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Welcome to Southwest Child Care 
Early Learning Centers

Southwest Child Care Early Learning Centers are nationally accredited, 
locally owned and operated child development programs dedicated to 
providing excellence in the care of children. 

We have been serving the families of Albuquerque with reliable, qual-
ity care and education since 1986. We received the Albuquerque Cham-
ber of Commerce Maxi Anderson Small Business of the Year Award for 
2002 and the Quality New Mexico Piñon Recognition in 2002 and 2003.
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CoPYRight NotiCE

©2013 Southwest Child Care, inc. All rights reserved. Printed in the united States of America. Except as permitted 
under the united States Copyright Act of 1976, and amended thereafter, no part of this publication may be repro-
duced or distributed in any form or by any means, or stored in a data base or retrieval system without prior written 
permission of the author, except for inclusion of brief quotations in a review.
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OUR MISSION

Please bring questions, suggestions or problems directly 
to the Center director, not your child’s teacher. in the 
absence of your Center director, please contact our Ex-
ecutive director by phone, mail, or e-mail:

Executive Director
Southwest Child Care Early Learning Centers
sc@swchildcare.com

11800 Lomas Boulevard NE, 87112 294-2233
2626 texas Street NE, 87110  293-2626
4802 Wyoming Boulevard NE, 87111 296-3121

Visit our website at www.southwestchildcare.com

At Southwest Child Care Early Learning 

Centers, we are committed to nurturing 

a love of learning in all forms at all 

ages by providing children, families, 

and teachers with a constant source of 

support in a loving, safe and educational 

environment where every child is 

welcome, wanted and worthwhile.

Welcome to Southwest Child Care  
Early Learning Centers

Southwest Child Care Early Learning Centers are na-
tionally accredited, locally owned and operated child de-
velopment programs dedicated to providing excellence 
in the care of children. 

We have been serving the families of Albuquerque 
with reliable, quality care and education since 1986. We 
received the Albuquerque Chamber of Commerce Maxi 
Anderson Small Business of the Year Award for 2002 
and the Quality New Mexico Piñon Recognition in 2002 
and 2003.

Southwest Child Care Early Learning Centers has three 
locations to serve you in Northeast Albuquerque:
+ Lomas Blvd. near Juan tabo Blvd.
+ texas Street near Menaul Blvd. and Pennsylvania St.
+ Wyoming Blvd. near Montgomery Blvd.

Each of our centers boasts large, well-equipped class-
rooms. We are proud of our beautiful, over-sized play-
grounds with plenty of shade.

We also offer FlexCare,™ a unique system for cus-
WRPL]LQJ�FKLOG�FDUH� WR�¿W�\RXU�VFKHGXOH� LQFOXGLQJ�HYH-
nings, nights, and weekends. Please ask your Center 
director if you would like more information about our 
FlexCare program.

it is our desire to exceed your expectations in pro-
viding quality care and education for your child. Being 
a well-informed parent helps make this happen. Please 
read this handbook carefully and refer to it throughout 
your child’s time at Southwest Child Care Early Learn-
ing Centers. it is full of information for you regarding 
our policies and procedures as well as helpful tips for 
making your child’s time with us a joyful experience.

WELCOME
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+ Highly-trained Staff 
All of our staff have completed the state-required 
45-hour class (or the equivalent) and are required to 
receive 36 hours of continuing education per year; 
that is more than the state requirement of 24 hours per 
year. We close our centers three days per year for full-
day trainings. We also assist staff members who are 
working towards an Early Childhood degree.

/LFHQVLQJ�DQG�3URIHVVLRQDO�$IÀOLDWLRQV
Southwest Child Care Early Learning Centers comply 
with all New Mexico rules and regulations governing 
child care facilities. A copy of the New Mexico Child 
Care Regulations is available at all times in the center’s 
RI¿FH�� ,I�\RX�ZRXOG� OLNH� WR� UHYLHZ�WKLV�GRFXPHQW�� IHHO�
free to ask the Center director.

We are nationally accredited by the Nation-
al Early Childhood Program Accreditation (NEC-
PA). NECPA offers an objective look at all aspects 
of our program using researched, reliable and val-
id measures of high-quality standards. this pro-
motes best practices and ensures a consistent level 
of quality for our customers. (www.necpa.net 2013)

:H� ZHUH� VHOHFWHG� WR� EH� DQ� RI¿FLDO� 1HZ� 0H[LFR� 
Pre-k Site in 2007. Each center offers New Mexico Pre-
k to eligible children.

our owner is the founding member and past presi-
dent of the New Mexico Child Care & Education Asso-
ciation (NMCCEA.) NMCCEA contributes leadership, 
professional development, advocacy and public-private  
sector initiatives to New Mexico’s early care and educa-
tion programs. 

“Research on early childhood educa-

tion shows that high-quality child care 

experiences support the development 

of social and academic skills that facili-

tate children’s later success in school. 

There is also mounting evidence that 

close relationships between teachers 

and children are an important part 

of creating high-quality care environ-

ments and positive child outcomes.”  

Jacqueline Zeller, PhD.

Quality Defines Us
in keeping with our mission statement, we have a docu-
mented commitment to quality. in addition to earning 
multiple business awards and recognitions, we also 
maintain the highest standards of the State of New Mex-
ico’s Star Rating System with a 5-Star rating and are 
nationally accredited by the National Early Childhood 
Program Accreditation (NECPA.)

high-quality early childhood programs have  
the following features:

+ Low adult-child ratios 
As part of our accreditation standards, our ratios are 
kept below the state requirements.

+ Developmentally-appropriate curriculum 
We use the highScope Curriculum. See pages 19-22.

+ Positive relationships between children, 
caregivers, and families are a priority. 
in addition to daily interactions, we offer several  
opportunities for staff and families to gather 
throughout the year.

+ Written Policies and Procedures 
Please read about these in this handbook.

+ National Accreditation 
We have been nationally accredited since 1997.

QUALITY CARE
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PHILOSOPHY

you drop off or pick up your child, ask the staff how your 
child is doing. Ask your child what he/she liked about 
his/her day at the center. 

Let us know how we can help.
if you are experiencing a hardship or have concerns about 
your child’s well-being, please speak with the Center di-
rector. She will honor your privacy and help in any way 
she can. if we are unable to help you directly, we are 
familiar with many different agencies and resources that 
may be able to serve your needs.

According to child development experts and brain devel-
opment researchers, what children need most in an early 
child care and education program is a stable relationship 
with a caring, well-trained adult. Meaningful relation-
ships play a critical role in a child’s development includ-
ing the development of a positive self-concept. 

At Southwest Child Care Early Learning Centers, our 
highly-trained staff strives to develop positive relationships 
with each child and his or her family. they provide a warm, 
nurturing, and responsive environment so that all children 
will feel free to explore and discover at their own pace.

our classrooms and curriculum promote imagination, 
creativity, and exploration. Children are encouraged to 
learn and develop through play and other hands-on expe-
riences. We place an emphasis on the process of an activ-
ity rather than the product, and we encourage children to 
be as independent as possible. All of these components 
work together to foster intellectual, social, physical, 
emotional, and language development. 

We put a tremendous effort into making Southwest 

the following tips will help you and your child build a 
successful relationship with Southwest Child Care Early 
Learning Centers:

Introduce your child to our center. 
it is important to us that your child experiences an easy 
transition into our center. We encourage you to bring 
your child in to visit their classroom and meet their 
WHDFKHUV�EHIRUH�WKHLU�¿UVW�GD\��(YHU\�FKLOG�DGMXVWV�GLIIHU-
ently to new situations. if your child needs extra support 
with the transition, our teachers are experts at comfort-
ing them and getting them settled in to the daily routine. 
We appreciate any insights you have about your child 
that will make the transition smooth for your child. We 
ask that you bring in a small poster containing photos of 
your child’s loved ones to post in his/her classroom. You 
child is also welcome to bring a special blankie or cuddly 
for nap time.

Be Aware/Read!  
Read this handbook and be aware of our policies and 
procedures. Each center has a ‘parent board’ located near 
our check-in area that contains important information 
about each center. We also often post notices of upcom-
ing events, center closings, etcetera, on the front doors 
and near the check-in area. Watch for new notices as you 
enter and leave the building. A monthly parent newslet-
WHU�LV�DYDLODEOH�LQ�WKH�IURQW�RI¿FH�DQG�E\�HPDLO��

Communicate!  
Communicate with your child’s teacher and the Center 
director about any changes occurring in your child’s life 
that might affect his/her behavior, mood or health. State 
licensing regulations require that you communicate any 
changes in your contact information to ensure we can 
always reach you in case of illness or emergency. When 

HELPFUL HINTS
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ENROLLMENT
Your individual child care needs must be arranged in 

advance with the Center director and are based on space 
availability. Attendance on an unscheduled day is not 
permitted. if you need child care on a day that your child 
does not normally attend, you must speak to the Center 
director in advance to discuss availability and additional 
charges. We will make every effort to accommodate you.

New Mexico State Law requires that all children be 
properly immunized. Proof of immunization MuSt be 
SUHVHQWHG�SULRU�WR�RU�RQ�WKH�¿UVW�GD\�RI�D�FKLOG¶V�DWWHQ-
dance. Parents must provide Southwest Child Care Early 
Learning Centers with updated immunization informa-
tion whenever new shots are received. 

Southwest Child Care Early Learning Centers re-
serves the right to dismiss any parent or child at any time 
with or without cause.

Continued enrollment at Southwest Child Care Early 
Learning Centers is contingent upon the parents’, the 
emergency contact persons’, and the child’s adherence to 
the policies and procedures of Southwest Child Care Early 
Learning Centers as outlined in this handbook including, 
but not limited to, timely payment of all fees and tuition.

Parents are required to notify Southwest Child Care 
Early Learning Centers immediately should any of the in-
formation collected at the time of enrollment, or any time 
thereafter, change. Failure to do so may result in the child be-
ing disenrolled from the program and forfeiture of any fees.

All records and personal information are considered 
FRQ¿GHQWLDO�DQG�DUH�WUHDWHG�DV�VXFK�

in the event you must disenroll your child for any reason, 
you must provide a two-week written notice to your Cen-
ter director. Failure to give a two-week written notice will 
result in you being charged for two weeks’ tuition. tuition 
refunds are not given for unused time upon withdrawal.

Child Care Early Learning Centers a place where every 
child is welcome, wanted and worthwhile. Building pos-
itive, trusting relationships with our families is an impor-
tant part of this effort. We have an open-door policy for 
families of enrolled children only. We invite you to drop 
in unannounced at any time. 

We also welcome any ideas you may have to make 
Southwest Child Care Early Learning Centers the best 
programs in Albuquerque. We value your feedback as a 
key component of our continuous quality improvement. 
Feel free to leave suggestions and comments in our sug-
gestion boxes, on our website, or by speaking directly 
with your Center director. 

Enrollment Process

Southwest Child Care Early Learning Centers admits chil-
dren from 6 weeks to 12 years of age. Enrollment shall 
be granted without regard to a child’s race, color, creed, 
religion, national origin, gender, or disability; and without 
regard to a parent or guardian’s race, color, creed, religion, 
age, national origin, gender, pregnancy or disability.

Parents can apply for enrollment of their child in 
Southwest Child Care Early Learning Centers by com-
pleting the Enrollment Application. initial enrollment 
is contingent upon receipt of the completed enrollment 
application packet, immunization records, signed Fam-
ily handbook receipt, registration fee, and initial tuition 
payment. the packet contains several forms that must 
EH�¿OOHG�RXW�FRPSOHWHO\��GDWHG��VLJQHG�E\�HDFK�SDUHQW�RU�
guardian, and submitted before your child can be admit-
ted to any of our centers. if you are enrolling in Southwest 
Child Care Early Learning Centers solely for the purpose 
of attending our NM Pre-k program, you will still be re-
TXLUHG�WR�¿OO�RXW�RXU�HQWLUH�HQUROOPHQW�SDFNHW�DV�ZHOO�DV�D�
few additional forms required by our NM Pre-k program. 

We offer a variety of programs including full- and 
part-time schedules, and our FlexCare™ program is de-
signed to meet your unique childcare needs during non-
traditional work hours. Children who regularly attend 
Southwest Child Care Early Learning Centers part-time 
in the mornings must be picked up by 12:30 p.m., and 
children who attend part-time in the afternoons must not 
be dropped off any earlier than 12:00 noon. in an effort 
WR�PDLQWDLQ�D�TXDOLW\�SURJUDP�DQG�SURSHU�VWDI¿QJ��SOHDVH�
notify your Center director if your child will be absent 
on a scheduled day of attendance. 
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months. tuition doES Not include occasional fees for 
¿HOG�WULSV��VSHFLDO�SURMHFWV��DQG�H[WUDFXUULFXODU�DFWLYLWLHV�

there is no credit given for vacations, scheduled school 
holidays, child illness, or for closings due to emergency sit-
uations, inclement weather or acts of god. however, each 
family is eligible to receive a one-week vacation credit per 
year after your child has attended Southwest Child Care 
Early Learning Centers for four (4) months. this credit 
ZLOO�UHÀHFW�WKH�FKLOG¶V�QRUPDO�DWWHQGDQFH�ZHHN��7KLV�FUHGLW�
may not be carried over and must be used during the year it 
is accrued. You must notify the center in writing at least one 
week in advance in order to receive this credit. Attendance 
on credited vacation days is not allowed. Children en-
rolled for summer only are not eligible for vacation credit. 

All custodial parents and/or legal guardians are re-
quired to sign a Fee Agreement prior to enrollment of 
their child in Southwest Child Care Early Learning Cen-
ters. Parents are required to indicate to whom all billing 
information and correspondence are to be addressed. 

Southwest Child Care Early Learning Centers re-
serves the right to revise its fees and/or policies. 

Before- and After-School Program Charges
if you are enrolling your child in our before- and after-
school program, your child will receive care before and af-
ter school. Not all schools have the same hours of operation. 
Please check with your Center director if you have ques-
tions about the hours of your child’s before and after care.

When an elementary school is closed for any reason 
(i.e. holidays, snow days, teacher conference days, in-
service training days, spring break, etc.), you may make 
arrangements with the Center director to bring your child 
for extra time. these arrangements must be made in ad-
vance in order for us to schedule additional staff. there 
will be an additional charge for the extra child care pro-
vided. Check with the Center director for current rates.

in the event you must disenroll your child for any rea-
son, you must provide a two-week written notice to your 
Center director. Failure to give a two-week notice will 
result in you being charged for two weeks’ tuition. tuition 
refunds are not given for unused time upon withdrawal.

Late/Missing Payments
A late fee of $10 per day will be charged for past-due ac-
counts. Non-payment of tuition is grounds for immediate 
dismissal from the program. timely payments are essen-
tial for continued enrollment at Southwest Child Care Ear-
ly Learning Centers. Your child will not be accepted into 

Enrollment/Registration Fees
A registration fee is due upon enrollment. this bi-annual 
registration fee is due June 1st and September 1st of each 
year. Registration fees are non-refundable. the registra-
tion fee is transferable should you need to transfer your 
child to another Southwest Child Care Early Learning 
Center. Ask us about our Parent Choice program.

At the time of enrollment, you will be issued a key 
fob for our secure entry system. You will be required to 
leave a deposit which will be partially refunded when 
the fob is returned in good condition upon disenrollment 
from the center. 

Children who will be napping or resting at the center 
must purchase a sleeper mat from Southwest Child Care 
Early Learning Centers. these mats are yours to keep at 
time of disenrollment.

Tuition
All tuition is due and payable in advance. upon registra-
tion, you may choose to pay either monthly or weekly. 
Choosing to pay monthly provides a discount to you. 
0RQWKO\� WXLWLRQ� LV� GXH� LQ� IXOO� RQ� WKH� ¿UVW� GD\� RI� HDFK�
month and is considered late after the 3rd of each month. 
:HHNO\�WXLWLRQ�LV�GXH�RQ�WKH�¿UVW�GD\�RI�HDFK�ZHHN�DQG�LV�
considered late after tuesday. Any changes in payment 
arrangements must be submitted in writing, approved, 
and signed by the Center director prior to taking effect.

'XH�WR�¿[HG�FRVWV�DYHUDJHG�RYHU�D�FDOHQGDU�\HDU��WKHUH�
is No reduction in tuition for holidays. tuition charges 
for these holidays will be calculated as though the child 
will be present if it is the child’s regularly scheduled day 
of attendance.

All tuition and fees include meals, transportation to 
and from public school during the school year, Flex-
Care™ transportation, and swimming in the summer 

PAYMENT
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PRIVACY
Confidentiality

Within Southwest Child Care Early Learning Centers, 
FRQ¿GHQWLDO� DQG� VHQVLWLYH� LQIRUPDWLRQ� ZLOO� RQO\� EH�
shared with employees of Southwest Child Care Early 
Learning Centers who have a “need to know” in order to 
PRVW�DSSURSULDWHO\�DQG�VDIHO\�FDUH�IRU�\RXU�FKLOG��&RQ¿-
dential and sensitive information about staff, other par-
ents and/or children will not be shared with parents as 
Southwest Child Care Early Learning Centers strives to 
SURWHFW� HYHU\RQH¶V� ULJKW� WR� SULYDF\��&RQ¿GHQWLDO� LQIRU-
mation includes, but is not limited to: names, addresses, 
phone numbers, disability information, health-related in-
formation, and behavior/discipline information regard-
ing anyone associated with Southwest Child Care Early 
Learning Centers. 

outside of Southwest Child Care Early Learning 
&HQWHUV��FRQ¿GHQWLDO�DQG�VHQVLWLYH� LQIRUPDWLRQ�DERXW�D�
child will only be shared when the parent of the child has 
given express written consent, except where otherwise 
provided for by law. 

You may observe children at our center who have 
varying abilities or who exhibit behavior that may ap-
pear inappropriate (i.e. biting, hitting, and spitting). You 
may be curious or concerned about the other child. our 
&RQ¿GHQWLDOLW\� 3ROLF\� SURWHFWV� HYHU\� FKLOG¶V� SULYDF\��
Employees of Southwest Child Care Early Learning 
Centers are strictly prohibited from discussing anything 
about another child with you.

$Q\� SDUHQW� ZKR� YLRODWHV� WKH� &RQ¿GHQWLDOLW\� SROLF\�
will not be permitted on center property thereafter. this 
may require an alternate pick-up person or disenrollment 
of your child.

the center if your account is more than three days past due. 
Repeated late payments will result in disenrollment. if you 
DQWLFLSDWH�GLI¿FXOW\�ZLWK�SD\LQJ�RQ� WLPH��SOHDVH�GLVFXVV�
the matter with the Center director immediately. You may 
be asked to make your request in writing. if alternative ar-
UDQJHPHQWV�IRU�SD\PHQW�DUH�DSSURYHG��\RX�ZLOO�EH�QRWL¿HG�
by the Center director. if it becomes necessary to submit an 
account for collection and legal action, all court and collec-
tion fees will be added to the balance owed on the account.

State Subsidies
Southwest Child Care Early Learning Centers accept 
families on state-subsidized contracts. All contracts must 
be full-time. Families are responsible for a co-payment 
which is determined by their state caseworker, as well as 
registration fees and all applicable taxes. All tuition poli-
cies stated above do apply.

Parents of a subsidized child must complete all re-
quired paperwork on time to continue enrollment at 
Southwest Child Care Early Learning Centers. Parents 
of subsidized children are also required to sign a fee 
agreement, agreeing to be personally responsible for the 
payment of tuition, in the event they become ineligible to 
receive child care subsidies.

Discounts
Southwest Child Care Early Learning Centers offers 
a multiple child discount for one or more siblings en-
rolled at the same time. the youngest sibling pays the 
full tuition rate and registration fee, and each addi-
tional child’s tuition and registration fee is discounted. 
discounts are only applicable when tuition payments 
are made on time. the full tuition rate, plus any addi-
tional late fees will be charged when tuition payments 
are late as per the late tuition policy stated above. 

Forms of Payment
Southwest Child Care Early Learning Centers accepts 
Cash, Check, MasterCard, Visa, Cashier’s Check and Mon-
ey orders. All cash payments must be handed directly to 
the Center director or Assistant Center director. Receipts 
will be given for tuition payments made by cash or credit 
card. it is your responsibility to save your receipt in case of 
discrepancy. do not pay cash without receiving a receipt. 
All checks are entered as an Electronic Funds transfer and 
funds may be withdrawn from your account immediately. 
if your check is declined, an alternate form of payment is 
required before the due date or standard late fees will apply. 
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CONDUCT
Parent Code of Conduct
Southwest Child Care Early Learning Centers requires 
the parents of enrolled children at all times, to behave in 
a manner consistent with decency, courtesy, and respect. 
one of the goals of Southwest Child Care Early Learn-
ing Centers is to provide the most appropriate environ-
ment in which a child can grow, learn and develop. 

Achieving this ideal environment is not only the re-
sponsibility of the employees of Southwest Child Care 
Early Learning Centers, but is also the responsibility 
of each and every parent or adult who enters the center. 
Parents are required to behave in a manner that fosters 
this ideal environment. it is our expectation that the staff 
treat all children and parents with respect and courtesy. it 
is also our expectation that you, as parents, treat our staff 
and children with respect and courtesy. Parents who vio-
late the Parent Code of Conduct will not be permitted on 
center property thereafter. this may require an alternate 
pick-up person or disenrollment of your child.

Prohibited Items
Smoking, tobacco use, Firearms, and other weapons are 
prohibited on center property at all times.

Swearing/Cursing
No parent or adult is permitted to curse or use other inap-
propriate language on center property at any time whether 
in the presence of a child or not. Such language is consid-
ered offensive by many people and will not be tolerated. 
if a parent or adult feels frustrated or angry, it is more 
appropriate to verbally express the frustration or anger 
using non-offensive language. At No time shall inappro-
priate language be directed toward members of the staff. 

9LRODWLRQV�RI�WKH�&RQÀGHQWLDOLW\�3ROLF\
our staff takes very seriously the responsibility of main-
WDLQLQJ�WKH�FRQ¿GHQWLDOLW\�RI�DOO�SHUVRQV�DVVRFLDWHG�ZLWK�WKH�
Southwest Child Care Early Learning Centers. Parents must 
understand the implications of this responsibility. Parents 
QHHG�WR�UHFRJQL]H�WKDW�WKH�&RQ¿GHQWLDOLW\�3ROLF\�QRW�RQO\�
applies to their child or family, but all children, families 
and employees associated with Southwest Child Care Ear-
ly Learning Centers. Any parent who shares any informa-
WLRQ�FRQVLGHUHG�WR�EH�FRQ¿GHQWLDO��RU�SUHVVXUHV�HPSOR\HHV�
or other parents for information which is not necessary for 
them to know, will be considered to be in violation of the 
&RQ¿GHQWLDOLW\�3ROLF\��3OHDVH�VHH�SDJH���IRU�WKH�IXOO�SROLF\�

Abuse or Neglect

Mandated Reporting of Suspected  
Child Abuse and/or Neglect
the employees of Southwest Child Care Early Learning 
Centers are considered mandated reporters under the Child 
Protective Services Act. Mandated reporters are required 
to report any suspicion of abuse or neglect to the appropri-
ate authorities. the employees of Southwest Child Care 
Early Learning Centers are not required to discuss their 
suspicions with parents prior to reporting the matter to the 
appropriate authorities, nor are they required to investigate 
the cause of any suspicious marks, behavior or condition 
prior to making a report. under the Act, mandated report-
ers can be held criminally responsible if they fail to report 
suspected abuse or neglect. We at Southwest Child Care 
Early Learning Centers take this responsibility very seri-
ously and will make all warranted reports to the appropriate 
authorities. the Child Protective Services Act is designed 
to protect the welfare and best interest of all children.

As mandated reporters, the staff of Southwest Child 
Care Early Learning Centers cannot be held liable for 
reports made to Child Protective Services which are de-
termined to be unfounded, provided the report was made 
in “good faith.”
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Confrontational Interactions with Employees, 
Other Parents or Adults, or Children
While it is understood that parents will not always agree 
with the employees of Southwest Child Care Early 
Learning Centers or the parents of the other children, it 
is expected that all disagreements be handled in a calm 
and respectful manner. Confrontational interactions are 
strictly prohibited. Additionally, threats of any kind will 
not be tolerated. Parents must be responsible for and in 
control of their behavior at all times.

Physical/Verbal Punishment of  
Your Child or Other Children 
While Southwest Child Care Early Learning Centers does 
not support nor condemn corporal punishment of chil-
dren, such acts are not permitted in the child care facility. 
Parents are always welcome to discuss a behavior issue 
with the teacher and to seek advice and guidance regard-
ing appropriate and effective disciplinary procedures. 

Parents are prohibited from addressing, for the pur-
pose of correction or discipline, a child that is not their 
own. of course, no parent or other adult may physically 
punish another parent’s child. if a parent should witness 
another parent’s child behaving in an inappropriate man-
ner, or is concerned about behavior reported to them by 
their own child, it is appropriate for the parent to direct 
their concern to the Center director.

Furthermore, it is wholly inappropriate for one parent 
to seek out another parent to discuss their child’s inappro-
priate behavior. All behavior concerns should be brought 
to the Center director’s attention. Although you may be 
curious as to the outcome of such a discussion, teachers 
and/or the Center director are strictly prohibited from 
discussing anything about another child with you. All 
children enrolled in our agency have privacy rights and 
DUH�IXUWKHU�SURWHFWHG�E\�RXU�&RQ¿GHQWLDOLW\�3ROLF\��<RX�
may be assured that we will not discuss anything about 
your child with another parent or adult visiting the center.

Smoking
For the health of all Southwest Child Care Early Learn-
ing Centers employees, children and associates, smoking 
is prohibited anywhere on center property. Parents are 
prohibited from smoking in the building, on the grounds, 
and in the parking lot of Southwest Child Care Early 
Learning Centers. Parents who are smoking in their 
cars must dispose of the cigarette prior to entering the 
parking lot. do not dispose of your cigarette butts in our 

parking lot. the wind blows these onto our playground, 
and the youngest children pick them up and put them in 
WKHLU�PRXWKV��/LWWHULQJ�¿QHV�ZLOO�DSSO\�

Littering
the staff works to maintain a clean, safe learning environ-
ment for your child. Please help us keep the centers clean, 
inside and out, by not littering on center property. this 
includes, but is not limited to, cigarette butts (often thrown 
down while still lit which poses a huge safety issue,) snack 
wrappers, paper cups, and other miscellaneous pieces of 
trash. We have rubbish bins inside and outside the build-
ings. Please dispose of unwanted items in the bins or face 
a stiff penalty. Fines for littering will be added to your 
bill, and late fees will apply. thank you for not putting us 
in the position of having to enforce these additional fees 
by disposing of your trash in the appropriate receptacle.

Safety Procedures
Parents are required to follow all safety procedures at 
all times. these procedures are designed not as mere in-
conveniences, but to protect the welfare and best interest 
of the employees, children and associates of Southwest 
Child Care Early Learning Centers. Please be particularly 
mindful of Southwest Child Care Early Learning Centers’ 
secure entrance procedures. do not allow unauthorized 
individuals into the center. holding the door open for the 
person following you is polite; however that person may 
not be authorized to enter the premises. Be alert and mind-
ful. if the person behind you does not have a fob of their 
own, please do not use your fob. instead, ring the buzzer 
for a safer entrance. immediately report any breaches to 
the Center director.

Parent-Teacher Relationships
Parents are prohibited from soliciting any staff member 
for the purpose of employment. Employment refers to 
any relationship outside of the centers’ services which 
involves an employee of Southwest Child Care Early 
Learning Centers to interact with a current or former 
client of Southwest Child Care Early Learning Centers. 
Such relationships include, but are not limited to, baby-
sitting, house-sitting, mother’s helper, nanny, and car-
pooling regardless of whether or not those services are 
voluntary or paid. our teachers and staff are prohibited 
from fraternizing with clients.
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Dismissal
Southwest Child Care Early Learning Centers re-
serves the right to dismiss any child at any time, with 
or without cause.

Any tuition balances remaining after 30 days will be 
referred to the agency’s legal counsel for collection.

the Center director or designee will gather your child’s 
belongings at the time of dismissal. Parents are required 
to leave center property in a calm and respectful man-
ner immediately. Southwest Child Care Early Learning 
Centers will request assistance from local police should 
any parent become disruptive and/or uncooperative.

A dismissed child and his/her parents are required to 
call and request an appointment with the Center director if 
they wish to return to center property following a dismiss-
al. Appointments are made at the discretion of the Center 
director and are not a right of the dismissed child or parent.

Following a dismissal, any parent or child who ha-
rasses, threatens or in any manner causes harm to anyone 
DI¿OLDWHG�ZLWK�WKH�DJHQF\�E\�FDOOLQJ��ZULWLQJ��RU�DQ\�RWK-
er means, will be prosecuted to the fullest extent of the 
law by Southwest Child Care Early Learning Centers.

Arrival & Departure

Southwest Child Care and Early Learning Centers have 
a secure entry system that utilizes a key fob to control 
access to our buildings. this allows enrolled families to 
have the ability to enter the buildings freely. Without a 
key fob, visitors and families must ring the doorbell and 
be ‘buzzed’ in. We ask that you do not allow anyone to 
enter the building while you are coming or going. Please 
allow them to use their own fob or be ‘buzzed in’ by the 
Center director. this will help prevent unauthorized vis-
itors and protect the safety of all the children and staff. 
Any breaches of security should be immediately report-
ed to the Center director. key fobs are issued at the time 
of enrollment. Please see page 8 for more information.

Children may not enter or leave the building without 
an adult. upon arrival and departure, the adult dropping 
off or picking up the child must sign the child into and 
out of care using our ProCare touchscreen or alternative 
provided by the center. this is a state licensing regula-
tion. if you need assistance with this requirement, please 
speak to the Center director.

When arriving, children are required to be escorted to 
their designated classroom by the adult dropping them 

Parents’ Right to Immediate Access
Parents of a child in our care are entitled to immediate 
access, without prior notice, to their child whenever they 
are in care at Southwest Child Care Early Learning Cen-
ters as provided by law. 

in cases where the child is the subject of a court or-
der (e.g., Custody order, Restraining order, or Protection 
from Abuse order) Southwest Child Care Early Learning 
&HQWHUV�PXVW� EH� SURYLGHG�ZLWK� D�&HUWL¿HG�&RS\� RI� WKH�
most recent order and all amendments thereto. the orders 
of the court will be strictly followed unless the custodial 
parent(s) requests a more liberal variation of the order in 
writing. in the case where both parents are afforded shared/
joint custody by order of the court, both parents must sign 
the request for more liberal interpretation of the order. 

,Q�WKH�DEVHQFH�RI�D�FRXUW�RUGHU�RQ�¿OH�ZLWK�6RXWKZHVW�
Child Care Early Learning Centers, both parents shall be 
afforded equal access to their child as stipulated by law. 
Southwest Child Care Early Learning Centers cannot, 
without a court order, limit the access of one parent by 
request of the other parent, regardless of the reason. if a 
situation presents itself where one parent does not want 
the other parent to have access to their child, Southwest 
Child Care Early Learning Centers suggests that the par-
ent keep the child with them until a court order is issued, 
since our rights to retain your child are secondary to 
the other parent’s right to immediate access. Southwest 
Child Care Early Learning Centers staff will contact the 
ORFDO�SROLFH�VKRXOG�D�FRQÀLFW�DULVH�

Visitors are asked to schedule appointments with the 
Center director and are allowed in the child care facility 
only at the discretion of the Center director. An employ-
ee of Southwest Child Care Early Learning Centers will 
accompany visitors at all times, throughout the center.

PROCEDURES
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providers should be aware to best meet the needs of your 
child throughout the day.

Late Pick-Up
You must pick up your child promptly at the center’s 
closing time. A late fee of $1.00 per minute per child 
will be assessed past closing time. Excessive tardiness 
will result in disenrollment of your child. Legal authori-
ties will be contacted for children left at Southwest Child 
Care Early Learning Centers longer than one hour past 
closing time. this policy includes children who are en-
rolled for NM Pre-k only and are not picked up by 12:00 
noon, as well as children who are enrolled in our regu-
lar program for mornings only and are not picked up by 
������S�P��&KLOGUHQ�ZKR�DUH�QRW�VSHFL¿FDOO\�HQUROOHG�LQ�
our FlexCare™ program may not stay past closing; fees 
will apply despite the presence of staff and other children.

1RWLÀFDWLRQ�RI�$EVHQFH
Parents are required to inform the center as soon as pos-
sible if a child will not be at the center on a scheduled 
day. this will enable the center to more effectively main-
tain appropriate ratios and help the classroom teacher ef-
fectively plan for the day. 

if your child is ill, we request that you notify the cen-
ter director not only of the absence but also of the nature 
of the illness. this enables our staff to keep track of any 
illnesses which may occur at our school. this informa-
tion will only be shared with staff on a “need to know” 
basis. if your child has a communicable disease, we ask 
that you share the diagnosis with the Center director 
so that the parents of the children in the school may be 
QRWL¿HG� WKDW� D� FRPPXQLFDEOH� GLVHDVH� LV� SUHVHQW�� 2QFH�
again, only the communicable disease information will 
be shared. Southwest Child Care Early Learning Centers 
will take all measures necessary to protect your child’s 
FRQ¿GHQWLDOLW\��3DUHQWV�DUH�QRW�UHTXLUHG�WR�GLVFORVH�WKLV�
information by law, and your continued enrollment will 
not be based whatsoever on your decision to share, (or 
not) the reason for your child’s absence from school.

Persons Appearing to be Impaired by 
Drugs/Alcohol at Time of Pick-Up
the staff of Southwest Child Care Early Learning Centers 
will contact the other custodial parent should a parent ap-
pear to the staff of Southwest Child Care Early Learning 
&HQWHUV�WR�EH�XQGHU�WKH�LQÀXHQFH�RI�GUXJV�DQG�RU�DOFRKRO��
the parent’s right to immediate access does not permit 

off. State regulations require children to be supervised 
at all times while in the child care facility; please do not 
send your child to his/her classroom alone. State regula-
tions also require every person to wash their hands upon 
entering a classroom; therefore parents must help chil-
dren put away their belongings, wash the child’s hands 
as well as their own, and help the child get settled for the 
day. this same procedure must be followed if a child is 
picked up and returned in the middle of the day.

Some children exhibit separation anxiety when it 
is time for their parent to leave. Southwest Child Care 
Early Learning Centers believes it is best for parents to 
tell the anxious child upon arrival that after all of the 
child’s things are put away, the parent will kiss, hug 
and say goodbye to the child. this will prepare the 
child for their departure. the employee present in the 
classroom will comfort and assist the child through 
the anxious time. Parents are asked to leave after say-
ing goodbye. the longer the parent of an anxious child 
drags out the departure, the more anxiety the child is 
likely to feel. the professional employees of South-
west Child Care Early Learning Centers are available 
to discuss other options if the child does not settle into 
the arrival routine after a reasonable period of time. 

When departing for the day, children must wait with 
their teacher until you come to the classroom or play-
ground to get them. Sometimes children see their parent 
and excitedly run to meet them at the door; this is a huge 
safety concern as children may not be supervised once 
they’ve left their teacher. Please help us keep our center 
safe by not allowing your child to leave his/her teacher 
without permission. Additionally, once you’ve signed 
your child out for the day, you are solely responsible for 
supervising your child while still on the center property. 

We ask all adults to refrain from using their cell 
phones during the few precious minutes of arrival and 
departure. Not only is this a huge matter of safety, these 
WLPHV� RI� WKH� GD\� DUH� YHU\� VLJQL¿FDQW� WUDQVLWLRQV� IRU� D�
young child, and your child deserves your undivided at-
tention. it is also an important time for you and center 
staff to exchange information important to the continued 
quality care of your child. 

Parents are required to notify the Center director 
of any special instructions or needs for the child’s day. 
these special instructions include but are not limited to: 
early pick up, alternative pick up person, health issues 
over the previous night which need to be observed and/
or any general issues of concern of which the child care 
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should be known only by the parents and guardians of 
the child. in the case of divorced parents or parents with 
VSHFL¿F�FXVWRG\�DUUDQJHPHQWV��LW�LV�LPSRUWDQW�WKH�UHJLV-
tering parent indicate on the application who has legal 
custody and who may pick up the child. Supporting legal 
documents must be provided.

Southwest Child Care Early Learning Centers reserves 
the right to refuse/ban any person listed on the Emer-
gency/Alternate Contact Form for any reason, including 
but not limited to violations of the policies/procedures 
contained herein. it is the responsibility of the enrolling 
parent(s) to inform each person on the Emergency/Alter-
nate Form of the policies/procedures contained herein.

Transportation

Southwest Child Care Early Learning Centers pro-
vide transportation to and from certain schools in 
the centers’ surrounding neighborhoods. We also 
provide transportation from our centers to our  
FlexCare™ program for those children who are for-
mally enrolled in that program. on occasion, we also 
SURYLGH� WUDQVSRUWDWLRQ� IRU� FHQWHU�DSSURYHG� ¿HOG� WULSV��

if your child is participating in our transportation 
program, you must notify the Center director of any 
schedule changes, including absence, before the bus 
run begins. this is especially important as it relates to 
picking up children after school. our buses often pick 
up more than one school on a strict time schedule. if 
a child is not at his usual bus stop, it can cause great 
VWUHVV�DQG�DODUP�LI� WKH�EXV�GULYHU�KDV�QRW�EHHQ�QRWL¿HG�
of changes. Southwest Child Care Early Learning Cen-

Southwest Child Care Early Learning Centers from de-
nying a custodial parent access to their child even if the 
parent is or appears to be impaired. however, Southwest 
Child Care Early Learning Centers staff will delay the im-
paired parent as long as possible while contacting the oth-
er parent, the local police and Child Protective Services.

Any other authorized person who attempts to pick-
up a child and appears to the staff of Southwest Child 
&DUH�(DUO\�/HDUQLQJ�&HQWHUV� WR�EH�XQGHU� WKH� LQÀXHQFH�
of drugs and/or alcohol will be denied access to the 
child. the staff of Southwest Child Care Early Learning 
Centers will contact the child’s parents, local police and 
Child Protective Services to notify them of the situation.

Emergency/Alternate Pick-up Forms
At enrollment, parents will be presented with an Emer-
gency/Alternate Pick-up form. New Mexico State 
Regulations require two emergency contacts other than 
household members. Each contact must have a separate, 
local phone number. Parents are encouraged to include 
on this form any and all persons who, in the course of 
events, may at one time be asked to pick up your child 
from Southwest Child Care Early Learning Centers. in 
an emergency situation the child’s parents will be called 
¿UVW��,I�WKH\�FDQQRW�EH�UHDFKHG��VWDII�ZLOO�FDOO�WKH�SHUVRQV�
listed on this form until someone can be reached. 

Should the staff contact a parent, and the parent is un-
able to pick up the child, it is then the responsibility of the 
parent to arrange for their child to be picked up by someone 
on the emergency list. Failure of the parent to make such 
arrangements will result in dismissal from the program.

Parents do not need to be listed on the Emergency 
Contact Form. the nature of the parental relationship af-
fords the parents (in the absence of a court order indicat-
ing otherwise) the right to pick-up their child. 

the persons on the Emergency/Alternate pick-up 
form will be required to provide a government-issued 
photo id and/or code word verifying their identity prior 
to the center releasing the child. there will be no excep-
tions to this rule.

All changes and/or additions to the Emergency/Al-
ternate Pick-up form must be made in writing and be 
dated and signed. only custodial parents have the right 
to make changes or additions to this form.

if last-minute circumstances require you phone us 
with the name of another person to whom we should 
release your child, you must provide your code word 
to verify that it is actually you calling. the code word 
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Emergency Closing and  
Inclement Weather Information
Southwest Child Care Early Learning Centers reserves 
the right to alter our normal hours of operation in the 
event of an emergency, inclement weather or under 
any circumstances where we deem it to be in the best 
interest of the children and staff. Parents will be noti-
¿HG�RI�WKH�FKDQJH�FORVLQJ�E\�SKRQH��HPDLO��VRFLDO�PHGLD��
posted signs, and/or local radio and television stations. 

Should the center need to close in the middle of the 
day, the school staff will attempt to reach the child’s par-
HQWV�¿UVW�WR�DUUDQJH�IRU�SLFN�XS��6KRXOG�WKH�VWDII�EH�XQDEOH�
to reach the parents, the persons listed on the emergency 
contact form will be called until pick up arrangements can 
be made. At the time of the call, staff will notify the par-
ents or emergency contact person of the pick-up location. 
Should the children need to be evacuated from the child 
care center, parents or emergency contact persons should 
report directly to the alternate location if one is indicated.

ters cannot be held responsible if the Center director 
KDV� QRW� EHHQ� QRWL¿HG� RI� FKDQJHV��5HSHDWHG� IDLOXUHV� WR�
notify us may result in the disenrollment of your child.

infants and children requiring child safety seats ac-
cording to New Mexico state law must provide their 
own seats for use on the bus. Because our buses come 
equipped with lap belts only, all seats provided by par-
ents MuSt be compatible for use with a lap belt. if you 
are unsure, please consult the owner’s manual/installa-
tion instructions for your particular safety seat. Booster 
seats require lap ANd shoulder belts and are therefore 
not compatible with our buses. Children who are old 
enough to ride in a booster seat will be buckled in us-
ing the existing lap belts on the bus. if you have ques-
tions about your child’s car safety seat, we suggest call-
ing Safer New Mexico Now toll-free at 1-800-231-6145. 

School Calendar

Southwest Child Care Early Learning Centers are open 
year-round except for the following major holidays  
(or the day on which the holiday is observed):

+ New Year’s day
+ Memorial day
+ independence day
+ Labor day
+ thanksgiving day and the Friday thereafter
+ Christmas day

We are also closed for three full-day in-service train-
ings for our staff – typically President’s day, the Friday 
before Memorial day, and Veteran’s day.

our FlexCare™ program has unique time closures 
related to the above holidays and in-service training 
days. if your child attends FlexCare™, please watch for 
posted signs and check with your FlexCare™ director to 
see how any closings will affect your unique schedule.

Special Events
throughout the year, we offer special events for our chil-
dren and families. they range from community service 
projects, parent nights, special breakfasts, monthly lunch 
invitations, holiday celebrations, school pictures and 
more. Be sure to read postings on the front door, notices, 
parent newsletters, and ‘like us’ on Facebook!  You can 
also check our website at www.southwestchildcare.com. 
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HEALTH  
AND SAFETY

Hand Washing
hand washing is the absolute, number one way to pre-
vent the spread of communicable disease. We take hand 
washing regulations very seriously. Quality standards re-
quire our staff, children, and any adults present to wash 
their hands at least at the following times:

+   upon arrival into the classroom
+    Before/after food handling
+ Before/after toileting and diapering
+    After coming into contact with any 

� ERGLO\�ÀXLGV
+ After handling pets or other animals
+    upon re-entering the classroom from 

 outdoor play
+   After messy play

our staff members are highly trained in proper hand 
washing techniques using guidelines provided by the 
Centers for disease Control. 

Communicable Diseases/Illness
Southwest Child Care Early Learning Centers follows 
all health/communicable disease policies as outlined in 
the American Academy of Pediatrics Model health Poli-
cies and Procedures Manual. 

As mandated by New Mexico’s current Child Care 
Regulations, Southwest Child Care Early Learning Cen-
ters cannot provide sick-child care. Your child may not 
come to the center if he/she:

+   is feverish or has had fever within the past 24 hrs
+   has a bad cough
+   has vomited or had diarrhea in the past 24 hrs
+  has pink eye or symptoms that might be pink eye
+   has a sore throat
+   has a chronic runny nose
+   has been on an antibiotic for Strep  

 for less than 24 hours
+   has head lice
+   has other symptoms of illness determined 

 by the Center director
+   is too sick to play outside 

Parents are required to pick up an ill child immedi-
DWHO\�DIWHU�QRWL¿FDWLRQ�E\�SKRQH��,I�D�SDUHQW�LV�UHDFKHG��
but cannot pick their child up immediately, it becomes 
the parent’s responsibility to arrange for alternate pick 
up with someone listed on the child’s emergency contact 
form. the staff will not continue to call those listed on 
the emergency contact list once a parent is reached. if 
a parent cannot be reached, the staff will begin to call 
the people listed on the emergency contact form until 
arrangements can be made for the child to be picked up. 

Children will be excluded from participation in the 
program if they exhibit symptoms of any communica-
ble disease. they will not be permitted to return to the 
program until they are no longer contagious. guidelines 
IRU�GHWHUPLQLQJ�WKH�FRQWDJLRXV�SHULRG�IRU�D�VSHFL¿F�LOO-
ness are based on the recommendations by the American 
Academy of Pediatrics. Children must present a doctor’s 
note stating they are no longer contagious and can return 
to the program. Southwest Child Care Early Learning 
Centers reserves the right to refuse a child’s return if the 
center director or designee believes the child to be too ill 
to participate in the program.

Children excluded from the program due to a fever 
may not return to the program until they are fever free, 
without fever reducing medication, for 24 hours. A fever 
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LV�GH¿QHG�DV�D�WHPSHUDWXUH�UHDGLQJ�RQ�D�WKHUPRPHWHU�RI�
at least 100 degrees Fahrenheit or more.

Children are required to be excluded from the program 
for loose bowels or diarrhea which occur three or more 
times in a 24-hour period of time. Children may return to 
the program when normal bowel movements resume.

A child cannot attend with any symptoms, including 
fever, unless you bring a statement from the child’s phy-
sician stating the child is not contagious. 

if your child will be absent due to illness, we request 
that you notify the center director. this enables our staff 
to keep track of any illnesses which may occur at our 
school. this information will only be shared with faculty 
on a “need to know” basis. if your child has a communi-
cable disease, we ask that you share the diagnosis with 
the center director, so that the parents of the children in 
WKH�VFKRRO�PD\EH�QRWL¿HG�WKDW�D�FRPPXQLFDEOH�GLVHDVH�
is present. once again, only the communicable disease 
information will be shared. Southwest Child Care Early 
Learning Centers will take all measures necessary to 
SURWHFW�\RXU�FKLOG¶V�FRQ¿GHQWLDOLW\��<RX�DUH�QRW�UHTXLUHG�
to disclose this information by law, and your continued 
enrollment will not be based whatsoever on your deci-
sion to share, (or not) the reason for your child’s absence 
from school.

Children with Severe Allergies
if your child has any allergies that cause adverse reac-
tions, please be sure you have completed the following:

+ Noted the allergy and reaction-type on your  
 child’s enrollment form

+� 1RWL¿HG�WKH�&HQWHU�'LUHFWRU�
+� 1RWL¿HG�\RXU�FKLOG¶V�WHDFKHU� 

Parents must provide a copy of any additional physi-
cian’s orders and procedural guidelines relating to the 
prevention and treatment of the child’s allergy. Any 
medication required to treat an allergic reaction, includ-
ing epi-pens, must be provided by parents and will be 
administered in accordance with our Medication Policy 
detailed herein. 

if your child has a food allergy, we will post this in 
our dining room/kitchen area. 

Some of our classrooms do have pets in the Science 
Center; if your child has a pet allergy please notify the 
Center director immediately. 

MEDICATIONS

Medication Policy
Southwest Child Care Early Learning Centers will only 
dispense over-the-counter and/or prescription medi-
cation that is in original, labeled containers, and is ac-
companied by a doctor’s note with explicit dosage and 
administration instructions. Southwest Child Care Early 
Learning Centers will only give medication to the child 
for whom the doctor’s note is written and for whom the 
medication container is labeled. one doctor’s note per 
course of treatment is required. if a child, for example, is 
to be given a course of antibiotics for 10 days, the doc-
tor’s note must identify the dates that the medication is 
to be given. Medications are dispensed once a day during 
the noon hour.

Parents are required to complete a Medication Form 
giving permission to dispense medication to the child. 
0HGLFDWLRQ�)RUPV�FDQ�EH�IRXQG�LQ�WKH�PDLQ�RI¿FH��0HG-
ication Forms, doctor’s notes and medication are to be 
turned into the Center director or Assistant director.

$OO�PHGLFDWLRQV�DUH�NHSW� LQ�WKH�RI¿FH�LQ�WKH�FDELQHW�
VSHFL¿FDOO\� GHVLJQHG� IRU� WKLV� SXUSRVH� RU� LQ� WKH� UHIULJ-
erator, when necessary, in the container marked “medi-
cines.” Parents are not allowed in the kitchen, so please 
give the refrigerated medicine to the Center director and 
ask a staff member to get it for you at the end of the 
day. Medications must not be left in the child’s cubby or 
diaper bag. All medications should be taken home daily.

Parents are responsible for ensuring that all prescrip-
tion medication is properly labeled by a pharmacist and 
replaced prior to the expiration date.



18���Family Handbook Southwest Child Care 

Incident/Accident Reports
Should your child be involved in an incident/accident 
during the course of the school day, a staff member will 
complete an incident/Accident Report. this form simply 
states the child’s name, a brief explanation of the inci-
dent/accident, and the actions that were taken by the staff 
WR�UHPHG\�WKH�VLWXDWLRQ��¿UVW�DLG��SKRQH�FDOO��HWF���7KLV�
IRUP�ZLOO�EH�NHSW� LQ�WKH�RI¿FH�DQG�WKH�&HQWHU�'LUHFWRU�
can give it to you at pick-up time. 

7KH�&HQWHU�'LUHFWRU�ZLOO�EH�DEOH�WR�EULHÀ\�GLVFXVV�WKH�
matter with you at pick-up. however, should you feel 
it necessary to have an in depth discussion or meeting 
with the teacher, you will need to schedule the meet-
ing for a later date because the teacher is responsible 
for supervising the remaining children in the classroom.  

Emergency Procedures
Southwest Child Care Early Learning Centers’ staff 
members are required to hold a current CPR and First 
$LG�FHUWL¿FDWH��,Q�FDVH�RI�DQ�DFFLGHQW�RU�HPHUJHQF\�LQ-
volving a child, parent, or staff member, a staff member 
ZLOO�DGPLQLVWHU�¿UVW�DLG��(DFK�RI�RXU�FHQWHUV�KDV�¿UVW�DLG�
kits readily available. the accident or emergency will be 
reported to the Center director and appropriate actions 
will be taken. 

Each center has a disaster control plan in place which 
LV� DFFHVVLEOH� DQG� DYDLODEOH� IRU� UHYLHZ�� ,Q� FDVH� RI� ¿UH��
storm, natural disaster, lock down or other emergencies, 
our basic emergency plan is as follows:

1. in the event of an evacuation, children will be taken to 
a pre-arranged meeting point. this location and phone 
numbers will be posted on the parent board at each 
center, and is most likely a nearby church facility. Staff 
members will have each child’s emergency contact 
IRUPV�ZLWK�WKHP�WR�DOORZ�IRU�SDUHQW�QRWL¿FDWLRQ�

2. in case of an emergency that would require us to stay 
in the building, designated lock down points within 
WKH�EXLOGLQJ�DUH�LGHQWL¿HG�RQ�WKH�H[LW�URXWH�GLDJUDPV�
posted in each classroom.

Southwest Child Care Early Learning Centers conducts 
UHJXODU�¿UH�DQG�HPHUJHQF\�HYDFXDWLRQ�GULOOV��3DUHQWV��VWDII�
and children will not be made aware of drill dates or times, 
as this is the most effective way to assess the effectiveness 
RI�¿UH�DQG�HPHUJHQF\�HYDFXDWLRQ�SODQV��

'XULQJ�D�¿UH�HPHUJHQF\�GULOO�RU�UHDO�¿UH�HPHUJHQF\�
situation, parents may not sign children into or out of 
the program. Parents must wait until the drill is complete 
and children have returned to the building to sign their 
child into the program. Parents may feel free to wait with 
the child’s class in the designated safe-zone outside of 
the building until the drill is complete. 

� � ,Q�WKH�HYHQW�RI�D�UHDO�¿UH�HPHUJHQF\�VLWXDWLRQ�� WKH�
director or designate will inform each classroom teacher 
that the school will be closing. Parents already on site 
will be asked to wait until the director or designee has 
accounted for all staff and children and gives the staff 
permission to release children. At this time any parents 
waiting to sign their child in will have to leave the prem-
ises with their child. All other parents or emergency con-
WDFW�SHUVRQV�ZLOO�EH�QRWL¿HG�E\�WHOHSKRQH�RI�WKH�VLWXDWLRQ��
As with the sick child pick up policy, children must be 
picked up immediately after receiving the telephone call. 
it is important for parents and staff to work together, re-

SAFETY

EMERGENCIES
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PDLQ�FDOP��DQG�FRRSHUDWH�ZLWK� WKH�¿UH�HPHUJHQF\�SHU-
VRQQHO�DQG�FHQWHU�DGPLQLVWUDWLRQ�GXULQJ�WKHVH�LPSRUWDQW�
and critical situations.

Alternate Safe Location
As stated above, should the Administration of 

6RXWKZHVW�&KLOG�&DUH�(DUO\�/HDUQLQJ�&HQWHUV�RU�DQ\�
HPHUJHQF\�VHUYLFHV�SHUVRQQHO�GHWHUPLQH�WKH�EXLOGLQJ�
ZKLFK�KRXVHV� WKH�FKLOG�FDUH�FHQWHU� WR�EH� WRR�GDQJHU-
ous to be occupied, the staff and children will be taken 
WR�D�SUH�GHWHUPLQHG�ORFDWLRQ��7KLV�ORFDWLRQ�LV�OLNHO\�D�
QHDUE\�FKXUFK�IDFLOLW\�

Once the children are assembled here, the staff will 
EHJLQ�FRQWDFWLQJ�SDUHQWV�RU�HPHUJHQF\�FRQWDFW�SHUVRQ�
for pick up. As stated before, children must be picked 
XS�LPPHGLDWHO\�

,Q� FDVH� RI� DQ� HPHUJHQF\�� FKLOGUHQ� ZLWK� GLVDELOLWLHV�
will be treated the same as all other enrolled children.
7KH\�ZLOO�EH�WDNHQ�WR�D�SHU�DUUDQJHG�PHHWLQJ�SRLQW�DQG�
WKH�VWDII�ZLOO�KDYH�WKHLU�HPHUJHQF\�FRQWDFW�LQIRUPDWLRQ��
,I�WKH�FKLOG�KDV�D�SK\VLFDO�GLVDELOLW\��WKHLU�XQLTXH�QHHGV�
ZLOO�EH�FDUHG�IRU�E\�D�SUH�DVVLJQHG�VWDII�PHPEHU�

6RXWKZHVW�&KLOG�&DUH�(DUO\�/HDUQLQJ�&HQWHUV�XVHV� WKH�
+LJK6FRSH�&XUULFXOXP��+LJK6FRSH�LV�D�UHVHDUFK�EDVHG��
GHYHORSPHQWDOO\�DSSURSULDWH�FXUULFXOXP�WKDW�PD[LPL]HV�
RSSRUWXQLWLHV� IRU�SUHVFKRRO� FKLOGUHQ¶V� OHDUQLQJ� WKURXJK�
SOD\�DQG�RWKHU�KDQGV�RQ�DFWLYLWLHV��

7KH�+LJK6FRSH�FODVVURRP�IROORZV�D�FRQVLVWHQW�GDLO\�
routine which incorporates a large amount of time for 
children to engage in natural play while adults interact 
ZLWK� WKHP� WR� FKDOOHQJH� WKHLU� WKLQNLQJ�DQG� IXUWKHU� WKHLU�
development. To this end, most of our classroom activi-
WLHV�DUH�GHVLJQHG�IRU�FKLOGUHQ�WR�IRFXV�RQ�WKH�H[SHULHQFH�
and not the end product. 

/HVVRQ�3ODQV� IRU� HDFK� FODVVURRP�DUH� FUHDWHG�ZHHN-
O\� E\� WKH� WHDFKHUV�ZLWK� WKHLU� FKLOGUHQ¶V� GHYHORSPHQWDO�
VWDJHV� LQ�PLQG��7KH\� DUH� SRVWHG�ZHHNO\� RQ� WKH� SDUHQW�
ERDUG� QHDU� WKH� IURQW� RI¿FH� DQG� RQ� WKH� SDUHQW� ERDUG� LQ�
HDFK�FODVVURRP��<RXU�FKLOG¶V�GDLO\�VFKHGXOH�LV�SRVWHG�RQ�
WKH�SDUHQW�ERDUG�LQ�\RXU�FKLOG¶V�FODVVURRP��

7KH� IROORZLQJ� VHFWLRQV� ZLOO� H[SORUH� +LJK6FRSH� LQ�
PRUH�GHWDLO�DFFRUGLQJ�WR�HDFK�DJH�JURXS��

Infants and Toddlers
6RXWKZHVW�&KLOG�&DUH�(DUO\�/HDUQLQJ�&HQWHUV� SURYLGH�
FDUH�IRU�LQIDQWV�DQG�WRGGOHUV�VWDUWLQJ�DW���ZHHNV�RI�DJH��
:H�WDNH�JUHDW�SULGH�LQ�WKH�SURIHVVLRQDOLVP�RI�RXU�FDUH-
JLYHUV��$GXOWV�SOD\�D�YLWDO�UROH�LQ�WKH�SRVLWLYH�GHYHORS-
PHQW�RI�\RXU�EDE\��:H�SODFH�D�JUHDW�HPSKDVLV�RQ�EXLOG-
LQJ�ZDUP�DQG�QXUWXULQJ� UHODWLRQVKLSV�ZLWK�RXU� LQIDQWV�
WRGGOHUV� DV�ZHOO� DV� WKHLU� IDPLOLHV��7KH� VWUHQJWK� RI� WKDW�
UHODWLRQVKLS�LV�FULWLFDO�IRU�WKH�KHDOWK\�JURZWK�DQG�GHYHO-
RSPHQW�RI�\RXU�FKLOG�

7KH�+LJK6FRSH�'DLO\�5RXWLQH�LQ�WKH�LQIDQW�FODVVURRP�
focuses on smooth transitions between home and school, 
DQG�D�GDLO\�VFKHGXOH�FXVWRPL]HG�WR�PHHW�HDFK�FKLOG¶V�LQ-
dividual needs. In the toddler room, there is a slow transi-

CURRICULUM
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tion to a more common routine such as shared meal times, 
naptimes, small group activities and large group activities. 

We understand that infants and toddlers learn by experi-
encing their environments through their senses. We ensure a 
safe and clean environment for them to explore freely. Mo-
bile toddlers are exposed to new and interesting experiences 
such as water play, climbing, puzzles, painting and other 
exploratory activities that promote brain development.

our classrooms are rich in multi-lingual language 
H[SHULHQFHV�LQFOXGLQJ�VRQJV��¿QJHUSOD\V��FRQYHUVDWLRQV�
and books. Additionally, our infant and toddler teach-
ers use Baby Sign Language to interact with children. 
Research suggests that Baby Sign Language can be an 
effective communication tool for infants and young chil-
dren. it allows our youngest children, who are still de-
veloping their verbal skills, to communicate their needs, 
wants and feelings with minimal frustration. Addition-
ally, learning and practicing Baby Sign Language with 
your child can be a fun bonding time! Please see the Par-
ent Board in your child’s classroom and ask your child’s 
caregivers which signs they are using with your child.

As infants and toddlers are always striving toward au-
tonomy, we provide ample opportunities for children to 
practice newly acquired skills, such as sitting up, crawl-
ing, walking, talking, etcetera, and to build a positive 
self-image while doing so. 

our detailed diaper-changing procedures are posted 
in each classroom. diapers, wipes and diaper creams are 
provided by parents. if you have any questions or special 
requirements, please ask the Center director. 

For infants, we accommodate individual schedules 
and needs for feeding and sleeping. Each infant at South-
west Child Care Early Learning Centers has his/her own 
assigned crib. Linens are washed daily. You are encour-
aged to bring a special blanket from home for which 

you are responsible for laundering. We follow the rec-
ommendation of the American Academy of Pediatrics’ 
“Safe to Sleep” campaign to minimize the risk of Sudden 
infant death Syndrome (SidS). We place babies to sleep 
RQ�WKHLU�EDFNV�RQ�¿UP�PDWWUHVVHV�ZLWK�QR�VRIW�PDWHULDOV��
loose bedding, or toys in the sleep area. things you can 
do at home to decrease the risk of SidS are have infants 
sleep in the same room, but not the same bed, as the 
parent, breastfeed, and prohibit smoking in the house-
hold. For more information about SidS, we recommend 
visiting the website www.sidscenter.org. 

toddlers have a regularly-scheduled lunch and nap 
time. Please refer to “Nap time” on page 22 for more 
information.

Be sure to check your child’s cubby every day for art-
work, notes from the teacher, and/or soiled laundry.

Two-Year-Olds
We take great care to offer a sensory-rich environment to 
enhance the two-year-olds’ need to explore. this high-
Scope classroom environment is structured with interest 
areas that are age appropriate, organized and clean. the 
egocentric two-year-old is just beginning to understand 
the idea of sharing so each area is supplied with ample 
materials and several of the same toys. the classroom 
environment is an essential tool to monitoring and guid-
ing a two-year-old’s behavior. Children at this age feel 
protective and uncertain about the behaviors of their 
peers and can act aggressively. We maintain low staff 
to child ratios to allow for more adult-child interactions. 

the highScope daily Routine in this classroom in-
cludes all the essentials such as meals, nap time, and 
bodily care, in addition to well-planned activities that take 

ACTIVITIES

EXPLORATION
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place in small groups, large groups, and individually. A 
large portion of the day is spent in “Work time” which is 
self-directed play—because play is a child’s work!  

Language is developing quickly at this age and must 
EH�HQFRXUDJHG��'DLO\�H[SHULHQFHV�DUH�¿OOHG�ZLWK�ODQJXDJH�
rich experiences that include, but are not limited to, singing, 
reading and ‘hands-on’ activities. Physical development is 
also rapidly maturing as well as new feelings of indepen-
GHQFH��7ZR�\HDU�ROGV�DUH�FRQ¿GHQW�ZDONHUV��WKH\�DUH�SRWW\�
training, and they are beginning to communicate their indi-
vidual and unique developmental needs. they are encour-
aged to try new things and have new experiences. 

two-year-olds have a regularly-scheduled nap time 
which typically begins right after lunch. Please refer to 
“Nap time” on page 22 for more information.

When a child is ready for toilet learning, our teachers 
and Center directors work closely with the parent and child 
to assure a positive experience for all. Please see our policy 
on toilet Learning on page 23 for more information. 

Be sure to check your child’s cubby every day for art-
work, notes from the teacher, and/or soiled laundry.

Three-Year-Olds
Preschool-aged children are beginning to develop new cogni-
tive skills and are more able to concentrate and remember. 
they can recognize objects by color, shape and/or size. they 
are developing basic math concepts and showing an interest 
in written language. Language has expanded and thoughts 
and emotions can be communicated. 

our three-year-old classroom environment fosters these 
QHZ�GHYHORSPHQWDO�DFKLHYHPHQWV�ZLWKRXW�VWLÀLQJ�WKH�QDWXUDO�
ability to create and investigate. it is a classroom with clear-
O\�GH¿QHG�LQWHUHVW�DUHDV�WKDW�DUH�ZHOO�VWRFNHG�ZLWK�IDQWDVWLF�
learning materials. it is an ideal place for your three-year-old 
to learn. 

the highScope daily Routine in this classroom includes 
all the essentials such as meals, nap time, and bodily care, 
in addition to well-planned activities that take place in small 
groups, large groups, and individually. A large portion of the 
day is spent in “Work time” which is self-directed play—be-
cause play is a child’s work!  

three-year-olds have a regularly-scheduled nap/rest time 
which typically begins right after lunch. Please refer to “Nap 
time” on page 22 for more information.

if your three-year-old is still mastering potty training, be 
sure to communicate regularly with his/her teachers and sup-
ply more than one complete change of clothing every day 
in case of accidents. three-year-olds can get very busy with 

their play and don’t realize they need to use the bathroom 
until it’s too late! Please see our policy on toilet Learning on 
page 23 for more information. 

Be sure to check your child’s cubby every day for artwork, 
notes from the teacher, and/or soiled laundry.

Parents may request a conference with their child’s teach-
er at any time.

Pre-Kindergarten/Four-Year-Olds
Southwest Child Care Early Learning Centers have two 
separate classrooms for Four-Year-olds—Southwest Pre-k 
and New Mexico Pre-k. NM Pre-k is funded by the State of 
New Mexico and is only available to children who meet the 
criteria set by the State of New Mexico. Most of our current 
Southwest Child Care clients are not eligible for NM Pre-k. 
therefore, we have created a second pre-kindergarten pro-
gram for our existing four-year-olds that mirrors our NM 
Pre-k program. 

Both classrooms, as all classrooms in Southwest Child 
Care Early Learning Centers, follow the highScope curricu-
lum by having a consistent daily routine including times for 
large groups, small groups, and plenty of “Work time” (self-
directed play.) teachers of both classrooms get extensive 
training on lesson planning and preparing four-year-olds for 
success in kindergarten. Children in both classrooms have 
opportunities to participate in developmental and health 
VFUHHQLQJV�� ¿HOG� WULSV�� DQG� RWKHU� XQLTXH� H[SHULHQFHV�� 2XU�
pre-kindergarten classrooms are arranged with clearly-de-
¿QHG��ZHOO�HTXLSSHG� LQWHUHVW� DUHDV� VXFK�DV�6FLHQFH��0DWK��
Art, Writing, Music and more. 

NM Pre-k ends promptly at noon, but Southwest Pre-k 
is an all-day program. if your child is enrolling for NM Pre-
k only and you need extended child care, please make those 
arrangements with the Center director. our regular tuition 
rates will apply.

PLAY
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NM Pre-k requires the teachers to hold three parent-
teacher conferences per school year. they are typically 
held in Fall, Winter and Spring, but all Southwest Child 
Care parents can request a meeting with their child’s teach-
er at any time. 

Be sure to check your child’s cubby every day for art-
work, notes from the teacher, and/or soiled laundry.

School-Age Children (5 years—12 years)
Southwest Child Care Early Learning Centers provide care 
for elementary-aged children before and after school and 
when school is not in session. We transport children to and 
from a select number of public schools in each of the unique 
areas around our three locations on small, 14-passenger 
school buses. 

during the school year, our school-age children start their 
day with a healthy breakfast before heading off to school. Af-
ter school, they are greeted with a healthy snack and opportu-
nities for different activities depending on their age, interest, 
and needs. games, art projects, outside time, homework time, 
and other activities are available on a daily basis.

during the summer months, school-age children have a 
dependable daily schedule in keeping with our highScope 
curriculum. throughout the day they have opportunities to 
join in large groups, small groups, self-selected play time, 
VSHFLDO�SURMHFWV��¿HOG�WULSV��DQG�HYHQ�VSHFLDO�XQLW�VWXGLHV��7ULS�
to Ancient greece anyone?! 

School-age care is a perfect option for ‘tweens’ who want 
to have fun and interesting experiences with their friends but 
are not quite ready to stay home alone. 

Class Assignments
Children are assigned to classrooms based on which 
classroom will best meet their individual needs. our 
FODVVURRPV�KDYH�IXQ�QDPHV�DQG�DUH�¿OOHG�ZLWK�FKLOGUHQ�
of similar age and abilities. We do not move children 
from room to room based solely on their birthdates but 
rather based on which room will provide the best en-
vironment for the child’s individual needs. if you have 
questions about your child’s placement, please visit with 
your Center director. 

Nap/Rest Time

All children ages toddler through four years have a 
daily nap time that takes place after lunch. At the time 
of enrollment, you are required to purchase a sleeping 
mat at a reasonable fee from Southwest Child Care Early 
Learning Centers. this nap mat will belong solely to 
your child. We encourage you to also provide a special 
blanket and “cuddly toy.” All personal items need to be 
marked clearly with your child’s name and need to be 
taken home for laundering at least once a week. (We rec-
ommend Fridays.)

A few children do not need a daily nap, but all chil-
GUHQ�EHQH¿W�IURP�D�GDLO\�UHVW�SHULRG��:H�SURYLGH�WKHVH�
children with quiet activities they can engage in while 
resting on their mats. 

PROJECTS
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Educational/Personal 
Care Supplies Needed

All children at the center need to keep at least one com-
plete change of clothing in their cubby. A complete 
change includes underwear and socks! Several things 
can happen during the day that would require your child 
to change clothes such as a toileting accident, an ex-
tremely messy activity, or a spill during a meal. (if your 
child is potty-training, please provide more than one 
change of clothing.) We cannot leave children in soiled 
clothing at any time, so if none have been provided, you 
will be called immediately to bring clean clothes or pick 
up your child. Soiled clothing should be taken home and 
replaced with a fresh set the next day.

All children at the center have outside Play time ev-
ery day. it is important that they have appropriate cloth-
ing for the current weather. in the colder months, please 
provide hats and mittens. in the warmer months, state 
law requires sunscreen and a water bottle. the sunscreen 
should be applied at home while dressing for the day, 
but teachers will help your child reapply it as necessary 
throughout the day.

Please remember to label all personal 
items with your child’s name. 

Southwest Child Care Early Learning 
Centers is not responsible for lost or 

damaged items of clothing.

PERSONAL CARE

Toilet Learning
When a child is ready for toilet learning, our teachers and 
Center directors work closely with the parent and child to 
assure a positive experience for all. Before a child is ready 
for toilet learning, two things must occur together:

1. Physiological ability 
they must have control of their bowel and blad-
der muscles. Most children develop this control 
between the ages of 2 and 3. one sign that this is 
developing is the child being aware of when he/
she is soiling the diaper (stops playing, points to 
diaper, and/or asks to have the diaper changed.)

2. Desire on the part of the child 
Some signs that the child would like to learn 
are sitting on the toilet with clothes on, trying to 
change his/her own diaper, and possibly using 
‘potty words’ such as “pee”, “poop”, etcetera. 

Attempting to potty-train children before they are ready 
often leads to bedwetting and pants-wetting later on. on 
the other hand, beginning the process when children are 
ready usually results in a pleasant, naturally easy learning 
experience. our highScope Curriculum uses a daily Rou-
tine which allows for regularly-scheduled ‘potty breaks’. 
this helps children at all levels of toilet learning.

disposable underpants (such as Pull-ups®) are not 
permitted. While they are a convenience for adults, they 
do not help the toilet learning process and, in most cases, 
prolong it. disposable underpants feel and act like dis-
posable diapers, and children cannot feel when they are 
wet. if a child isn’t uncomfortable in wet pants, he/she 
will not see the reason to use a toilet. Faster, more ef-
fective toilet learning takes place with “real” underpants 
and lots of extra clothes! 

our staff will never pressure, nag, threaten, or bribe 
a child to use the toilet, and will never scold, shame or 
punish a child for not using the toilet. 

We have additional resources on toilet learning avail-
able; please ask your Center director. 
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Biting
Southwest Child Care Early Learning Centers recognizes 
that biting is a developmentally appropriate behavior for 
children in the infant through 2 ½ year old classrooms. We 
set up our classroom environments with purpose; keeping 
all areas visible and keeping enough developmentally ap-
propriate materials for children to be engaged. however, 
despite our best efforts, bitings do occur. Parents with chil-
dren in these classrooms should expect that their children 
may be bit or will bite another child. the staff understands 
that parents are concerned and can be upset when their child 
is involved in a biting incident. We ask that you remember 
this is a developmentally appropriate behavior, and that the 
staff is working to identify situations which provoke, or 
elicit this behavior so it can be prevented in the future. the 
staff will not punish or harshly discipline children in the 
younger classrooms for biting behavior; they will simply 
redirect the children to different activities in separate areas 
of the classroom. Parents are expected to work with staff to 
identify methods and strategies to curb this behavior. 

Children older than 3 years of age may occasionally be 
involved in a biting incident. For children in this age group 
who bite, the staff will use the discipline procedures out-
lined in the discipline section of this handbook as well as 
observe the child to determine what provokes or elicits this 
inappropriate behavior. Parents are expected to cooperate 
with staff to help their child control this behavior. 

3DUHQWV�ZLOO�EH�QRWL¿HG�E\�LQFLGHQW�DFFLGHQW�UHSRUW�WKDW�
a biting incident occurred during the course of the day. the 
staff may not discuss with either parent the identity of the 
other child involved in the incident. this information is 
FRQVLGHUHG�WR�EH�FRQ¿GHQWLDO�DQG�FDQQRW�EH�GLVFORVHG�

if you have questions about biting, please speak with 
the Center director, your child’s pediatrician, and/or child 
care licensing.

Discipline
At Southwest Child Care Early Learning Centers, we 
know the best way to discipline is for teachers to:

+ Be well prepared and organized,
+ keep children challenged and engaged in fun  

 activities, and
+ Provide classrooms with developmentally  

 appropriate materials. 
+ help children learn to express their emotions  

 verbally, teaching the children acceptable  
 vocabulary to express anger, annoyance,   
 happiness, sadness, loss, etc. 

When this is accomplished, the need for discipline de-
creases automatically.

however, when situations requiring discipline do arise, 
ZH�XVH�SRVLWLYH�GLVFLSOLQH�ZLWK�¿UP�EXW�IDLU�JXLGDQFH�DQG�
clear, consistent limits. Expectations are clearly commu-
nicated. the age and individual needs of the child are al-
ways considered.

our positive discipline techniques include distraction 
or redirection, private talks, direct or indirect praise, and 
teaching by example. the teacher may bring the child to 
WKH�RI¿FH�LI�WKHLU�EHKDYLRU�FRQWLQXHV�WR�GLVUXSW�WKH�JURXS�

For acts of physical aggression or other serious offens-
es, separation from the group or loss of privileges may be 
used. We strive to give the child a sense of responsibility 
for his or her own actions and give logical consequences 
when appropriate. if the behavior warrants further atten-
tion, the teacher and Center director will speak with the 
child’s parents, and the child may be sent home.

Toys From Home

due to the risk of damage, sharing issues, and loss, children 
DUH�QRW�SHUPLWWHG�WR�EULQJ�LQ�WR\V�IURP�KRPH�XQOHVV�VSHFL¿-
cally requested by the classroom teacher for use as part of the 
curriculum. Parents are responsible for enforcing this policy 
with their child and are encouraged to consult the classroom 
WHDFKHU�VKRXOG�WKH\�¿QG�WKHLU�FKLOG�LV�KDYLQJ�GLI¿FXOW\�ZLWK�
this policy. if the parents fail repeatedly to enforce this policy 
with their children, the staff will call the parents and require 
that they come to the center and remove the toy.

Children in classrooms with nap/rest time are permitted 
to bring one plush/non-musical toy with which to nap/rest. 

BEHAVIOR
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this toy is to be kept in the child’s cubby except during nap/
rest time. 

All toys brought in for use as part of the curriculum, and/or 
for nap/rest time will be inspected by Southwest Child Care 
Early Learning Centers staff for safety and appropriateness, 
and may be prohibited at the sole discretion of Southwest 
&KLOG�&DUH�(DUO\�/HDUQLQJ�&HQWHUV��7R\V�ZKLFK�DUH�VSHFL¿-
cally brought for Show-and-tell must be kept in the child’s 
cubby before and after the Show-and-tell period. Southwest 
Child Care Early Learning Center accepts no responsibility 
for damaged or missing items brought from home. 

Sometimes young children are so intrigued by a toy or ob-
ject from the classroom that they really want to take it home. 
We lose many classroom materials as they make it home in 
pockets and backpacks. Please help us keep our operating costs 
down by checking your child’s pockets and backpacks each 
day for toys that belong to the center. It is important not to 
punish your child for this normal developmental behavior, 
but instead to use the opportunity to lovingly teach your 
child that it is wrong to take things that are not his or hers.

Field Trips
 
Southwest Child Care Early Learning Centers occasionally 
VXSSOHPHQWV� WKH� LQ�FODVV� FXUULFXOXP� ZLWK� RII�SUHPLVH� ¿HOG�
trips. Parents are required to give written permission for their 
FKLOG�WR�DWWHQG�HDFK�¿HOG�WULS��1RWL¿FDWLRQ�RI�D�¿HOG�WULS�ZLOO�EH�
sent home in advance of the trip with all pertinent trip infor-
mation including destination, date, time, reason for trip, cost, 
DQG�PRGH� RI� WUDQVSRUWDWLRQ��$FFRPSDQ\LQJ� WKH� QRWL¿FDWLRQ�
SDSHU��WHDFKHUV�ZLOO�LQFOXGH�D�SHUPLVVLRQ�VOLS�WR�EH�¿OOHG�RXW��
signed, and returned to the teacher prior to the date of the trip. 
7KH�¿HOG� WULS�SHUPLVVLRQ�VOLS�PXVW�EH�¿OOHG�RXW�FRPSOHWHO\�
and accurately, and all trip costs must be paid in advance in 
order for your child to attend. 

Southwest Child Care Early Learning Centers provides all 
UHTXLUHG�VXSHUYLVLRQ�IRU�DOO�¿HOG�WULSV��EXW�DOZD\V�LQYLWHV�DQG�
welcomes parents to attend. if parents wish to attend the trip 
with their child, they should discuss attending with the Center 
director. Parents will not be permitted to transport any child, 
other than their own, on a Southwest Child Care Early Learn-
ing Centers sponsored trip.

if your child is not scheduled to attend on the day of a 
¿HOG�WULS�DQG�\RX�ZLVK�IRU�\RXU�FKLOG�WR�SDUWLFLSDWH�LQ�WKH�WULS��
please discuss this with your Center director at least three 
days prior to the date of the trip. 

Parent Participation/
Volunteers
Parents are invited and encouraged to be involved in 
their child’s school activities. there are many different 
ways in which parents can participate and volunteer at 
the child care center. Parents may volunteer to attend 
trips, read in the classroom, assist teachers, and/or coor-
dinate special events. 

Any parent who volunteers in the classroom on a 
regular basis will be required to pay for and secure all 
criminal background checks, as required by our licens-
ing regulations. Any person, including parents, with fel-
ony convictions, sex offender convictions and/or open 
investigations into any criminal activities will not be 
SHUPLWWHG�WR�YROXQWHHU�LQ�WKH�FODVVURRP�RU�RQ�¿HOG�WULSV�

Parents with court orders detailing custodial arrange-
ments will only be permitted to volunteer on days in 
which they are afforded custody (joint/shared custody 
arrangement) as per the court order. For example, if a 
parent is afforded custody on tuesdays and Wednesdays, 
that parent will only be able to volunteer on those days. 
Parents with visitation only (sole/exclusive custody ar-
rangements), will only be permitted to volunteer with the 
express written permission of the custodial parent.

VOLUNTEER
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Family-Style Meals and Dining
We are very proud of our meals and dining plan here 
at Southwest Child Care Early Learning Centers. We 
participate in the uSdA’s Federal Child and Adult Care 
Food Program. We maintain a nutritious and well-round-
ed meal program that includes breakfast, lunch and an 
afternoon snack. We also provide supper for children in 
our FlexCare™ program. Breakfast is served between 
8:30 and 9:00 a.m. Lunch is served between 11:30 a.m. 
and noon. An afternoon snack is served between 2:30 
and 3:00 p.m. Supper is served at 6:30 p.m.

Each location has a full-time professional cook that 
takes great care to serve nutritional, well-balanced, 
made-from-scratch food. this enables our children to 
develop healthy minds and bodies. the meals served 
DUH�µ+RPH�&RRNHG¶��:H�EDNH�RXU�PXI¿QV�IURP�VFUDWFK��
hand dip our French toast, layer our own Lasagnas, and 
much more. We use whole grains and an abundant vari-
ety of fresh foods. We explore a different ethnic cuisine 
each month. our menus are posted on our Parent Board 
near our check-in location as well as on our website. 

our meals are served ‘Family Style’ in a dining room 
with a strong emphasis on table manners, social skills, 
and independence. our serving bowls, pitchers, and 
utensils are all sized for children’s small hands so they 
can serve themselves, developing motor skills and self-
VXI¿FLHQF\��2XU� WHDFKHUV� VLW� GRZQ� DW� WKH� WDEOH� DQG� HDW�
with the children at every meal. they lead quiet, mean-
ingful conversations with the children during this time.

Food exceptions cannot be made for individual chil-
dren. Any special food necessary for medical reasons 
must be provided by the parents and a doctor’s note is 
UHTXLUHG�IRU�WKH�FKLOG¶V�¿OH��:HHNO\�PHQXV�DUH�SRVWHG�LQ�
advance on the front bulletin board and are available on 

our website (www.southwestchildcare.com). 
 infant feedings follow the individual baby’s schedule as 
provided by parents. Parents are responsible for notifying 
us of your baby’s changing schedules as he/she grows. ta-
ble foods are introduced as requested by parents. Formula, 
baby food, and table foods are provided by the center with 
the exception of special dietary restrictions. 

Breastfeeding
Breastfeeding mothers are welcome to come to the cen-
ter during the day to feed their child. Appropriate, private 
feeding locations will be made available. Please discuss 
your desire to come to the center to breastfeed your child 
with the classroom teacher. if you are providing breast-
milk for your baby, please prepare one more feeding than 
you think your child will consume in a day to assure that 
your child be hungry. Prepared bottles will be stored in 
the designated refrigerator and will be warmed in a wa-
ter bath prior to feeding. No bottles will be microwaved. 
Staff will complete a daily chart for each child detailing 
for the parent what the child ate, when, and how much.

DINING

BALANCED
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Children may not bring food to school. this restric-
WLRQ�PD\�QRW�DSSO\�WR�¿HOG�WULSV�ZKHUH�SDUHQW�IXUQLVKHG�
lunches may be required. on special occasions such as 
birthdays, holidays, and multi-cultural celebrations, we 
appreciate parents who bring special snacks on these 
days. We strongly encourage nutritional snacks such as 
fresh fruit, vegetables, cheese and crackers, etcetera, and 
that sweets and cakes with lots of icing are kept to a min-
imum! Please inquire about any special food allergies in 
your child’s classroom. if you would like more ideas for 
nutritional treats, please ask your Center director.

For the safety of your child, parents are required to 
SURYLGH�QRWL¿FDWLRQ�� LQ� WKH� IRUP�RI� D� GRFWRU¶V� QRWH�� RI�
any allergies (food or otherwise), with instruction for 
treatment should a child have an allergic reaction. Please 
refer to the health and Safety Policies contained herein 
for further information. 

Southwest Child Care Early Learning Centers never 
uses food as a punishment. Children will never be denied 
participation in meal or snack time for behavior reasons. 

Southwest Child Care Early Learning Centers will 
provide a healthy afternoon snack for all children in-
cluding water, fruit juice and/or milk. A list of the daily 
snacks is part of the weekly menu posted on the parent 
ERDUG�QHDU�WKH�RI¿FH�

NUTRITION
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Thank you for choosing Southwest 
Child Care Early Learning Centers

We value your friendship and appreciate your business.

We appreciate referrals. You will receive one free registration credit for 
each family you refer that enrolls at any one of our locations. Please 
speak with your Center director for details. 

Every child at Southwest Child Care Early Learning Centers is Wel-
come, Wanted, and Worthwhile.





WYOMING
4802 Wyoming Blvd NE
Albuquerque, NM  87111
(505) 296-3121

LOMAS
11800 Lomas Blvd NE
Albuquerque, NM  87112
(505) 294-2233

TEXAS
2626 Texas St NE
Albuquerque, NM  87110
(505) 293-2626


