Little Einsteins
General Information
Welcome to Little Einsteins Academy of Experiential Learning, a bilingual hands-on learning preschool for children ages birth to five years old.  We also enroll school age children up to age 12 in our school age after school and summer programs.
It is our hope that the following handbook will help you become better acquainted with the purpose, operations, and policies of our school.
We look forward to the upcoming school year and are eager for parents, teachers, and students to grow and learn from each other.
Mission Statement and Program Goals
Little Einsteins Academy seeks to provide students with top quality education and care with an emphasis on hands-on experiential learning in a bilingual atmosphere.
Purpose
We believe in the importance of preparing young students for elementary school and the advances of the 21st century so that they may begin to excel at an early age.  We also believe that through an effective and quality learning program the child will foster a love for learning early on in life.





Administration
Ruth Saldana-Director-The director acts as executive officer, who with the help of the faculty and staff, suggest changes and policies for the improvement and welfare of the school.  It is the director’s obligation to see that the policies and wishes of the school are carried out.  Ruth holds a Bachelor Degree in Interdisciplinary Studies with a certification in Bilingual Education and English as a Second Language.
Julie Ford-Curriculum Director-The curriculum director researches curriculum and innovative teaching strategies.  She develops lessons with the staff and ensures that the program is effective.  Julie holds a Bachelor Degree in Interdisciplinary Studies with a certification in English as a Second Language and specializes in Bilingual Education.
Veronica Aleman-Assistant Director-The assistant director’s position is to assist the directors to maintain policies for the school.  It is her responsibility to carry out the policies of the school when the directors are not available.  Veronica hold a Child Development Associates Degree.
Rose Lozano-After School Care Supervisor-The after school care supervisor’s position is to ensure policy and safety of school.  Her responsibilities include carrying out the closing procedures of the school and maintain safety. She is to respond to any questions or concerns families may have at afternoon pick-up.







Enrollment Policy
To be admitted to the program the following materials must be presented to the school office prior to your child starting school.
· Completed Enrollment Form
· Up to date Immunization Records (Copy) and Preschool Health Statement
· Custody Release Form
· Discipline and Guidance Policy Acknowledgement
· Payment of Registration Fees and Tuition Agreement with last month’s check attached
· Handbook Acknowledgement/New Parent Orientation
· Internet Acknowledgement
· Lillio Acknowledgement
Non-Discriminatory Practices
Little Einsteins Academy admits students of any race , color, religion, national and ethnic origin to all the rights, privileges, programs, and activities generally accorded or made available to students at the school.  It does not discriminate on the basis of race, color, national and ethnic origin in administration of its educational policies or admissions policies.
License
We are licensed by the Texas Department of Protective and Regulatory Services to care for children ages birth to 12 yrs.
Accreditation
Little Einsteins Preschool is a Texas Rising Star Provider.  A Star Provider is a licensed childcare facility that voluntarily takes part in a program dedicated to quality childcare care that exceeds Child Care Licensing Minimum Standards.  One of the goals of the Star Program is to ensure that children receive care that promotes healthy development in all areas- physically, socially, emotionally, intellectually.  Certification may be at a Four Star, Three Star, or Two Star level. Little Einsteins has a Four Star Certification.. This program is facilitated through the Texas Workforce Commission.
Child Care Aware of America
Little Einsteins is a proud supporter of our United States military families. We are a provider for the ChildCare Aware program who provides assistance to military families serving in the Army, Marine Corps, Navy and Air force.  For those active military families who would like to participate in this program please contact:
ChildCare Aware of America
1515 N. Courthouse Rd. , 11th floor
Arlington, VA  22201
Phone 800-424-2246 option 7
Fax: (703)341-4146
Our provider numer is #550055

Child Care Services
Parents who work, attend school or participate in job training may be eligible for financial assistance with childcare.  Workforce Development Boards administer childcare assistance through the Workforce Solutions offices.
Parents have the right to choose the type of childcare that best suits their needs and to be informed of all childcare options available, including:
· Licensed childcare centers
· Licensed and registered family homes
· Relative-provided care
To determine if you are eligible for childcare assistance, contact our local representative Bertha Gonzales at (210)230-6365.  workforcesolutionsalamo.org.   They are open 9:00-5:00 Monday through Friday.   If you have any questions please feel free to ask our directors about this program.

Tuition/Registration/Apparatus Fees
The yearly tuition, registration, and apparatus fees are established by monthly basis.  All tuition and fees are due on the first of the month and are considered late after the fifth.  A $30.00 late fee will be assessed on the sixth of the month and a one dollar per day will fee will accrue until the tuition is paid in full.
Please refer to the current Tuition Rate Sheet for tuition and registration  fees.
Child Care System (CCS)

All parent fees are due on the 1st and considered late on the 2nd of the month.  A $30.00 late fee will be assessed to your account plus $1.00 per day until your account is paid in full. A 30 day notice is required, as noted in our tuition agreement, should you decide to dis-enroll your child.  
Available Programs
Infant-23 Months 7:30-5:30 Monday Through Friday
Pre –K 2  7:30:00-3:30  Monday Through Friday
Pre –K 3  7:30-3:30  Monday Through Friday
Pre –K 4  7:30-3:30  Monday Through Friday
Pre –K 5  7:30-3:30  Monday Through Friday
Alternate M-W-F or T-TH Schedules are Available
*After School Care is available from 3:30-5:30 M-F
*Hourly After School Care is Available from 3:30-5:30 at $15.00 per hour.
The Teachers will be in their classrooms at 7:30 am should you need to drop your child off early.  No children are allowed in the building prior to 7:30 am.  We require that all students be in their classrooms by 9:00.  The extended care program in the afternoon runs from 3:30-5:30.  Please see the attached rate sheet for fees and pricing at the end of this handbook.  We are licensed to be open until 5:30 pm
Holiday Schedule:

Please refer to the Little Einsteins Preschool Holiday Schedule for all scheduled annual holidays.  

Late Pick Up Fee Notice
It is a matter of courtesy to alert the staff as soon as possible if you are going to pick your child up late.  If you find it necessary to pick up after the 3:30 school day or 5:30 extended day the late fees will be as follows.  
		3:30 School Day			5:30 Extended School Day
		3:30-3:35 $25.00			5:30-5:35  $25.00
3:36-3:37 $1.00			5:56-5:37  $1.00
3:37-3:38 $1.00			5:38-5:39  $1.00
With the examples listed, if your child is a 3:30 pick up and you are seven minutes late your late pick up fee will  equal $27.00.  If your child is to be picked up at 5:30 and you are seven minutes late your fee would equal $27.00.
*Each additional minute will be an additional $1.00 
The School

School Hours

Drop off  begins at 7:30am and classes begin at 8:30am.  All students must be in their classrooms by 9:00am.  Student pick-up begins at 3:00pm.   Your child should not be brought to school earlier than 7:30am or left after 3:30pm unless enrolled in the after school  care program. (We understand emergency situations). The staff uses time prior to 7:30 am  to prepare and set up for class and after classes to clean up. If your child is picked up after their designated time, we will place your child in after school care and charge accordingly.  Should you desire a parent-teacher conference, an appointment for a personal conference may be set up by calling the school office.


School Drop Off

Families are to bring the child into the building and acknowledged by the teacher. Children will be released only to those persons whose name appears on the registration form or custody release form . If parents call to authorize the emergency release of a child, the school staff will verify that the caller with their on file secret code. The parent will called back to verify information.The school will follow this procedure in the case of verifying the identity of the person authorized to pick up the child.  Little Einsteins will check driver's license and record the name and number which will be kept on file for 24 hours.

Drop-off and Pick-Up

Parents are to bring the child into the building until the child is in the care
of a staff member. Children will be released only to those parents
whose name(s) appear on the registration form unless prior arrangements
are made by parents with the teacher.  If parents call to authorize the
emergency release of a child, the school staff must verify that
the caller is actually the parent. The school will follow this procedure in the case of verifying the identity of the person authorized to pick up the
child.  We will check driver's license and identification and record this information to be kept on file for 24 hours. 
1

Snack

The school will provide a healthy variety of morning and afternoon snacks and water.  Please see the posted snack schedule in your child’s classroom.   Our healthy snack menu ideas are derived from Women with Children Healthy Foods and Smart Choices Program and Parenting.com menu planning.   Please inform us of any special dietary needs on your child’s enrollment form, page 3, Child’s Additional Information section.  Food allergy lists are posted in each classroom.  School Age children are provided an after school healthy snack upon arrival. Food allergy lists are posted in each classroom.  Any child with an allergy must have a Food Allergy Plan on file.  Common food allergies for children include-eggs, wheat, and nuts.  Our staff is grained in food allergy awareness and take precautions to ensure our students are protected. An informative packet of information concerning food allergies is available at our parent information station  in the mail building.
Mealtime

Little Einsteins will not offer hot lunches. Little Einsteins is not licensed to cook meals and does not have a commercial kitchen, therefore we require that parents provide a nutritious lunch for their child each day and pack it with an ice pack to ensure freshness. Please see the sample menu for healthy lunches posted on your class information board for a variety of lunch ideas derived from Parenting.com healthy lunch ideas.  The lunches will be stored in the child's cubby until lunch.  Please provide your child with milk or a calcium rich food with each lunch and fruit and vegetables. Little Einsteins discourages empty nutritional foods such as sweets and chips.  If you would like your child to enjoy a warmed lunch, please warm it at home and put it in a thermos.  Liquids and food hotter than 110 degrees F are kept out of reach of our students. Our staff will assist your child with their lunches. Healthy Lunchtime Ideas are provided at the front of each building.  Please feel free to take a copy! For special occasions…parties may be celebrated with the class. Little Einsteins or families who wish to provide a certain snack must make arrangements with your child’s teacher.  Please be reminded that all snacks brought in must be store bought and/or prepared in a kitchen that is inspected by local health officials. Please keep the refreshments simple.  The part will be held during the afternoon snack time period. All special foods must be commercially prepared or prepared by a facility inspected by the local health department. On days that Little Einsteins provides a meal, a fresh fruit, vegetables, and milk are available to our students.
School Age Students Snack Time
Healthy snacks as listed by the Smart Choices Program are available to our students as they arrive.  Once they have enjoyed their snack, they are provided 20 minutes of homework time on a daily basis.
Breastfeeding Information
Little Einsteins promotes breastfeeding for all families.  The infant room is equipped with a glider and quiet area for breastfeeding. Families may also provide breast milk which will be kept refrigerated. Upon request, a compilation of breastfeeding education and support resources in the community is available.  Please ask your teacher for information.
Resources For Health and Nutrition
Little Einsteins supports our families to have access to important local Health and Nutrition information.  Below are links to local programs to assist our families with providing a healthy lifestyle.  Should you have any questions about these programs please reach out to the staff administration and we would be happy to assist.
Immunization and TB Requirements
All students must be immunized and all immunization records are to be current and up to date. Records will be kept on file and each year updated. Tuberculosis screening and testing information to be kept on file with if required by Texas Dept. of Health and Human services or local health authority. TB Test and Screening are not required for enrollment at this time. 
Preschool Health Statement
A copy of any health-care professional recommendations or orders for providing specialized medical assistance to the child. In some instances minimum standards allow for a deviation from a minimum standard with written documentation from a health-care professional. You must also maintain this written documentation in the child's record.
Hearing and Vision Screening
All hearing and vision screening to be kept on file in child’s record. Prior to starting Kindergarten students to provide vision and hearing screening.
Health Checks
We do not conduct Health Checks. We notify families should we notice that your child is not feeling well. We do keep immunizations, Vision & Hearing, and Preschool Health Statements on file.


Vaccine Preventable Diseases 
Little Einsteins recommends that all employees be immunized for preventable diseases. The vaccines encouraged are those recommended by the CDC. LEPA does not discriminate against Reasons of Conscience. 
Woman, Infant, and Children (WIC)
The Special Supplemental Nutrition Program for Women, Infants, and Children (WIC) is a health and nutrition program with a successful record for improving the diet of infants, children, and pregnant, postpartum and breastfeeding women who are at risk for nutrition-related illness. The main focus of the WIC program is to educate parents/caregivers on the proper nutrition for babies and young children. In addition to nutrition education, WIC clients also receive breastfeeding support and education, supplemental WIC foods, and referrals to other health and social services.

https://www.wicprograms.org/ci/tx-new_braunfels

Children’s Health Insurance Program (CHIP)

If your children need health coverage, they may be eligible for the Children's Health Insurance Program (CHIP).
CHIP provides low-cost health coverage to children in families that earn too much money to qualify for Medicaid. In some states, CHIP covers pregnant women. Each state offers CHIP coverage, and works closely with its state Medicaid program.
https://www.healthcare.gov/medicaid-chip/childrens-health-insurance-program

Medicaid
Medicaid is a social insurance program administered by state and federal governments designed to cover the basic healthcare needs of lower income families in America. This means that Medicaid helps people with low incomes cover their health care costs.
https://www.medicaid.gov/

How to Access Minimum Standards for the State of Texas

https://www.hhs.texas.gov/sites/default/files/documents/doing-business-with-hhs/provider-portal/protective-services/ccl/min-standards/chapter-746-centers.pdf

Texas Abuse and Neglect Hotline
https://www.txabusehotline.org/Login/Default.aspx

Texas Health and Human Services
https://www.hhs.texas.gov/
Annually teachers are trained in signs of abuse and neglect, usually in May.
To increase awareness Little Einsteins has posted information for signs of Abuse and Neglect posted at the entrance of each building and the office.
Little Einsteins provides local information at each building entrance for community information, and we are willing to coordinate help with our families for these services. Please call the office at 830-620-5453
Abuse or neglect suspected, you may contact the hotline 1-800-252-5400

Safety Drills

Fire, severe weather, and intruder alert drills are held to develop safety practices that will help students move in a quick and orderly manner to a predestinated area during an emergency. During a fire drill the students will leave their classrooms in an orderly fashion and be led to a designated safe location. When conducting severe weather and intruder drills the students will position themselves in a hall or bathroom.  Fire drills are practiced monthly and severe weather drills and intruder alert drills  are conducted quarterly.

Emergency Evacuation and Relocation

In case of fire, explosion, or toxic fumes, our children will relocate to the
West Side Community Center  located at 2910 IH 35 S., Phone 625-6060.

Emergency Preparedness Plan
An Emergency Preparedness plan is designed to ensure the safety of children during an emergency by addressing staff responsibilities and facility readiness with respect to emergency evacuation and relocation.  The plan addresses the types of emergencies most likely to occur in our area including, but not limited to natural events such as tornadoes, floods, or hurricanes, health events such as medical emergencies, communicable disease outbreak, and human caused events such as intruder with weapon, explosion or chemical spill.

Staff Responsibilities: 746.5202

In an emergency evacuation staff will:

A. Transport the children to: West Side Community Center 2910 IH South     	830 625-6060	

B.  The staff will move children in 2 trips.  Children will be transported from youngest to oldest. (Monkeys, Zebras, T. Cubs. Tigers)
	1st trip: 31 students
	Directors will transport 6
	Asst. Director will transport 3
	1-2 teachers from each class will begin transporting the children.  The   other teachers will stay and combine all the children in the main building.
	1 Monkey teacher will transport 6
	1 Zebra teacher will transport 4
	1 T. Cub teacher will transport will transport 3
	3 Tiger teachers will each transport 3 (9 students) 
	
	1st Drop off: 3 caregivers (2 tiger and 1tiger cub teacher) will stay with the children, and the remaining 5 will go back for the 2nd trip. Director will pick up 15 passenger van from church.

	2nd trip: 44 students
	Director: 13 students
	Asst. Director: will transport 6 (will use Directors vehicle)
 Monkey Teacher: will transport 6
	 Zebra Teacher: will transport 4
	Tiger Teacher will transport 6 
	3 remaining teachers will each transport 3 (9)


C.  Children in attendance will be accounted for in the designated safe area, by using the daily Sign in/Out Attendance Sheet.


D.  How will the staff evacuate with the proper documentation?
      746.52029 (3)
	
Assistant Director or Closing Supervisor will be in charge of transporting Emergency Evacuation Crate:
	1.  Student Information (phone numbers, special needs, pick-up list)
	2.  First Aid Kit
	3. Fire Extinguisher
	4. Sign In/Out Sheets (from both buildings)
	5.  Medication and Medication Authorization Sheets
	6. Emergency phone numbers for local authorities	
They will also be in charge of posting evacuation notice on the front door of each building.

E.  Communication 746.5202 (2)

1. Director and Assistant Director will contact local authorities and inform them of our location and situation.

2. Directors and teachers will divide student information and begin to call parents using cell phones.

School Closing / Inclement Weather Closing
In case of severe or icy weather the directors will decide on dismissal or closing.  Families will be informed through our Hi Mama Application.  Normally, if NBISD is closed we close as well. There is no refund of tuition due to bad weather days or disasters.  

Gang Free Zone

Under the Texas Penal  Code, any area withing a thousand feet of a child care center is a gang-free zone, where criminal offenses related to organized criminal activity are subject to harsher penalties.

Medication / Allergy Plan

Because of the high liability and risk factor, medication will not be dispensed by the teacher unless there is approval in writing by the parent. All medications need written approval and prescription medication must be in the original container, labeled with the child's name, date, directions for giving, and the doctor's name.  The school will administer the medication as stated on the label directions.  No medications will be kept in the classroom or in the student's possession.  No expired medication will be administered, so please check the label. No unassigned epinephrine injectors are kept on site. Insect repellent and/or sunscreen will be applied as needed to a child, as needed and medications will follow medication dispensing protocol.


Accommodations for Children and Families
It is our program policy to support families and children who may need additional accommodations, including home/native language, differing abilities and cultural backgrounds. Parents have the right to be informed of all procedural safeguards and rights of appeal in a language easily understood by the general public and in the parent’s primary language. Please inform the director if you or your child require accommodations and we will ensure that we do our part in meeting you needs. 
The following are ways that our program will assist in accommodating families:
1. Accurate space to allow for specific therapies. 
2. Complete supporting documentation form authorized medical professionals for any accommodations related to the child’s physical and developmental needs.
3. Provide materials and resources in the parent’s/child’s primary language.
4. Provide opportunities for cultural inclusiveness by hosting cultural events throughout the year. 



Accidents

Every accident in the school building, on school grounds, or at any school sponsored event must be reported immediately to the person in charge and to the school office.  A written record of the accident will be kept in the school office.


Emergency Contact to Parents

Each child must have up to date emergency information on file in the school office. This information is needed in cases of illness or accident when parents cannot be reached or for emergency situations.  This information must be updated annually.  To update this information,  Little Einsteins will send an information update sheet to each family in September. If your information changes prior to September 1st please inform the directors in writing.  



Visitors & Volunteers

Visitors must report to the school office. Parents please check in at the office before going to your child's classroom.  Items such as lunches, books and glasses need to be dropped off in the school office.  When parents deliver those items to the classroom, it often distracts the class and valuable teaching time is lost. 
\]\
\Little Einsteins encourages volunteering! Please contact the office for details. A Criminal History Background check is required. Please call 830-620-5453 for more information. 

Visiting Therapists
Students who require therapy are welcome to conduct therapy here at Little Einstiens. The therapist will provide documentation of credentials and are eligible to visit the preschool with a background check.  Little Einsteins will consult with families to coordinate on-site therapy.  Little Einsteins will provide and accommodate an appropriate location for services. 

Student Records
The school office maintains all records pertaining to your child.  Any requests for information, either from the school or from you, should be referred to the office in writing. Records of finance, attendance, health, testing and progress are the property of Little Einsteins Academy and copies of these files will only be released with your written permission.
Curriculum
The bilingual program’s goal is primarily a “readiness curriculum” using hands-on learning activities which prepare the students with a foundation for critical thinking, and self- correction through language arts, science, math, social studies,  and social skills.  The program will integrate art, music, dance and technology with a central theme.  Each level is geared to provide skills necessary to be successful in a kindergarten program.   Daily learning activities, both indoor and outdoor classrooms incorporate play and structured learning and encourage physical activity.  Learning centers provide opportunities for both group and individual learning experiences.  All lessons are written by certified teachers.  Each week a lesson overview is posted outside your child’s classroom and suggested home activities will be sent sent to family member in our digital application.
Little Einsteins is committed to quality education which calls for a sound academic program that will meet the individual needs of children.  
Language Arts:  Reading Phonics, and Writing
Science:  General Science, Health& Safety, Physical Science, Earth Science, and Biological Science.
Mathematics:  Patterns, Number Recognition and Usage, and Basic Arithmetic.
Social Studies:  Citizenship, Geography, History, Current Events, and Government.
Art:  Drawing, Painting, Crafts, and Appreciation.
Music: Vocal Choir and Appreciation.
Dance:  Rhythm, Recreation, and Games
Physical Activities:  Running, jumping, skipping, hopping are all enjoyed during morning circle and/or daily recess.
Screen Time:  Activities using TV/Video, computer, or video games are prohibited for children under the age of two years.  Children three and older do not exceed 5 hours per week of screen time.  All screen time is developmentally appropriate for the child’s age and are related to the planned activities.	
After School Care:  Daily activities in our outdoor classrooms,  crafts, table games, relaxation, and Outdoor play.
Homework:  Children can profit by developing the habit of home study and working with parents.  This gives the student an opportunity to share with the family what they are learning at school.   Each month we will send an overview of what we are working on and suggested home activities to reinforce learning and to make learning fun.
Teacher Conferences
Should you desire a teacher conference, an appointment for a personal conference may be set up by calling the school office (830)620-5453
Developmental Milestones
Preschool developmental milestones are behaviors or physical skills seen in infants and children as they grow and develop.  Rolling over, crawling, walking, and talking are all considered milestones.  The milestones are different for each age range.
· Gross motor-Crawling, Climbing, Walking, Running, Jumping, etc.
· Fine motor-Grasping, Cutting, Drawing, Writing
· Language-Sounds, Words, Sentences, Complete Thought
· Cognitive-Identify, Recall, Understanding, Problem Solving
· Social and Emotional- Bonding,  Relationships, Interested, Cooperates 
Daily Folders:
Each day the child will bring home a folder of their work.  There will be constructive comments concerning the student’s progress, stickers, and suggestions to help the child excel.
Parent-Teacher Communication
· Special notices will be posted on our digital application “Lillio”, the front door, and classroom bulletin boards
· A news letter will be distributed monthly with the theme of the month and activities
· Please check your child’s school bag on a daily basis for work and other information.
· Our main form of communication is through our Digital Communication Application “Lillio”. Please refer to your access daily for the most up to  date daily information.  
· Family Suggestions are encouraged! Please provide any suggestions you may have to our office through your child’s folder or through Hi Mama.
· Little Einsteins offers parent conferences two times per year.  Please look for the posted announcement and sign-up.
· Annual surveys are offered and your feedback is important to us.
· Consultation with the Director by appointment 830-237-3729 or written request via Lillio or email at a_einsteins@yahoo.com
· Each week a lesson overview and suggested home activities will be posted outside of your child’s classroom. 

Each week a lesson overview and suggested home activities will be posted outside of your child’s classroom.
Reading logs and beginning reading books will be sent home weekly with the Tigers students beginning after the Christmas break.
Holidays, Parties, and Birthdays
Little Einsteins celebrates the various holidays with classroom parties:  Labor Day, Comal County Fair Day, Halloween, Thanksgiving, Christmas, Chanukah, Kwanza, Martin Luther King’s Birthday, Valentine’s Day, Easter, Fourth of July, and Memorial Day.  These days are celebrated to develop a caring and supporting attitude for one another and to emphasize joy.  The classroom discussion and parties may include decorations that emphasize the purpose of the celebration, facts concerning the holiday, and recognizing parental role in celebration of these days. 
Birthday parties may be celebrated with the class.  Parents who wish to provide a certain snack must make arrangements with your child’s teacher.  Please be reminded that all snacks brought in must be store bought and/or prepared in a kitchen that is inspected by local health officials.   Remember to keep the refreshments simple. The party will be held during the afternoon snack time.  All special foods must be commercially prepared.

Parent Volunteers and Family Involvement

We believe in the importance of family involvement in a child’s preschool education and welcome our families to participate in monthly year round activities.
We offer many opportunities throughout the year to celebrate our families and school.  The school will send notices and have sign-up sheets for these fun events. For example, family breakfast or afternoon treats with lemonade are enjoyed.  We celebrate a fruitful Thanksgiving feast together and a hopping good time at our Easter egg hunt and pic-nic.   Family projects and homework are fun ways to participate in school activities.  These opportunities unite the school and home community.  Some examples include:  Family Trees, I am Special Posters, Halloween party and carnival, Thanksgiving Feast, Hot cider and Christmas Caroling, Valentine’s Day Box decorating¸ and our Tiger Graduation ceremony is a school favorite.  
Chewing Gum
Students are not permitted to have gum at school
Students Valuables
Students are not allowed to bring jewelry, money toys, or valuables to school.  All personal belongings must be labeled and able to fit in their Einstein bag.  
Responsibility
Students are to respect and obey the teachers in the school.  Students are to demonstrate care for personal property, and the property of the school.  
Safe Sleep
Upon enrollment of an infant parents will review and sign a copy of operational policies on Safe Sleep.  And a copy of the policy is provided in the parent handbook. 
How to Contact State Licensing
Keeping Children Safe 1-800-252-5400
Reporting Abuse and Neglect
Unsafe Products
SIDS 
www.dfps.state.tx.us





The Home
Attendance
Please set a good example for your child by placing a high value on their education.  Students are held to a regular and punctual attendance.  All students must be in their classroom and ready to learn by 9:00 am.  All students must be picked up by their designated pick up time.  
Illness and Absence
An ill child will not be admitted to the school.  The health of all students at the school will be our primary objective in handling illness at the school.
· An ill child will be removed from the other children and their parent or guardian will be contacted.  The child will be supervised until the parent arrives.  Fever, diarrhea, and vomiting are common symptoms necessitating a child’s removal from the center.
· A child needs to be free of fever for 24 hours before returning to school.
· Children need to be kept home when they show any signs of illness
· First aid will be administered in the case of an illness or injury.  The physician named on the medical form will be contacted or the child will be taken to the nearest emergency medical facility if necessary.
If an absence is necessary the school must be notified at 830-620-5453.  You are not reimbursed for absences.  Tuition is based on a monthly basis. 
Special Health Problems

Parents of students with health problems are to contact the school office at the beginning of the school year or when a problem arises.  Special problems include vision, hearing, diabetes, epilepsy, rheumatic fever, recent surgery, medications, asthma or anything that might limit the student at school.


Students Dress
The purpose of a school uniform is to promote neatness, unity, and health and safety.  A solid red, white or navy blue polo shirt and khaki bottoms are to be worn daily. Navy jumpers, pants, and shorts may be worn as an alternative with a white polo shirt. All ribbons, bows and belts, must be a solid red, white or blue.   White socks and solid colored tennis shoes are acceptable footwear.    Indoor winter wear must be a solid red, white, or navy blue color.  An example would be a sweater or sweat shirt.  Outside winter wear must be comfortable and labeled.  Students’ uniforms must be neat and clean.  
Book Bags
The only acceptable book bag is a Little Einsteins issued bag.

Books and Equipment Damage
Children are expected to keep their books, desks, classrooms and playground clean and in good order.   They will be asked to reimburse the school for loss as well as for any careless or willful damage to furniture, equipment, or school property which is carelessly or deliberately defaced, damaged, or marred. 
Nuisances and Toys
Students are not to bring articles, which interfere with school procedure or may be potentially harmful to the safety of others.  Items which are deemed inappropriate by the school will be confiscated and returned only to the parents upon request.  Toys are not to be brought to school.  This is important to prevent broken toys and hurt feelings.  Little Einsteins is not responsible for lost or missing items.
Consultation with the School Staff
Consultations with your child’s respective teacher or the director are always welcome.  However, it would be in the best interest of all concerned if such consultations were made by appointment.  If problems or complaints arise, do not disrupt the classroom by trying to see the teacher before or during the school day, but inform the office so that an appointment may be set up with the teacher.  This will allow for an adequate period of time for the discussion and will assure privacy of conversation.  If the matter cannot be resolved during this meeting, a meeting with the director, teacher, and parent will be arranged. The teacher will not respond to messages through our digital platform.  Please contact our office for a consultation.  

Leaving the School Grounds
We operate a closed campus.  Students must stay on the school grounds from the time they arrive until dismissal.  Students who for a good reason need early dismissal must be signed in and out and authorized by a school employee and parent.  A student returning from an authorized departure must be signed in before returning to class.  When such permission has been granted, full responsibility rests with the parents.  The student must be accompanied by the guardian at all times and walked to their classrooms.  Re-admittance must be acknowledged by the teacher prior to parent departure.  
Discipline
Good discipline underlies the educational structure.  It originates in the home and is continued at school.  Effective discipline is the ley to good conduct and proper consideration for other people.  Parents should recognize that the teacher takes the place of the parent while the child is in school.   We ask that parents work with the school in carrying out recommendations made in the best interest of the child.  Your interest and support at home are important to your children and greatly appreciated by the teachers.  The teachers guide, lead, and properly discipline so that the student receives the best possible education.  An atmosphere of calm is essential to learning.  We believe that all students can behave in the classroom and in the school building.  We believe that all students have a right to learn and that teachers have the right to teach, and that inappropriate behavior will not be allowed to interfere with learning and teaching.  The following steps of redirection apply:
· Redirection-Help student to understand in a loving way that they must modify behavior and redirect the student to a positive behavior.
· Parent Consult- If the student is unwilling to accept redirection after all efforts have been exhausted the parent will be notified.  Consequences may include a behavior management plan and/or dismissal of student.
· Our behavior management plan includes a “My Good Day Chart” which will be kept in the student folder.  This chart will be a way to document the behavior management plan agreed upon by the family and school.  It will serve as on going communication between the school and parent regarding the application of new strategies and how they are working.  The student will be rewarded with stickers.
· The Director of the school reserves the right to dismiss any student if  they feel the student or parent/guardian is unable to comply with the school’s policies.
· Food nor treats are used as a reward for desired behavior.  We use praise, hugs, and stickers.  Little Einsteins rewards the whole group rather than the individual child.  
· Little Einsteins believes in the Conscience Discipline method of redirection.  Please see consciencediscipline.com methodology for more information.
Collaboration Regarding Challenging Behavior
Should challenging behaviors arise at school, the teacher, director and family will be in contact on a daily basis via phone, email, or “Lillio” to collaborate on methods to help the child find success.  The school will continue to work with the student with their “Good Day Chart”. The Good Day Chart will indicate what strategies were used at school and focus on the student’s progress. The family is to review and sign this log on a daily basis.  Any input from the family is acknowledged by the teacher and documented.  This chart/log will be used on an ongoing basis to help the student find success.

Tardiness and Early Dismissal
· Late arrivals are recorded as tardies within the first 15 minutes to the school day.  Please have your child in class no later than 9:00 a.m.

· If you arrive late to school, please sign your child in and escort your child to their class.  All students must then be accompanied by a parent or adult to the classroom.  Please never leave your child unattended.

· Students who receive more than five (5) tardies in a quarter will be called in with their parents to meet with the director.

· If your child is being dismissed early please inform the teacher so that we may have your child ready when you arrive.  Only those on the pick-up list will be allowed to leave with the student.


Change of Address or Phone Number:

It is necessary that the school be notified if you move or change jobs.  We need new addresses and phone numbers in case of emergency.

Telephone Number

The number of our school is (830) 620-5453 Parents are urged to use discretion in contacting their children at school and to limit such calls to urgent matters.

Cell Phone Use

In order to better facilitate communication between parents and teachers and parent and child we prohibit the use of cell phones on our property.  

Label Belongings

Label all removable clothing and personal articles. Little Einsteins is not responsible for lost items.


Transportation
Little Einsteins Preschool does not provide transportation
Animals
No pets or animals are allowed at school
Field Trips
Little Einsteins does not participate in or take field trips.
Water Activities
Little Einsteins does not provide water activities that require a pool or standing water. During the summer months June-August we enjoy occasional sprinkler play. Families will be notified in advance and a list of proper attire and necessities will be provided.

Parents’ Rights 
A parent of a child in care has the right to:

(1)Enter and examine your center during its hours of operation without advance notice
(2)File a complaint against your center
(3)Review your center's publicly accessible records
(4)Review your center's written records concerning the parent's child, 
5)Receive from your center: (A)HHSC's inspection reports for your center and (B)Information regarding how to access your center's compliance history online [
(6)Have your center comply with a valid court order signed by a judge that prevents another parent from visiting or removing the parent's child from your center.
(7)Be provided with contact information for Child Care Regulation
8)View any video recordings of an alleged incident of abuse or neglect involving the parent's child maintained by your center as long as: [Medium] (A) Video recordings of the alleged incident are available; (B) The parent is not allowed to retain any portion of the video depicting a child who is not the parent's child; and (C) Your center notifies in writing the parent of any other child captured in the video recording, before allowing the parent to inspect the video recording; (9)Obtain a copy of your center's policies and procedures
(10) Review, upon request of the parent, your: (A) Staff training records; and (B) In-house training curriculum, if any; and 
(11) Be free from any retaliatory action by your center for exercising any of the parent's rights. 

	Promotion of Indoor and Outdoor Physical Activity
These activities help develop motor skills, enhance social skills, and contribute to overall well-being.  Little Einsteins promotes physical activity during each morning a structured Circle Time (30 mins) and twice per day (1 hour morning and 1 hour afternoon unstructured) during outdoor recess. Please refer to your child’s posted classroom schedule. Circle Time is enjoyed in the classroom and recess in the play ground outside (weather permitting). Should there be severe weather all physical activities will be modified to indoor fun. Some structured indoor actives include Musical Chairs, Parachute Fun, Simon Says, and Limbo to name a few.  No need for PE clothing, your comfortable uniform is perfect for every day at school.

Handbook Update

Please be advised that this handbook is updated annually or as needed throughout the school year.  If an update occurs you will be advised in writing and the amended copy will be available to you upon requ

