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Space Family Education, Inc.

2101 NASA Parkway, Bldg 211/AHD • Houston, Texas 77058

Phone:  (281) 483-4734 • Fax:  (281) 483-4369

To:
SFEI Members and Staff
From: 
SFEI Board of Directors
Re:      
Standard Operating Procedures
Date:  
August 31, 2007
Dear Members and Staff,

The Board of Directors of Space Family Education, Inc. (SFEI) is pleased to announce that the SFEI Standard Operating Procedures document (SOP) has been baselined.  The purpose of the SOP document is to summarize the background and purpose of SFEI, describe the Johnson Space Center Child Care Center (JSC CCC) facility and program, and define the policies and procedures under which the JSC CCC is operated.  The SOP combines the information previously included in the Parent and Staff Handbooks, elaborates on the daily operations of the center, and clarifies many existing policies and procedures. More details on the updated and new policies will be presented at a future monthly Board of Directors’ meeting.
The SOP is available at http://childcare.jsc.nasa.gov/SOP/SFEI%20SOP.pdf (on the CCC website under “Member Info.”)  Paper copies will be made available upon request.  As of this date, all versions of the Parent and Staff Handbooks are obsolete.  Parents and Staff are asked to read the SOP document and sign an acknowledgment of the policies it contains by September 14, 2007.  The acknowledgment form is available on the website at http://childcare.jsc.nasa.gov/forms.html If you have any questions or comments about the SOP, please direct them towards the CCC Director or the Policies and Procedures board member.
The Board of Directors would like to extend their thanks to the SOP Committee and CCC staff for their contributions to this document.
Sincerely,
The SFEI Board of Directors 
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