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MISSION STATEMENT 

  
   

The purpose of Early Childhood Education is to prepare 
students for a career in the teaching of young children. Skills 
will be developed through the use of the Early Learning  
Academy (an on-site lab school), mentorship, and an 
internship experience.  
 
We serve the communities of Spring ISD including our 
student’s children, staff children and community children and 
their parents. All are welcome. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

  OPERATIONAL POLICIES  
 

REQUIREMENTS FOR ADMISSION 
  

A child enrolling in the Early Learning Academy must be between the ages of 
six weeks and three years old. A child must be withdrawn before their fourth 
birthday. We are licensed only to three years old. 

  
RATES  

  
The tuition is for a place reserved for your child in the school, not for periods of 
attendance. Tuition is due whether your child attends all or none of the 
days of the week. If the child is to withdraw, a two-week written notice is 
required.  

  
0-18 months – rate of $175 per week 
18 months – 2 years old (35 months) – rate of $140 per week 
3 year – rate $130 per week 

  
The program schedule follows the Spring ISD calendar and on scheduled 
holidays, the school will be closed.  There is no reduction in tuition for the weeks 
containing holidays, early dismissal, or absences by the child.  

  
All payments are due Monday.  A late fee of $25.00 will be charged if weekly 
lab school tuition is not received by 3:00 p.m. on the first day of each week.  
Payroll deduction for Spring ISD employees is required. All payments must 
be cash, money order or cashier’s check.  No personal checks will be 
accepted.  
We are a vendor for Work Force Solutions Financial Aid. Copays (non-
students) must be paid on the first day of the month. 

  
CALENDAR AND HOURS  

  
The Early Learning Academy will be in session according to the Spring ISD 
school calendar.  Holidays for the high school students will be considered 
children’s holidays also.  

  
Hours:  
The hours of the Early Learning Academy for students/employees/community 
parents are:  

    6:30 a.m. – 3:00 p.m. Monday through Friday  
    

A late pick up fee of $5.00 for the first minute and $1.00 per each additional 
minute will be charged. Late fee charges must be paid by 3:00 p.m.  
on the first class day of the following week.  



 

 
HEALTH POLICIES  

  
Certain immunizations are required of every child who enters the Early Learning 
Academy.  Proof of these immunizations must be on file before school 
starts.  Texas law requires that all children admitted to child care institutions must 
be current in their immunizations.  The latest immunization schedule is included in 
the back of this parent handbook. Staff members are not required to have 
vaccinations at this time. 
 

Illness  
  
It is our policy to keep a healthy, germ-free atmosphere for your child.  If your 
child is out, please call 281-891-6565.  Children must be excluded from the 
Learning Academy if they have had a fever or vomiting the previous day.  
They must be free of fever and/or free from vomiting for 24 hours without 
the aid of medication before they can return to the Academy. Students will 
also be allowed to return if a doctor’s excuse is provided. Listed below are 
illnesses that will exclude your child from attending the center:  

  

    
  Medication  
  
Medication will be dispersed by either the school nurse or ELA personnel that 
have been properly trained. Permission forms are available from the receptionist.  
All medicine will be kept in a secure manner and refrigerated if necessary. 
Medication must be brought to the Academy in the original container by the 
parent and given to the receptionist with the permission form.  
If you feel that your child is too ill to participate in daily activities, including 
going outdoors in cold weather or water play on warm days, please consider 
that perhaps the child is too ill to be in attendance at the ELA.  

  
Insect Repellent  

  
Spring ISD will allow non-aerosol insect repellent use by students under the 
direction of school staff.  The parent must send the material in its original 
labeled container with the specific child’s name on the container.  The 

Fever (100°)  
Vomiting   
Productive Cough (mucus)  
Conjunctivitis  
Chicken Pox   
Mumps  
Head Lice  
Measles  
Diptheria 
Whooping Cough 
Scabies 
Rubella 

Cold Sores 
Impetigo  
Infectious Hepatitis 
Diarrhea   
Severe skin rash/infection  
Tonsillitis  
Excessive discharge 
(eyes/nose/ears) 
Ring Worm 
Hand, Foot, Mouth 
Disease 
 



 

Medication Form is to be completed with written directions by the parent for when 
and how the repellent is to be used.  The written instructions must be consistent 
with the label instructions on the container.  

  
Sun Block  

  
Sun Block lotion can be applied to young children under the direction of school 
staff. The parent must send the lotion in its original labeled container with the 
specific child’s name on the container.  The Medication Form is to be completed 
with written directions by the parent for when and how the lotion is to be used.  
The written instructions must be consistent with the label instructions on the 
container.  

  
  Procedures for Handling Medical Emergencies  
  
All medical emergencies will be handled by our school nurse.  A parent will be 
called with all necessary information.  The Early Learning Academy will use 
the emergency contacts if necessary and the designated physician and 
hospital as stated on the emergency card.  

  
If your child has been sent to the doctor for a medical problem or taken to the 
emergency room or hospital, you must bring a written, signed note from the 
doctor stating when your child can return to the child care center.  

  
Tuberculin Testing Requirements  

  
Currently there is no requirement for tuberculosis screening in this area.  If this 
policy should change, the parent will be notified of the change and the time 
period to secure a TB screening for their child.  

  

 FIELD TRIPS  
   

In the event of a field trip, parents will be notified of the day of the trip, the 
destination, who will be on the trip and when the child is expected to return to 
the Early Learning Academy.  A notice will be posted 48 hours in advance of the 
trip.  We encourage any parent who would like to attend to talk to the teachers 
for specific details.  

  

PHILOSOPHY  
  

EARLY CHILDHOOD EDUCATION  
  
Early Childhood Education is a Career and Technical Education Program for high 
school students.  This course provides for classroom learning as well as 
laboratory experience in a lab school. (Like a chemistry lab, the lab school 
provides a laboratory experience for the Early Childhood Education students.)  

  
Children in the Early Learning Academy are observed by the high school 
students on a daily basis. For this reason, children enrolled must arrive no 



 

later than 7:30 a.m. to receive breakfast. All students must arrive no later 
than 8:30 to take full advantage of the learning experience in the 
classrooms.  Arriving on time prepares the high school students in the 
education pathway to be successful in achieving their future educational 
goals. To work responsibly with children, high school students learn 
appropriate positive guidance skills.  

  
High school students are instructed in the importance of confidentiality as a 
teacher working with young children.  
 

 WHAT WE TEACH YOUR CHILD  
   

Our education process occurs continually throughout the day.  Play is the means 
by which the child learns about the world around him.  The Academy is 
organized into learning centers, which are planned to provide the children with a 
wide variety of activities to benefit their development emotionally, socially, 
intellectually and physically.  

  
The Early Learning Academy will provide the following:  

  
1. Enhance the child’s physical growth.  
2. An opportunity to live and learn with children and with adults.  
3. An opportunity to learn about the world around them.  
4. A foundation of aesthetic and cultural experience which will enrich a 

child’s life.  
5. A wide variety of materials for experimenting and learning; these 

materials are the child’s tools and his textbooks.  
6. A planned program of cooperation between parents and teachers.  
7. Develop positive habits and attitudes in children for later life.  

   

DISCIPLINE  
 

  The goal of discipline is to teach and that is the philosophy that we follow in the 
Early Learning Academy. Our goal is to guide the child in such a way that he/she will 
develop respect for self, others and property. We strive to focus on reinforcing 
positive behavior. We will step in to redirect a child if he/she is involved in a behavior 
that could be harmful to him/her or others.  

Children displaying chronic disruptive behavior which is upsetting to the physical or 
emotional well-being of another child may require the following actions:  

1. Parents of the child will be called in for a conference. We will discuss the 
issues and identify some possible solutions. A plan of action will be 
developed and agreed upon by the parents, director, and staff. 
 

 2. If the plan of action is not working, the parents will be called in for another 
meeting. We will discuss what is not working and develop another action plan. 
 



 

 3. If no progress has been made towards a child’s behavior and he/she 
continues to be disruptive the parents/guardian will be notified and the child 
may be removed from the program. This may range in length from the rest 
of the day to indefinitely.     

  

BITING POLICY  
  
The ELA program recognizes that biting may occur while children are in a day 
care setting.  We know that biting is upsetting for all of those involved and we 
work at ensuring the safety of all children.  While we feel that biting is never the 
right thing for toddlers to do, we know that they bite for a variety of reasons. Most 
of these reasons are not related to behavior problems. Our program does not 
focus on punishment for biting but on effective techniques that address the 
specific reason for the biting.  
  
ELA staff will assist the child who is biting to learn different, more appropriate 
behavior. When there are episodes of ongoing biting, we develop a plan of 
specific strategies, techniques, and timelines to address it. We give immediate 
attention and, if necessary, first aid to child/children who are bitten. If the child is 
willing, we offer to put ice on the bite. If the skin is broken, we clean the wound 
with soap and water, antiseptic wash and call the nurse.  
  
When children bite, their parents are informed personally and privately the same 
day. When children are bitten, their parents are informed personally and given a 
copy of our incident form. Should we experience ongoing biting in a classroom a 
plan will be developed and shared with all parents in that class. Biting is always 
documented on our standard incident report form, which is completed and signed 
by the parent. One copy is given to the parents, and the other copy is kept in the 
incident report book in the office. We keep the names of all children involved in 
biting incidents confidential. This is to avoid labeling and to give our teachers the 
opportunity to use their time and energy to work on the behavior. Should the 
behavior continue despite the effort of the parents and ELA staff the child 
may be removed from the program.  
  
Once a year, ELA staff will attend a training session on biting. In addition, 
we have current resources on biting available for staff and parents.  
Attached is a document for you to sign acknowledging our biting policy. 

  

 PARENT CONFERENCE AND YOUR CHILD’S PROGRESS  
   

You are welcome to visit the Early Learning Academy at any time.  If you would 
like a conference to discuss your child’s progress, please notify the director the 
afternoon before the day you would like the conference.  

  
You may contact the director through your child’s teacher, the receptionist, a 
phone call to the director or an email.  The director is available to answer any 
questions or concerns.  

  
Parent conferences are more beneficial if done in the privacy of the office.  For 
obvious reasons, please do not begin a discussion about policies, procedures, 



 

or your child at the front door or in front of any child or parent.  All conferences 
will be confidential.  

 Parents can review the Minimum Standards for Licensed Child Care Centers at 
www.dfps.state.tx.us.  Both the Licensing Inspection Report and a copy of the 
Minimum Standards are available in the director’s office.  
   

PERSONAL POSSESSIONS  
   

Sometimes a child may be very fond of a toy or a blanket and feel more 
comfortable with it during the first few days at the Early Learning Academy.  
This is understood and permitted. We ask the parent to discourage the child from 
bringing a toy unless it can be shared with the other children.  Such articles are 
subject to approval of the personnel on duty.  

  
The Early Learning Academy is not responsible for lost or broken articles 
or possessions.  Please be sure to carefully mark your child’s clothing, bag, etc. 
Money must not be brought to the Early Learning Academy by the child.  
  

CLOTHING  
   

Dress your child for action!  Clothing should be comfortable, easy for the child 
to manage (buttons, etc.) and appropriate for “messy” activities such as arts 
and crafts and outdoor recreation.  Sneakers or other soft-sole shoes are 
required for the prevention of injuries.  No sandals or flip flops.  

  
We ask that one and two year olds have two changes of clothing and a supply of 
disposable diapers.  Three year olds should have one change of clothing.   
  
If the child is in the toilet training process, we require disposable diapers be worn 
by the child for health and sanitation reasons.  In order to encourage toilet 
training, please do not send children in clothes that they can’t take off by 
themselves, i.e. buttons and zippers, overalls, etc. Children having “several 
accidents a day” must use disposable “Pull-Ups”/ diapers.  

  
MEALS AND SNACKS  
  
The goal of snack time and mealtime at the Early Learning Academy is to make 
mealtime a relaxing experience in which good table manners can be learned and 
an opportunity to socialize in a group exists.  

 We participate in the Food Program through the Department of Agriculture and 
administered by FP Assistance. An application is included for you to complete. 
All children must have the application completed so that our center may participate. 
All meals and snacks will be provided by the center. We will post a menu for the 
week. 
 

A nutritious breakfast and lunch will be provided for your child.  Breakfast 
will be served at 7:30 a.m.  Children arriving after 8:15 a.m. will not be 
served breakfast at the Early Learning Academy.   

  



 

Breakfast, Lunch and snacks can’t be brought into the classroom.  No 
exceptions without a doctor’s note due to medical reasons.  

 Celebrations (Birthdays, Holidays, etc.):  We celebrate each child’s birthday at 
school. You may bring nutritional treats when we celebrate your child’s birthday. All 
celebration treats must be prepackaged and include the nutritional contents 
label.  
   
BREASTFEEDING  
  
If a child is breastfeeding, the Early Learning Academy will provide a comfortable 
place for the mother to breastfeed her child.  As a parent you have the right to 
breastfeed or provide breast milk for your child while in care.  

  
END OF THE DAY PROCEDURES  
  
It is important that the following procedures be implemented at the end of each 
day.  

  
  Please go inside to document the check out of your child on the sign in/out 

sheet before you go into the classroom or outside.  The time that you pick up 
your child is very important in documenting the number of children in the 
center at various times.  

     Due to licensing requirements, no siblings can be on the playground with the 
children enrolled in our Academy.  The playground has been licensed to be 
used by only those children enrolled in the program and only during operating 
hours.  

  
    The Fair Labor Standards Act limits the time that our staff can be on duty.    

   It is imperative that our teachers in the Early Learning Academy are 
clocked out at 3:00. If you are arriving at exactly 3:00 please be 
considerate of our teachers and do not use their time to discuss your 
child’s daily activities.  You are welcome to schedule an appointment with 
your child’s teacher at any time or with the director if the need arises.  

  

 GANG-FREE ZONES  
  

  

Under the Texas Penal Code any area within 1000 feet of a child-care center is 
considered a gang-free zone.  Therefore, certain gang-related criminal activity or 
engaging in organized criminal activity within 1000 feet of the Early Learning 
Academy is a violation of the law and is subject to increased penalty under state 
law.  

  

GENERAL REQUESTS 
  

Your child may occasionally have a difficult morning.  It would be best just to 
walk your child to the door; assure him/her that you will be back after school and 
then leave quickly.  Usually your child will relax as soon as you leave.   Please 
label everything with your child’s name.  



 

 

 SAFETY FOR CHILDREN  
   

Parents should advise their children of the many common safety tips such as 
looking both ways before crossing a street.  Children should be advised not to 
carry sharp instruments to school.  Because of the danger of rabies, no live 
animals should be brought to school without prior consent of the principal.  

  
Pesticides may be periodically applied in the Early Learning Academy by Spring 
ISD certified personnel.  Information concerning these applications may be 
obtained from C.G. Cezeaux at 281-891-6427.  

   
CHILD ABUSE POLICY  

  
All staff of the ELA will receive one hour of annual training in prevention 
techniques for and the recognition of symptoms of abuse and neglect as well as 
the responsibility and procedure for reporting suspected abuse and neglect.  

  
Training will include:  
Factors’ indicating a child is at risk for abuse or neglect; 
Warning signs indicating a child may be a victim of abuse or 
neglect;   
Internal procedures for reporting child abuse or neglect;   
Community organizations that have training programs available to staff, 
children, and parents.  
  

EMERGENCY PREPAREDNESS PLAN  
  
The Early Learning Academy will follow all emergency preparedness plans as 
directed by Spring ISD.  The staff is knowledgeable in following these plans 
with the welfare of the children in mind.  

  
In the event of a fire or fire drill, the designated area for the Early Learning 
Academy is the playground across from the PAC (Performing Arts Center). Staff 
will take first aid kits, emergency contacts and rosters and check roll to make 
sure all children are present.  

  
In the event of a tornado or tornado drill, children and staff are to shelter-in-place 
in a designated room with no outside doors or windows. Students will be 
instructed to crouch low and cover their heads and face. Staff will check roll and 
report any missing students. Staff will supervise students until the last possible 
moment, then assume the protective position themselves.  

  
If the school is placed in lockdown, all students are kept in classrooms, doors 
and windows will be locked and students will be kept away from windows and 
doors. No one is to enter or exit the school under lockdown. If told to do so by 
authorities, students will be lead to a safe area. Students cannot be released to 
their parents until administration or the authorities announce the lockdown is 
lifted.  

  



 

  

AUTHORIZED PERSONS  
  
Spring ISD requires prior written notification of persons authorized to pick up 
your child. These persons should be prepared to show picture identification.  In 
the case of divorced parents, it is important that the Early Learning Academy has 
on file evidence of legal custody and who may pick up the child.  

  
Parents are required to sign their child in and out each day.  
   

PROCEDURES FOR PARENTAL NOTIFICATIONS  
  

 Parents will be notified immediately if the school nurse determines your child is in 
need of immediate medical care.  If parents cannot be reached, the emergency 
contacts will be notified.  
  
Parents will be notified in writing of any changes in the policies of the Early 
Learning Academy.  The family will sign and date the updated operational 
policies.  Parents may ask the child care director to review and discuss any 
questions or concerns about the policies and procedures of the center at any 
time.  

   

PROCEDURES FOR PARENTS TO PARTICIPATE IN THE CHILD  
CARE CENTER’S OPERATION AND ACTIVITIES  

  
Parents are encouraged to participate in the operation and the activities of the 
Early Learning Academy.  These activities may include accompanying children 
on field trips, reading stories, assisting with class celebrations and supporting 
teachers in their roles. Parents may discuss with the director or the classroom 
teacher how they would like to be involved.  At their designated time, the parent 
must check in at the Westfield attendance office to obtain a visitor badge.  

  
Here’s to a great year!!  

  
  
 
 
 
 
 
 
 
 
 
 
 
 
 


