenotlimited to: carrot
sticks,celerysticks,cheesesticks,appleslices,fruit trays,vegetable
tray, low-sugarbeveragesetc. It is solelyup to theteacheto
welcome/providesugarysweetsThisis dueto high energylevelsfrom
childrenafterthe consumptiorof manysugarysnacksChildrenarethen
no longerableto focusontheremaininglessornfor theday.

**|_atex balloons,bannersand/or signsare NOT allowed for any
celebrationsat TCA.**
*Any outsidefood must be store bought (not home-made).**

Babysitting

Theuseof employeessprivate,personababysitterss notencouraged
at TCA. Theaademyis notheldresponsibler liable onceachild is
placedunderthe careof anyemployee.

Gift Giving

Excessivayifts mayaddstressandcompetitionbetweerstaff and
families.Homemadeitems,cards,or notesof appreciatiorarealways
welcome.Groupgifts for the classroomsuchasa bookfor the
classroonlibrary, areencouragedTleacheAppreciationWeekis atime
whenthe parentcommitteeassigngift ideasand/orthemedor each
day.

Participations voluntary.
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Gifts arenotto be givenor receivedwith theintentionof influencing
someonegbtainingsomethingn return,or ascompensatiofor pastor
futureactions.

General Policies

Policies& Procedures

While achildis in and/onthepremisef T r i n ChildyedAcademy,
he/shds requiredto complywith all rulesandregulationsof the
academyat all times;regardless thedesignatecdultis presentlt is
theresponsibilityof all staff membersto enforceall rules and
regulations at all times. Whena designate@dultis escortinga child to
or from classonthepremisef T r i n ChildyebAcademy theadult
is requiredto holdthec h i haddurdil theysafelyreachtheir
destination.

Tours

TCA strivesto beamodelchild carefacility, thereforetoursare
welcomedIf apotentialparentor staff, or memberof the community
requestsatour,thenit shallbearrangedy thedirectoror the
administrativeassistant.

Electronic Devices& Computer Practices

TCA encouragetearningthroughplay andhandson experiences.
Computersarenot providedfor childrento usein the classroom.
Childrenovertheageof 3 yearsof age,mayusecomputersdigital
camerasandtabletsfor projectbaseddocumenrdtionandresearch
activities.All computersn which childrenhaveaccesdo areequipped
with monitoringor filtering softwarethatlimits accesgso inappropriate
websitesgmail,andinstantmessagingChildren® computerusaggime
is limited to 30 minutespersessiorandno morethanonehourperday.

58



Programs, Movies, and Video Games

TCA doesnot usetelevisionprogramingmovies,or videogamesasa
regularpartof the curriculum.However,if shortvideoclips/moviesare
usedto supplemena project(or during aftercarehours)thevideo
clip/movie mustadhereo thefollowing guidelines:

a. No violent or adult content

b. Suitable for the youngestchild present

c. If rated, must berated G; any programming with arating more
restrictive than NPGO is prohibited.
Soapoperastelevisionnews,andsportsprogramsaimedat audiences
otherthanchildrenareprohibitedin the presencef children.

Confidentiality of Records

TCA will adhereo the confidentialitypolicy setforth by the Louisiana
Departmenbf Educatio® Early LearningCented Licensing
RegulationsChildren® recordg(including screeninggandassessments)
areopenonly to the child® teachersthedirector,anauthorized
employeeof thelicensing/accreditatioagency or the child® parentor
legalguardian Any persornwho viewsa child® recordmustdo soan
administrato® office andmustsigntherecordlog.

Below areexamplesf peoplewho mayrequestonfidentialinformation
onchildren.

0 Doctors,therapistspr specialiss who work with the child on or off-
site

0 Teachergonductingresearch

0 EducationalSettings(child® potentialschool)
Screeningandassessmemformationmayberequestedy thosewho
providedirectservicedo thechild andcertainstudentsyesearchersr
faculty. Informationmaybe sharedonly with prior written consenfrom
the parentthatspecifieshetype of informationthatwill bereleased.

EmployeeBackground Checks
All TCA employeesnustreceivea backgrounctheckthatdemonstrates
theyareeligible to work with children.In compliancewith TCA® hiring
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regulationsT r i n ChildyepAzademywill not employanindividual
if we havenotreceivedheresultsof theirbackgroundheck.In the
eventthatthis everoccursthe programwill follow thepoliciesoutlined
in thelicensingregulationgseebelow).

1. An adultstaff memberfor whoma centerhasa CCCBGbased
determinatiorof eligibility for child carepurposegor prior to October
1,2018,asatisfactoryCBC) will bedesigna&dto monitoraspecific
personor personsvho areprovisionallyemployedstaff membersat the
center.

2. Theprovisionallyemployedstaff membemwill neverbeleft alone
with children.

3. Theassignedtaff monitorwill signalog to indicatetheysupervsed
the provisionallyemployedpersomatall times.

Grievances

If aparenthasaconcernor hasquestiongegardingdaily operations,

theyareencouragedo follow the processebelow:

0 Discussthe concernwith the child® educatorprimarily child or

classroornrelatedconcerns).

0 Discussthe concernwith the Director (primarily program/policy
concern®or thoseunresolvedrom previoussteps).

0 If theconcernremainstheDirectorwill schedulea meetingwith the
Ownersof the program.

O If theparentwishesto appeakhepolicy, regulation,or rule, asit
appliesto their capacity theymayfile aPS48.

Licensing concernsand complaints should be addressedo:
Departmenbf EducationDivisions of Programd.icensingSection
P.O.Box 3078BatonRouge,LA 7082

Office: 225342-9905

Fax:225342-9690

TCA strivesto providea high-quality learningenvironmenthatembracesll
familiesandmeetsthe needf eachindividual child. Our policiesare
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developedo alignwith our progran® mission,statelicensingrequirements,
andbestpracticesn thefield of early childhoodeducationFor questions
abouttheinformationin this handbookpleaseseethe Director.

Trinity & Children Academyabidesby all legally servedcourtorders.
We musthavenotarizedcopiesof certified courtordersonfile regarding
parentakcustodymatters Without suchdocumentationJrinity &
Children Academycannot preventa motheror fatherfrom picking up
their child.

Valuable Information and EmergencyNumbers

Academy Information

T r 1 nChtldyedAzademy
7136HooperRd.
BatonRouge,LA 70811
ph:(225)2184695

D|reCt0rSOff|Ce H ours. 9AM 6 5 P M *subject to changedue to tours, meetings,etc.

EmergencyNumbers

BatonRougePolice: 2253892000
Fire Department: 2253834425
PoisonControl: 1-800-256-9822
Child ProtectionServices: 1-8554LA-KIDS (1-855452-5437)
CrisisInterventionService: 225924-3900
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*In the eventan emergencyeventon campus,we will follow academyprotocol
(shelter-in-place,evacuate etc.).If you are parent/guardian pleasebe sure your
emergencycontactinformation onyour MasterCard is up-to-date. Parentswill be
notified through text messagesnd phonecallsif an emergencyoccurs.

Our emergencyevacuationlocation is:

AboundingLove Ministries 225356-4484
7076HooperRoad

BatonRouge,LA

70811
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