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Parent Handbook
Welcome to Evergreen Early Learning! We are delighted that you have chosen our program to be part of your child’s early development journey. At Evergreen Early Learning, we are committed to providing a safe, nurturing, and engaging environment where children can grow, explore, and thrive. Our program is designed to support each child’s social, emotional, physical, and cognitive development through hands-on learning and meaningful experiences. We believe that every child is unique and deserves individualized care and attention. Our dedicated staff works closely with families to create a strong partnership that supports each child’s success. This handbook has been created to help you understand our policies, procedures, and expectations. It is an important resource that will guide our shared commitment to providing the highest quality care for your child. We look forward to building a lasting relationship with you and your family!
Mission Statement:
Evergreen Early Learning’s mission is to provide a safe, nurturing, and engaging environment where young children can grow socially, emotionally, and academically. Like an evergreen tree, we believe in steady growth, strong roots, and lifelong learning built on curiosity, respect, and creativity. We are committed to fostering a love of learning while supporting each child’s unique development and potential. We believe that children learn best through play and exploration, each child develops at their own pace, Emotional well-being is the foundation for learning, and families are essential partners in a child’s development.
Vision Statement:
Evergreen Early Learning’s vision is to cultivate strong roots for lifelong learning. We strive to create a foundation where children feel confident, capable, and inspired to grow, explore, and succeed throughout their lives.




Our Commitment to Spiritual Growth and Development:
At Evergreen Early Learning, we are dedicated to nurturing each child’s development in a loving and faith-centered environment. As part of our daily activities and interactions, we encourage students to grow toward Christian maturity by learning values such as kindness, patience, respect, and compassion. Through age-appropriate teachings, prayer, and positive examples, we strive to help children build a strong spiritual foundation that will guide their character and relationships. We will challenge students through an academic program of excellence that promotes curiosity, creativity, and a love of learning. Our goal is to help each child reach their full potential while building a strong educational foundation. We will foster self-discipline and self-control, encouraging children to make positive choices, develop responsibility, and build confidence in their abilities. We are committed to ministering to the whole child spiritually, academically, socially, emotionally, and physically ensuring a well-rounded approach to growth and development in a safe and supportive environment.
Evergreen Early Learning Full-Time:
This program is designed to give your child a happy and secure place to learn while instilling Christian values.

CURRICULUM:
Evergreen Early Learning uses the ABEKA curriculum, a Christian-based program that blends hands-on learning with activities that encourage higher-level thinking skills.

AGES:
2 ½ to 5 years old (As of September 1st)

Evergreen Early Learning Mother’s Day Out:
Mother’s Day Out is designed to provide children with an introduction to a structured preschool environment while allowing mothers a scheduled time for personal responsibilities or rest. Our staff consists of caring Christian women who are dedicated to nurturing each child in a safe, supportive, and faith-centered setting.
Curriculum:
Mother’s Day Out incorporates the ABEKA curriculum, which emphasizes Bible lessons, engaging play-based learning, music and singing, as well as creative arts and crafts activities.
Ages:
6 weeks to 5 years (As of September 1st)
At Evergreen Early Learning, we treat our children with tenderness and love. In addition to the ABEKA and WEE Learn curriculum, children will enjoy a balance of structured activities and free play, including:
· Creative Play: Painting, coloring, play dough, blocks, and other hands-on activities 
· Story Time & Circle Time: Reading, discussion, and manipulative activities to build thinking skills 
· Chapel Time: Bible stories, memory verses, and music activities 
· Craft Time: Gluing, cutting, and other activities to develop fine motor skills 
· Early Learning Skills: Exposure to the alphabet, numbers, shapes, and colors 
· Social Skills: Sharing, taking turns, and interacting with peers
· Outdoor Activity: Each child participates in at least 30 minutes of outdoor play daily, weather permitting. A doctor’s note is required if your child is not allowed to go outside. 
· Rest Period: All children have a rest period each day, whether they sleep or not. 
· Patriotic Practice: Children will learn the Pledge of Allegiance and the Texas Pledge. 

HOURS & DATES OF OPERATION:
· Evergreen Early Learning is open Monday through Friday, 6:30 a.m. to 6:00 p.m., year-round. 
· Please see the annual calendar for observed holidays. 
· Scheduled Days: Your child’s weekly schedule is fixed. Changing your scheduled days from week to week is not allowed. 
· Monthly Schedule Changes: If space is available and approved by management, you may request a new schedule for the following month. 
· One-Time Day Switch: For a single week, you may switch a scheduled day to a different day for a $20 fee per switched day, provided space is available. 
· Tuition: Your monthly tuition rate remains the same regardless of schedule adjustments or day switches.
DROP OFF & PICK UP:
· For your child’s safety, only individuals authorized by the parent/guardian may drop off or pick up your child. 
· Authorized people may be asked to show a photo ID before the child is released. 
· Please ensure that all authorized individuals are aware of this policy to avoid delays during pickup. 
TRANSPORTATION AVAILABILITY:
Evergreen Early Learning offers transportation services to pick up children from their elementary school and bring them to our facility.
· Transportation is available for select schools only. 
· Please contact Evergreen Early Learning for availability and rates.
AFTER CLOSING LATE FEE:
Please be reminded that our school closes promptly at 6:00 p.m.
Late pickup fees will be applied as follows:
· $1.00 per minute for the first 10 minutes after closing 
· $5.00 per minute for each additional minute thereafter 
We appreciate your cooperation in picking up your child on time, as this allows our staff to conclude their day as scheduled.
ATTENDANCE:
Regular attendance is important for your child’s success and consistency in our program.
· Children are expected to attend according to their scheduled days and times. 
· If your child will be absent, please notify the center as soon as possible. 
· Tuition is based on enrollment, not attendance; therefore, no discounts or credits are given for absences, illness, or vacations. 
· Consistent attendance helps children adjust to routines, build relationships, and fully benefit from the program.
EMERGENCY PLAN PROCEDURES:
The safety of every child at Evergreen Early Learning is our top priority. In the event of an emergency, the following procedures will be followed:
· Emergency Preparedness: Staff are trained to respond to emergencies, including fire, severe weather, and other unexpected situations. Regular drills are conducted to ensure preparedness. 
· Evacuation Procedures: In the event of a fire or other emergency requiring evacuation, children will be safely escorted to a designated safe location. 
· Severe Weather: During severe weather, children will be moved to a designated safe area within the facility. 
· Lockdown Procedures: If necessary, the facility will be secured and children will remain safely inside until authorities give an “all clear.” 
· Communication: Parents will be notified as soon as possible in the event of an emergency or if relocation is required. 
· Emergency Contacts: It is important that all emergency contact information remains current at all times.

MINIMUM STANDARDS AND LICENSING INSPECTION:
· Evergreen Early Learning operates in compliance with the Minimum Standards for Child-Care Centers as established by the state of Texas. These standards are in place to ensure the health, safety, and well-being of all children in our care.
· Our facility is subject to regular inspections by state licensing representatives. Inspection reports, as well as information about minimum standards, are available for parents to review upon request.
· If you have any questions or would like additional information regarding licensing or inspections, please feel free to speak with the director.
SCHOOL SUPPLIES:
Evergreen Early Learning provides many of the materials needed for daily activities and learning. However, parents may be asked to supply certain personal items for their child.
· A complete list of required supplies will be provided at enrollment or at the beginning of each school year. 
· Please label all items with your child’s name. 
· Children should bring appropriate items such as a change of clothes, and any other requested materials. 
· Additional supplies may be requested throughout the year for special activities or projects. 
We appreciate your cooperation in helping us ensure your child has everything they need for a successful and enjoyable day.
MEALS:
Evergreen Early Learning provides meals and snacks for all children enrolled in our program.
· Meals and snacks are planned to support healthy growth and development. 
· Please inform the center of any food allergies or dietary restrictions your child may have. 
· In some cases, parents may be asked to provide alternative food items if a child has specific dietary needs. 
· Menus may be shared with parents and are subject to change as needed. 
We encourage healthy eating habits and strive to provide a safe and positive mealtime experience for every child.
ATTIRE:
Children should come to Evergreen Early Learning dressed for a day of active play and learning.
· Please dress your child in comfortable, play-appropriate clothing. 
· Children should wear closed-toe shoes for safety. 
· Send a complete change of clothes, labeled with your child’s name, to be kept at the center. 
· Clothing should be appropriate for weather conditions, including jackets or coats when needed. 
· Please avoid sending children in clothing that is difficult to manage independently (such as complicated buttons or accessories). 
Please Avoid:
· Open-toe shoes, sandals, or flip-flops 
· Jewelry or accessories that could be lost or pose a safety risk 
· Clothing that restricts movement or is not suitable for active play 
We encourage clothing that can get a little messy, as children will participate in hands-on activities each day.

POTTY TRAINING:
At Evergreen Early Learning, we support children as they develop independence in toileting skills.
· Children must be fully potty trained before attending programs that require this level of independence. 
· Teachers will encourage and support children who are learning, but parents are expected to continue consistency at home. 
· Please provide extra clothing in case of accidents. 
· Pull-ups or diapers may be used only for children who have not yet begun potty training and must be discussed with administration. 
· Clear communication between parents and staff is important to ensure a smooth transition and consistent approach. 
Our goal is to foster confidence, independence, and comfort for your child in a supportive environment.
Discipline:
At Evergreen Early Learning, we believe in guiding children with love, patience, and respect to help them develop self-control and positive behavior.
· Discipline is consistent, fair, and age-appropriate. 
· We focus on teaching children acceptable behavior rather than punishing mistakes. 
· Techniques may include: 
· Redirection – guiding the child to an appropriate activity 
· Positive reinforcement – praising good behavior 
· Time for reflection – brief, supervised breaks to help children calm down 
· Corporal punishment or any form of physical discipline is never used. 
· Communication with parents is a key part of discipline. Staff will inform parents of repeated or serious behavioral concerns and work together to find solutions. 
Our goal is to create a safe, respectful, and nurturing environment where children can learn and grow socially and emotionally.


Biting Policy:
Biting is a common behavior among young children. At Evergreen Early Learning, we address it with a proactive, safe, and consistent approach.
Immediate Action:
· If a child bites another, the child will be removed from the situation, and the bite will be cleaned and treated. 
· Parents of both the child who was bitten and the child who bit will be notified the same day. 
· All incidents will be documented and placed in the child’s file. 
Behavior Support:
· Staff will work with the child who bites to teach appropriate ways to express feelings and manage emotions. 
· Children will receive verbal warnings and redirection for repeated incidents. 
Consequences:
· Warning: After multiple incidents, parents will receive a written warning detailing the behavior and steps taken by staff. 
· Suspension: If biting continues despite consistent intervention, the child may be temporarily suspended from the program to allow time for behavior management and collaboration with parents. 
· A behavior plan will be developed with the parents if the behavior persists, outlining strategies to address biting. 
Confidentiality:
· The names of other children involved are kept confidential to protect privacy. 
Our goal is to ensure the safety of all children while helping each child learn appropriate social skills and emotional regulation.

Financial Policies:
Tuition and Fees:
Tuition is based on your child’s enrollment schedule and is due in advance. This helps us plan and provide the best care for all children. Tuition fees are non-refundable, so please plan accordingly. If you need to make any changes to your child’s schedule, please let us know in writing.
Late Payments:
Tuition not received by the due date will include a small late fee of $35.00.  Consistent late payments may affect your child’s enrollment until the account is current.
Returned Checks:
A $35.00 fee will be charged for any returned or bounced checks. Future payments must then be made by cash, money order, or certified check.
Absences and Holidays:
Tuition remains the same even if your child is absent due to illness, vacation, or other reasons. Our center is closed on the following day, and tuition for these days is still required.
· New Years Eve
· New Years Day
· Martin Luther’s King Jr Day
· Presidents Day
· Good Friday and Easter Monday
· Memorial Day
· Juneteenth 
· Independence Day
· Labor Day
· Columbus Day
· Veterans Day 
· Thanksgiving Day & the day after Thanksgiving
· Christmas Week 


Registration Fee:
A one-time registration fee of $130.00 for fall registration is required to secure your child’s placement. This fee guarantees your child’s spot and is non-refundable, as it reserves their space and prevents another child from being placed in that spot. Placement is offered on a first-come, first-served basis, even for returning students. Please note that nonpayment of this fee may result in your child’s spot being offered to another family.
Withdrawal Policy:
If you need to withdraw your child from the program, a 30-day written notice is required. Parents are responsible for tuition during this 30-day notice period. Please note that tuition is not reduced or refunded for holidays, absences, or early withdrawal, as your child’s spot is held for them during this time.
Payment Methods:
We accept payments by [check, cash, online portal, automatic withdrawal, etc.]. Receipts are available upon request.
Financial Responsibility:
Parents/guardians are responsible for all tuition, fees, and additional service charges. 
· Tuition Due Date: Monthly tuition is due on the 1st day of each month. 
· Grace Period: A 5-day grace period is allowed, with payments accepted until 6:00 PM on the 5th day of the month. If the 5th day falls on a day the center is closed, payment is due before that day. You are also welcome to postdate your check to the 5th. 
· Account Balance Requirement: All accounts must have a zero balance by the end of each month for students to return to school the following school day. 
EVERGREEN EARLY LEARNING DISCOUNTS:
We offer the following tuition discounts:
· Sibling Discount: 10% off tuition for additional siblings. This applies after full tuition for the highest-rated child has been submitted. 
· Military Discount: 10% off each child’s tuition for families with an active military parent. 
· Teacher Discount: 10% off each child’s tuition for families with an active teacher parent. 
· Church Member Discount: 15% off tuition for active Resurrection Church members, upon church approval. 

Important Notes:
· Discounts apply only to monthly tuition. 
· Fees such as registration, drop-in days, extra hours, or other services are not eligible for discounts. 
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HEALTH & SAFETY:
Medical Forms:
For the safety and well-being of every child, Evergreen Early Learning requires up-to-date medical forms for all enrolled students.
· All children must submit a completed medical form, including immunization records, health history, and physician’s contact information, before attending. 
· Forms must be signed by a parent/guardian and updated as required by state regulations. 
· Any changes in your child’s health (allergies, medications, or conditions) should be reported immediately to the center. 
· Children may not attend without the required medical forms on file. 
Immunization:
Evergreen Early Learning requires that all children have up-to-date immunizations in accordance with Texas state regulations before attending.
· A current immunization record must be submitted at enrollment and kept on file. 
· Children who are not immunized may not be allowed to attend until records are provided. 
· Any updates or new vaccinations must be submitted promptly to ensure compliance with state law. 
· Parents/guardians should notify the center of any medical exemptions or special circumstances regarding immunizations. 
Medication Administration:
· Evergreen Early Learning can administer prescription medications to children only with written authorization from a parent/guardian. 
· All medications must be in the original container with the child’s name, dosage, and instructions clearly labeled. 
· Over-the-counter medications (such as pain relievers or creams) require a written note from a parent/guardian specifying dosage and time. 
· Staff will document all medications given to ensure safety and accuracy. 
Emergency Medical Consent:
· Parents/guardians must complete an Emergency Medical Consent Form for each child. 
· This form allows staff to seek medical care if a child is injured or becomes seriously ill and a parent cannot be reached. 
· It is important that all contact information is current and any changes are reported immediately. 
FIRE & WEATHER SAFETY:
The safety of our children is our top priority. Evergreen Early Learning follows strict procedures to ensure children are safe during emergencies.
Fire Safety:
· Fire drills are conducted regularly to prepare staff and children for safe evacuation. 
· In the event of a fire, children will be safely escorted to a designated safe location away from the building. 
· Staff are trained in evacuation procedures and will account for every child during a drill or real emergency. 
Severe Weather Safety:
· During severe weather (such as storms or tornadoes), children will be moved to designated safe areas within the building. 
· Staff will monitor weather alerts and follow established safety protocols to keep children secure. 
· Parents will be notified as soon as possible if there are delays, early closures, or relocations due to severe weather. 


General Safety:
· Evergreen Early Learning maintains emergency contact information for all children. 
· Staff are trained to remain calm and follow procedures to ensure the safety and well-being of all children. 
Our goal is to ensure that all children remain safe, calm, and accounted for during any fire or weather-related emergency.
Insurance:
Evergreen Early Learning maintains liability insurance to protect the center, staff, and enrolled children.
· This insurance covers incidents that may occur on the premises during normal program hours. 
· Parents/guardians are encouraged to maintain their own health and accident insurance for their children. 
· Insurance coverage by the center does not replace personal insurance, and parents are responsible for any medical expenses not covered by their own policy. 
This coverage helps provide peace of mind for both families and staff while your child is in our care.
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Sick Policy:
The health and safety of all children at Evergreen Early Learning is our top priority. To prevent the spread of illness, we ask parents to follow these guidelines:
· Keep your child home if they are experiencing any of the following: 
· Fever of 100.4°F (38°C) or higher 
· Vomiting or diarrhea within the past 24 hours 
· Persistent cough, congestion, or respiratory illness 
· Any contagious illness or rash until cleared by a doctor 
· Children must be symptom-free for at least 24 hours (without medication) before returning to school. 
· Parents will be contacted immediately if a child becomes ill at school and must be picked up promptly. 
· Staff follow proper sanitation and hygiene practices to reduce the risk of illness in the classroom. 
· Please notify the center if your child has been exposed to a contagious disease. 
By following these guidelines, we help maintain a healthy and safe environment for all children and staff.
When a Child May Not Attend:
For the safety of your child and others, a child may not attend Evergreen Early Learning if they exhibit any of the following:
· Fever of 100.4°F (38°C) or higher 
· Vomiting or diarrhea within the past 24 hours 
· Contagious illnesses, including but not limited to: strep throat, chickenpox, measles, or flu 
· Severe cold symptoms such as persistent cough, thick nasal discharge, or difficulty breathing 
· Rashes or skin infections that are undiagnosed or contagious 
· Any condition requiring prescription medication that has not been administered for at least 24 hours 
Children must be symptom-free for at least 24 hours without medication before returning to school.
If your child becomes sick at school, parents will be contacted immediately and must pick up their child promptly.
This policy helps ensure a healthy and safe environment for all children and staff.
Child Abuse Policy:
Evergreen Early Learning is committed to the safety and well-being of every child in our care.
· All staff are mandated reporters under Texas law and are required to report any suspected child abuse or neglect to the appropriate authorities. 
· Suspected abuse includes physical, emotional, or sexual abuse, as well as neglect. 
· Reports are made immediately and confidentially to ensure the child’s safety. 
· Evergreen Early Learning staff will cooperate fully with any investigations conducted by child protection services or law enforcement. 
Our priority is to provide a safe, nurturing environment where children are protected, respected, and valued.
Reporting Child Abuse or Neglect:
Evergreen Early Learning is committed to the safety and well-being of every child. All staff are mandated reporters and are required by Texas law to report any suspected abuse or neglect to the appropriate authorities.
If you suspect abuse or neglect, you may contact the Texas Department of Family and Protective Services (DFPS) directly:
· Texas Abuse Hotline (Statewide Intake): 1‑800‑252‑5400 — Available 24 hours a day, 7 days a week for reporting suspected child abuse or neglect. Calls can be made anonymously. 
· Local DFPS Intake (Bexar County / San Antonio Area): 210‑530‑2210 — For local assistance and referrals to nearby offices. 
· Texas DFPS State Office: 512‑438‑4800 — General DFPS contact for information and support. 
· Texas DFPS Website: https://www.dfps.texas.gov — Information, resources, and online reporting options. 
We encourage parents and guardians to be aware of these resources; your vigilance helps keep all children safe.





DISABILITY STATEMENT:
Evergreen Early Learning is exempt from the requirements of the Americans with Disabilities Act (ADA). As a religious organization, we are not considered public accommodation under that section of the law. Additionally, Evergreen Early Learning does not accept federal financial aid or assistance, and therefore is not subject to the Rehabilitation Act of 1973, which could require accommodation for students with disabilities.
We regret that, at this time, Evergreen Early Learning cannot accommodate students with physical, mental, or emotional disabilities. We recognize that these students are precious in God’s sight and deserve a learning environment where all their needs can be fully met.












PARENT HANDBOOK AGREEMENT FORM
Child’s Name: ___________________________________________
Date of Birth: ____________________
Parent/Guardian Name(s): ___________________________________________
I, the undersigned, acknowledge that I have received and read the Evergreen Early Learning Parent Handbook. I understand and agree to the policies, procedures, and expectations outlined in the handbook, including but not limited to:
· Registration, tuition, and payment policies 
· Discounts, late fees, and withdrawal procedures 
· Health, safety, and illness policies (including immunizations, sick policy, and emergency procedures) 
· Medication administration and emergency medical consent 
· Meals, attire, and potty-training expectations 
· Discipline, behavior guidance, and biting policy 
· Child abuse reporting and mandated reporting responsibilities 
· Transportation and drop-off/pick-up procedures 
· Attendance, hours of operation, and holiday schedules 
I understand that it is my responsibility as a parent/guardian to comply with these policies and to provide updated information as needed. I also understand that failure to follow these policies may result in temporary suspension or termination of services.
By signing this form, I agree to abide by the rules and procedures set forth by Evergreen Early Learning and acknowledge that I have had the opportunity to ask questions regarding any policy in the handbook.
Parent/Guardian Signature: ___________________________
Date: ____________________
Director Signature: _________________________
Date: ____________________
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