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                                                      GENERAL INFORMATION

                                                                                   ADMINISTRATION
                                                               Monica Pierce              Director/ Owner

ADDRESS	TELEPHONE
Physical	(281) 888-6897
5018 Antoine Drive 
Houston, TX 77092 

                                                   EMAIL SMALLWORLDLEARNING@YAHOO.COM





        AGES
Licensed for ages 6 weeks through 12 years old.

SMALL WORLD LEARNING ACADEMY DOES NOT PRESENTLY OFFER THE FOLLOWING:
1. A get-well care program
2. Nighttime care


OUR MISSION
Small World Learning Academy believes the environment plays a major role in the success of an early childhood program. It should enhance the children’s interests in all development. We believe learning in an early childhood environment is done most successfully through stations that can be visited, explored, and revisited again and again. Our environment takes into consideration the social skills, communication skills, physical abilities or challenges, and learning styles of the children being served. The early years of a child’s life are busy. Small World Learning Academy believes learning happens all the time and is connected through all development. These include physical, social/emotional, cognitive and communication. Therefore, the goal of the program is to make this ongoing learning experience safe, positive, and fun, nurturing the whole child as we strive to guide them into the next stage of development with confidence in themselves and an excitement for continued learning.


PHIILOSOPHY
Small World Learning Academy believes the environment plays a major role in the success of an early childhood program. It should enhance the children’s interests in all development. We believe learning in an early childhood environment is done most successfully through stations that can be visited, explored, and revisited again and again. Our environment takes into consideration the social skills, communication skills, physical abilities or challenges, and learning styles of the children being served. The early years of a child’s life are busy. Small World Learning Academy believes learning happens all the time and is connected through all development. These include physical, social/emotional, cognitive and communication. Therefore, the goal of the program is to make this ongoing learning experience safe, positive, and fun, nurturing the whole child as we strive to guide them into the next stage of development with confidence in themselves and an excitement for continued learning.


DAYS & TIMES
Small World Learning Academy is a year-round early education center, open Monday – Friday from 6:30AM
– 6:00PM. Please see our calendar for the days that we are closed all day and additional early closures.











 

				

Small World Learning Academy is licensed by the Texas Department of Protective and Regulatory Services. Small World Learning Academy is a for profit organization. Small World Learning Academy admits students of any race, color, national & 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, or national and ethnic origin in the administration of its educational policies, admissions policies, scholarship and loan programs and other school administered programs.
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HOURS OF OPERATION
Small World Learning Academy is open from 6:30 AM until 6:00 PM, Monday through Friday. There is no early drop-off and children must arrive prior to 9:00AM for the day. A late fee will apply for children picked up after 6:00 PM. The late pick-up fee will be $5.00 per minute- per child.

In the event of an emergency such as ice, snow, or other adverse weather conditions, Small World Learning Academy may be dismissed early or be cancelled. Please listen to Houston (KGG- 68) for the most up-to-date information. We follow weather closures and time changes of HISD. We will also make Facebook posts, send emails and text messages (must have valid cell phone number with provider) concerning early dismissals, late starts, or daycare closures.

SIGN-IN/SIGN-OUT (RELEASE POLICY)
1. It is the parent’s responsibility to bring the child INTO Small World Learning Academy.
a) Parents will use the app to sign their child in and out of the facility.
b) Parents should walk children to their class.
c) Children not enrolled in the class should not enter the classroom.

2. Parents must pick up the child by entering Small World Learning Academy . Children will not be released to older brothers and sisters less than 12 years of age. Siblings MUST also be listed on the pick-up list.
3. A child will not be released to anyone without consent from parents/guardian. Parents must notify Small World Learning Academy in writing, by email or Procare message, if someone other than those designated on the enrollment form will be picking up the child. They must show proper ID.
a) Personal PIN numbers should not be shared with any other person.
b) If a visitor needs assistance in entering the building, they must ring the doorbell and be verified before entering.

4. If a parent or adult is under the influence of alcohol or drugs when the child is picked up, the child will not be released to that person.
a) If we suspect a person picking up a child is under the influence of drugs or alcohol, we may call the local police and request their assistance.

5. If the teacher does not know the person picking up your child, we will use their driver’s license to check against the information provided on the enrollment form until we learn to recognize them. This is solely for the protection of your child and is not meant to be offensive.

DROP OFF POLICY
Small World Learning Academy opens at 6:30 AM each day, with few delayed starts due to inclement weather. Children will not be able to be dropped off after 9:00AM; there are no exceptions to this policy. This includes any child in attendance that would need to leave for a short break (for things such as a doctor’s appointment, etc.) and planned to return.
1. Parents will assist children with hand washing before allowing their child to enter the class.
2. Children will be walked to class by their parents each day.
3. Children will not be left outside prior to opening hours or left in the hallway without parental supervision.
4. Parents should share information that might be relevant to the care of their child via Procare morning intake form. For example, if a child injured themselves the evening before in their home and has a mark, parents should make the child’s teacher aware.

It is best practice to message your child’s teacher on Procare Family if your child will not be attending school that day.
We encourage families to refrain from social media, text messages, phone calls, etc. while dropping off and picking up their child. In order to facilitate better communication between families and staff, and families and their children, it is best if families are not distracted by use of electronic devices while at the center.
TOYS
We ask that your child not bring toys to school. Toys from home can pose a hazard for children if they are left behind in a place where younger children have access to. If the teachers see a toy being brought in at drop off, they will ask parents to have it return with them out of the facility. We ask that you make sure all toys stay home or in the car to prevent your child from having a negative drop off experience.
LATE PICK UP PROCEDURE
Small World Learning Academy closes at 6:00 PM each day, with few early closures throughout the year. These dates will be communicated to parents. Parents are asked to have sufficient time to collect their child’s belongings, speak to staff if necessary, and leave the center at the designated closure time.
If the parent is aware that they will be late, they should call 281-888-6897to advise the staff of this and of their plan to pick up their children. Parents should make every reasonable effort to pick their child up on time each day. Small World Learning Academy is only licensed for certain operating hours and having children in care after those hours puts us at risk with Child Care Regulations. Any demerits with Child Care Regulations could result in fines for Small World Learning Academy, holds on our operating license, or a forced closure for Small World Learning Academy. When a child is not picked up on time:
1. SWLA will contact parents via a phone call.
2. If contact with the parent is not established, SWLA will call the emergency contacts on the child’s information sheet and make arrangements for pick up.
3. In the event that parents and emergency contacts are not reached, SWLA will contact the appropriate local emergency services.
4. Late pick up fees will apply at a cost of $5 per minute, per child.
5. Excessive or repeated late pick-ups could result in termination of care.

CUSTODY AND RELATED COURT ORDERS
Small World Learning Academy cannot become involved in the marital or custody issues of families we serve. If a custody or court order exists, a copy of the order needs to be provided to the front desk to be added in the child’s file. The guardian is responsible for providing up to date and accurate information concerning the legal guardianship of the child. Without a custody or court order on file, Small World Learning Academy staff cannot deny access to the non- enrolling parent. If the non-enrolling parent is not listed on the pick-up list, and they provide a birth certificate and photo identification verifying that they are a parent of a child, Small World Learning Academy must legally release that child to the parent.
Small World Learning Academy will not monitor child visitation or custody schedules. It is up to parents to communicate with one another regarding pick up for a child.

ENROLLMENT
Small World Learning Academy does not discriminate due to race, color, sex, national or ethnic origin. While Small World Learning Academy does not wish to exclude any child, the admission of children with special needs or disabilities will be decided on an individual basis. Small World Learning Academy Director and the parents will be responsible for taking the following factors into consideration:
1. The nature and extent of the disability.
2. The amount and feasibility of the necessary modifications.
3. The amount of staff training that would be required
4.The amount of barrier removal measures that would be required.
Parents are encouraged to be open and honest about their children’s needs in order to ensure that our center is a good fit for their family.

ADMISSION PROCEDURES
We ask that parents who wish to receive a full tour of our daycare email ahead and schedule a visit between the hours of 9AM-2PM, Monday through Thursday. Our email is smallworldlearning@yahoo.com. After parents have submitted their registration, they can expect a response via email within two business days. Once a space becomes available, the parents may then visit Small World Learning Academy to pay their deposit and select a date for enrollment.
We ask that parents complete the enrollment packet at least three business days before the start date to allow time for their information to be entered into our computer system. Once the forms are complete, parents will be set up with a fingerprint scan that allows them to clock their children in and out and make payments on the kiosk. Parents will also select a four-digit code that allows them access into our facilities. These codes are personal and may not be shared.
Returning families are defined as having at least one parent with a previously enrolled child. In the case that a returning family has arrears on their account, the account will need to be paid in full before enrollment.
The following materials are required for enrollment:
1. Signed child-care enrollment agreement acknowledging operational policies
2. Admission information
a) The child’s name and birth
b) The child’s home address and telephone number
c) Date of the child’s admission to the child-care center
d) Name and address of parent(s)
e) Telephone numbers at which parent(s) can be reached while the child is in care
f) Name, address, and telephone number of another responsible individual (friend or relative) who should be contacted in an emergency when the parent cannot be reached
g) Names and telephone numbers of persons other than a parent to whom the child may be released
h) Permission for transportation, if provided
i) Permission for field trips, if provided
j) Permission for participation in water activities, if provided, including whether the child is able to swim without assistance
k) Name, address, and telephone number of the child’s physician or an emergency-care facility
l) Authorization to obtain emergency medical care and to transport the child for emergency medical treatment
m) A statement of the child's special care needs, which must include:
· Any limitations or restrictions on the child’s activities
· Special care the child requires, including:
· Any reasonable accommodations or modifications
· Any adaptive equipment provided for the child, including instructions for how to use the equipment; and
· Symptoms or indications of potential complications related to a physical, cognitive, or mental condition that may warrant prevention or intervention while the child is in care; and
· Any medications prescribed for continuous, long-term use
n) The name and telephone number of the school that a school-age child attends, unless the operation is located at the child’s school
o) Permission for a school-age child to ride a bus, walk to or from school or home, or to be released to the care of a sibling under 18 years old, if applicable; and

p) The child’s allergies and a completed food allergy emergency plan for the child, if applicable.

3. Health-Care Professional’s Statement and current Immunization Record
4. Financial Agreement Form
5. Deposit and first week’s tuition
6. Food program enrollment form and income eligibility form
7. Photo release form

Please let the director know immediately if there are any changes to the enrollment information, so that we can stay updated and in touch with you at all times. (For Example: change of telephone number, change of address, change of doctor or hospital, change of names to whom your child may be released, etc.)
Parents are responsible for submitting updated paperwork for their child yearly. If a parent is unable to maintain the required updated forms, enrollment for a child may be suspended until the required forms are turned in. If parents do not communicate with the directors regarding when forms will be turned in or if an extended period of time passes without forms being turned in, the child’s enrollment may be ended.

WAITLIST

Parents are entered into the waiting list via registration at SWLA.
Families are invited for a tour of the facility and to meet the staff prior to enrollment. Tours are scheduled via email, with a time and date of availability. If a family is unable to maintain their appointment, they should email to notify the center that they will not be arriving. A grace period of 15 minutes will be permitted for unforeseen delays. If the schedule permits, a family may reschedule for another time. If a family rescheduled more than twice, SWLA will move forward with enrollment for the next family on the waitlist.
During a family’s tour of the facility, we will:
1. Provide a family anywhere between 30-45 minutes of uninterrupted attention to answer questions they may have.
2. Introduce families to the teaching staff of their child’s age group.
3. Provide them an opportunity to visit the classroom and see the class in action.
4. Have an overview of the parent handbook, with a copy emailed before the tour.
5. Review the policy for arrival and drop off.
6. Inform families of the significance of consistent arrival time.
7. Encourage parents to inform the center of any elements related to their CCS enrollment that we may be of assistance in.
8. Review family support resources and activities in the community.
9. Provide families with information about limited technology use on site to improve communication between staff, children & families.
10. Provide families with an explanation of Texas Rising Star quality.
11. Provide families with information regarding child developmental milestones.
12. Provide families opportunity for an extended visit in the classroom by both parent and child for a period of time to allow both to be comfortable.
Families with children currently enrolled are given priority. We will contact families via email concerning availability. We would need to know an approximate start date for the family. We are able to hold spots for families who wish to enroll their children in the future if there is not a waitlist for that age group. If, however, we were contacted by a family that was needing childcare immediately, we would contact the families on hold to see if they would be interested in enrolling their child(ren) earlier than the said start date. If that were not in the best interest for the family on hold, we would accept the other family into our center. If we reached our maximum for enrollment, the family on hold would have to wait for a space to be available before enrollment.

ABSENCES

If your child is absent for more than 1 week and you do not communicate with the director of Small World Learning Academy, your child will be considered withdrawn. The teachers or director will make appropriate measures to contact the parents. The deposit placed at enrollment will be applied to the balance owed. If there is credit left, a check will be mailed to the last known address. We continuously stress to parents that keeping information updated is very important and communicating with your child’s teachers and director is necessary.

END OF CARE

We ask that parents provide written notice one week in advance if they will need to withdraw their child. The official way to communicate a date of withdrawal is through emailing smallworldlearning@yahoo.com. The deposit placed at enrollment is refundable as long as there is no standing balance on the family’s account. Parents will have a check mailed to them. Families with outstanding balances (arrears) on their account will not be able to enroll any children in the future until the account is paid in full.
Care can be ended for any reason by either the provider or the family. Based on each individual situation, SWLA may choose to end care immediately if either party is unable to continue care amicably or based on the gravity of the situation.
Any personal belongings will be placed together for parents to pick up. Families will be expected to pick up their items within a reasonable amount of time. Any items remaining will be donated.

FEE STRUCTURE
Tuition:
Parents have several payment options.
· Weekly
· Due each Monday
· Monthly
· Due the first of the month
· Yearly
· Due the first day of the new school year
There is a $50 deposit due for the first child, $50 deposit for the second.

Supplies:
· $30 due in August
· $30 due in January
· $30 due in May

Late pick up:
· $5 per minute, per child
· If your child is not picked up by the scheduled closing time, late pick up fees will apply.
Late payments:
· $5 per day, per week, per child
· Tuition is due each Monday for weekly payments, and the first day of the month for monthly payments. Late payment fees will apply after that. If the amount owed exceeds two weeks’ worth of tuition, enrollment may be suspended until the amount owed is paid in full.
Admin Fee
· $5 per occurrence

· Primary account holders are responsible for ensuring they clock their child in/out each day. There will be a $5 per occurrence admin fee each time SWLA admin has to manually clock in/out a child.
· The admin fee does not apply for people who are not regular guardians of a child.
Returned checks:
· $25 fee on all returned checks.
· If more than 2 checks are returned, a money order will be required.
Merchandise:
· Parents will provide diapers or pull ups for their children. If notice has been provided to parents, and parents do not provide their child with diapers, there will be a $2 per diaper fee for each SWLA diaper used.

Refunds:
The deposit placed at enrollment is refundable as long as there is no standing balance on the family’s account when a child is withdrawn. Parents will have a check mailed to them. Families with outstanding balances (arrears) on their account will not be able to enroll any children in the future until the account is paid in full. Written notice needs to be provided at least one week prior to withdrawal to receive the full refund amount.

TRANSPORTATION

Parents are responsible for their child’s transportation to and from the center. SMALL WORLD LEARNING ACADEMY will provide transportation for school aged children to and from school at the locations that this service is offered.  SMALL WORLD LEARNING ACADEMY will provide transportation for field trips as the opportunities arise.  Parents will be notified about field trips in advance and written permission will be obtained.  The center complies with all State laws that pertain to motor vehicles as well as transporting children who are enrolled in a licensed childcare center.  
ILLNESS & INJURY EXCLUSION
When a child becomes ill at Small World Learning Academy, the welfare of the child and the consideration of others is our first concern. Fever, diarrhea, and vomiting are common symptoms necessitating a child’s removal from Small World Learning Academy. The child needs to be picked up within 45 minutes of the notification.
If a child is not picked up within 45 minutes of a notification:
1st Occurrence: Warning
2nd Occurrence: Care will no longer be provided.
Current emergency phone numbers must be on the child’s information form in the event parents cannot be located to come for the child. In case of sudden acute illness or serious injury, emergency medical care shall be obtained, and the parents notified as soon as possible. An Incident/Illness Report form will be completed on injuries requiring medical attention by a health-care professional.

Any injury a child receives or illness requiring pickup while at Small World Learning Academy will be documented on the Procare app and available to parents.

ILLNESS
Since Small World Learning Academy is NOT licensed to provide get-well care, we must not allow an ill child to attend our center if one or more of the following exists:
1. The illness prevents the child from participating comfortably in child-care activities including outdoor play.
2. The illness results in a greater need for care than caregivers can provide without compromising the health, safety, and supervision of the other children in care.

3. The child has one of the following, unless medical evaluation by a health-care professional indicates that you can include the child in the child-care center’s activities:
a) Oral temperature of 101 degrees or greater that is accompanied by behavior changes or other signs or symptoms of illness.
b) A tympanic (ear) temperature above 100 degrees that is accompanied by behavior changes or other signs or symptoms of illness. Tympanic thermometers are not recommended for children under six months of age.
c) b. An axillary (armpit) temperature of 100 degrees or greater that is accompanied by behavior changes or other signs or symptoms of illness.
d) An infrared temporal (forehead) temperature of 100 degrees or greater that is accompanied by behavior changes or other signs or symptoms of illness.
e) Symptoms and signs of possible severe illness as lethargy, abnormal breathing, uncontrolled diarrhea, two or more vomiting episodes in 24 hours, rash with fever, mouth sores with drooling, behavior changes, or other signs that the child may be severely ill.
· To clarify “uncontrolled diarrhea”, this is when:
· A diapered child’s stool:
· Is not contained in the diaper; and/or
· Exceeds two or more stools above the normal for that child; and
· A toilet-trained child’s diarrhea is causing soiled pants and clothing.
f) A health-care professional has diagnosed the child with a communicable disease, and the child does not have medical documentation to indicate that the child is no longer contagious.
· A child who was ill may return to our center when:
i. The child is free of symptoms of illness without the aid of medication for at least 24 hours; or
ii. The parent has provided a health care professional’s statement that the child no longer has an excludable disease or condition.
1. This means that the child has returned to a health care professional after becoming ill, and the health care professional can attest that the illness has passed.
2. For example, it does not include statements with wording such as “can return tomorrow, if symptom free”.
3. Please note that a doctor’s note alone does not readmit your child to SWLA. If your child is still showing signs of illness, they will need to remain at home.

If your child does have a contagious illness, please let us know. This enables our staff to keep track of any illnesses. If your child has a communicable disease (listed below), we ask that you share the diagnosis with the director so that the parents of the children in the class may be notified. Only communicable disease information will be shared. Small World Learning Academy will take all measures necessary to protect your child’s confidentiality. We also have several cleaning products that we use daily but there are more specific treatments we can use if we know what illness we have in a classroom.
Please use the communicable disease chart below for information on readmission criteria for common childhood illnesses. This is not a comprehensive list of the communicable disease exclusions required for schools and childcare centers as defined by the Texas Department of State Health Services.

COMMUNICABLE DISEASE CHART (SHORTENED VERSION)

	CONDITION
	SYMPTOMS
	READMISSION

	Chickenpox
	-Fever & rash
-Crops of blisters
	Either (1) lesions are dry or (2) lesions are not blister-like and 24 hrs passed with no new symptoms

	Common cold
	-Runny nose, watery eyes, fatigue, coughing, and sneezing
	Fever free for at least 24 hours without the aid of medication

	Conjunctivitis (Pink eye)
	-Red eyes, usually with some discharge or crusting around eyes
	Permission and/or permit is issued by a physician or local health authority or until symptom free

	COVID-19
	-Symptoms vary from asymptomatic to critical
-Fever or chills, cough, shortness of breath, fatigue, muscle or body aches, headache, loss of taste or smell, congestion or runny nose, nausea or vomiting, diarrhea
	-If symptomatic, exclude until at least 5 days have passed since symptoms onset, fever free, and other symptoms have improved.
-Children who test positive but do not have any symptoms
must stay home until at least 5 days after the day there were tested

	Coxsackie Virus Disease (Hand, Foot, & Mouth)
	-Rash in mouth, hands (palms & fingers), and feet (soles)
-Rash in diaper area
	Fever free for at least 24 hours without the aid of medication Sores are healed

	Diarrhea
	-Exceeds two or more loose stools in a 24 hour period
	Symptom free without the aid of medication for 24 hours

	Fever
	-A temperature of 100 or higher
-Measured when no fever suppressing medications are given
	Symptom free without the aid of medication for 24 hours

	Head lice
	-Itchy and scratching of scalp
-Presence of live lice or pinpoint-sized white eggs (nits)
	Nit-free

	Impetigo
	Blisters on skin which are open and become covered with yellowish crust
	Blisters and drainage must be contained and maintained in a clean, dry bandage.

	Influenza (Flu)
	-Rapid onset of fever, headache, sore throat, dry cough, chills, lack of energy, muscle aches
-Children can also have nausea, vomiting, diarrhea
	Symptom free without the aid of medication for 24 hours

	Pertussis (Whooping cough)
	-Low-grade fever, runny nose, mild cough, followed by
coughing fits, whooping sound, often vomiting after coughing
	Completion of five consecutive days of appropriate antibiotic therapy

	Pinworms
	Perianal itching
	Symptom free without the aid of medication for 24 hours

	Ringworm
	-Slowly spreading flat, scaly, ring shaped lesions
	Infected area can be completely covered by clothing or bandage or treatment has begun

	Respiratory Syncytial Virus (RSV)
	-Cold like symptoms, irritability, poor feeding
-May present with wheezing and episodes of turning blue when coughing
	Symptom free without the aid of medication for 24 hours

	Sinus infection
	Fever, headache, greenish to yellowish mucus for more
than one week
	Symptom free without the aid of medication for 24 hours

	Streptococcal Sore throat & Scarlet fever
	-Fever, sore throat
-Scarlet fever-producing strains of bacteria that cause a fine, red rash that appears 1-3 days after onset of sore
throat
	Effective antibiotic treatment for 24 hours and symptom free without the aid of medication for 24 hours




MEDICATION
Medication refers to any prescription medication or any non-prescription medication, excluding topical ointments such as diaper ointment, insect repellant, or sunscreen.
1. Medication is only dispensed at the director’s discretion.
· Currently, Small World Learning Academy is choosing to only dispense medication when it is 3 or more doses per day. We will help parents with middle dose.
2. The medical authorization form located at the reception desk must be filled out completely & legibly.
3. Prescription medication must be in its original container, labeled with the child’s name, date, instructions, and the physician’s name.
4. Parents are to reclaim the medication when the child no longer requires the medication.
5. Non-prescription medications must be labeled with the child’s name, date the medication was brought to Small World Learning Academy, and instructions. Non-prescription medications must be age appropriate.
6. We will not administer medications that are fever reducers such as Tylenol or Motrin.
7. We will dispose of or return medication with an expired date to the parent.
8. All medication will be kept in a medication box at the front desk. No medication should be placed in a child’s cubby or classroom. A refrigerator is available in the office for medications that must be refrigerated.

Currently, Small World Learning Academy is choosing not to keep an unassigned epinephrine auto-injector at our facility. Parents are responsible for providing and maintaining their child’s epinephrine auto-injectors. Children’s personal epinephrine auto-injectors will be stored within proximity to the child in the event of an emergency.
If a child requires specialized medical assistance, we must have a written copy of the health care professional’s recommendations or orders.
MEDICAL EMERGENCIES
In the event of a medical emergency, first aid will be administered to a child while emergency services are contacted. Parents will be contacted as soon as a staff member present is available to do so.
The events leading up to the emergency will be documented on an incident report and all information will be available to first responders and the family of the child. Upon enrollment, families complete an authorization form for emergency medical attention. This states that in the event that a parent or guardian cannot be reached to make arrangements for emergency medical care, Small World Learning Academy is authorized to have the child transported to Texas Medical Center 6701 Fannin Street Houston TX, 77030 .
DISCIPLINE AND GUIDANCE POLICY
Parents will review this policy from Texas Minimum Standards upon enrolling their child. Employees and volunteers will also review this policy at orientation.
Discipline must be:
1) Individualized and consistent for each child.
2) Appropriate to the child’s level of understanding; and
3) Directed toward teaching the child acceptable behavior and self-control.
A caregiver may only use positive methods of discipline and guidance that encourage self-esteem, self-control, and self-direction, which include at least the following:

1) Using praise and encouragement of good behavior instead of focusing only upon unacceptable behavior.
2) Reminding a child of behavior expectations daily by using clear, positive statements.
3) Redirecting behavior using positive statements; and
4) Using brief supervised separation or time out from the group, when appropriate for the child’s age and development, which is limited to no more than one minute per year of the child’s age.
There must be no harsh, cruel, or unusual treatment of any child. The following types of discipline and guidance are prohibited:
1) Corporal punishment or threats of corporal punishment.
2) Punishment is associated with food, naps, or toilet training. Grabbing or pulling a child.
3) Putting anything in or on a child’s mouth.
4) Humiliating, ridiculing, rejecting, or yelling at a child.
5) Subjecting a child to harsh, abusive, or profane language.
6) Placing a child in a locked or dark room, bathroom, or closet.
7) Placing a child in a restrictive device for time out.
8) Withholding active play or keeping a child inside consequently for behavior, unless the child is exhibiting behavior during active play that requires a brief supervised separation or time out.
9) Requiring a child to remain silent or inactive for inappropriately long periods of time for the child’s age.

Small World Learning Academy encourages children through Conscious Discipline techniques to solve minor conflicts in a peaceful way. However, at times children behave inappropriately. Some of their behaviors may even be injurious to themselves or others and occur repeatedly. We will implement the guidance and direction necessary for healthy growth and development. Parents will be notified through Procare if negative behavior becomes a concern using a mood log.
When positive discipline measures do not result in children changing their behavior, corrective action may be initiated by program staff as a tool to improve behavior. Corrective Action is an instrument to change unacceptable behavior and offer direction to positive behavior.
In adherence to the principles of progressive discipline, violations of the code of conduct or behavior standards are categorized into three categories, and each carries its own series of consequences. At every phase the teacher should follow up with a discussion as well as an appropriate in-program consequence immediately after the behavior is exhibited. The categories of violations are as follows:

Minor Violations:
1. Disrespectful towards staff or other students
2. Disruptive behavior
3. Repeatedly not following directions
4. Excessive Horseplay


Major Violations:
1. Multiple occurrences of pushing, tripping, hitting, kicking, spitting and biting that cause injury
2. Threatening comments or gestures
3. Uncontrollable Behavior
4. Aggressive Behavior towards other children or staff
5. Inappropriate Language
6. Teasing, name calling, or embarrassing others.
7. Willful destruction of SWLA property

Critical Violations:
1. Fighting
2. Leaving assigned area without permission
3. Aggressive Behavior that causes serious harm to another child or staff
4. Harassment, Intimidation, Bullying:

· Meaning any gesture, any written, verbal or physical act, whether it is a single incident or a
series of incidents, that:
· 	Is reasonably perceived as being motivated by either any actual or perceived characteristic such as race, color, religion, ancestry, national origin, gender, or a mental, physical, or sensory disability, or any other distinguishing characteristic; and that.
· Substantially disrupts or interferes with the orderly operation of the school or the rights of other students; or
· Will have the effect of physically or emotionally harming a student as determined by a reasonable person under the circumstances; or
· Has the effect of insulting or demeaning any student or groups of students; or
Creates a hostile educational environment for the student by interfering with a student's education or by severely or pervasively causing physical or emotional harm to the student
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1. Written notice will be sent through Procare as a behavior log or incident report.
2. At any point where a violation requires a parent conference, a copy of the student's Administration of Discipline Program chart will be given to the parent upon pick up, with parental signature required.
3. Parents will have 30 minutes for their child to be picked up for suspension or expulsion. The program remains in place for a 3-month period after the first offense.

Small World Learning Academy is committed to ensuring families, children, and staff from all backgrounds feel safe and connected at school. Small World Learning Academy values inclusion and diversity and does not tolerate derogatory or racial slurs. Students who repeatedly use derogatory remarks or racial slurs will be required to be picked up within 30 minutes of the phone call.


BITING
Small World Learning Academy recognizes that biting is a developmentally appropriate behavior for children in the infant through toddler classrooms. Parents of this age group should expect that their child may be bit or will bite another child. SWLA staff understand that parents are concerned and can be upset when their child is involved in a biting incident. We ask that you keep in mind that this is developmentally appropriate behavior, that is not unique to a childcare setting, and that the teachers are working to identify situations which provoke or elicit this behavior so that it can be prevented in the future.
The teachers will not punish or harshly discipline children in the younger classrooms for biting behavior; they will simply redirect the children to different activities in separate areas of the classroom, begin shadowing the child, or offer other stimulation. Parents are expected to work with teachers and directors to identify methods and strategies to curb this behavior. Children of younger classrooms who bite an excessive number of times may be asked to be picked up for the remainder of the day. Families who are unwilling to work together with SWLA may face end of care for their child.
Children older than 3 years of age may occasionally be involved in a biting incident. For children in this age group who bite, the teacher will use the discipline procedures outlined in the discipline section of this handbook under major violations, as well as observe the child to determine what provokes or elicits this inappropriate behavior. Parents are expected to cooperate with teachers and directors to help their child curb this behavior. The administrations of discipline will be enacted at each occurrence for this age group.
Families will be notified by the Procare app that a biting incident occurred during the day. SWLA staff may not discuss with either parent the identity of the other child involved in the incident. This information is confidential and cannot be disclosed. SWLA staff cannot discuss the medical history of any child involved in a biting incident with the other party. It is recommended that any child involved in a biting incident be seen by their family physician if the parents are concerned about communicable diseases possibly resulting from the biting incident.

ACCOMMODATIONS FOR ADDITIONAL SUPPORT
Small World Learning Academy is proud of its history of working with the individual needs of our children and will work with families whose children may need additional support. When applicable, we will make referrals to outside support services including but not limited to:
· Early intervention
· Speech services
· Occupational therapy
· Physical therapy
· Other types of services; and
· To participate in IEP (Individual Education Plan) meetings where appropriate to best meet the needs of the child.
A statement of any child’s special care needs must include:
1. Any limitations or restrictions on the child’s activities
2. Special care the child requires, including:
a) Any reasonable accommodations or modifications
b) Any adaptive equipment provided for the child, including instructions for how to use the equipment; and
c) Symptoms or indications of potential complications related to a physical, cognitive, or mental condition that may warrant prevention or intervention while the child is in care; and
3. Any medications prescribed for continuous, long-term use.
Small World Learning Academy will make reasonable accommodations to their policies, practices, and procedures as appropriate in accordance with the applicable federal and state laws. Small World Learning Academy is not required by law to fundamentally alter or change the services provided for a child displaying dangerous or inappropriate behavior, developmental delays, and/or disabilities as defined by the Americans. 

with Disabilities Act.
Small World Learning Academy will allow outside resources/therapists into the program to work with any child as needed, provided those services are communicated in advance, the provider of the services has the appropriate clearances to be in the building, the behavioral/therapeutic plan is shared with Small World Learning Academy, and the resource/therapist works cooperatively with us to meet the needs of the child.
The presence of the resource/therapist must mitigate any and all safety risks the child presents to themselves and to others and must be collaborative and complimentary to the program. Should the resource/therapist be disruptive to the program or not have the authority or ability to mitigate, through appropriate therapeutic methods, the child’s dangerous behaviors, the child may be excluded from the program.

If parents are unwilling to seek resources for the child, Small World Learning Academy may choose to end care if the child’s behavior is posing a risk to themselves, the class, or the staff.

NAP TIME
Small World Learning Academy must provide a supervised sleep or rest period after the noon meal for all children 18 months of age or older who are in care five or more consecutive hours, or according to the child’s individual physical needs. We may provide sleep or rest for each child who attends the child-care center for fewer than five hours and whose individual physical needs call for a rest period while the child is in care.
Small World Learning Academy will provide a cot, small pillow, and blanket for rest time. These items will be laundered once a week on site. If they are soiled, they will be washed more frequently.

Children 18 months and up who are awake after one hour of rest and are unable to play quietly during the rest period will be required to be picked up by 12:00 PM. If the behavior is constant and disruptive to the class rest period, the child’s schedule will be switched to the half day program. The half-day program is from 7:30AM- 12:00PM, at a reduced tuition rate. Late pick up fees do apply, in line with the financial agreement form.
Nap and rest times are required by the Texas Department of Health and Human Services Childcare Regulations. Due to these regulations, parents cannot request that their child be exempt from nap or rest time.

SAFE SLEEP POLICY FOR INFANTS (Birth through 12 months of age)
Infants under 12 months old will have supervised nap times that allow the infant to maintain his or her own pattern of sleeping/waking periods.
All staff, substitutes and volunteers at Small World Learning Academy will follow these safe sleep recommendations of the American Academy of Pediatrics (AAP) and the Consumer Product Safety Commission (CPSC) for infants to reduce the risk of Sudden Infant Death Syndrome/ Sudden Unexpected Infant Death Syndrome (SIDS/SUIDS):
1. Infants will always be placed to sleep on their backs unless parents submit Form 3019, Infant Sleep Exception/Health Care Professional Recommendation, signed by the infant’s health care professional.
2. Infants will be placed on a firm mattress, with a tight-fitting sheet, in a crib that meets the CPSC federal requirements for full-size cribs and for non-full size cribs.
3. For infants who are younger than 12 months of age, cribs should be bare except for a tight fitting sheet and a mattress cover or protector. Items that should not be placed in a crib include soft or loose bedding, such as blankets, quilts, or comforters; pillows; stuffed toys/animals; soft objects; bumper pads; liners; or sleep positioning devices. Also, infants must not have their heads, faces, or cribs covered at any time by items such as blankets, linens, or clothing.
4. Infants may not use any sleep positioning device, such as wedges or infant positioners. The AAP has found no evidence that these devices are safe. They may increase the risk of suffocation.
5. Staff will ensure that the sleeping areas are ventilated and at a temperature that is comfortable for a lightly clothed adult.
6. If an infant needs extra warmth, sleep clothing such as sleepers or footed pajamas as an 
alternative to blankets may be used.
7. Only one infant may be placed in a crib to sleep.
8. Infants may use a pacifier during sleep. The pacifier must not be attached to a stuffed animal or the infant’s clothing by a string, cord, or other attaching mechanism that might be a suffocation or strangulation risk.
9. If the infant falls asleep in a restrictive device other than a crib (such as a bouncy chair or swing or arrives to care asleep in a car seat), the infant must be immediately moved to a crib, unless parents have provided Form 3019, Infant Sleep Exception/Health care Professional Recommendation, signed by the infant’s health care professional.
10. Our child care program is smoke-free. Smoking is not allowed in Texas childcare operations.
11. Staff will actively observe sleeping infants by sight and sound.
12. If an infant is able to roll back and forth from front to back, the infant will be able to be placed on his/her back for sleep and it is allowable for the infant to assume preferred sleep position.
13. Awake infants will have supervised “tummy time” several times daily. This will help them strengthen their muscles and develop normally.
14. Infants may not be swaddled for sleep or rest unless parents provide Form 3019, Infant Sleep Exception/ Health Care Professional Recommendation, signed by the infant’s health care professional.

MEALS AND FOOD SERVICE PRACTICES
Full day program:
· Breakfast, lunch, & PM snack Half Day program:
· Breakfast & lunch Afterschool program:
· Breakfast, lunch, & PM snack on school closure days

Breakfast (served 7:30am – 8:45am) consists of a grain or meat or meat equivalent, fruit, and 1% milk (whole milk for 12mths-24mths); lunch (11:15-11:45AM) consists of a grain, vegetable, fruit, meat or meat equivalent, and 1% milk (whole milk for 12mths-24mths); and snack (2:30PM-3:30PM) consists of a grain, fruit or vegetable, and water (for children ages 12 months and up). Our school-age children are provided a healthy supper when they arrive after school that consists of a grain, vegetable, fruit, meat or meat equivalent, and 1% milk.
Small World Learning Academy rotates breakfast, lunch, and snack menus at least 4 times a month to encourage diverse meal planning.
Liquids and food hotter than 110 degrees F are kept out of reach. Our staff is educated on food allergies, and they take precautions to ensure children are protected. Each teacher has access to a list of any allergy a child may have.
The teachers do not reward good behavior or clean plates with foods of any kind.
If parents bring in prepared food that is to be shared among the children, it must be commercially prepared OR prepared in a kitchen that is inspected by local health officials.
Menus are posted in each classroom, on the Procare app for parents, on the main hallway bulletin board and copies are provided at the parent information center. Menu policies are structured to provide children with a variety of foods with different colors and textures to include whole grains, fresh fruits and vegetables; less processed items; and foods that meet the Dietary Guidelines for Americans guidelines established by the USDA.

Parents may bring labeled “cold” lunches from home if they don’t want their child to eat what is on our menu for the day. Teachers may not microwave any food for children, to prevent burns from uneven heating. Each parent is welcome to take a menu from our center as a sample for healthy lunches. Parents are encouraged to provide meals with adequate nutritional value. Resources are provided at the parent information center for parents who want more information on providing healthy food for their children. Small World Learning Academy will not provide any components of the meal brought from home and is not responsible for the nutritional value of the meal.
Please note that only substitute lunches will be allowed at Small World Learning Academy . Breakfast foods will not be admitted into the classroom. SWLA stops serving breakfast at 8:45 A.M. If your child will be arriving after 8:55AM, we ask that you serve them breakfast prior to drop off.
For food allergies, a doctor’s note is required stating exactly what the child is allergic to, what their reaction is, and the response needed. Our parent information center has resources for parents who need information about foods that may cause allergic reactions. We understand that some children require special diets, and this information also needs to be in writing from a health care professional. Any time there is to be a change to a child’s dietary restrictions, it must be approved in writing by a health care professional.
FARM-TO-EARLY CARE AND EDUCATION
Small World Learning Academy encourages farm-to-early care and education. We participate in ‘The Garden Project’ through FP Assistance to provide simple garden solutions and USDA approved educational resources to exemplify the farm to table experience to young children and encourage them to ‘Choose Fresh First’. We utilize the items grown in our garden for the children to explore science, math, and sensory projects. The children are able to eat out of the garden if they wish and take part in the planting, harvesting, and planning of the garden. We
encourage families to grow home gardens in whichever way works best for them, be it a small potted tomato plant or a full-scale garden bed.
There are many different types of farm to early care and education sources. Families can source locally-grown food in the following ways:
1. Directly from a local farmer:
a) National Farm to School Network State Lead may be able to help you find farms in your area. Find your State Lead at www.farmtoschool.org.
2. Your local grocery stores or food co-op:
a) Many grocery stores and co-ops carry locally-grown food. Look for signs or labels that say where the food came from or if it’s not labeled, ask!
3. Your local farmers’ market:
a) If you only need small quantities, you can shop at a farmers’ market. If need larger quantities, you can arrange with a farmer in advance to pick up a larger order at the market. Find a market near you: www.ams.usda.gov/local-food-directories/farmersmarkets.
4. An edible garden:
a) Edible gardens are perfect for smaller amounts of produce. Fun, easy foods to start with include snap peas, radishes, lettuce, herbs, cucumbers and squash. If you are unsure about your soil quality or have limited space to grow, consider growing food in pots or containers. Contact your county’s Cooperative Extension for advice on starting, maintaining and harvesting from a garden in your region: www.nifa.usda.gov/Extension.
5. Other sources of local foods:
Community Supported Agriculture (CSA) programs, food hubs, food processors or manufacturers, farmer cooperatives or your current caterer. Find sources of local food in your area: www.ams.usda.gov/services/local-regional/food-directories.
a) 



IMMUNIZATION REQUIREMENTS
Each child enrolled must meet applicable immunization requirements specified by the Texas Department of Health Immunization Requirements in Texas. Documentation acceptable for immunization records must have been validated by a physician or other health-care professional with a signature or a rubber stamp. It should include the child’s name, birth date, number of doses, type of doses, and month, day, and year the child received each vaccination. It may be a photocopy. If your child has their up-to-date immunization information on Immtrac, we can print that for you. School age children enrolled in public school do not have to provide a copy of immunizations as it is collected at the school.
If you have chosen not to have your child immunized, a notarized waiver form must be obtained by a physician. Immunizations may be waived for certain reasons. Please discuss this with the director to determine whether you have the right to be enrolled and not have your child immunized. Parents are required to have a wavier on file in place of an immunization record, so that the center can maintain compliance with licensing regulations.
TB TESTING
Children who attend Small World Learning Academy are not required to have a TB test.
HEARING/VISION SCREENING
Students who are four years of age or older when school begins must be screened for possible hearing or vision problems by a physician within 120 calendar days of enrollment, and these papers will be kept in the child’s file.
HEALTH BENEFIT RESOURCES
If families are in need of medical, dental, or vision insurance, we recommend they ask their employer about available health benefits for themselves and their family.
Low to no cost health care is available through Texas Health and Human Services. More information can be found at Health | Texas Health and Human Services.
Cavities are the most common chronic disease of childhood in the United States. Children who have poor oral health may have problems with eating, speaking, playing, and learning. Parents are encouraged to visit the dentist by their child’s first birthday to spot the signs of problems early. Children should have help brushing their teeth twice a day with toothpaste. You can learn more here: Children's Oral Health | Basics | Children's Oral Health | Division of Oral Health | CDC.
Families can use this resource (Find a Dentist | Texas DSHS) to find a dentist near them.

PARENT COMMUNICATION/FAMILY PARTICIPATION
Parents are welcome to visit Small World Learning Academy without prior approval, any time during our hours of operation to observe their children, Small World Learning Academy ’s operation, and program activities. We encourage those parents who want to participate in Small World Learning Academy ’s activities (by volunteering their time and talents) to speak to the Director. We will be happy to answer any questions you may have and would love to hear what you like best about the program. The teacher or director will be happy to make an appointment to discuss any questions or concerns about the policies and procedures at our school.
Parents may also communicate via email with concerns, praises, or to update their information at: smallworldlearning@yahoo.com. Procare Family App is the main platform for messages between parents and teachers regarding anything for the children’s care.
A copy of the Minimum Standards is kept at Small World Learning Academy and is available for review by the 

   parents. The most recent Licensing inspection report is posted at Small World Learning Academy on the informational          bulletin board and available online through the DFPS website. Parents may contact the local Licensing Office at (713)    940-3009 , the Abuse and Neglect Hotline at 1-800-252-5400, or the Texas Department of Family and Protective Services at their website: www.dfps.state.tx.us Families will receive a parent satisfaction survey at least once a year. Feedback is always welcome to better improve children and parents’ experiences at Small World Learning Academy. Suggestions and evaluation results are integrated into Small World Learning Academy whenever applicable.
Small World Learning Academy releases its yearly calendar soon after the HISD publishes theirs. Parents are invited to attend any special events they wish to, including Fall Dress Up Day, Christmas parties, Valentine’s Day parties, and the Spring Egg Hunt. Teachers may specifically request families attend for certain tasks if needed.

PROFESSIONAL DEVELOPMENT & FAMILY EDUCATION
Periodically, parents are invited to attend training or conferences along with staff. Small World Learning Academy will invite parents to free workshops in the community that our staff attend in order to increase awareness about best practices for early childhood caregivers.
Parents receive information regarding community events and resources via weekly emails. There may also be newsletters sent via the Procare app regarding community resources. Parents are invited to view the resource center for information ranging from child development, discipline and guidance resources, and free items available to all families.

PROCARE
Each family enrolled in our facility will receive an invitation to join Procare Family via e-mail, with a free app available on smartphones. Procare provides families with a digital platform for receiving their child’s Daily
Report along with photos of their child’s day. Procare is the only method of written communication that should occur between teachers and parents. Personal social media is not an appropriate form of communication for SWLA business. Using this platform for tracking and assessing children has provided parents with documentation that helped get urgent medical diagnosis and assistance with therapies to support social/emotional development.
Teachers use Procare to log children in and out, record meals, diaper changes, nap times, class notes, and send messages to parents, child assessments, behavioral issues, and incident reports.
Parents are able to send messages to the teachers directly through the app and can expect to receive a reply, usually during nap time. We ask that parents understand that the teachers’ first priority is to concentrate on the children and if parents have a pressing issue, they may call Small World Learning Academy to speak with the director.
A copy of the menu is available on the app as well as the school calendar. Parents are able to view newsletters or other documents teachers feel are beneficial to parents.

PARENT RESPONSIBILITY
We believe it is imperative to have a good working relationship between parents and staff. In order to accomplish this, we ask that:
· Parents have their child at SWLA by 9:00 A.M.
· Parents will make sure they have a plan for pick up by 5:30 PM each evening.
· In the event that a parent is running late, they are responsible for notifying SWLA and giving an approximate time for pick up. Keep in mind that late pick up fees are $5 per minute per child.
· Any families who have excessive late pick-ups may face termination of care.
· Parents will participate in parent/teacher conferences if they have been directly contacted by teachers or administrators to discuss their child’s progress.
· Parents will be aware of all policies in the SWLA handbook and support them.
· Parents will supply their children’s diapers or pull-ups if their child is still in the toilet learning process.
· If notice has been given to parents that their child is low or out of diapers, and parents do not provide their child with diapers, there will be a $2 per diaper fee for each SWLA diaper used.




· Parents will communicate first with their child’s teacher if there is a problem or misunderstanding. If they are still unsatisfied, parents will then contact administrators.
· Parents will turn in requested paperwork on their due date to ensure SWLA maintains compliance with Texas Minimum Standards and other governing officials.
· If a parent is unable to maintain the required updated forms, enrollment for a child may be suspended until the required forms are turned in. If parents do not communicate with the directors regarding when forms will be turned in or if an extended period passes without forms being turned in, the child’s enrollment may end.
· Parents will maintain a courteous attitude.
· This includes, but is not limited to, parent/ teacher meetings, Procare messages, daily conversations, refraining from foul or demeaning language, and maintaining respect for all individuals.

Parents or guardians who are unable or unwilling to abide by the parent’s responsibilities may face end of care for their children, dependent on the severity of the offence and at the director’s discretion.
STAFF RESPONSIBILITY
The director will:
· Provide the classrooms with the necessary materials.
· Monitor the classroom activities periodically.
· Provide staff development in age-appropriate practices.
· Affirm the teachers and students.
· Be available to families and teachers for advice and encouragement.
· Maintain a courteous attitude.

The teachers will:
· Have working knowledge of Texas Minimum Standards.
· Connect with families by encouraging an open relationship to discuss compliments and concerns.
· Assist children in their spiritual, emotional, and academic growth.
· Support families as their children conquer developmental milestones.
· Maintain a courteous attitude.

GANG FREE ZONE
Parents should be aware that under the Texas Penal Code, any area within 1000 feet of a child-care center is a gang-free zone, where criminal offenses related to organized criminal activity are subject to harsher penalty.

SPECIAL EVENTS              							   
Every child’s birthday calls for a special celebration. We encourage making children feel extra special on their special day. We welcome you to bring a special snack to share with your child’s class. All food must be commercially made and have an ingredient label. Holiday parties will take place in the classroom throughout the year. Generally, a note is posted to notify families of an upcoming party and many times families are asked to volunteer to bring food or drink. Notify us as soon as possible if your child cannot attend for religious or other reasons so we can make arrangements to care for your child during that time.

TEXAS RISING STAR 
The Texas Rising Star program is a quality rating and improvement system (QRIS) for child care programs participating in the Texas Workforce Commission’s (TWC) subsidized child care program.
Numerous research studies have shown that children who attend higher-quality early learning programs are more 

prepared for school entry than children who do not attend high-quality programs. Child care and early learning programs that voluntarily achieve Texas Rising Star certification, offering quality care that exceeds the Texas Health and Human Services Commission (HHSC) Child Care Regulation (CCR) minimum standards, are in a better position to positively affect the physical, social-emotional, and cognitive development of children.
TRS programs are committed to quality care and improvement that exceeds the state’s minimum child care licensing standards in the following categories: director and staff qualifications, orientation and training; teacher- child interactions; program administration; and indoor/outdoor learning environments.
Small World Learning Academy is proud to be a 4-STAR facility serving the families in our community.

CURRICULUM GOALS
We strive to prepare children for an accelerated entrance into kindergarten. At Small World Learning Academy , kindergarten readiness does not mean that your child has memorized every letter and number. It means that your child has developed the skills they need to be successful in a school setting. This includes self-regulation, language and literacy skills, social and emotional competencies, and cognitive abilities.
Infant children receive individual attention during the early years of life. This is crucial to an infant's emotional and social development. Toddler classes begin learning to recognize and match colors in their surroundings. Children are taught letters and numbers through songs and dance that they learn to recognize and mimic. Preschool children begin tracing numbers and letters, both uppercase and lowercase, and eventually move into writing letters by themselves. Each class has a reading center where children are encouraged to sit quietly and familiarize themselves with books. 
DAILY ACTIVITIES
Infant Classes: music, books, playtime inside and outside, and Curriculum (ages 0-12 months) which equips teachers to nurture the little ones in their care, optimizes key windows of opportunity for growth and development, and features strategies for social and emotional development.
Toddler Classes: age appropriate Abeka bible lessons, playtime, Curriculum (for 12-24 months and Three’s) year-round, which is organized around 5 developmental domains, offers differentiated instruction options to meet the needs of all learners, and can be easily infused into daily activities.
Preschool Classes: Stories, coloring, music, Abeka bible lesson, phonics drills, numbers of drills, language development, recess time, and Curriculum year- round, which has an extensive integration of theme, disciplines, and domains, strategies for social and emotional development, and a joyful approach to learning.
After School: supper, curriculum time, playtime.

The Curriculum is designed around the latest scientific early brain development research for each targeted age group. 

WATER ACTIVITIES
Small World Learning Academy has an on-site splashpad available for water play throughout the summer. Parents should apply sunscreen to their child before they arrive to school. Parents will provide swimsuits to keep at Small World Learning Academy for the duration of the season. Small World Learning Academy will provide towels that are laundered after each use. Swim diapers are required for children who are not potty trained. Children should have a change of clothes (shirts, pants, underwear, socks, shoes) available at Small World Learning Academy.
INDOOR AND OUTDOOR ACTIVITY
As per minimum standards, we do go outside a minimum of at least twice a day. Please make sure your child is

dressed appropriately for the weather and active play so that he/she can participate comfortably in our physical activities.
Small World Learning Academy will provide
1. child-initiated activities where:
a) The equipment, materials, and supplies are within reach of the child; and
b) The child chooses the activity on the child’s own initiative

2. Caregiver-initiated activities that the teacher directs or chooses, at least two of which must promote movement. These are chosen from the school curriculum.

Infants may engage in outdoor play for an amount of time as tolerated by the infant.
Infants 13 months through 17 months of age, toddlers, and preschool children must engage in outdoor play for a minimum of 60 minutes total daily.
Small World Learning Academy will provide a balance of active and quiet play that incorporates group and individual activities, both indoors and outdoors, which will include:
1. A minimum of 60 minutes of moderate to vigorous active play for toddlers; and
2. A minimum of 90 minutes of moderate to vigorous active play for preschool age children.
Small World Learning Academy prides itself in the unique outdoor spaces available to children of all ages at our facility. We provide a wide playground area with a playscape available to children 2 years old and up, with different interest areas for all ages, an open-air pavilion, and a field with sensory play and a garden.
Outdoor play provides for greater freedom and flexibility, fuller expression through loud talk, and a greater range of active movement. Outdoor play also extends opportunities for large muscle development, social-emotional development, and small muscle development by offering variety, challenge, and complexity in ways that are not attainable in a confined indoor space. Regular physical activity builds healthy bones and muscles, improves muscular strength and endurance, reduces the risk for developing chronic disease risk factors, improves self- esteem, and reduces stress and anxiety. Beyond these known health effects, physical activity may also have beneficial influences on academic performance.
In the event of weather that does not permit outdoor play, Small World Learning Academy staff will increase the time of indoor physical activity, so the total amount of physical activity remains the same.

FIELD TRIPS
During the summer months and on occasions SMALL WORLD LEARNING ACADEMY will take the children (ages 4 and up) on off premise field trips. Parents are required to sign a written permission slip for their child to attend each field trip. Notification of a field trip will be posted on the child’s classroom door in advance of the trip, with all pertinent trip information including, destination, date, time, reason for trip, cost, and mode of transportation. The field trip permission slip must be signed, and all trip costs must be paid in advance (if applicable) in order for your child to attend. SMALL WORLD LEARNING ACADEMY will provide all required supervision for all field trips. Due to availability of space on the bus, parent attendance is not available

SCREEN TIME USAGE
We do not currently provide screen time for our children. We believe learning should be a personal interaction between their classmates and teachers. Spending extended periods of time in front of a screen goes against our center’s philosophy. We believe that it is important that very young children have positive social interactions with their parents and caregivers instead of through media time that takes away from these vital interactions. Pediatricians recommend no screen media for children under two years of age, and limited screen time after that. For many families, media use has become a part of everyday life. At Small World Learning Academy, we do not provide children any screen time and parents rest assured that whatever limits they personally set on their children’s screen time are only within their parameters.

According to the American Academy of Child and Adolescent Psychiatry, side effects of too much screen

time include:
· sleeping problems
· poor self-image and body image issues
· reading fewer books
· spending less time outside
· lower grades in school
· struggling to maintain a moderate weight
· having a narrower scope of interests
· mood or attention disorders

By setting healthy boundaries, utilizing parental controls, having ongoing conversations, and modeling screen limits, parents can help their children navigate a technological world once they determine their child is ready.
PARENT CONFERENCES
Parent conferences are offered in September, January, and May. A sign-up sheet will be available for parents who are interested in meeting with the teachers. Time slots of a maximum of 15 minutes will be allotted for each student.
Each parent will have a developmental assessment completed for their child in time for their conference. Parents should always review these assessments to track their child’s development. These developmental screening assessments can be shared and reviewed with a child’s pediatrician should any concerns arise. Small World Learning Academy will always support parents if they wish to move forward with a referral process for their child.

Child development refers to how your child grows and changes over time. Experts divide child growth and development into four areas:

· Physical development refers to strength and physical skills.
· Cognitive development involves thinking and problem-solving.
· Language development refers to communication and understanding.
· Social-emotional development affects how children interact with others and process feelings.

Signs of developmental delays can vary significantly. Sometimes, you may notice signs of a delay during infancy. Or symptoms may not show up until a child is school age.

Some of the most common signs of developmental delays can include:

· Rolling over, crawling or walking much later than expected.
· Difficulty communicating, talking or fitting in socially.
· Problems with connecting actions to consequences.
· Inability to perform everyday tasks without help, such as getting dressed or using the bathroom.
· Trouble remembering instructions.
· Learning challenges in school.

Parents can complete simple development milestones check online at: CDC’s Developmental Milestones | CDC .

CHILDREN’S ATTIRE
Children should come to the Academy comfortably dressed in washable, weather appropriate play clothes. We spend a lot of time outside and children will get dirty. We suggest that you do not send your child wearing belts, overalls, or other clothes that are difficult to remove quickly. Children who are busy playing often wait until the last minute to ask to go to the bathroom. If it takes time to get clothes off, even with the teacher’s help, it is

sometimes too late to prevent an accident. Tennis shoes are preferred but sandals may be worn if they have a back strap; No Flip Flops are allowed. We ask that you keep a complete set of extra clothes at school, including shirt, pants/shorts, underwear, socks and shoes. Make sure that these items are clearly labeled (initials on the tags, tape with their name on the inside of jackets, etc.) and switched out for each season.
Please do not allow hair accessories (bows, headbands, or scrunchies) or expensive jewelry to be worn; we do not assume any responsibility if it is lost. Other children want to touch and explore these items, this leads to possessive interactions and possible loss of the items when playing outside.
TOILET LEARNING
Parents will start the toilet learning process at home. Once the child is comfortable on the toilet, and able to pull pants up and down independently, SWLA will assist during child care hours.
1. SWLA will make toilet learning as fun and exciting as possible.
2. SWLA will sit the child on the toilet at frequent, regular intervals. If the child refuses, SWLA will not make the child sit on the toilet. We may need to take a break until they are comfortable using it in the classroom.
3. Pull ups should be worn during the training process. This makes it easier for your child to practice pulling them up and down on their own, and they are able to feel when they are wet. Dress your child in bottoms that are easy for them to pull up and down on their own (no snaps or buttons, no onesie style tops).
4. Due to sanitary issues, your child must be accident free in their pull up for 2 full weeks at SWLA before switching to underwear. We have a lot of shared spaces and do not want other children getting into messes!
5. If your child begins to have frequent accidents after switching to underwear, we will begin the process from the beginning with pull ups.
6. Pull ups will still need to be provided for nap time, until they are ready to go without.

We look forward to joining you in this exciting milestone for your child!
WEATHER
Each class has a daily schedule that allows for regular outdoor play. Parents are asked to send their child in weather-appropriate attire each day to ensure that they are comfortable for a day of play. We currently abide by the Child Care Weather Watch chart (see below) which states that temperatures above 32˚ F with a wind speed below 15mph are comfortable for outdoor play. We will use discernment on chilly days to determine whether outdoor play is acceptable or not. Please send your child in appropriate weather clothing and provide an appropriate weather back-up set of clothes (Pant/shorts, shirt, underwear, and soc
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SUNSCREEN AND INSECT REPELLENT
Sunscreen is considered a non-prescription medication and should be administered only if the parents give written consent. Small World Learning Academy will keep Rocky Mountain Sunscreen Spray for kids on hand in the event that parents do not provide their own personal, labeled sunscreen. Small World Learning Academy will only reapply sunscreen later in the day if needed. Parents should apply their child’s sunscreen prior to drop off each day.
Sunscreen is not recommended for children under 6 months old. Instead, protect young infants from the sun by covering them with hats, long-sleeved shirts and long pants, and shade. If parents insist that sunscreen is used on their infants, written permission and specific instructions from the child’s doctor will need to be provided.
The same policies apply for insect repellent.
EMERGENCY PREPAREDNESS PLAN
An emergency preparedness plan is designed to ensure the safety of children during an emergency by addressing staff responsibility and facility readiness with respect to emergency evacuation, relocation, and sheltering/lock down. Parents, employees, and children will not be made aware of drill dates or times, as this is the most effective way to assess the effectiveness of emergency/evacuation plans. During a drill or real emergency situation, parents may not sign children into or out of the program. Parents must wait until the drill is complete and children have returned to the building to sign their child into our out of the program. In the event of a real emergency situation, staff with inform each classroom teacher that the school will be closing. At this time any parents waiting to sign their child out will have to leave the premises with their child. All other parents or emergency contact persons will be notified of the situation. Notification may occur via:
a) Text message

b) Procare message
c) Telephone call
d) Email

As with the sick child pick up policy, all children must be picked up within 45 minutes of the notification.
Families wishing to sign their child out of the program during a drill or real emergency are expected to have patience with the employees as they are trying to maintain order during an often hectic and dangerous situation. Families will be asked to wait until the director has accounted for all employees and children and given the employees permission to release children. Once again, it is important for parents and employees to work together, remain calm, and cooperate with the emergency personnel and center administration during these important and critical situations.
In the event of a:
· Fire:
· Evacuation plans are posted in each room, and drills are conducted monthly.
· Tornado/Storm
· Evacuation to the TRC worship center will occur. These drills are conducted quarterly.
· Dangerous person outside of building:
· Staff in charge calls 911 and notifies staff over radio
· Children are moved to a safe area, staff block sight lines and entrances
· The building is locked down where entry without a physical key is not possible
· Dangerous person inside of building:
· Staff in charge calls 911 and notifies staff over radio
· Children are moved to a safe area, staff block sight lines and entrances In the event of an evacuation:
· Depending on the severity and proximity of the danger, we may evacuate to:
ST. JOHN CHRYSOSTOM address 5402 Acorn St, Houston, TX 77092
 Staff will have all emergency contact information for each child. We will conduct name-to-face checks every 15 minutes.
· We will call 911, child care regulations, and parents about any emergency evacuation.

POWER OUTAGE
Staff members and children should remain in the classroom and if possible, proceed with activities as usual, or may go to the outdoors until power resumes.
If power cannot be restored within a reasonable amount of time, the center will close and parents contacted. Activities will resume as possible until parents arrive.
BREASTFEEDING
Parents have the right to breastfeed for their child while they are in the care of Small World Learning Academy and we fully support the nutritional value of breast milk. A comfortable seat will be provided for mothers that are breastfeeding. If breast milk will be provided, please provide amount needed for the day. Our participation in CACFP requires 4-6oz of breastmilk or iron fortified formula to be provided at all meals. So, if only 2oz of breastmilk is provided then we must supplement the remaining amount required, 2-4oz with formula, for each 

meal. Information and resources are available in the parent resource area and/or by request.

HEALTH CHECKS
Upon arrival, a visual or physical assessment will be completed on each child to identify potential concerns about a child’s health, including signs or symptoms of illness and injury, in response to changes in the child’s behavior since the last day of attendance.
CHILD ABUSE & NEGLECT
The directors and staff of Small World Learning Academy are required by law to report suspected child abuse, exploitation, and neglect cases. Staff of Small World Learning Academy are not required to discuss their suspicions with families prior to reporting the matter to the appropriate authorities, nor are they required to investigate the cause of any suspicious marks, behaviors, or conditions prior to making a report. Under the Act, mandated reporters can be held criminally responsible if they fail to report suspected abuse or neglect. We take this responsibility very seriously and will make all warranted reports to the appropriate authorities. As mandated reporters, the staff of Small World Learning Academy cannot be held liable for reports made to CPS which are determined to be unfounded, provided the report was made in ‘good faith’.
All caregivers are required to have one hour of annual training on recognizing the signs of abuse and neglect. Parents are welcome to attend this training; please contact the center director for more information.
Parents and employees are provided the following website to increase awareness regarding warning signs and prevention techniques: www.preventchildabuse.org
Causes for reporting suspected child abuse or neglect include, but are not limited to:
· Unusual bruising, marks, or cuts on the child’s body
· Severe verbal reprimands
· Improper clothing related to size, cleanliness, season
· transporting a child without appropriate child restraints (e.g. car seats, seat belts, etc.)
· Dropping off or picking up a child while under the influence of illegal drugs or alcohol
· Not providing appropriate meals including a drink for your child
· Leaving a child unattended for any amount of time
· Failure to attend to the special needs of a disabled child
· Sending a sick child to school over medicated to hide symptoms, which would typically require the child to be kept at home until symptoms subside.
· Children who exhibit behavior consistent with an abusive situation.
Staff will keep record of any markings, conversations, or other pertinent information that may amount to suspected abuse or neglect.

Families that may be experiencing abuse or neglect in their home are encouraged to reach out for help. Small World Learning Academy will maintain confidentially and assist non-offending family members connect with advocacy specialists. The Children’s Advocacy Center serves Houston area. They can be contacted at:

3701 Kirby Dr Ste 400, 
Houston, TX 77098 
Phone: (713) 529-1396
Email: childadvocates.org

Parents may contact the local Licensing Office at (713) 940-3009, the Abuse and Neglect Hotline at 1-800-252- 5400, or the Texas Department of Family and Protective Services at their website: www.dfps.state.tx.us


Parents may view a copy of Small World Learning Academy ’s most recent licensing inspection report online at 
https://www.dfps.state.tx.us/ . A copy is also available by the front office in the main bulletin board.

VACCINE-PREVENTABLE DISEASES
The specific immunizations needed as an adult vary on such factors including age, overall health as well as persons you are in close contact with. Staff can be exempt from any vaccines for reasons of conscience, medical conditions, or religious beliefs. If a staff member receives a vaccine, that information is added to their employee file.
All staff members will take preventative measures including, but not limited to:
· Wearing gloves when handling bodily fluids
· Washing hands immediately to prevent cross-contamination to others.
· Being excluded from direct care when the employee has signs of illness.

SUPPORTING FAMILY NEEDS
Families and culture are celebrated in Small World Learning Academy. Their role in informing and working together with their child’s teacher is the glue that keeps our center in place. It is important to us that we develop skills and knowledge to work effectively with our diverse families. Our staff will use a variety of formal and informal strategies (including conversation) to become acquainted with and learn from families about their family structure, their preferred child-rearing practices, and information families wish to share about their socio- economic, linguistic, racial, and cultural backgrounds. Program staff will actively use information to adapt the environment, curriculum, and teaching methods to the families we serve.
Small World Learning Academy stands on our foundation. 

SUPPORTING INCLUSIVE SERVICES
Small World Learning Academy will provide children with special care needs with accommodation recommended by a health care professional, or a qualified professional affiliated with the local school district or early childhood intervention program. We will utilize, as recommended, any adaptive equipment that has been provided to Small World Learning Academy for a child’s use. If a child is receiving early intervention services or special education services, they can receive those services from a qualified service provider at our center, with parental request and approval.
Small World Learning Academy will ensure that activities integrate children with and without special care needs. Teachers will adapt equipment and procedures and vary methods as necessary to ensure that we care for a child with special needs in a natural environment.
Research has shown that children with disabilities benefit from learning alongside their peers in high-quality inclusive settings. One study found that young children with disabilities in high-quality inclusive early childhood programs made larger gains in their cognitive, communication, and social-emotional development compared to their peers in segregated settings. In addition, inclusion has benefits for all children, not just children with disabilities. Young children without disabilities who participate in an inclusive classroom learn life skills such as empathy and compassion.
If you have questions about your child’s development and specialized services available in our community, 

please reach out to the director. To best serve families who have questions about their child’s development, Small World Learning Academy will make information available regarding early intervention services. Access to such information enables families to request an evaluation of their child’s development from experts who are qualified to assess the child’s development and recommend appropriate services for the child.
Early Childhood Intervention Services (ECI) has additional information regarding the specific services they provide, as well as locations in our community. If a family has shared their child’s Individualized Educational Program (IEP) from a school district or an Individualized Family Service Plan (ISFP) from ECI, Small World Learning Academy will make every effort to incorporate the plan, where applicable, into the child’s daily activities. However, our center is not responsible for purchasing or maintaining adaptive equipment recommended for a child.

OPEN DOOR POLICY 
Parents are welcome at the center anytime. We celebrate various activities throughout the year. We encourage parents to come and participate in any center activity that SWLA hosts. Please see the parent board in the lobby for gentle reminders of upcoming events. 

Parent’s Rights 
A parent or guardian of a child enrolled in a childcare center has the right to: • Enter and examine the childcare center during its hours of operation and without advance notice. • File a complaint against the childcare center • Review the childcare center’s publicly accessible records. • Review the childcare center’s written records concerning their child. • Receive inspection reports and information about how to access the childcare center’s online compliance history. • Have the center comply with a court order that prevents another parent or guardian from visit or removing the child. • Be given the contact information for the childcare center’s local Child Care Regulation office. • Inspect any video recordings of an alleged child incident of abuse or neglect involving their child provided that: video recordings of the alleged incident are available; the parent or guardian does not retain any part of the video depicting a child that is not their own; and the parent or guardian of any other child in the video receive prior notice from the center. • Obtain a copy of the childcare center’s policies and procedures handbook. • Review the childcare center’s staff training records and any in-house training curriculum. • Exercise these rights without receiving retaliatory action by the childcare center

CHANGES TO OUR OPERATIONAL POLICIES
Parents will be notified in writing of any changes to our operational policies and enrollment agreement. At that time at least one copy of the updated operational policy must be signed and dated by the parent. SWLA policies are reviewed annually and updated as necessary. SWLA’s policies were last updated on January 24, 2024.
















Parent Handbook Acknowledgement

I, ____________________________________ parent of ___________________________________ acknowledge that I have been provided a copy of the SMALL WORLD LEARNING ACADEMY Parent Handbook. This Parent Handbook outlines all the policies and procedures for the center. By signing this form, I agree to abide by the policies set forth by the center.

Parent Signature: __________________________________	Date: __________
Staff Signature: ___________________________________	Date: __________

Please sign this page and return to SMALL WORLD LEARNING ACADEMY staff.
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