
 
 
 

DORCAS WILLS MEMORIAL BAPTIST CHURCH 
WEEKDAY EARLY EDUCATION MINISTRY 

(CHILD CARE CENTER) 
OPERATING PROCEDURES 

 
 
 

 
In harmony with the policies provided for both parents (see Parent’s Handbook) and employees (see Weekday Ear-
ly Education Ministry Personnel Policies), the following operating procedures are set forth: 
 
ABUSE 
Any person having cause to believe that a child’s physical or mental health or welfare has been or may be adverse-
ly affected by abuse or neglect will report any such concerns to the Center director, who will in turn immediately 
contact the appropriate authorities. 
 
ANIMALS 
On the occasion that animal(s) are brought to the Center, it will be necessary to notify parents/guardians in writing 
as to the date that the animal(s) will be present. Animals that are not allowed to visit the Center include chickens, 
ducks, reptiles (snakes, turtles, lizards, iguanas, etc.) and amphibians (frogs, toads, etc.). Visiting animals will have 
proof of vaccinations and not exhibit any signs of illness. All children and teachers will follow hand washing pro-
cedures posted in the restrooms after handling the animal(s) or any of their items (water or food bowls, cages, etc.).  
 
CAR SEATS/SEATBELTS 
It is the responsibility of the parent/guardian to ensure the safety of any child being released to their care. State law 
requires that children age birth to three (3) years must be palced in a car seat. The National Highway Transporta-
tion and Safety Association (NHTSA) recommends that children birth to one (1) year of age be placed in an 
“Infant only” or rear-facing convertible car seat, while those age two (2) to three (3) should be placed in a forward 
facing car seat. The NHTSA further recommends that children age four (4) to eight (8) should be placed in a boost-
er seat for proper placement of the seatbelt, and children age twelve (12) and under should ride in the back seat. 
Never place a child in the rear bed of a pick-up truck. Caregivers that witness a child being placed in a vehicle 
without proper restraint will notify local authorities immediately. 
 
DIAPERING 
 Diapers will be changed as needed. Clean diapers will also be applied before and after a nap, and before 
departure for the day. A child learns to use the toilet when he/she exhibits physical and intellectual readiness. Par-
ents/guardians and caregivers will work together in this significant stage of development.  
 
DISCIPLINE 
Hebrews 12:5 suggests that discipline takes place when a loving relationship exists. A teacher has a head start on 
positive guidance when he or she: 
 
 1. understands how a child develops and learns. 
 2. knows what age-appropriate activities should be provided, and 
 3. prepares an appropriate learning environment. 
 
When it is necessary for a child to be disciplined, as in being disruptive to the class or another child, the teacher is 
authorized to place the child in “time out” for a period of one minute per each year of age. If the child does not 
respond to this opportunity for correction, he/she will be separated from their class and provided with individual 
supervision and counsel. If the child does not respond to this opportunity to correct his/her behavior, the parent/
guardian will be called to intervene with the child.  
  



At no time is a child to be spanked by a teacher, nor is a teacher to spank his/her own child while in the company 
of other children or staff. No child shall remain in “time-out” for more than five minutes, nor shall they be placed 
outside of the classroom without supervision or into a closed space for the duration of their “time-out”. 
 
Teachers are encouraged to send notes, when needed, to inform the parent/guardian of events that are of concern. It 
may be necessary to arrange parent/guardian and teacher conferences as a result of continued disruptive activity. If 
not resolved, the director will have final discretion in the continued attendance of the child in our program.  
 
EMERGENCY SITUATIONS 
When dealing with an emergency situation, the first priority is the care and safety of the children. In support of that 
effort, the director should be immediately notified of the emergency and the following should occur: 
   
1. Injury/accident - In the event of injury or accident, 911 will be called (when necessary) and staff will immedi-

ately administer First Aid/CPR according to certification. An incident report documenting the illness/accident 
should be completed and provided to the parents. 

2. Fire - Fire drills will be conducted and documented monthly. In the event of fire, 911 will be called and evacu-
ation of the building according to the plan posted in each room and practiced each month should begin imme-
diately. Attendance will be taken again, once outside, to ensure complete evacuation of facility.  

3. Natural Disasters - Staff are to be alert for community warning signals. They are to escort the children to their 
designated, safe area as provided in practice drills. 

 
Each classroom contains a folder with registration and emergency information for each child in that classroom. 
The teacher for that classroom is responsible for maintaining this information. The notebook should accompany the 
class on any field trips (if any taken), or be taken with the children during any emergency procedure. It is the re-
sponsibility of the staff to remain calm and use common sense in any and all emergency situations.  
 
ENROLLMENT PROCEDURES 
To enroll a child in our weekday early education program, a parent/guardian must first contact our church office or 
child-care center to verify availability of space. After confirming that space is available, enrollment forms must be 
completed and required documents must be provided to our director of assistant director. Required documents in-
clude a statement from the child’s physician indicating that the child is fit to participate in our program, immuniza-
tion records, emergency information, and permission statements. Enrollment fee and first week tuition must be 
paid on or before the first day of participation. There will be a twenty-four hour wait after paperwork has been re-
turned to the Director or Assistant Director for processing before the child will be welcomed into the ministry.  
 
FIELD TRIPS 
 Field trips are a natural extension of the school day and will be planned by the class teacher or Child Care 
Center Director. The four year-old and Pre-K classes will be allowed to take field trips in the fall and spring, with 
three-year old rooms allowed to take trips in the late spring only. Class teachers will be responsible for arranging 
parents/guardians to accompany them on field trips. Teaching assistants will often accompany classes on trips, as 
well as the director. A notice of the departure/arrival time, destination and special instructions will be posted at 
least 48 hours in advance. Emergency notebooks will be taken on all field trips and a first-aid kit will be available 
in any vehicle being used. A child will not be allowed to participate without the written consent of their parent/
guardian. Each child will wear identification indicating our center name and telephone number.  
 
HEALTH 
We can only accept well children. We depend on parents/guardians to help us to maintain this policy. All children 
will be examined on arrival each morning. If symptoms of illness are observed, the parent/guardian will not be 
allowed to sign the child in. Symptoms that are cause for keeping a child home include, but are not limited to: 

 Earache 

 Red eyes 

 Chills 

 Vomiting 

 Diarrhea 
 



 Skin eruptions 

 Sore throat 

 Fever 
 
Should a child become ill during the day, he/she will be isolated from their group and the parent/guardian will be 
called to pick the child up immediately.  Not only for the well-being and comfort of the child, but for the care and 
protection of the other children and in accordance with state guidelines, it is necessary for a child to be picked up 
without delay. A child must be free of symptoms for 24 hours before returning to the program. (For example, a 
child picked up for illness at 2:00 pm should not return to the program until AT LEAST 24 hours later, or 2:00 pm 
the following day.) 
 
HEARI NG AND VISION SCREENING 
The special Senses and Communication Disorders Act (Texas Health and Safety Cod, Ch. 36) requires a screening 
or a professional examination for possible vision and hearing problems for first time enrollees who are four years 
of age or older and all children enrolled in programs who are four years of age by September 1 of each year. Each 
child will be screened for possible vision and hearing problems if enrolled in the Child Care Center pre–k program 
or the child’s parent/guardian should present evidence of screening conducted by their pediatrician. 
 
HOURS OF OPERATION 
The Weekday Early Education program is available to parents/guardians from 6:30 am to 6:00 pm, Monday 
through Friday. We are open twelve (12) months per year, with the exception of the following major jolidays: La-
bor Day, Thanksgiving (two days), Christmas (one week), New Year’s Day, July 4th and Memorial Day. 
 
IMMUNIZATIONS 
Per Minimum Standards, Sec 2200.d, current immunization records for each child must be obtained and main-
tained. Immunization records must include the following: 
 

 Child’s name 

 Birth date 

 Number of doses and vaccine type 

 Dates (month, day and year) the child received each immunization 

 Signature of the physician or health professional giving the immunization 
 
Current immunization records for each child are not required if: 
 

 A signed and dated statement from a licensed physician or other health professional that verifies immunization 
against at least one of the diseases has begun. The immunization series must be  completed as soon as medi-
cally possible. 

 A certificate signed by a licensed physical (renewed annually) stating that the required immunizations would 
be harmful to the health of the child, or a member of the child’s family. 

 A notarized statement signed by the child’s parent/guardian indicating that the immunization conflicts with the 
tenets and practices of a recognized religious organization of which the parent/guardian is a member 

 A dated statement signed by the parent/guardian that the child’s TB test record is on file at the school the child 
attends. 

 
MEALS/SNACKS 
Morning and afternoon snacks, as well as wholesome meal at lunch, will be served daily to the children. Our men-
us meet or exceed state nutritional standards and are posted throughout our center. State licensing requires that any 
child needing a therapeutic or special needs diet must have written approval by their physician or a licensed/
registered dietician.  All food allergies must be brought to our attention in writing and accommodations will be 
made in the child’s daily menu. For those children too young to eat table food, the parent/guardian will need to 
provide appropriate nourishment, along with any specific instructions for preparation and feeding.  
 



MEDICATION 
Our program does not accept children with contagious illnesses and will administer only prescription medication, 
“over the counter” medication in its original container or “over the counter” medication for children two years and 
younger with physician instructions. A medication form must be completed, signed by the parent or guardian and 
accompany medication with the child’s name clearly marked on the container. Medicines will be stored in a desig-
nated, safe place out of the reach of children and returned to the parent/guardian at the end of the day. 
 
PARENT CONCERNS 
Any concerns that a parent/guardian might have are of the utmost importance to the Center. Concerns regarding 
your child should be shared with the child’s teacher. If satisfactory action is not taken, the parent/guardian may 
share the concern with the Director or his/her assistant. Concerns regarding policies or procedures should be ad-
dressed directly to the Director or his/her assistant. If satisfactory action is not taken, the parent/guardian may 
share the concern with the Pastor, who serves as the immediate supervisor of the Center Director. Concerns should 
be made in writing and a meeting requested with the Pastor and Center Director. If after meeting, satisfactory ac-
tion is not taken, the concern may be forwarded to the Weekday Early Education Ministry board, whose action is 
final. 
 
PARENT PARTICIPATION 
Parents/guardians are urged to participate in their child’s classroom. Our teachers plan special celebrations for 
birthdays and holidays that would be all the more special with a parent/guardian in attendance. Parents/guardians 
wishing to volunteer time at the Center may do so by completing an application, criminal background check and 
orientation.  
 
PARENT REVIEW 
Current copies of fire, sanitation, and gas inspections, as well as The Texas Department of Protective and Regula-
tory Services—Licensing Division—Minimum Standards for Child Care manual are available for review in the 
office of the Director, Monday - Friday, 8:00 AM to 4:00 PM. 
 
PARENT VISITS: 
Parents/guardians are invited to visit the Center at any time. A schedule of activities is posted in each classroom, 
along with information about field trips for the pre-K and school age classes. 
 
PARENTAL NOTIFICATION 
As interaction with parents/guardians provides a foundation for quality relationships, each teacher shall: 
1. Inform the parents/guardians about their child’s progress, both verbally and in writing. 
2. Inform the parents/guardians immediately if the child is injured and requires attention by a health-care profes-

sional; becomes ill and requires removal from the Center; has been involved in any situation that placed the 
child at risk; or if events occur rendering the Center unsafe.  

3. Inform the parents/guardians of accidents/incidents (non-emergency) verbally and/or in writing on the day that 
the event occurs. 

4. Be positive in relating a child’s experiences, discussing problems only with the parent/guardian of the child 
involved, without the child being present, and after consulting with the director. 

5. Listen actively to what the parents/guardians have to say. 
6. Be kind and professional in maintain policies. 
 
RELEASE OF CHILDREN 
Teachers will release children only to persons whose names are listed on the child’s enrollment form. A reliable 
person must leave and pick up children. This person must be at least 18 years of age. The person bringing the child 
into the program must sign their name and confirm ha a teacher is aware of their arrival. The custodial parent/
guardian is considered the primary person to be picking up the child. If this is not possible, written permission for 
an alternate must be provided in advance. The alternate must be listed on the child’s enrollment form as someone 
authorized to substitute for the parent/guardian, and upon arrival at the center, will be asked to provide a  Weeek-
day Early Education Ministry (WEEM) program identification card, along with a picture identification, for verifi-
cation of their identity. In any event, the person picking up the child must sign the child out for the day and con-
firm that a teacher is aware of their departure.  
 
 
 
 
 



TEACHING PROCEDURES 
1. Curriculum - Age appropriate WEE Learn Curriculum is available in all classrooms for preparing lessons that 

provide activities based on central themes. 
2. Daily Schedule - A daily schedule which includes active and quiet times is posted in each room. 
3. Outdoor Play - Outdoor play is a part of the daily schedule and extends the learning environment. Children go 

outside every day, weather permitting. Supervision of outdoor play ensures the safety of all children. Teachers 
are to be strategically located throughout the playground. Any unsafe equipment is to be reported immediately 
to the Director. 

4. Sharing Space - Each staff member is responsible for disinfecting toys, cribs, cots, and other equipment and 
for keeping a clean learning environment. Room and storage areas should be kept safe, neat, clean and attrac-
tive. Each room will be left clean and in order each time it is used. When another organization will use the 
room, all materials displayed on the walls must be removed, unless allowed to remain by the other organiza-
tion. Cooperation with other church program teachers provides positive experiences for all children when they 
are at church or in the weekday program. 

 
TRANSPORTATION 
Staff with a valid Texas driver’s license and proper certification, after having been added to the church insurance 
policy, will be allowed to drive church vans. Vans must be reserved in advance by completing appropriate paper-
work in our church office. Each church van must have a minimum of two adults on any trip and each child must be 
individually seat-belted at all times. The emergency notebook for any class using the van must be present with the 
children. The staff member driving the van must verify the presence of a first aid kit and fire extinguisher before 
loading the children. 
 
TUBERCULIN TESTING REQUIREMENTS 
If required by local health authorities, or the regional office of the State Department of Health, each child must 
have a record of a tuberculosis (TB) examination with a negative result. A dated statement signed by the parent/
guardian that the child’s TB test record is on file at the school the child attends will be accepted. Currently, testing 
is not required in our area. 
 
WATER ACTIVITIES 
As weather permits, water play can/will be incorporated into the weekly activities of the classroom. A note will be 
sent home to inform the parents/guardians of the day and time, which will include age-appropriate activities for the 
class participating. School age children participating in the summer Kid’s Quest program will be allowed to partic-
ipate in field trips to local swimming pools. Lifeguards will be present during the time that the children are at the 
pool. Teachers may request that a change of clothes be provided, along with swimwear and sunscreen. 
 
WHO TO CONTACT FOR MORE INFORMATION: 
 
Licensing: East Texas Office 
  1210 South Chestnut 
  Lufkin, TX 75901 
  936-633-3734 
 
Child Abuse Hotline: 1-800-252-5400 
 
Texas Department of Family & Protective Services: www.dfps.state.tx.us 
 


