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2911 GUNSMOKE DR. SAN ANTONIO TEXAS 78227     

 Phone: 210-843-4864 

            

 



 
HOURS OF OPERATION:                                                 
HOP TOTS is opened 12 months a year. Monday through Friday from 6:00am to 6:00pm.   

 

TUITION:                                                                          
Tuition is due on or before Friday at 6pm for the coming week. We will enforce a late fee of $35.00 for any 
payment that is received late. You will also be charged $5.00 per day for each day that your account remains 
unpaid.  After 5 business days we will terminate your account and you must pay a new 
registration fee in order to re-enroll your child/children.  Your child/children will not be able to be left 
at our center and/or will not be picked up from school if tuition hasn’t been received by Monday.  You may 
make your payment with cash, check, money order, debit or credit card.    Payments must be made with 
Armando Andrade.   ***For parents who receive daycare assistance, tuition is due every month on or before 
the 1st.  Late fees will be applied as outlined above.  Additionally, if your tuition has not been paid by the 3rd, 
your child/children will not be able to be left at our center and/or will not be picked up from school.  We will 
also notify your caseworker and you may be subject to lose your benefits. 

 

TUITION RATES:                                                           

Infants: 6 weeks to 17 months                                                                        $175 per week 

Toddler:  18 to 24 months                                                                      $165 per week         

              2 years old:                                                                                     $155 per week   

              3 years old:             $145 per week    
            

Pre-K:   4 to 5 years old                                                                  $135 per week 
  

After school care:                                                                                             $65 per week        

Before and after school care:                                                                            $65 per week  
  

Drop In (Full Day)                            $50 per child per day  

Drop In (Half Day)                            $25 per child per day       
               

***NOTE***    Prices will vary for care after 6pm at a rate of an additional $15 on the tuition per week.  Also, 
an additional $15 tuition amount per week is due for any child left in our care over 10 hours.    

***ALL RATES ARE SUBJECT TO BE INCREASED ANNUALLY WITH PRIOR WRITTEN 
NOTICE TO PARENTS/GUARDIANS*** 

REGISTRATION AND SUPPLY FEES:                                                  
We will charge a non-refundable registration fee of $100 per child  which is due at the time of enrollment. 
There will be an annual supply charge of $50 for each child in our care that will be due on or before June 1. 
 As outlined in the Supply Policy in your enrollment packet:  You will be notified when your child needs 
additional supplies.  Any child who does not have the appropriate supplies will NOT be permitted 
to be dropped off.  Any child who runs out of supplies while in our care will be required to be 
picked up immediately.  Please make sure your child’s supplies are marked with their name. 
Additionally, if we have to use center supplies because your child runs out and you haven’t 
arrived yet to pick them up, you will be charged $2.00per pack and $1.00 per diaper or pull up. 

 

 

 



CHILD PICK UP AND LATE FEES:                                                 

We close promptly at 6:00 p.m and a late fee of $15 will be assessed at 6:01p.m per child, as well as an 
additional $5 per minute per child.  All parents/guardians are required to provide contract times in their 
enrollment packet for each child.  Fees will be assessed for any parent/guardian picking their child/children up 
past the contract time they provided to us.  FEES MUST BE PAID AT THE TIME YOU PICK UP YOUR 
CHILD/CHILDREN or they will not be able to be dropped off the following day. If you fail to pick up your 
child/children within 30 minutes of your time slot, we reserve the right to contact Child Protective Services to 
come pick up your child/children. 

 

 

  No child will be permitted to leave the center with anyone not listed in their enrollment packet. 
 You may make changes to pick up authorizations IN WRITING; Verbal authorization will not be 
accepted.  Anyone picking up a child at this center may be required to provide ID to verify that they’re an 
authorized pick-up person.  All persons need to be 18years or older. If younger than 18, a written not is 
required from the guardian. If any person picking up the child is suspected of being under the influence of 
drugs or alcohol, a staff member will notify management who has the right to notify local police and request 

their assistance.   

 

TAX RECEIPTS:                                                              

Any parent/guardian requesting a copy of the Childcare expenses for the year must sign up in the office or 
write a letter requesting a copy of your end-of-the-year statement.  All statements will be given out by January 
31.  The center’s tax ID will be enclosed for your daycare tax credit.  If there have been any changes to your 
address, please make the necessary arrangements to update your file. 

 

CLOSING POLICY AND EMPLOYEE CARE OUTSIDE THE CENTER:                           

By policy, and by State Law, a childcare worker / HOP TOTS employee cannot provide care off center nor take 
your child home with them.  There cannot be any arrangements made for babysitting or Nanny Services with a 
HOP TOTS employee unless it is set up by the owner, Armando Andrade in the event that you, the 
parent/guardian, set up babysitting or nanny services with any employee without authorization from Armando, 
you will lose your childcare services with HOP TOTS immediately.  Additionally, the center will not be 
responsible for anything that has taken place outside of the center.  Management is required to follow these 
measures if a child is left after closing time.                                                    

1.  Try to contact the parent/guardian by phone.        

2.  Try to call the listed emergency contacts or another person authorized for pick    

3.  Call the appropriate community authorities 

 

SAFETY AND SIGN IN / SIGN OUT POLICY:                                         

To ensure the safety of all children, we require that the teacher sign your child in and out .  Please note that 
the sign in sheet is also monitored by licensing and WE MUST HAVE EVERY BOX FILLED OUT FOR EVERY 
CHILD.  If you have more than one child, the teacher must sign each one in and out individually.  No child 
may be left at the center without completing the sign in process.  Older children may not sign themselves out. 
 Authorized pick-ups must be 18 years of age or older to pick up children.  You should always escort your child 
to his/her room and notify the teacher upon arrival.  Once your child is signed out and receive your child from 
the teacher on duty, you are responsible for your child.  At the end of the day, please make sure to check your 
child’s cubby for any notes, artwork, and/or soiled clothing.   

 

PARENTS/GUARDIANS ARE REQUIRED TO CLEAR OUT THEIR CHILD’S CUBBY EVERY FRIDAY. 
 This gives parents/guardians the opportunity to make sure that blankets are being sent back clean on 



Monday, spare clothing is clean and still fits, etc.  Once you have received your child from the teacher and 
signed him/her out, please make sure to accompany your child to the vehicle.  Please do not leave your child 
unattended or unsupervised for any reason.  Please see “Child Pick Up and Late Fees” section for more 
information. 

***CCS parents are required to use their attendance card every day.  If your child is absent they may not 

be signed in.  While we cannot control how you use your card, we will not provide false information if CCS 
calls to verify your child was present in our center.*** 

DISCIPLINE:                                                                        
  Our teachers at HOP TOTS are trained to use only positive methods of discipline, including redirection, 
time out, or journal writing.  Redirection is directing the child to another activity distracting them from what 
may be causing the problem.  Time-out is sitting quietly in a chair for one minute for each year of age, with a 
book as time to reflect on what went wrong.  Journal writing(school-aged kids) is instructing the child to write 
or draw about his/her actions, and what they could have done better. redirect behavior, for example “I will not 
hit other people”.  Discipline at home needs to stay at home.  We encourage parents to be supportive of our 
methods and work with teachers on positive ways to co-discipline your child.  We want to encourage a positive 
environment within the classroom and if both teacher and parents/guardians are communicating, this 
transition will be very easy. 

DISCIPLINARY TIMELINE FOR UNACCEPTABLE BEHAVIOR:                         
All parents/guardians are expected to be supportive of our methods of discipline regarding the child/children in 
our care.  While we realize that children are going to sometimes have behavior issues, HOP TOTS has a zero 
tolerance policy regarding aggressive and abusive behavior from children whether it’s directed at other 
children or at staff.  Redirection, thinking space, and educational materials will be exercised as a method of 
discipline whenever possible.  In the event of unacceptable behavior, the following timeline will be used. 

(1)    First violation will receive redirection, and if necessary, time out or writing sentences  
(2)    Second violation will receive redirection, time out or writing sentences, and a FIRST written warning 
(3)    Third violation will receive redirection, time out or writing sentences, and a SECOND written warning 
(4)    Fourth violation will receive redirection, time out or writing sentences, and a THIRD written warning          

with a 3 days suspension and a 2 week probationary period to improve behavior 
(5)    Fifth violation will result in a parent/guardian being called to pick up their child and an immediate 

termination notice will be issued 

***IN THE EVENT OF AGGRESSIVE OR ABUSIVE BEHAVIOR THAT POSES IMINENT 
DANGER TO ANOTHER CHILD OR STAFF, THE TIMELINE WILL ESCALATE AND A 
PARENT/GUARDIAN WILL BE CALLED TO PICK UP THEIR CHILD IMMEDIATELY*** 

CHILDCARE CUT OFF TIME FOR DROP OFF:                                      
Daily cutoff to drop children off at the center is 9:00am and no child will be accepted after this time unless 
arrangements have been made with the Director or the Administrative Assistant only. Doors will be looked at 
9:00am. Additionally, we reserve the right to issue written notification to parents/guardians when we intend to 
change the cut off time for an early release day or during holiday weeks. 

CONFERENCES:                                                             
If you would like an individual conference with your child’s caregiver or the Director regarding care, progress, 
questions, concerns, policies, or procedures, please make arrangements with the Administrative Assistant to 
set up a mutually convenient appointment time with the teacher or the Director. 

NEWSLETTERS AND/OR CALENDARS:                                            
We will post and distribute our monthly newsletter and a calendar on the 1st of each month.  Our newsletter is 
geared to help keep parents up to date on the curriculum track, scope and sequence, field trips, special 
events, upcoming activities and Holiday Closures.  This will give parents/guardians time to prepare and plan 
for all activities and closures.  Additionally, the newsletter and/or calendar will be available on our website 
quarterly. You can go to ashootingstarlearningcenter.com for the most up-to-date information. 

HOLIDAYS:                                                                 
HOP TOTS Daycare has 11 holidays each year: 



 New Year’s Eve closed at 12:00 p.m., New Year’s Day, Good Friday closed, Memorial Day closed, 
Independence Day closed, Labor Day closed, Thanksgiving Eve closed at 12:00 p.m., Thanksgiving Day closed, 
Day after Thanksgiving closed, Christmas Eve and Christmas Day closed. Should the holiday occur on a 
Saturday, we will be closed the Friday before.  Should the holiday occur on a Sunday, we will be closed the 
Monday after.  A notification will be given by the beginning of December regarding the time.  If there are any 
other occasions that we will be closing early, notice will be posted in advance as well as notification provided 
in writing to every parent. Please be advised that tuition will still be due to hold your child’s spot in 
the center.  Additionally, tuition must be paid on the last business day that we are open.  For example, we 
will be closing early on Thursday and will be closed on Friday: tuition must be paid by the close of business on 
Thursday.  Any unpaid tuition will result in late fees being charged.  Finally, parents/guardians must have 
arrangements to have their child/children picked up on time on a day that we close early.  We will not be 
making exceptions to this and will be charging the standard late fees for each child that is still in our care after 
the close of business as we want our staff to be able to enjoy their holiday time as well.  We appreciate your 
consideration for our staff and your cooperation on this matter. 

CUSTODY AND VISITATION:                                                                 
Please provide the center with any legal documents containing custody information supporting any restrictions 
or provisions that we must be aware of for the safe release of your child.  We will strictly adhere to the 
instructions provided in such documents.  Please provide updated documents as necessary.  At HOP TOTS 
Daycare we will not be in the middle of any legal issues between parents/guardians.  Please ensure that all 
personal matters are kept between both parents/guardians and not carried over into the center. 

SCHOOL HOLIDAYS, WEEKEND CARE, AND EARLY DISMISSAL:                                                
Tuition rates will be a different amount for school ages during school holidays, early dismissal days, and 
summer vacation.  Additionally, weekly rates do not include the tuition due for weekend care.  Please see the 
“TUITION RATES” section of handbook.  We are located in the Northside Independent School District (NISD). 
If Northside Independent School District is closed due to inclement weather or any city, state, country 
emergency, HOP TOTS will be closed also. 

REPORTING ABSENCES:                                                           
We request that all parents/guardians notify the center if your child will be absent for the day.  If your child is 
ill, you should notify us as soon as possible with the nature of the illness if it is contagious.  The center has 24 
hours to post a notice informing the other parents/guardians within the child’s classroom that there was a 
contagious illness.  If your child is on the transportation list for after-school pick up, we require notification 1 
hour before the scheduled pick-up time so that we can notify the driver that transportation isn’t needed.  A fee 
of $10 will be charged for non-notification by any parent/guardian.  This will prevent miscommunication 
regarding your child’s transportation. 

NUTRITION:                                                              

HOP TOTS Daycare will ensure that all of the children enrolled are served nutritious meals that constitute 

one-third of the recommended daily dietary allowance.   

The meals served at HOP TOTS include breakfast, lunch, and PM snack.  We encourage sampling new foods 
and providing proper nutrition.  We will serve 1% or whole milk, 100% fruit juice, or water with each meal and 
snack.  

The meal schedule is as follows: breakfast served between 8:30am-9am, lunch served between 11:30am-
12:00pm, PM snack served between 3pm-3:30pm. Meals are planned to meet the nutritional needs of the 
children.  Meals are served in each classroom and children learn fundamentals of good nutrition and sound 
eating habits.   

You are encouraged to enjoy lunch with your child any time.  We ask that you notify the center by 9:30am so 
that you can be included in our lunch plans.  We also ask that you send food from home only in the following 
circumstances: special diet or diet according to a doctor order.  Menus are posted on our parent bulletin board 
and provided at your request.  Menus follow a 4 week rotation and are updated quarterly.  

 

 



CELEBRATIONS:                                                                               
All food must be store bought and be in its original packaging.  We will send home notification to all 
parents/guardians for upcoming celebrations and give all parents/guardians the option to sign up for their 
child to bring food or drinks for these celebrations. Please make sure all items purchased do not contain nuts 
of any kind due to food allergies. 

PRAYER:                                                                                                      
We encourage children to participate in our meal prayers and guidance prayers. 
Chapel will be every Monday at 10am. 

SCHOOL PICTURES/SPECIAL OCCASION PICTURES:                                        
We may offer school pictures each year, as well as taking pictures during special events.  If you do not want 
pictures of your child taken, you will have the option to exclude them during the enrollment process when 
paperwork is submitted. 

VOLUNTEERS/PARENT/GUARDIAN PARTICIPATION:                                 
We encourage parents/guardians and family members to volunteer for special occasions such as parties, 
reading times, field trips, etc.  All parents/guardians and volunteers are required to complete a state 
background check and may require fingerprinting so that we remain in compliance with state Minimum 
Standards. 

ANIMALS:                 
No outside animals are allowed on the premises. 

PARENT VISITATION:                                                        
HOP TOTS Daycare has an open door policy for all parents/guardians.  You will have access to the center 

during business hours for the purpose of contacting your child and assessing the care provided.  Parents are w 
welcomed to schedule a volunteer day. Parents may accumulate clock hours to receive a percentage off 
tuition. This will be discussed with you by the director. If you are not scheduled to volunteer, we ask that 
parents please limit your stay so it does not disrupt the classroom routine.  Our goal is to provide a positive, 
safe, and healthy learning environment for your child. 

ENROLLING PROCEDURES/FORMS:                                                                     
To enroll your child at HOP TOTS Daycare, you must meet with the Director or Administrative Assistant for a 
tour and pay a non-refundable registration fee.  All enrollment paperwork must be completed in full for each 
child and required documentation must be provided, as well as making the tuition payment.  The enrollment 
paperwork includes an admission agreement, information about your child, allergy information, transportation 
release, and much more.  We will need parent/guardian identification, custody/visitation paperwork (if 
applicable), birth certificate, current immunization records for the child, as well as a Health Assessment from 
your child’s physician.  Your child will not be able to be left in our care if paperwork is incomplete, 
documentation is missing, or tuition is not paid.  HOP TOTS Daycare is an equal opportunity provider of 
child care services. In case of a policy change the Parent will be notified in writing and will sign and date and 
placed in child’s file. 

TRANSPORTATION:                                                                               
If your child is to be transported to and/or from school, please complete the Transportation Request Form and 
return it to the center Director.  Parents/guardians must have this form filled out before your child/children can 
begin riding the childcare bus/van.  Parents must inform HOP TOTS 2-3 hours ahead of time if their 
child/children will be absent from school or they have made other arrangements for their child/children to be 
picked up.  Children will not be allowed to have/eat or drink in the bus/van.  Some transportation routes 
require driving over railroad tracks which may cause delays that could range anywhere from 10 to 30 minutes.  
Drivers will not be permitted to use their phones while driving, so if delays occur, parents/guardians will be 
notified at the earliest opportunity once the driver returns to the center.  Please be advised that the safety of 
the children in our care is our number one priority and we will abide by all seat belt regulations set by the 
State of Texas.  Additionally, we encourage parents/guardians to speak to their child/children about the 
importance of being well-behaved during transport.  If any child’s behavior during transportation poses a 
safety risk to themselves, other children, or the driver, HOP TOTS Daycare reserves the right to take 
disciplinary action such as suspension from the van.  Repeated offenses may result in termination of a child’s 
transportation agreement. 



FIRE DRILLS/EMERGENCY EVACUATION:                                               
Fire drills are held regularly at HOP TOTS Daycare We maintain a regular monthly report of fire drills on our 
parent bulletin board.  We check our fire extinguishers monthly to ensure the safety of all of our children and a 
copy of our annual inspections are provided on the bulletin board as well.  Evacuation drills are held regularly 
at HOP TOTS Daycare.  In case of an emergency that requires evacuation, you will be notified ASAP and 
required to come pick up your child/children if the emergency is expected to last a significant length of time. 
 If you are at the center at the time of the evacuation, you will be asked to follow our procedures and 
evacuate the building immediately along with the children. 

ON-SITE EMERGENCY MEETING AREA:  In the event of fire or other evacuation emergency, the emergency 
meeting area is located at House of Prayer Church 2911 Gunsmoke Dr., San Antonio, TX 78227 on the front 
parking lot at least 50 feet away from the building. 

TRANSPORTING INFANTS AND CHILDREN 12 - 17 MONTHS:  In the event of fire or other evacuation 
emergency, all children 17 months and under will exit the classroom and be loaded into strollers, buggies, or 
wagons ,crib to exit outside to their emergency meeting area. 

OFF-SITE SHELTER:  In the event of fire or other evacuation emergency that creates a need for temporary 
shelter of HOP TOTS Daycare, we will relocate to Fiesta Inn & Suites via staff or center. We will carry a binder 
with children’s enrollment forms, which have their emergency contact information including phone numbers 
and medical authorization, as well as sign in sheets so we may account for all children in care.  Once at this 
location all Parents will be called to immediately for pick up. 

SEVERE/INCLEMENT WEATHER EMERGENCIES:                                                          
In the event of severe or inclement weather conditions that may prevent the center from opening, please call 
in advance to ensure that the center is open, staff has arrived, and there are no other prohibitive problems.  If 
it is necessary for the center to close early, you will be notified by the Director or the Administrative Assistant 
so that you can make arrangements for picking up your child/children.  Also, if NISD will remain closed due to 
weather conditions, the center will also be closed. 

WATER ACTIVITIES:                                                        
HOP TOTS Daycare  does have a wading pool onsite.  During the summer months, children may sometimes 

have a water activity day.  Consent will be required before your child will be allowed to participate.  All 
parents/guardians will be notified in advance and provided consent form if we choose to have a water activity 
day. 

PARENTAL NOTIFICATION:                                                                  
There may be a need to contact parents/guardians during the day for any number of reasons such as 
emergency, illness, injuries, behavior, etc.  For this reason, we require all parents/guardians to maintain 
accurate and up-to-date contact information for themselves as well as emergency contacts.  For any incidents 
such as injuries, serious behavior issues, policy change, etc., parents/guardians will be notified in writing in 
addition to verbal communication.  The written copy must be signed by the parent/guardian and the original 
placed in the child’s file.  Parents/guardians may request copies of these incident reports or policy changes at 
any time. 

GANG FREE ZONE - THIS CENTER IS A GANG FREE ZONE                                
What is a gang free zone?  A gang free zone is a designated area around a specific location where 

certain gang-related criminal activity is prohibited and is subject to increased penalty under Texas Law. 
 Specific locations where certain gang-related criminal activity is now prohibited include, but are not limited to: 
public schools, playgrounds, video arcade facilities, and day care centers.  The area that falls within a gang 
free zone can vary depending on the type of location.  For example, certain gang-related criminal activity that 
occurs within 1000 feet of a school or daycare center is a violation of the law. 

 

 

 

 

 



MEDICAL REQUIREMENTS/HEALTH STATEMENT:                                                     
All immunization records must be up-to-date as specified by the Texas Department of Health. 
Parents/guardians are required to provide a copy of their child’s immunization record or an affidavit upon 
admission to the center showing that shots are up to date.  Validated proof of immunizations should be 
submitted as your child receives new immunizations or booster shots.  If your child is lacking any required 
immunizations you will receive a notice explaining which ones are needed and a time frame required to 
provide proof that they have received the updated immunizations.  Prior to enrollment, parents/guardians are 
required to obtain a physician’s statement or medical screening dated within the last year showing that the 
child is medically fit to attend daycare.  At this time, TB screening results are not required to be on file. 

SUSPECTED CHILD ABUSE / NEGLECT:             
All children have a right to live free from abuse and neglect.  As a child care provider, we will provide a 
respectful standard that will respect the emotional and physical well-being of your child/children while in our 
care. Child abuse and neglect happens when somebody or some situation threatens the development, security, 
and survival of a child.  Many forms of abuse are criminal in nature.  The definition of child abuse and child 
neglect is as follows: any act or failure to act on the part of a parent/guardian or caretaker, which results in 
death, serious physical or emotional harm, sexual abuse, exploitation, an act or failure to act which presents a 
serious risk of imminent harm, abandonment, denial of proper care and attention physically, educationally, 
emotionally, or morally.  Children show many different signs of abuse or neglect.  While all children have 
scrapes, bruises, and birthmarks, it’s good to know some common signs of abuse or neglect.  The State of 
Texas requires all licensed child care providers to obtain one hour of annual training in prevention techniques 
and the recognition of symptoms of abuse and neglect as well as the responsibility and procedure for reporting 
suspected abuse and neglect.   

The law requires any person who believes that a child, or person 65 years or older, or an adult with disabilities 
is being abused, neglected, or exploited to report the circumstances to DFPS.  A person making a report is 
immune from civil or criminal liability provided that they make the report in good faith.  The name of the 
person making the report is kept confidential.  Any person suspecting abuse or neglect and not reporting it can 
be held liable for a misdemeanor or state jail felony. 

Texas Abuse/Neglect Hotline is 1-800-252-5400 or https://www.txabusehotline.org                 

In an effort to increase awareness of child abuse and neglect, parents/guardians and employees will be 
notified about workshops or presentations in the local area concerning issues of child abuse and neglect, 
including warning signs and prevention techniques. 

Resources for parents/guardians and teachers on abuse and neglect:                           
 http://www.dfps.state.tx > Training                             
 http://www.babycenter.com/baby-preventing-child-abuse 
 http://www.childwelfare.gov/pubs/factsheets/signs.cfm 

HEARING AND VISION SCREENING REQUIREMENTS:                                 
All children who are 4 years old by September 1st will need to have a vision/hearing screening by a 
certified/licensed screener.  This is required by the Texas Department of Health. 

OVER THE COUNTER AND PRESCRIPTION MEDICATION:                             
HOP TOTS Daycare prefers that all medication is administered to your child before coming to the center. 

 However, we do recognize that sometimes medication will need to be administered while in our care.   

 We must have all of the following information filled out on the form in order to be able to administer the 

medication. Medication must be prescribed by a Doctor   

1. Child’s name 

2. Date 

3. Name of medication     
4. Amount of medication              

5. How often it is given                                                 
6. Length of time it will be given         

7. Signature of parent 

 

https://www.txabusehotline.org/
http://www.dfps.state.tx/
http://www.babycenter.com/baby-preventing-child-abuse
http://www.babycenter.com/baby-preventing-child-abuse
http://www.childwelfare.gov/pubs/factsheets/signs.cfm


ILLNESS/EXCLUSION POLICY:                                                                    
If your child becomes ill while in our care or runs a fever of 100.0 or higher, we will call you immediately and 
you will be required to pick your child up.  Regarding infants, you will have a maximum of 20 minutes to pick 
up your child for any fever higher than 99, degrees, and if you fail to pick up your child within that time frame, 
we will have no choice but to call the proper authorities (911) to avoid the possibility of fever seizures and 
such.  If your child vomits 2 times while in our care, you will be contacted and required to pick them up.  If 
your child has 4 loose stools while in our care, you will be contacted and required to pick them up.  Your child 
must be kept out of the center for a mandatory 24 hours after fever or symptoms are gone.  Your child will 
need to be kept out of the center for any of the following reasons:                                       
1.   Temperature of 100.0 or higher                                                   

2.   Signs or symptoms of a possible severe illness such as lethargy, abnormal breathing,  uncontrollable diarrhea, 2 or 

more vomiting episodes in a 24-hour period, rash, mouth sores, behavior changes, or any other behavior changes that 
indicate the child is severely ill.                                 

3.   Any communicable disease defined by the Texas Department of Health.                                    

4.   Any illness that prevents a child from participating in childcare activities including indoor/outdoor play   

5.   *A child must be free of fever for 24 hours without medication before returning* 

MEDICAL EMERGENCY:                                                          
When a critical illness/injury requires immediate medical attention, we will:                                             
1.   Contact emergency medical services (911)                                                                
2.   Give the child first aid treatment or CPR                                                                                
3.   Contact the child’s parent/guardian 

 

FIELD TRIPS:                                                                      
At this time we do offer field trips that require transportation away from the center.  If, at any time we decide 
to go on field trips away from the center, parents/guardians will be notified in advance in writing. 
 Authorization to participate in field trips and authorization for transportation must be received prior to the 
field trip before your child will be allowed to participate. 

CONTACTING AGENCIES:                                                  
Parents/guardians may contact the local licensing office, DFPS child abuse hotline, and/or DFPS website:        
        

Childcare Licensing Office               Child Abuse/Neglect Hotline                        
3635 SE Military Dr.                    1-800-252-5400                               
San Antonio TX                         Websites:   http://www.dfps.state.tx.us            

210-337-3399                                http://www.txchildcaresearch.org 

LICE:                                                                     
When a child has signs of lice, the parent/guardian will be notified and will be required to pick the child up as 
soon as possible.  The child’s personal belongings (spare clothes, nap blanket, etc.) must be taken home as 
well.  The child will need to be treated along with their personal belongings before returning to daycare.  Upon 
returning, the child will be checked by management before they will be allowed to return to the classroom. 

INJURIES:                                                                
Injuries will happen.  If your child is injured at the center but it isn’t serious enough to require emergency 
treatment, you will still be contacted.  You may want to consult your pediatrician or family physician to 
determine whether the nature of the injury requires further treatment or vaccinations against Hep A, Hep B, 
Hep C, Tetanus, or other diseases.  By signing the acknowledgement of policies, the parent/guardian 
recognizes that play of any kind may result in injuries of varying degree.  It is the expressed intent of HOP 
TOTS Daycare to provide for the safety and protection of every child and in consideration for allowing the child 
to use center facilities and participate in center activities.  Parent/guardian agrees to release HOP TOTS 
Daycare, its officers, teachers, employees, and hosts from all liability and for any and all damages and injuries 
suffered by the child while under the supervision of HOP TOTS Daycare.  Legal guardians agree to individually 
provide for the possible future medical expenses which may be incurred by a child as a result of any injury 
sustained on HOP TOTS Daycare equipment.  

 

http://www.dfps.state.tx.us/
http://www.txchildcaresearch.org/


 

BITING IN DAYCARE:                
Child development research indicates that approximately 50% of all children enrolled in daycare will be bitten. 
Toddlers especially will often use biting as a form of communication.  HOP TOTS Daycare will strive to 
minimize biting incidents. However, it is highly likely that your child will be bitten at some point in time.  If this 
should occur, we inform the parents/guardians of the child who was bitten, as well as inform the 
parents/guardians of the child who did the biting so that we can work with them and their child to correct this 
behavior.  Biting is very serious and is unacceptable.  If your child bites, HOP TOTS Daycare will develop a 
plan with you to try to correct the problems.  However, if the biting is aggressive, breaks skin, or does not 
lessen within a reasonable amount of time, HOP TOTS Daycare reserves the right to exercise disciplinary 
action in the form of suspension and/or termination from daycare.  If biting continues after your child returns 
from a suspension, we reserve the right to place your child on probation to allow the child’s behavior to 
improve, as well as terminate child care services. 

TOILET TRAINING POLICY:            
Potty-Training should begin at home over a long weekend or holiday.  Once you have had success at home for 
at least a week, your child may begin wearing CLOTH panties/underwear with rubber pants to cover them at 
school.  You must still provide 1-2 pull ups for nap or other extended periods. Also you MUST provide at least 
2 complete changes of clothing for your child.  Under no circumstances will your child be allowed to potty-train 
in regular panties/underwear without the rubber pants.  
*** This is for sanitary reasons! Regular panties/underwear cannot contain urine & feces to prevent the 
spread of germs in our facility and to other children.  Please cooperate on this matter.  Also, if you begin 
training, please notify us so that we can continue with all the work you have accomplished.  Further, if within 
2-3 weeks, your child shows no signs of progress, we reserve the right to put your child back in diapers & try 
again in a few weeks.  

NAPTIME:                                                                 
HOP TOTS Daycare reserves a portion of the day for rest and relaxation time.  Infants nap in assigned cribs 

according to their own schedules.  We place infants 6 months and under on their back to sleep.  This position 
reduces the risk of SIDS (Sudden Infant Death Syndrome).  For every other class, naptime begins at 12:30 
and ends at 2:30pm.  Each child will sleep on a mat and will have a blanket provided from home.  All mats are 
sanitized after each use and blankets returned to their cubby.  All children are given the opportunity to sleep if 
they require the rest.  Quiet activities are provided for older children not wanting to rest.  To allow each child 
to get an adequate amount of rest, we do not allow drop-ins, we do not do center tours, and we ask that 
visitors do not stop by between the hours of 12:30 and 2:30pm. 

OUTDOOR PLAY:                                                                            
Every child is required to go outside for fresh air for good health and overall development.  Hop Tots provides 
a daily plan for outdoor activities.  Generally, children who are enrolled in our program are well enough to 
participate in both our indoor and outdoor play activities.  If there are medical reasons your child cannot 
participate outdoors, we will be happy to comply with your physician’s request when presented with their 
written instructions.  Children remain inside when the weather is inclement such as snow or rain, or in extreme 
heat or cold.  Children will also remain inside in the case of a severe smoke, fog, or smog alert. 

 

 

 

 

 

 

 

 



CLOTHING/SUPPLIES:                                                                               
Here at HOP TOTS Daycare, the safety and cleanliness of the children we care for is our top priority.  We 
require the following supplies for every child:       

INFANTS:              
 1.  Diapers              
 2.  Wipes             
 3.  Bottles / sippy cups           
 4.  Formula if child is not on whole milk          
 5.  Food if parent has any special feeding requirements       
 6.  2 changes of clothing (tops, bottoms, socks, bibs, crib-sheet, blanket)       
 7.  1 box of Kleenex per child           
 8.  1 box of gallon ziplock bags          
 9.  Other supplies as needed (pacifiers, extra nipples, etc.)         
TODDLERS:              
 1.  Diapers or Pull-ups           
 2.  Wipes            
 3.  2 changes of clothing (tops, bottoms, socks, crib-sheet, blanket)       
 4.  1 box of Kleenex per child           
 5.  1 box of gallon ziplock bags           
 6.  1 sleeping mat            

 7.  1 small blanket for naptime (it should be about the same size as the sleeping mat)    
 8.  Other supplies as needed             
PRE-K:               
 1.  Pull-ups if still potty training or having frequent accidents       
 2.  Wipes              
 3.  2 changes of clothing (tops, bottoms, socks, panties/underwear, crib-sheet, blanket)     
 4.  1 box of Kleenex per child           
 5.  1 box of gallon ziplock bags          
 6.  1 sleeping mat            
 7.  1 small blanket for naptime (it should be about the same size as the sleeping mat)    
 8.  Other supplies as needed 
 9.  Spiral & folder 

You will be notified when your child needs additional supplies.  Any child who does not have the 
appropriate supplies will NOT be permitted to be dropped off.  Any child who runs out of supplies 
while in our care will be required to be picked up immediately.  Please make sure your child’s 
supplies are marked with their name. Additionally, if we have to use a center supplies because 
your child runs out and you haven’t arrived yet to pick them up, you will be charged $.25 per 
wipe and $1.00 per diaper or pull up.   There will be an annual supply charge of $65.00 for each 
child in our care that will be due on June 1.   

 

PERSONAL BELONGINGS:                                                         
The toys and educational materials at HOP TOTS Daycare are shared by all of the children as part of the 
learning experience.  The center has an ample supply of equipment and materials.  We will not be responsible 
for loss or damage to personal possessions children bring to the center.  It is distressing to the children to 
misplace or lose belongings and sometimes difficult for teachers to identify the owner.  Therefore, children are 
required to leave personal toys, food, money, and candy at home.  Please help your child understand why it is 
not wise to bring toys and other items that they may not wish to share with the group. 

PERSONS AUTHORIZED FOR PICKUP:                                          
ONLY those persons listed in the enrollment agreement as authorized pick-up persons, or persons listed on the 
emergency contact list are authorized to pick up children from the center.  A copy of photo ID is required in 
the file and at the time of pick up.  PHONE CALLS WITH VERBAL AUTHORIZATION WILL NOT BE ACCEPTED! 
 In case of emergency, we do accept a handwritten statement with the date, time, parent/guardian signature, 
name of the person picking up the child/children, and a statement authorizing that person to leave the center 
with the child/children. 

 

 



EMAIL/SMS MESSAGING:               
In an effort to go paperless for all notifications, postings, and important center updates, we ask that all 
parents/guardians provide us with their current email address or instant messaging ID so that we can send 
you any and all alerts or updated center information. 

REVIEWING MINIMUM STANDARDS/INSPECTION REPORTS:                        
Parents/guardians can review a copy of minimum standards and the center’s most recent Licensing Report at 
any time.  Our licensing inspections will be posted on our parent bulletin board located in the front office of 
the center. 

INSURANCE:                                                             
This center does not have insurance at this time. 

OPEN DOOR POLICY:                                                        
When we accept a new family in our childcare center, we like to be sure that we can share any questions or 
concerns that may arise.  It is important that there is a similar day care philosophy between parents/guardians 
and the provider.  We welcome questions, concerns, feedback, or suggestions of any kind that are oriented 
towards a positive outcome with the children.  Sensitive issues will be discussed in private and may be 
discussed outside of normal operating hours by either phone call or private conference.  An open line of 
communication is very important where all children are concerned.  Please feel free to drop in or call at any 
time to see how your child is doing.  If we don’t answer the call immediately, please understand that we are 
tending to the needs of the children in the center and we will return your call as soon as it’s possible. 

VIDEO SURVEILLANCE:             
In an effort to provide a more secure environment for your child/children, HOP TOTS Daycare monitors each 
classroom and the parking lot with video surveillance equipment.  In the unlikely event of an incident that 
involves police activity, HOP TOTS Daycare has already obtained the required permission to use video 
evidence in court proceedings.  Surveillance footage is for the sole use of the ownership to ensure that proper 
care of children is being provided.  It is at the discretion of the ownership to provide footage, however, there 
is no legal requirement that it be provided to parents or other outside agencies. 

BREASTFEEDING:              
This facility accommodates breastfeeding mothers. 

 STAFF IMMUNIZATIONS:             
This facility does not require staff to provide their immunization record at this time. 

 
 

 

 

 

 

 

 

 

 

 



EMERGENCY PREPAREDNESS PLAN 

 

Purpose:    This is a plan designed to ensure the safety of children during an emergency by addressing staff 
responsibility and facility readiness. 

Notification:    All employees of HOP TOTS Daycare must receive orientation on our emergency 
preparedness plan.  All new parents/guardians must sign an acknowledgement of our emergency 
preparedness plan.  Upon request, this plan is available for review. 

1.    In case of an emergency evacuation that causes relocation of the children, the Director, Administrative 
Assistant, or other designee will call parents/guardians at the number on file with us.  In the event that a 
parent/guardian cannot be reached, the emergency contact person will be notified. ***For this reason it is 
absolutely imperative that we have current numbers for parents/guardians, as well as all persons listed as an 
emergency contact.*** 

2.    Director, Administrative Assistant, or other designee will communicate with local authorities such as fire 
department, law enforcement, medical personnel, health department, child care licensing, and 
parents/guardians. 

3.    Place of relocation and contact information is as follows: 

ONE VOICE CHURCH 

7525 W US HWY 90 

 San Antonio, TX 78227 

210-628-9269 

Practice:                   
HOP TOTS Daycare practices a fire drill once a month every month.  The children will exit the building 

safely within 3 minutes.  A severe weather drill is practiced once every 3 months.  Documentation of these 
drills, including the date of the drill, time of the drill, and length of time it takes to evacuate from the building 
is available for review. 

EMERGENCY EVACUATION, SEVERE WEATHER, AND RELOCATION DIAGRAMS:           
There is an EER diagram posted in each classroom, the break room, the kitchen, all bathrooms, and the front 
office.  It displays the floor plan, 2 exit pathways from each classroom, and the designated relocation area 
outside the center where all children and teachers meet.  The diagram also displays the location inside the 
center where children and teachers meet to take shelter for severe weather.  In case of evacuation due to 
severe weather, everyone in the center will meet in the side parking lot to load into vans.  A head count will be 
taken, and relocation to ONE VOICE CHURCH.  Upon arrival into the shelter, another head count will occur and 
parents/guardians or emergency contacts will be notified to pick up their children. Special needs children that 
are 24 months and younger, those that have limited mobility and/or that may mental, visual, or hearing 
impairments will be carry out by hands, strollers, mobile beds/pack and plays 

 

I, _________________________________________, have read and understand the Emergency 

Preparedness Plan for HOP TOTS Daycare. 

 

___________________________________________         ______________________          
Parent/Guardian Signature                              Date 

 

 



PARENT HANDBOOK ACKNOWLEDGEMENT OF POLICIES 

 

I,       , the parent/guardian of        
have received a copy of the parent handbook and understand and agree to comply with all guidelines 
regarding the care of my child.  The items covered in the handbook are listed below. HOP TOTS Daycare 
reserves the right to change, add, or amend policies at any time to remain in compliance with State Minimum 
Standards. Policy changes or updates will be provided to parents/guardians in writing with a signature 
acknowledgement to be placed within the child’s file.* 

1. Hours of Operation 
2. Tuition 
3. Tuition rates 
4. Registration and Supply Fees 
5. Child Pick Up and Late Fees 
6. Tax Receipts 
7. Closing Policy and Employee Care Outside the Center 
8. Safety and Sign In / Sign Out Policy 
9. Discipline 
10. Disciplinary Timeline for Unacceptable Behavior 
11. Childcare Cut Off Time for Drop Off 
12. Conferences 
13. Newsletters and/or Calendars 
14. Holidays 
15. Custody and Visitation 
16. School Holidays, Weekend Care, and Early Dismissal 
17. Reporting Absences 
18. Nutrition 
19. Celebrations 
20. Prayer / Pledge of Allegiance 
21. School Pictures / Special Occasion Pictures 
22. Volunteers / Parent / Guardian Participation 
23. Animals 
24. Parent Visitation 
25. Enrolling Procedures / Forms 
26. Transportation 
27. Fire Drills / Emergency Evacuation 
28. Severe / Inclement Weather Emergencies 
29. Water Activities 
30. Parental Notification 
31. Gang Free Zone 
32. Medical Requirements / Health Statement 
33. Suspected Child Abuse / Neglect 
34. Hearing and Vision Screening Requirements 
35. Over the Counter and Prescription Medication 
36. Illness / Exclusion Policy 
37. Medical Emergency 
38. Field Trips 
39. Contacting Agencies 
40. Lice 
41. Injuries 
42. Biting in Daycare 
43. Toilet Training Policy 
44. Naptime 
45. Outdoor Play 
46. Clothing / Supplies 
47. Personal Belongings 
48. Persons Authorized for Pick Up 
49. Email / SMS Messaging 
50. Reviewing Minimum Standards / Inspection Reports 
51. Insurance 
52. Open Door Policy 
53. Video Surveillance 
54. Emergency Preparedness Plan 
55. Breastfeeding 

 

 

___________________________________________          ______________________          
Parent/Guardian Signature                              Date  



 


