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Welcome to Meadowbrook Preschool and Children’s Center

We are so pleased to have your child as a member of our Meadowbrook family.  The purpose of our school is to provide, within a nurturing, Christian environment, the highest quality education and care year round.  To that end, programs and activities are offered which enhance the positive spiritual, intellectual, physical and emotional development of each individual child.

When referring to Meadowbrook centers in this handbook, we shall use the abbreviation MPCC. 

Meadowbrook Preschool and Children’s Center is neither a babysitting service nor a play school.  Rather, it is a unique cycle of learning designed to take advantage of the child’s sensitive years between the ages of 18 months and Pre-Kindergarten.  We also provide a positive environment for the school age child during after school hours and the summer.

This handbook provides a ready reference concerning MPCC operational and discipline, school procedures and general information. Please feel free to contact us at any time if further questions arise.

Thank you for choosing Meadowbrook Preschool and Children’s Center for your child’s preschool education and care.








Michelle Gregg 









Administrator/Director

Brenda Davis








Owner

HANDBOOK POLICIES

This handbook of school operational policies are designated for infants, toddler, preschoolers and school age children.

HOURS, ARRIVAL AND DEPATURE

Meadowbrook Preschool and Children’s Center is open from 7:00 a.m. to 6:00 p.m. Monday through Friday, Program hours are as follows:

Early Arrival …………………………………… 7:00 a.m. to   8:30 a.m. 

Morning Academic Classes …………………. 8:45 a.m. to 12:00 p.m. (noon)

Afternoon Play & Learn …………………….. 12:00 p.m. to   6:00 p.m.

School Age – After School…………………….3:00 p.m. to   6:00 p.m.

School Age – Summer Care…………………..7:00 a.m. to   6:00 p.m.

Please walk your child to their class and allow them to enter the classroom on their own.  Through years of experience, we have found that long parental departures only delay the moment of separation, and it is usually more difficult for both the parent and the child.  Parents are not permitted to stay in the classroom any longer than it takes for you to drop the child off.  Please remember to sign your child in and out EVERY day.  These rules are in the Childcare Licensing Minimum Standards. 

Late Arrivals – Children arriving after 8:45am can cause distractions during curriculum time and also disrupts morning routines in the infant/toddler rooms.  If you will arrive after 8:45am, please notify the school office.  Children arriving after 9:00am that have not notified the office of a doctor’s visit and does not provide a doctor’s excuse will not be permitted to stay.

Early Departures – Parent or person authorized to check child out must go to the office to sign the child out of school.

Release of Children – Please notify the School when an emergency arises.

A child may be picked up only by those persons listed on the authorization form completed by the parent.  Persons picking up your child will be required to show identification.  

If a child goes home with another student or parent, a note granting permission must be sent to the teacher, or the office must be notified.  No student will be released without the permission from the parent.

ATTENDANCE

Regular attendance in school is very important if your child is to benefit from the program at Meadowbrook Preschool and Children’s Center.  It is equally important that he/she arrive by 8:45am each day to learn and to adjust to routines.

TUTION AND FEES

REGISTRATION/SUPPLY FEES

Registration Fee - $75.00 per child 

Fee is due at time of registration and is non-refundable, NO exceptions. 

A registration fee will only hold a spot in a classroom for 2 weeks, after that, a spot cannot be guaranteed and the fee is non-refundable.

MONTHLY TUITION PLAN

INFANT/PRESCHOOL:

6 Weeks –35 months = $550.00 monthly

36 months – Pre-K  = $500.00 monthly**

Supply Fee:  $25.00 per child

Supply fees are due in January, April, July & October

SCHOOL AGE:

School Age - school year = $225.00 monthly

School Age – Additional full day rate = $13.00 daily 

(at holidays or school closing days)

School Age - summer care = $450.00 monthly

School age summer registration fee:  $25.00

School age summer supply fee:  $75.00

*Discounts for families equal 10% off of the total combined monthly tuition.

The child must be potty trained by the time they enter the three-year-old class.
LATE FEES

Tuition is to be paid monthly, not weekly or bi-weekly.  Monthly tuition is due on the 1st of each month.  Payments not received by the 5th of each month, will be assessed a $30.00 late fee.  If your tuition is not paid after the 10th of each month, your child will be withdrawn from the program until all tuition and late fees are paid in full. Only those parents with 2 or more children may split their payments into 2 equal payments with the first payment due by the 5th and the second due no later than the 20th or the late fee will apply.  Alternate arrangements for payment must be made in writing with the Administrator.   Children not picked up by 6:00 pm will be charged $25.00 for the first 15 minutes and $1.00 per minute for every minute over 15.  

PAYMENTS

WE DO NOT ACCEPT **CASH FOR TUITION! Payments must be made by check or money order. Teachers cannot accept tuition. Please place all payments in an envelope marked with your child’s name in the locked payment drop box located beside the attendance computer (please notate if you need a receipt on the envelope!). CHILD’S NAME SHOULD BE NOTED IN THE MEMO SECTION OF THE CHECK OR MONEY ORDER.  MPCC cannot accept post-dated checks!  **(The only time cash will be accepted is for class parties, special events or activities. The payment should be in the exact dollar amount as we are not able to give change.  Please place the cash payment in an envelope with your child’s name and the purpose of the cash payment such as class party, activity name, etc.)

CREDIT CARD PAYMENTS:

Michelle Gregg is the only person that can accept a credit card payment.  All credit cards will be accessed at courtesy charge of 3% of the total charged amount.

MPCC MONTHLY TUITION POLICY

Monthly Tuition is due on the first day of the month and is considered late after the 5th.  A $30.00 late fee will be assessed for tuition received after the 5th.  It is the responsibility of the parent to pay the tuition and any late fees.  If tuition is not paid by the 10th, you will be asked to withdraw your child from the program unless prior arrangements have been made with the Administrator.

No refunds or credits are given for days missed due to illness, holidays, bad weather days, vacations, early withdrawal, etc.  

If a child withdraws or is dismissed from MPCC there is no refunding of fees.  A two-week written notice is required for withdrawal of children.  You will be charged for the two weeks even if you leave without notice.  Balances not paid in full within 90 days after withdrawal will be turned over to a collection agency.

MPCC is closed (no care provided) on the following: 

· Labor Day (September)

· Thursday & Friday for Thanksgiving (November)

· Closed December 24 thru January 1 for Christmas/New Year Break

· Good Friday (March)

· Friday in March to coincide with KISD Spring Break (March)

·  Memorial Day (May)

·  July 4th (July)

· Three days in July for Annual Teacher Training

· Friday in August before KISD begins classes (Staff Development) TBA when new KISD Master Calendar is posted

HOLIDAYS

School holidays have been scheduled to coincide with local public school holidays in most cases.  

SEVERE WEATHER POLICY

MPCC will close at the discretion of the Director.  To obtain information concerning severe weather closings, call the school number at 903-984-0828 to check for any voice-recorded messages. Information concerning school closings may also be broadcast on KYKX (FM 105.7) and/or KLTV Channel 7 News. 

GANG FREE ZONE

Meadowbrook Preschool & Children’s Center is a GANG FREE ZONE.  Any illegal activity related to drugs, alcohol and weapons within 1000 feet of the school’s property is a Felony and punishable to the full extent of the law.

Discipline and Guidance Policy

 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 associated with food, naps, or toilet training; 

(3) Pinching, shaking, or biting a child; 

(4) Hitting a child with a hand or instrument; 

(5) Putting anything in or on a child’s mouth; 

(6) Humiliating, ridiculing, rejecting, or yelling at a child; 

(7) Subjecting a child to harsh, abusive, or profane language; 

(8) Placing a child in a locked or dark room, bathroom, or closet with the door closed; and 

(9) Requiring a child to remain silent or inactive for inappropriately long periods of time for the child’s age. 

Texas Administrative Code, Title 40, Chapters 746 and 747, Subchapters L, Discipline and Guidance 

There is a form identical to this form that must be signed by the parent and returned to the school to be placed in the child’s file.

CHARACTERISTICS OF THE CLASSROOM

There is always a busy hum of activity in the classroom.  All activity, however, is guided by respect for the teacher, a respect of the work of others, and a respect for the materials themselves.

The classroom offers the child the opportunity to choose from a wide variety of materials.  Having children of mixed age groups together provides the younger children with a series of models for imitation, and the older students an opportunity to reinforce their own knowledge by helping the younger ones.

The teacher is a very keen observer of the individual interests and needs of each child.  Preschool children mature at very different rates and their periods of readiness for academic subjects vary a great deal.  We believe that learning experiences should occur naturally and joyfully at the proper moments for each individual child.

HAPPY BEGINNINGS

Everyone likes a happy beginning!  To facilitate this, please be positive when talking to your child about school.  If your child will be coming to Meadowbrook Preschool for the first time, make a special effort to drive by the school several times.  Talking about meeting new friends, learning new things, and having lots of fun will also help.  Remember, if you are anxious or unsure about school, your child will sense those feelings, so please be positive!

BREAST FEEDING POLICY

Meadowbrook Preschool will accommodate breastfeeding mothers by providing a comfortable place to breastfeed.  MPCC will store breast milk in the freezer for use in the event the mother cannot make a specific feeding.  We will do whatever possible to make the mother comfortable so that she may provide her infant child with the best source of milk.
HEALTH

On or before the first day of attendance, all children enrolled in MPCC must have on file a current health form, completed and signed by a licensed physician.  The Texas Department of Family and Protective Services Minimum Standards Rules for Licensed Child Care Centers must meet immunization requirements for each child as stated.

Hearing and Vision Screenings should be performed at the child’s four-year-old check up and a copy should be provided to the school with the current shot record.

HEALTH CHECK
MPCC will perform a visual or physical assessment of a 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 date of attendance. 

ILLNESS

If your child displays symptoms of illness such as an elevated temperature, flu like symptoms, rash, pink eye, vomiting, and/or diarrhea, or a green discharge from the nose, please keep him/her at home.  If such symptoms are observed at the school, the parents immediately notified to pick him/her up as soon as possible.  The child may not return to school with any of the symptoms without a return to school note from the child’s physician.  If the child is sent home with an elevated temperature of 100.4 or higher, he/she must be free of fever for 24 hours before returning to school or have a return to school note from the child’s physician.   This policy is in effect in order to insure the health and well being of all students.

SAFETY

The doors at the preschool are locked and can only be opened with a keyless entry code.  The doors at Baby U and the school age center remain locked.  If entry is needed to the school age center BEFORE 3:00pm during the summer, please use the double glass doors located in the gated area around the back.  Employees cannot hear the doorbell on the after school side and staff for that area does not arrive until 2:45pm.
ADMINISTRATION OF MEDICATION

Prescribed medication will be dispensed one time daily only upon receipt of a written medication form (available in School office) to be signed and completed by a parent.  Rescue medications (inhalers, breathing treatments, rescue meds for allergic reactions) will be administered as needed as per physician’s orders. Medicine must be in the original container, labeled with the child’s full name, date and physician’s name.  Directions and time for administration must be clearly written on medication form.  Over-the-counter medication will not be administered with the exception of teething tablets and diaper powders and ointments. Medication may not be administered after its expiration date.  MPCC staff, which will provide written documentation, will administer medication.  

MEDICAL EMERGENCIES

If a child is in need of emergency medical attention, we will transport them to Good Shepherd Medical Center unless specifically requested by a parent to do otherwise.  The parents and physician of the child will be notified immediately.




NOTIFICATION OF CHANGES  

Please notify the school office immediately of any changes of address, telephone numbers, pick-up authorization, or immunization updates.  For emergency purposes, it is essential that we have current home phone, work phone, cellular and/or pager numbers.  Parents are required to initial and date all changes.  

POTTY TRAINING

Children who are potty training should come to school with underwear (not pull ups) pants with elastic waist and NO belts. Please send an abundance of underwear, shorts and socks for changing due to accidents.  We will only enforce potty training at school if it is being enforced at home.  Children must be completely potty trained by the time they enter the three-year-old class.

BIRTHDAYS/ PARTIES/ EVENTS

Birthdays are special at MPCC, and each child will be recognized on his/her Birthday in his/her class.  If parents wish to send a special birthday snack to school, please notify the teacher in advance.  Cookies or a cookie cake are the snack of choice because of the ease of serving and eating.  If you wish the teacher to pass out party invitations, please send one for each child in the class. 

Classroom parties are held in celebration of fall (corresponding with Halloween date*), Christmas, Valentines, Easter, End of Academic School Year (May) and End of summer (August) and are coordinated by volunteer room parents.  Annual events include a school wide Thanksgiving Feast, evening Christmas Program and a Spring/Graduation Program. 

CLOTHING

Your child’s clothing should not be an obstacle to his/her enjoyment of school activities.  It is preferred that the children wear tennis shoes every day.  For safety purpose, NO SANDALS, CLEATS, COWBOY BOOTS/BOOTS, JELLY SHOES, FLIP FLOPS, CROCKS, ETC.  The best and safest shoe is tennis shoes. 

**Children that are potty training should only wear bottoms with an elastic waste and NO belts or overalls.

Children participate in daily outdoor play and should be dressed appropriately for the weather.  Warm clothing (long pants, coats, hats, mittens etc.) should be worn on cold days.

ALL Children must have a weather appropriate change of clothes, labeled with names, in a plastic bag at school at all times.  Please send a summer and a winter set of extra clothing.  

Jewelry, purses, umbrellas, toys and treasures, belts and sunglasses can be major distractions for young children. They are not permitted so PLEASE leave them at home.  

INFANT/TODDLER PARENTS:  Children who are not eating table food are responsible for supplying all meals (formula and baby food) as well as disposable diapers, wipes, lotions and powder.  

**CLEARLY LABEL ALL YOUR CHILD’S BELONGINGS.

MPCC will not be held responsible for lost, misplaced or stolen items if your child’s belongings are not labeled with his/her name.  

CONFERENCES

Teachers are advised to conduct conferences only at appointed times so that classes may be adequately supervised.  If you wish to have a conference with your child’s teacher at any time during the school year, you are welcome to call the School office to make an appointment.  

COMMUNICATION

Parents are welcome at Meadowbrook Preschool and Children’s Center at any time.  We welcome constructive comments and suggestions and hope that you will feel free to contact School Administrators whenever concerns arise.  We believe that communication between home and school is essential to the well being of the child.  
NEWSLETTER

The monthly newsletter, The Tree House Chatter, provides information to parents concerning upcoming events and class information.  Parents should also check the bulletin board, outside your child’s classroom on a daily basis for important reminders.  Parent notes are sent home on a weekly basis or as certain matters may arise. Please check your child’s backpack, school bag, or your family communication folder on the sign in screen of the computer daily.  The communication screen on the computer can be used to communicate between parents and staff on a daily basis.    
MINIMUM STANDARDS

If parents would like to review a copy of the minimum standards or a copy of MPCC’s most recent licensing report, please feel free to ask the Director/Administrator.

FIELD TRIPS
In order for a student to participate in filed trips, the parent must sign a written release, which remains on file.  Parents are notified in advance of field trips and any related fees.  Field trip announcements are posted on the bulletin board outside each classroom. Children attending any field trip will be required to wear a yellow MPCC t-shirt provided by the school.


WATER ACTIVITIES

Water activities will consist of sprinklers and age appropriate activities on the astro-turf surfacing on the MPCC campus.  School age summer care participants will swim at the owner’s private pool.
ANIMALS ON CAMPUS

There may be times that animals will visit our campus.  All animals will be clean and vaccinations current.  Children will not have contact with animals that have a risk of spreading disease.  Children will be taught to wash their hands after handling any animals. 

PLAYGROUND SAFETY

The following safety net has been incorporated into our daily playground schedule.  A teacher will lead the children onto the playground while another teacher holds the door to insure that no child runs into the parking lot.  This is to insure the safety of each child at MPCC.

TRANSPORTATION

If MPCC provides transportation, each child being transported must wear a seat belt or be restrained in an approved safety seat.  The driver also must wear a seat belt.  All children must wear a nametag or school shirt with the preschool’s name & phone number printed on it.  The MPCC staff must load and unload children at the curbside of the vehicle or in a protected parking area or driveway.  The MPCC staff must ensure that children do not cross a street un-supervised.  We will also keep first aide supplies, fire extinguisher and each child’s emergency information in all vehicles transporting children. 

SCHOOL PICTURES

Individual school pictures are taken each fall.  Class pictures are taken in the spring outside on the school grounds.  Other picture times may be offered throughout the year.  Packages are available and payable at the time of services.
BREAKFAST

All children will be served a snack breakfast each morning between 8:00am and 8:30am.  Children are not permitted to bring outside breakfast foods or drinks into the school unless it is being provided due to a food allergy.  Breakfast will not be served to ANY child arriving after 8:30am, even if you call in advance.  

LUNCH

All children must bring a lunch in a labeled lunch kit.  Nutritious foods (no candy, marshmallows or soft drinks, chocolate milk, etc.) are encouraged.  Your child’s lunch should meet ½ of their daily nutritional needs.  Please send foods that will actually end up in your child’s tummy and not worn.  We are teaching the toddlers to feed themselves. Toddlers should be given finger foods that they can pick up and feed themselves. 

SNACK

A nutritious afternoon snack is provided to each child after rest time.

NUTRITION

The School provides milk/juice/water to each child at each meal/snack time.  On the following pages, you will find some sources of nutrients.  If your child has any special diet or food allergies, please inform us so that we will have this information on file at the school.  We have attached a list of lunch ideas for your convenience.

INFANT MEALS

Infants must bring their bottles either pre-made or in the approved container that has the portion measured and ready to pour into the bottle. 

COOK TIME RULES

Microwaves are available for warming foods that ONLY require up to 3 minutes of heating time.   Please help us by labeling the container with your child’s name in permanent marker, and placing the food in a microwave safe container if it requires heating (the school will not provide dishes or utensils for the children’s meals).  Teachers will not mix or prepare the meals; they will only heat the meals.  Refrigerator space is not available.  Reusable cold packs should be sent in lunches requiring refrigeration.  Utensils must be sent each day for the child to use during lunch.

Lunch is considered an important learning time in which good manners and positive skills are emphasized.  The school serves nutritious snacks, including milk or juice, in the mid-afternoon after rest time.  Any child who does not have a lunch 30 minutes prior to the scheduled lunch time will be charged $5.00 for a 911 lunch.

REST TIME

Per minimum Standards, all classes are required to have a designated afternoon rest time.  Each child must have a durable rest mat, preferably the Kinder-Mat (red and blue). Mats are stored at the School. Torn or ripped mats are not permitted as stated in Child Care Licensing State Minimum Standards.

1. Nap things should consist of 1 mat cover (body size pillow case works great) and 1 thin blanket.  These things should be labeled with the child’s name, and should fit in a 1 gallon Ziploc bag.  These items should be taken home at the end of the week to be laundered.

2. Roll-up nap mats, sleeping bags and large bed quilts and blankets are not permitted due to limited bin size.

3. Dolls, stuffed animals and pacifiers are to be left at home.

LOST AND FOUND

Whenever your child loses items at MPCC, please ask to see the Lost and Found items.  PLEASE LABEL EVERYTHING you send from home to alleviate this problem and assist in identifying lost items.  All items left unclaimed after 30 days will be donated to a charitable organization during the month of June.
SPECIAL ACTIVITIES

We are pleased to offer activities such as preschool gymnastics, dance and computer class through our program at Meadowbrook Preschool and Children’s Center.  Highly qualified instructors from the private sector have been selected to provide these special activities to those choosing to participate.  Information concerning enrollment is available through the office.  There are additional fees for these activities.

AFTER HOURS CHILDCARE BY MPCC STAFF

MPCC discourages after hours childcare services outside of the school for any of the students that attend MPCC unless the employee is related to the student or if the employee and the parent were friends prior to their encounters at MPCC.  MPCC WILL NOT BE HELD LIABLE FOR EMPLOYEES THAT PROVIDE CHILDCARE SERVICES ON THEIR OWN TIME AT ANOTHER LOCATION OTHER THAN MPCC.

SCHOOL AGE PROGRAM

We provide after school care, but we do not provide before school care. The

School age program is for children who attend school and are delivered to the school age center by the public school transportation system or by the parent.  Meadowbrook does not provide drop off service to the school in the mornings or pick up service in the afternoons.  

Reporting Abuse, Neglect or Exploitation of Children:
The law requires any person who believes that a child is being abused, neglected, or exploited to report the circumstances to the Department of Family and Protective Services or local law enforcement agency. (The Texas Family Code 261.101 requires professionals to make a report within 48 hours of first suspecting abuse, neglect or exploitation of children.) A person making a report is immune from civil or criminal liability provided they make the report in good faith, and the name of the person making the report is kept confidential. Any person suspecting abuse and not reporting it can be held liable for a misdemeanor or state jail felony. Time frames for investigating reports are based on severity of allegations. Reporting suspected child abuse makes it possible for a family to get help.

The Texas Family Code 261.101 requires professionals to make a report within 48 hours of first suspecting abuse, neglect or exploitation of children

1-800-252-5400
· Call the Abuse Hotline toll-free 24 hours a day, 7 days a week, nationwide

~OR~
www.txabusehotline.org
· Make your report through a secure web site and you will receive a response within 24 hours


The Department of Family and Protective Services cannot accept e-mail reports of suspected abuse or neglect.

WHAT IF MY REPORT IS AN EMERGENCY?

Call 911 or your local law enforcement agency if the situation is an emergency.

WHEN SHOULD I CALL THE ABUSE HOTLINE RATHER THAN USE THIS WEBSITE?

Reports made through the website take up to 24 hours to process.  Call the Texas Abuse Hotline at 1-800-252-5400 if

· You believe your situation requires action in less than 24 hours. 

· You prefer to remain anonymous.

· You have insufficient data to complete the required information on the report. 

· You do not want an e-mail to confirm your report.

DEAF OR HARD OF HEARING

If there is an emergency and you are deaf and equipped teletypewriter (TTY) call Relay Texas by dialing 711 or 1-800-735-2989.  Tell the relay agent you need to call Texas Abuse Hotline at 1-800-252-5400.

IMPORTANT RESOURCES:

The Department of Family & Protective Services
http://www.dfps.state.tx.us/contact_us/report_abuse.asp
Texas Department of Public Safety – Sex Offender Registry
https://records.txdps.state.tx.us/DPS_WEB/SorNew/index.aspx
National Center for Mission & Exploited Children
http://www.missingkids.com/missingkids/servlet/PublicHomeServlet?LanguageCountry=en_US
Federal Bureau of Investigation, Cyber Division
http://www.fbi.gov/publications/pguide/pguidee.htm
Children’s Advocacy Centers of Texas, Inc.
http://www.cactx.org/
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