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Dear Pre-School Parent, 
 
It is our pleasure to welcome you to Cornerstone’s Rosa Valdez Early Learning Center at 
Morgan Woods.  Our Center offers a quality VPK pre-school program designed to ensure 
that your child is ready for kindergarten while providing quality full day wrap-around care 
so that parents can work or go to school to provide for their families. 
 
Our program offers a unique opportunity for your child to attend “Big School” a year early 
and for you as a parent to feel a part of the Morgan Wood Elementary School family even 
before your child is ready to attend the school.  We use Frog Street Curriculum that 
prepares children with the academic and social emotional skills they need to succeed as 
they begin elementary school.  In addition, every child in our care will receive three free 
nutritious meals each day (breakfast, Lunch and afternoon snack) through the Seamless 
Summer program provided through the USDA Department of Agriculture’s SSFP program 
and prepared by the Morgan Woods Elementary cafeteria.  
 
Our Center staff are all part of our Lab School program that provides mentoring and 
fosters higher education and best practices in the field of early childhood education.  The 
Center Site Director and VPK Lead Teacher has her BA in early childhood education and is 
assisted by student interns who are excited about become the best early childhood 
professional they can be (not just a babysitter). 
 
Enclosed is information to tell you more about our program.  It is our honor to come 
along side you and your child as you learn and grow together. Welcome to the Rosa 
Valdez family! 
 
Sincerely,  
 
Cathy C Stone    Vanessa Mitchell 
Cathy C Stone     Vanessa Mitchell 
Executive Director    Director of Children’s Service 
Cornerstone Family Ministries   Rosa Valdez Center at Morgan Woods 
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Philosophy and Mission Statement 
 

Cornerstone Family Ministries is an equal opportunity employer dedicated to a policy of 
non-discrimination in selection of individuals for employment regardless of race, creed, 
color, sex, religion, natural origin, sexual orientation, handicap condition or veteran  
status. 

 
 

The Rosa Valdez Early Learning Center & Lab School at Morgan Woods is a part 
of Cornerstone Family Ministries’ Children’s Services Program, a long  
established community-based family resource program committed to supporting the well-
being of children and families. Our comprehensive services strengthen families through  
collaborative relationships with social service agencies, professional staff, and community 
resources.  
 
Our staff has cared for generations of families, promoting a foundation of good health, 
school readiness and positive family relationships. 
 
Our Mission is to provide comprehensive family support, advocating for the  
empowerment of families through community-based partnerships. 
 
Our Vision is to be a self-sufficient community-based resource center providing family 
support. 
 
Our Philosophy of working w ith children is that the first five years of life are  
extremely important in influencing the development of the child. Our Early Intervention 
Strategies ensure that each child has the best opportunities to reach their optimal  
development. Our holistic approach integrates all aspects of a child’s development.  
Children are active learners and they learn from hands-on activities that they plan and  
carry out themselves while interacting in their natural environments. This  
approach helps children develop strong positive self-concepts and become self-reliant  
problem-solvers. 
 
We recognize the importance of the adult interactions in teaching children. A teachers  
natural abilities and personality are crucial in facilitating learning. The positive experiences 
and interactions we provide for our children, the interests and love we share act as  
validators, fostering each child’s total development. 

  
We believe that it is only through a strong partnership with the family that we are able to 
help children to reach their full potential. We are dedicated to being a family-friendly  
program where all members of the family can find the support they need to enhance their 
ability to provide the best for their children 
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STAFF QUALIFICATIONS/PROFESSIONAL DEVELOPMENT 
 

All staff receive training each year in compliance with Child Care Licensing Rules and 
Regulations.  All teaching staff has completed a 45-hour training module, Early  
Literacy training and are required to receive at least 25 in-service training annually on 
developmentally appropriate practices. Lead Teachers have at least an Associate  
Degree or higher in Early Childhood Education. All classroom interns are in school and 
considered degree/certificate seeking, and train under the direction of the lead  
classroom teachers. CFM follows the legislative guidelines of having one Credentialed 
staff per (20) children in the center. The Director of the child care facility must have a 
Bachelor degree or higher along with 5 years of experience or more managing a child 
care facility. All other managers must have an Associate degree or higher in early 
childhood education.    
 

 
 
 
 
 
 
 
 

 
Primary Care 

 
The Lead Teacher will be responsible for overseeing the child’s individual needs and 
developmental plan. While providing the basic care and education/developmental  
program for the child, the primary teacher will: 
 

 Complete the child’s developmental screening. 
 Write and up-date the individual education plan. (IEP) 
 Prepare lesson plans that incorporate the child’s strengths and concerns. 
 Plan individual activities that enhance the child’s development. 
 Represent the child during the developmental assessment team review. 
 Make recommendations for additional evaluations, and referrals for  
 therapy, and  services. 

 
In addition, the Lead Teacher should write the daily or weekly (depending on the age 
of the child) reports to the parent. The teacher will keep good records of all  
developmental information on the child and document any special needs or 
concerns. It is the Lead Teacher’s responsibility to report any concerns to the  
management staff. 
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Curriculum 
 
We use an emergent curriculum that is based on developmentally-appropriate practice. 
Developmentally-appropriate practice defines the techniques and activities that we use 
with each child as being appropriate to that child depending on the child’s age,  
developmental level and emotional maturity. 
 
Our curriculum incorporates monthly themes that focus on current and seasonal  
topics. Teachers plan activities based on the individual needs of the children in the 
group and take advantage of teachable moments. 
 
 
 

Developmental Assessments and Parent Conferences 
 
Each child is screened for developmental concerns within the first 30 days of  
enrollment. This initial screening allows the Lead Teacher to gain an understanding of 
the child’s current level of development. From this initial screening, the teacher is then 
able to discern which goals will be appropriate for the child and the areas in which  
attention must be paid. The screening results will also enlighten the teacher to the 
child’s areas of strength. All enrolled children will be re-screened by classroom teach-
ers two times a year (September and April). The Lead Teacher will review the screen-
ing results of each child and update the individual development plan. 
 
Periodic screenings allow the family to gain an understanding of the child’s  
developmental strengths and weaknesses as well as the rate of development. 
The results will be shared with the parent after each assessment. Parent conferences 
will be scheduled to discuss the child’s development and any recommendations and or 
referrals for follow up.  
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Family Support 
 
 

School Holidays/Closures 
 

The Rosa Valdez Early Learning Center & Lab School at Morgan Woods follows the 
Hillsborough County District Schools student calendar for days that the center will be 
closed. The center reserves the right to add additional school closures with the appro-
priate notification for things like professional development, teacher work days, and or 
emergencies.  In the event of an emergency situation, our center follows Hillsborough 

County School closures as well as our own emergency plan. 
 
 

Labor Day Holiday 
Veterans Day 

Fall Break 
Winter Break 

Martin Luther King, Jr. Holiday 
Non-Student Day in February 

Presidents’ Day 
Spring Break 

Two Non-Student Days in March 
Good Friday Holiday 
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Admission Requirements 
 

 
 
 
 
 
 
 
Before being enrolled into the Center, the following must be given to the Center  
Manager 
 
1. Completed Enrollment Packet 

2. Up-to-date Immunization Record (blue form 680) 

3. Child’s Physical Examination (form3040) completed within the past 2 years; must 
include Blood pressure, Hematocrit, height/weight and TB results. 

4. Funding Referral:  VPK Certificate 

5. School Readiness Voucher if applicable  

 
The enrollment packet must be turned in at least 24 hours prior to the 
child’s first day and must be complete in order for a start date to be ap-
proved. 
 

Fees 
 

 

Payments must be made on Friday of each week to pay for the next upcoming week of 
services. Payment is required weekly. Fees must be paid online on our website at 
www.cornerstonefamilyministries.org.   
 
Reqardless of the nature or reason for the child(ren)’s absence, full payment is  
required weekly. 
 
No REFUNDS. Money paid for fees will not be refunded. Credits may be given toward 
other fees. Adjustment will not be made without a receipt verifying the payment. 
 
Failure to pay weekly fees may result in the termination of services for the child. 

 
There is a two (2) week vacation for full fee paying families only – each subsidized 
program has their own policy for vacation time. 
 
If tuition is not paid by the end of day on Friday, it is considered late and will result in 
a $5.00 late fee charged to your account along with not being able to drop off on  
Monday. 
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Fee Schedule and Tuition Policy 
 

Weekly Rates  

Full-Time VPK with Before & After 
Care 

VPK Voucher + $100 

Part-Time (Before & After Care Only) $100 

School Readiness 
 
School Readiness rates (for those who qualify) are issued by the Early Learning Coali-
tion. We encourage families to apply at  
https://familyservices.floridaearlylearning.com/ 
 
 

VPK Voucher 
 
Students must apply for a VPK voucher through the Early Learning Coalition in order 
to attend this program on their website:  
https://familyservices.floridaearlylearning.com/ 
 
 

Tuition Policy 
 
All tuition is due EVERY Friday BEFORE the start of the next week. Tuition for the  
upcoming week is billed on Thursday and MUST be paid completely on Friday. In or-
der to drop off on Monday your tuition account MUST be at zero balance and ready to 
be billed again on Thursday for the next upcoming week. 
 

 
 

Hours of Operation 
 
Our Center is open from 7:30AM until 5:30 PM Monday through Friday.   
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What should my child always 
bring? 

 
Two changes of clothing with the  child’s 
name written on each piece of clothing. 
 
 
 
 

What should my child not 
bring? 

 
1.  Food. Children should not bring any 
food or candy into the Center. We  
provide breakfast, lunch and snack 
throughout the day. If your child has any 
food allergies or special nutritional  
requirements please notify the Center 
Manager. 

 
2.  Toys. Toys can get lost and make other children jealous. 
 
3.  Jewelry. Children can get scratched or hurt by jewelry and you do not want it to 
  be lost. 
 
4.  Hair accessories. These can easily be lost. 
 

 
What should my child wear? 

 
1.  Closed-toed  shoes. NO SANDALS OR FLIP FLOPS. 
 
2.  Clothing appropriate for the weather. A sweater or jacket when it is cool  
  outside.  Remember to put your child’s name on all clothing. 
 
3. Play clothes, which are OK to get dirty in. Children learn when actively playing. 
 They may get dirty or messy. 
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ATTENDANCE 
 
 
For your child to receive the full benefit 
of our program, it is very important that 
your child attends every day. When a 
child cannot attend due to illness or other  
circumstances, it is very important that 
you let the Lead Teacher know. If your 
child is absent for more than two days or 
if attendance is sporadic, the Center 
Manager will contact you. If your child is 
absent for 10 days we may decide to  
terminate his/her enrollment. 
 
 
 
School Readiness and  
Voluntary Pre-K  Programs 
 

Children who are enrolled under Title XX School Readiness or the VPK program need 
to bring a doctor’s note or documentation of extraordinary absence if they are absent 
for more than 3 days. These programs do not pay for more than 3 absence days per 
month without an explanation on their Extraordinary Circumstance Request for  
Payment Form. Parents must fill this form out for all absences beyond 3 per month. 
Parents may be asked to pay for absence days if a form is not completed or if their 
program does not approve the reimbursement for those days. 
 
 

Late Arrivals 
 
All children are encouraged to be at the Center by 8:3 a.m. If your child will be late for 
any reason, you must call and speak to someone in administration no later than 8:45 
am.  It is important for young children to have a consistent routine. Our daily  
schedules are designed to promote learning and good self-concepts. Your child(ren) 
may miss out on important activities if they arrive late. If you are going to be late, 
please notify the office. Also, you will need to feed your child breakfast before  
dropping them off if they will arrive after the meal is served.  
 

 
Birthdays 

 
The center is proud to recognize all students on their birthday and will allow parents to 
bring in items to celebrate as a family. We ask that the administrative staff and your 
child’s teachers be given at least one week’s notice to plan such events and ensure it 
does not interrupt instruction.   
 
 
 
 
 

8 



 
 
 
 
 
 
 
 

 

PICK-UP AND DROP-OFF 
 

1. A person age 18 or older needs to bring your child at the beginning of the day and 
pick your child up at the end of the day. The person who picks your child up MUST 
be listed on your child’s enrollment form as eligible to pick the child up.  If they 
need to come into the classroom, they must enter through the School office and go 
through the proper security screening process before entering the building.  Please 
call the office if someone other than these people will pick up your child.  Anyone 
other than the regular person who picks up your child will need to show I.D. in or-
der to receive your child. 

 
2. Each day, the authorized person who brings your child must sign the child in  and 

the Authorized person who picks up your child must sign the child out using the 
appropriate paperwork. Please also check your child’s cubby and/or bag for infor-
mation. 

 
3. Children need to be dropped off after 7:30 a.m. and picked up before 5:30 p.m.  If 

your child is picked up later than 5:30 p.m. there will be a late pick-up fee of $1.00 
per minute charged to your account which must be paid prior to dropping off the 
following day. 

 
4. If the parents/guardians have not contacted the Center at the time of closing,  

Center staff is to make every effort to contact the parents/guardians by telephone.  
If the child’s parents/guardians cannot be reached within thirty minutes after  
closing, and there has been no contact from the child’s family, Child Protective  
Services as well as the police will be notified to pick up the child from the Center. 

 
 

Fire Drills and Emergency Evacuations 
 
Any parents and visitors who are in the Center during a fire drill or emergency 
evacuation must remain with their child until the all clear signal is given. 

 
 

Smoke Free Environment 
 

Morgan Woods Elementary, including the outdoor areas, are smoke-free by law. Please 
do not smoke anywhere on the premises. 
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  RELEASE OF STUDENTS 
 

During school hours, your child(ren) will be permitted to leave 
school only in the custody of one of the following adults: 
 
1. Parents/guardians of the child. 
 
2. Emergency contact people listed on enrollment sheet. 
 
3. Other people permitted to take children home on  
 enrollment sheet (after showing proper I.D.) 
 
4. An adult with written or verbal permission from parent/
 guardian and proper I.D. 
 

5. A law enforcement officer. 
 
6. An authorized social worker with the Department of Children and Families. 
 
Please alert your Manger in writing of any special restrictions or names of specific  
person(s) not permitted to visit and/or pick up your child(ren).  Legal documentation 
of parental custody and restrictions may be required to prevent another parent from  
having access to your child.  You must also notify the office if any changes occur in the 
picking up of your child. 
 
 

STORM CLOSINGS 
 
 
We generally will close anytime the Hillsborough County schools close due to severe 
weather. We may also close if the weather advisories prohibit safe transportation. 
Classroom GroupMe messages regarding school closure will be sent as soon as  
possible. 
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Visitors 
 

Custodial parents and guardians are welcome at the Center at all times. We have an 
open door policy and welcome parents to participate in center activities with their  
child(ren). 

 
All visitors are required to sign in and report to the School Office upon arrival.  
Someone will check their identification and inquire as to the nature of their visit. All 
visitors will be required to sign in and out, and other security items may need to be 
completed per the School’s visitor policy. 
 
If the visitor wants to see or visit with a child, the manager will check for written  
authorization in the child’s file.  If no authorization is available the parent will be  
contacted and informed of the situation. No one will be allowed access to a child at the 
Center for any reason unless written authorization is obtained from the parent.  Verbal 
authorizations will not be accepted. Custodial parents will be allowed free access to 
and visitation with their child while at the center. 
 
 

Regular Visitors 
 
All regular visitors will come to the School office prior to visiting the classroom and 
sign in and out on the visitor’s log.  A schedule of regular visits will be posted in each 
classroom of when a child is scheduled for therapy on a weekly basis or receives  
regular visits by an outside professional. The teacher will be responsible for checking 
Identification of the therapist or professional and verifying that the visit is occurring at 
an authorized time.  A manager will be notified of any changes in visitors or changes in 
visiting schedules. The manager will need to obtain any additional authorizations from 
the parent before the visitor will be allowed access to the child. 
 
 

Non-Custodial Parent Visitation 
 
Non- custodial parents will not be allowed to have visitation at the Center. The  
custodial parent will be required to provide a copy of a court order of a custody  
agreement to be kept in the file.  The custodial parent must also provide written  
instructions as to any contact that the non-custodial parent may have with the child.  
Written authorization from the custodial parent must be in the child’s file before any  
information will be released or access to the child given to the non-custodial parent. 
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SICK POLICY 
 
 

Children may not attend the Center if they have signs and symptoms of a  
communicable disease.  Please look at the chart below to make yourself familiar with 
these signs and symptoms.  If a teacher is concerned about a child’s health, a parent/
guardian will be contacted and is expected to take the child home immediately. 
 
Depending on the illness, the child either needs to be free of symptoms or free of 
symptoms AND have a doctor’s note before returning (Please see chart for further  
information).  The Center Manager can override the doctor’s note if he/she feels that 
the child has not been treated for the proper amount of time. 
 
 

Policy for Child’s Well-Being 
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NOTIFICATION TO  
PARENTS 

CANNOT RETURN THE 
NEXT DAY EVEN IF 

SYMPTOMS ARE GONE 
(24 hour symptom free 

without medication) 

NEED A DOCTOR’S 
NOTE BEFORE  
RETURNING 

SYMPTOMS NEED TO BE 
GONE BEFORE  
RETURNING 

Non-contagious issues that 
we are concerned about) 

(Symptoms which can re-
sult in serious problems) 

(Long-term problems) (Cold symptoms and other 
contagious symptoms) 

1.  Clear runny nose 1.  Fever of 100 or over 1.  Chronic/unexplained ear   
drainage 

1.  Green/yellow runny 
nose 

2.  In school accidents 2.  Constant and frequent 
diarrhea 

2.  Chronic green/yellow 
runny nose 

2.  Ringworm of scalp 

3.  Dental Discomfort 3.  Vomiting 2 or more 
times 

3.  Rashes 3.  Persistent Cough 

4. Discomfort 
 

 4.  COVID-19 4.  Impetigo 

5. Fatigue 
 

  5.  Rashes 

6. Covered Ringworm 
 

   

    



 Sick Policy Continued 
 
If your child has green or yellow mucus and you decide to take him/her to the doctor, 
you can bring your child back to school the next day IF: 
 
1.  You took your child to the doctor in the morning, you gave him/her medicine in 
  the morning, AND you have a doctor’s note stating that your child is not  
  contagious. 
 
2.  Your child’s symptoms are gone. 
 
If you pick your child up in the afternoon, he/she cannot return the next day. 
 
When you drop your child off, please discuss his/her condition with the teacher and 
have the teacher check for symptoms before you leave. 
 
If the Doctor places a child on prescription medication, the child may not return to the 
Center until they have been on the medication for 24 hours.  You should always try to 
schedule medication times while the child is at home. We prefer not to give children 
medication while at the Center.  If your child must be given medication while at the 
Center, you will need to bring a Doctor’s note or prescription indicating that.  Both  
over-the-counter medications and prescription medications need Doctor’s notes before 
we can give the medicine to your child.  All medications must be in the original  
container.  Prescription medications must be in the original bottle with the prescription 
label on it.  The label must indicate the child’s name, current date, type of medication 
and specific amount and frequency of dosage (NOT AS NEEDED).  An appropriate 
measuring dispenser must be sent if needed. It must have the child’s name on it and 
be kept in a zip-lock bag. Please also make sure to fill out the MEDICATION FORM that 
gives us permission to give this medicine to your child.  MEDICATION FORM’s are 
available from the teacher.  Medication will not be given if: 
 
 A medication form is not complete and signed 
 Medication does not have all required information on the label 
 Name of child and dosage instructions are not the same as on the prescription label 
 Medication is expired– will be returned to the parent 
 Over the counter medication without a doctor’s note 
 
 

EMERGENCY MEDICAL PROCEDURES 
 

When a child becomes ill or injured at school, every effort will be made to notify  
parent(s), guardian(s), or emergency contact people.  IT IS VERY IMPORTANT THAT 
THE CENTER HAS A CURRENT TELEPHONE NUMBER WHERE PARENT(S) MAY BE 
REACHED AT ANY TIME DURING THE DAY. OTHER EMERGENCY CONTACTS PHONE 
NUMBERS MUST ALSO BE ON FILE IN THE CENTER’S OFFICE.  If we cannot reach the 
parent(s), guardian(s), or emergency contact person, the Center will contact the child’s 
physician and/or arrange for immediate emergency treatment. 
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 OUTDOOR PLAY 
 

Children play outdoors daily as the weather permits. Please dress your child  
appropriately for the weather. Children will not play outside in rain, severe cold or 
heat, or when air quality is poor. 

 
 

UNIVERSAL PRECAUTIONS 
 

Staff are trained in the use of universal precautions.  Universal Precautions are used to 
prevent the spread of disease under the assumption that at any given time a child 
might have an undiagnosed communicable disease.  In order to preserve the health of 
staff and children at the Center, staff are required to wear latex gloves and is  
instructed in correct handwashing procedures. 
 
Children are also instructed in correct handwashing and given time to wash their 
hands when coming in from outside, before and after meals, and after toileting. 
 
Children and staff should always wash their hands when arriving at the Center to  
prevent transferring germs into the classroom.  Parents are asked to remind the child 
to wash his/her hands when arriving and assist the child when necessary. All toys, 
bedding, and equipment are sanitized daily. 
 

 
ACCIDENT REPORTS 

 
If a child has an accident that causes cuts, bruises, etc. while at the Center, the  
teacher is required to fill out an accident report and give one to the parent and one to 
the office.  By the same token, please tell your child’s teacher if your child gets bumps, 
bruises, etc. at home. 
 

 
 
 

 
CONFIDENTIALITY 

 
Your family has access to any and all information concerning your child.  You have the 
right to know why information is needed, how it is used and who has access to it.  To 
protect your child’s privacy, only CFM staff and contracting consultants will have  
access to records on a need-to-know basis only. 
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Meals 
 
 

The Center meals follow USDA Guidelines and consist of breakfast, lunch and an  
afternoon snack. Please ask your child’s teacher what time each meal is served. If your 
child misses a meal because he/she is late or is picked up early, it is your responsibility 
to provide your child with that meal. No food should be brought to the Center or  
removed from the Center. If you arrive late with your child you may be asked to sit 
with him/her while they eat so the teacher can attend to the rest of the children when 
they are done. 
 
 

Special Diets and Food Allergies 
 
 

Please let us know if your child has any food allergies or special diet restrictions. A 
note is required from the child’s doctor, and this information will be posted in the 
child’s records. If your child is not able to eat from our regular menu, substitutions will 
be provided by the center to meet the nutritional needs of your child.  
 
 

Food for Children’s Birthdays and Special Events 
 
 

All foods that are brought into the Center for birthdays and special occasions need to 
be store bought and in sealed packages.  Parties will be held at afternoon snack time. 
We encourage healthy treats such as fresh fruits and vegetables and 100% fruit juices.  
No costume characters or balloons are allowed for safety reasons. 
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DISCIPLINE POLICY 
 

The goal of discipline is to assist children in learning acceptable behaviors while  
decreasing or eliminating undesirable behaviors.  All discipline will be constructive and 
will include elements of positive reinforcement.  As a partner in USF’s School Wide 
Positive Behavior Support Program (SW-BPS), your child’s teacher is trained to help 
your child express their feelings in a positive way to support their social emotional  
development.   
 
Until a child demonstrates self-control, it is the staff’s responsibility to consistently 
maintain safe and appropriate limits for the welfare of the group and each individual 
child.  Teaching children appropriate behavior involves making sure they understand 
what is expected of them, modeling appropriate behavior, and reinforcing the desired 
behaviors.  In addition, teachers facilitate the development for self-control in children 
by using positive guidance techniques, such as redirecting children to more acceptable 
activity and setting clear limits.  Teachers’ expectations match and respect children’s 
developmental capabilities. 
 
Acceptable disciplinary procedures include: 
 
1.  Not giving attention to the inappropriate behavior while giving attention for the  
  appropriate behavior. 
 
2.  Using verbal statements or facial gestures to show a child that certain behaviors 
  are not acceptable. 
 
3.  When a child is demonstrating negative behavior, staff will assist him to a more 
  appropriate activity and/or behavior. 
 
 
Physical punishment, shaming, fear and withholding of food, rest, or  
toileting are never used: Many times, problems w ith discipline may be an  
indication that children are dealing with stressors that are beyond their young  
experiences to resolve.  Should this be indicated with your child, our Center has many 
resources, including child counselors, that may be of assistance.   
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REPORTING CHILD ABUSE AND NEGLECT 

 
Any person who has reason to suspect that a child has been subjected to abuse and/or neglect 
has an obligation to report it by calling the abuse registry at 1-800-96-ABUSE.  The person on 
duty at the registry will report the matter to the proper area for investigation. 
 
Employees of public or private facilities serving children are required, by statute, to  
report any case in which they believe a child has been subjected to abuse or neglect.  Any  
employee who willfully violates the provision of the law may be found guilty of a misdemeanor. 
 
 

GRIEVANCE PROCEDURES 
 

If you have any problem with your Child Care program, any staff member, or your child’s daily 
experience, please let your child’s teacher know.  We want to improve our program so that we 
can better help your child.  
 
It is our belief and practice that presentation of a grievance should be accomplished with  
dignity and respect.  The following list identifies our approach to the grievance process. 
 

 Parents and Staff Members have the right to be treated with respect and dignity 
always throughout the grievance process. 

 Parents and Staff Members have the right to expect quick resolution of issues, 
problems, and concerns. 

 The presentation of a grievance will not expose your child, or any other child in the 
classroom, to harsh language and/or derogatory statements. 

 All information concerning a grievance will remain confidential. 
  
We believe talking with your child’s teacher can solve many problems.  Please talk with them 
about your concern.  We recognize that as a parent, you love your child and your grievance is 
important to you.   
 
 

CONFIDENTIALITY 
 

Your family has access to any and all information concerning your child.  You have the right to 
know why information is needed, how it is used and how to access it.  To protect your child’s 
privacy, only our staff and contracting consultants will have access to records on a need to 
know basis only.   
 
 

WITHDRAWALS OR DISMISSALS 
 

When you decide to withdraw your child from our program we ask that you speak to the  
Center Manager or Lead Teacher to let us know when the child’s last day will be.  We will work 
with you to make the transition as smooth as possible.  A request for records form must be 
completed in order for us to give you necessary records from your child’s file.  This may take 
up to 48 hours to be completed.  If for any reason we are not able to accommodate you or 
your child, we may need to dismiss him/her from the program.  All efforts will be made to find 
an appropriate placement prior to dismissing the child. 
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PROGRAMS OFFERED THROUGH  
CHILDREN’S SERVICES 

 
 

FAMILY SUPPORT SERVICES AND SERVICE COORDINATION 
 

A trained specialist is available to assist families in accessing the appropriate services 
for their child. The Center Manager can assist the family in the enrollment process,  
coordinate specialized services such as those listed below, assist in accessing financial 
aid, and make referrals for community services that will benefit the child and family. 
Crisis intervention and case management services are provided as needed. 
 

DEVELOPMENTAL SCREENINGS 
 

If you ever have concerns about your child’s development, please discuss this with the 
Center Manager.  Developmental screenings are available to assess the develop mental 
levels of your child and indicate if further evaluations are needed.   
 

EARLY INTERVENTION SERVICES 
 

Children who exhibit developmental delays or disabilities may qualify for therapeutic 
services and family support services through the Early Intervention Program.  This  
program provides developmental evaluations, family support planning, adaptive  
equipment, early intervention services and transportation. Therapies are authorized 
through this program as needed. 
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PARENT MEETINGS/FAMILY ENGAGEMENT ACTIVITIES 
 
On a regular basis, parents and teachers from our Center get together for a meal and 
a program.  Programs range from playing BINGO to having speakers on employment 
opportunities and developmentally appropriate practices, and cooking classes. It is a 
good time to get to know your child’s teacher and network with other parents,  
including parents at our other Center located in Old West Tampa.  There will be times 
throughout the year where you will be encouraged to come in and participate in a  
special event that has been planned for you.  Your child’s teacher will inform you of 
these events throughout the year. 
 
 

PARENT EDUCATION AND JOB TRAINING OPPORTUNITIES 
 
Rosa Valdez Center offers a variety of programs such as seminars in child  
development; classes in behavior management and in improving family life; and  
courses in life skills, job training, and employment preparation. Your child’s teacher will 
inform you of these opportunities throughout the year. 
 
  

ORIENTATION 
 
Now that you have decided to enroll your child in our unique center ,you are required 
to meet with our center manager to go over these policies and procedures together to 
get any of your questions answered.  Your official orientation should include touring 
the school, meeting your child’s teacher, viewing policies, and reviewing your  
completed packet.  In the event you feel you have not received the proper orientation, 
you are asked to speak with someone in administration. 

 
Rosa Valdez and its staff respect the parents’ role as the child’s first caregiver and 
identify their influence on their children’s academic performance.  We look forward to 
working together with each family to form a community of learning. 
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EMERGENCY PROCEDURES 
 
The objective of this plan is to reduce the possibility of harm to the children, facility and  
visitors to the center in the event of an emergency. Care must be taken to ensure that all  
occupants are aware of the following basic procedures: 
 Become familiar with the location of all stairways and exits (Maps of evacuation routes are 

posted in each classroom). 
 Become familiar with the location of the nearest building fire alarm manual pull stations 

and their operation. 
 Faculty should not attempt to secure or collect personal items during an evacuation. 
 Upon direction/instruction of the alarm or Child Care Director or designee, immediately 

evacuate the building The Director or emergency personnel will identify which safe haven/
assembly area. Take attendance and immediately proceed to the Safe Haven. Each  
classroom will take an emergency bag with emergency information and medications. Upon 
reaching the Safe Haven, the Director, in consultation with the Emergency Personnel will 
determine if parents should be asked to pickup children. The decision to have parents pick 
up their children will be made based on expected time out of the Center or the nature of 
the emergency. The Director will contact the off-site emergency number to notify parents. 
In case of emergencies that do not warrant evacuation outside of the building (natural  
disasters [tornadoes, for example], chemical spills, bombings, etc.), proceed to designated 
shelter-in place. 
Each classroom will post evacuations route maps indicating the following:  

 Primary and secondary routes  

 Locations of the assembly areas  

 Fire Alarm Manual Pull stations  

 Fire extinguishers  

 Fire detection and suppression devices, such as: smoke detectors, heat  
detectors, sprinkler heads, sprinkler control valves 

 The Center Manager will assign a staff member to inspect the Center each morning to  
ensure the following: 

 All exit doors are unlocked and accessible  

 All exit lights are working properly  

 All corridors and doors leading to exits are clear  

 There are no items hanging from sprinkler heads or fire alarm devices  

 Fire alarm devices, extinguishers and sprinkler heads are not obstructed  

 All evacuation maps are in place and current 
 All faculty members will be trained on fire protection and evacuation practices. 
 Fire drills will be conducted monthly. The director will keep a record of all drills. 
 In case of emergency or drill, all personnel should leave the building in an orderly manner 

- Walk, Don’t Run. Teachers should search their rooms and close all doors before leaving. 
Additionally the Director or designee will search all areas within the Center and ensure all 
occupants have been safely evacuated. Teachers will refuse assistance from anyone not 
previously identified as a support person. This does not include Federal Protective Service 
Police or emergency personnel. 

 Physically challenged children will be provided assistance to help exit the building.  
 At the assembly area, teachers will immediately take a head count of each classroom 

group to ensure that everyone is present and accounted for. Head Teachers shall report 
the final head count to the Director or designee. Names of any missing children or missing 
personnel must be given to the Command Center. 

 Parents will not be allowed to remove a child from the custody of the center during the 
evacuation. Once all children are accounted for at the safe haven, parents may be allowed 
to sign out their children. 
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Know Your 
Child Care 

Facility

MyFLFamilies.com/ChildCare

CF/PI 175-24, 03/2014
This brochure was created by the 

Florida Department of Children and Families, 
Office of Child Care Regulation and Background Screening

pursuant to s. 402.3125(5), F.S.,

To report suspected or actual cases of 
child abuse or neglect, please call the 

Florida Abuse Hotline at 1-800-962-2873.

This child care facility is licensed 
accordingto the minimum licensure 
standards included in 
section 402.305, Florida Statutes
(F.S.), and Chapter 65C-22, Florida
Administrative Code (F.A.C.).
License Number: ___________
License Issued on __/__/__
License Expires on __/__/__
For more information regarding 
the compliance history of this child care 
provider, please visit: 
MyFLFamilies.com/childcare

Office of Child Care Regulation
and Background Screening

Office of Child Care Regulation
and Background Screening

More 
information 

and free 
resources:

MyFLFamilies.com/ChildCare

A parent’s role in quality child care is vital:
 ☐ Inquire about the qualifications and 

experience of child care staff, as well   
as staff turnover.

 ☐ Know the facility’s policies and 
procedures.

 ☐ Communicate directly with caregivers.
 ☐ Visit and observe the facility.
 ☐ Participate in special activities, 

meetings, and conferences.
 ☐ Talk to your child about their daily 

experiences in child care.
 ☐ Arrange alternate care for their child 

when they are sick.
 ☐ Familiarize yourself with the child care 

standards used to license the child 
care facility.

Parent’s Role



Quality Caregivers
 ☐ Are friendly and eager to care for children.
 ☐ Accept family cultural and ethnic differences.
 ☐ Are warm, understanding, encouraging, and  

responsive to each child’s individual needs.
 ☐ Use a pleasant tone of voice and freqently hold,  

cuddle, and talk to the children.
 ☐ Help children manage their behavior in a positive, 

constructive, and non-threatening manner.
 ☐ Allow children to play alone or in small groups.
 ☐ Are attentive to and interact with the children.
 ☐ Provide stimulating, interesting, and educational 

activities.
 ☐ Demonstrate knowledge of social and emotional 

needs and developmental tasks for all children.
 ☐ Communicate with parents.

Quality Environments
 ☐ Are clean, safe, inviting, comfortable, child-friendly.
 ☐ Provide easy access to age-appropriate toys.
 ☐ Display children’s activities and creations.
 ☐ Provide a safe and secure environment that fosters 

      the growing independence of all children.

Quality Child Care
Quality child care offers healthy, social, and
educational experiences under qualified supervision
in a safe, nurturing, and stimulating environment. 
Children in these settings participate in daily, 
age-appropriate activities that help develop essential 
skills, build independence and instill self-respect. 
When evaluating the quality of a child care setting, 
the following indicators should be considered:

Quality Activities
 ☐ Are children initiated and teacher facilitated.
 ☐ Include social interchanges with all children.
 ☐ Are expressive including play, painting, drawing, 

story telling, music, dancing, and other varied 
activities.

 ☐ Include exercise and coordination development.
 ☐ Include free play and organized activities.
 ☐ Include opportunities for all children to read, be 

creative, explore, and problem-solve.

Every licensed child care facility must meet
the minimum state child care licensing standards
pursuant to s. 402.305, F.S., and ch.
65C-22, F.A.C., which include, but are not limited
to, the following:

 ☐ Valid license posted for parents to see.
 ☐ All staff appropriately screened.
 ☐ Maintain appropriate transportation vehicles 

      (if transportation is provided).
 ☐ Provide parents with written disciplinary practices 

used by the facility.
 ☐ Provide access to the facility during normal hours 

of operation.
 ☐ Maintain minimum staff-to-child ratios:

Physical Environment
 ☐ Maintain sufficient usable indoor floor space 

for playing, working, and napping.
 ☐ Provide space that is clean and free of litter 

and other hazards.
 ☐ Maintain sufficient lighting and inside 

temperatures.
 ☐ Equipt with age and developmentally 

appropriate toys.
 ☐ Provide appropriate bathroom facilities and 

other furnishings.
 ☐ Provide isolation area for children who 

become ill.
 ☐ Practice proper hand washing, toileting,    

and diapering activities.

Health Related Requirements
 ☐ Emergency procedures that include:

• Posting Florida Abuse Hotline number 
along with other emergency numbers.

• Staff trained in first aid and Infant/Child 
CPR on the premises at all times.

• Fully stocked first aid kit.
• A working fire extinguisher and 
      documented monthly fire drills with          
      children and staff.

 ☐ Medication and hazardous materials are 
inaccessible and out of children’s reach.

Training Requirements
 ☐ 40-hour introductory child care training.
 ☐ 10-hour in-service training annually.
 ☐ 0.5 continuing education unit of approved 

training or 5 clock hours of training in 
early literacy and language development.

 ☐ Director Credential for all facility directors.

General Requirements

Age of Child Child: Teacher Ratio

Infant 
1 year old 
2 year old 
3 year old 
4 year old 
5 year old and up 

4:1
6:1
11:1
15:1
20:1
25:1

Food and Nutrition
 ☐ Post a meal and snack menu that pro-

vides daily nutritional needs of the chil-
dren (if meals are provided).

Record Keeping
 ☐ Maintain accurate records that include:

• Children’s health exam/immunization 
record.

• Medication records.
• Enrollment information.
• Personnel records.
• Daily attendance.
• Accidents and incidents.
• Parental permission for field trips and 

administration of medications.



During the 2009 legislative session, a 
new law was passed that requires child 
care facilities, family day care homes 
and large family child care homes 
provide parents with information 
detailing the causes, symptoms, and 
transmission of the influenza virus 
(the flu) every year during August and 
September.
My signature below verifies receipt of the 
brochure on Influenza Virus, The Flu, A 
Guide to Parents:

Name: ________________________________

Child’s Name: ________________________

Date Received: _______________________

Signature: ____________________________

Please complete and return this portion of 
the brochure to your child care provider, in 
order for them to maintain it in their records.

What should I do if my child  
gets sick?
Consult your doctor and make sure your child gets 
plenty of rest and drinks a lot of fluids. Never give 
aspirin or medicine that has aspirin in it to children 
or teenagers who may have the flu.  

CAll oR TAke youR ChIlD To A 
DoCToR RIGhT AWAy IF youR ChIlD:

•   Has a high fever or fever that lasts a long time
•   Has trouble breathing or breathes fast
•   Has skin that looks blue
•   Is not drinking enough
•   Seems confused, will not wake up, does not 

want to be held, or has seizures (uncontrolled 
shaking)

•   Gets better but then worse again
•   Has other conditions (like heart or lung 

disease, diabetes) that get worse

What can I do to prevent the 
spread of germs?
The main way that the flu spreads is in respiratory 
droplets from coughing and sneezing.  This can 
happen when droplets from a cough or sneeze of an 
infected person are propelled through the air and 
infect someone nearby.  Though much less frequent, 
the flu may also spread through indirect contact with 
contaminated hands and articles soiled with nose and 
throat secretions.  To prevent the spread of germs:

•   Wash hands often with soap 
and water.

•   Cover mouth/nose during 
coughs and sneezes.  If 
you don’t have a tissue, 
cough or sneeze into your 
upper sleeve, not your 
hands.

•   Limit contact with people 
who show signs of illness.

•   Keep hands away from the 
face.  Germs are often 
spread when a person 
touches something that is 
contaminated with germs 
and then touches his or 
her eyes, nose, or mouth.

When should my child 
stay home from child care?
A person may be contagious and able to spread 
the virus from 1 day before showing symptoms 
to up to 5 days after getting sick.  The time frame 
could be longer in children and in people who don’t 
fight disease well (people with weakened immune 
systems).  When sick, your child should stay at home 
to rest and to avoid giving the flu to other children and 
should not return to child care or other group setting 
until his or her temperature has been normal and has 
been sign and symptom free for a period of 24 hours.

For additional helpful information about the dangers of the flu and how to protect 
your child, visit: http://www.cdc.gov/flu/  or  http://www.immunizeflorida.org/

how can I protect my child  
from the flu?  
A flu vaccine is the best way to protect against 
the flu.  Because the flu virus changes year 
to year, annual vaccination against the flu is 
recommended.  The CDC recommends that all 
children from the ages of 6 months up to their 
19th birthday receive a flu vaccine every fall or 
winter (children receiving a vaccine for the first 
time require two doses).  You also can protect 
your child by receiving a flu vaccine yourself. 
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“The Flu”  
A Guide  

for Parents

For additional information, please visit  
www.myflorida.com/childcare or contact your 

local licensing office below:

This brochure was created by the Department of Children and 
Families in consultation with the Department of Health.

CF/PI 175-70, June 2009

What is the influenza (flu) virus?
Influenza (“the flu”) is caused by a virus which 
infects the nose, throat, and lungs. According to 
the US Center for Disease Control and Prevention 
(CDC), the flu is more dangerous than the common 
cold for children.  Unlike the common cold, the 
flu can cause severe illness and life threatening 
complications in many people.  Children under 5 who 
have the flu commonly need medical care.  Severe flu 
complications are most common in children younger 
than 2 years old.  Flu season can begin as early as 
October and last as late as May.

how can I tell if my child has a cold, 
or the flu?  
Most people with the flu feel tired and have fever, 
headache, dry cough, sore throat, runny or stuffy 
nose, and sore muscles.  Some people, especially 
children, may also have stomach problems and 
diarrhea.  Because the flu and colds have similar 
symptoms, it can be difficult to tell the difference 
between them based on symptoms alone. In 
general, the flu is worse than the common cold, 
and symptoms such as fever, body aches, extreme 
tiredness, and dry cough are more common and 
intense.  People with colds are more likely to have a 
runny or stuffy nose. Colds generally do not result 
in serious health problems, such as pneumonia, 
bacterial infections, or hospitalizations.
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