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This handbook covers RIG Kidz Academy philosophies, operational policies and procedures, 
requirements, and expectations. The purpose of this handbook is to maximize understanding 
between our Center and the parents that place their trust in us. Please read this handbook carefully, 
and feel free to discuss with the Director or a staff member any questions, comments, or concerns 
that you may have.  

Our programs will be geared towards connecting parents to their children’s development by 
bridging their individualized parenting at home to the childcare world. RIG Kidz Academy will 
exceed the required standards for childcare as established by the Minimum Standards set by the 
Texas Health and Human Services Commission. Our mission is to create a safe, warm, and loving 
environment for children, where they can learn to grow physically, emotionally, creatively, 
intellectually, and socially at their own pace. We want to help your child increase their confidence 
and self-esteem by treating them as unique individuals, and allowing them to express themselves in 
a variety of facets alongside other children. We are committed to supporting families by maintaining 
open communication and encouraging parental involvement in our programming and care activities. 
We strive to make your child’s time at our Center the best experience it can be for them as well as 
their families.  

For the present, our goal is for parents to feel good about their childcare choice, and that the 
children in our care are safe, engaged, educated, and smiling. And for the future, we want our 
Center’s children to warmly look back at their experience with us, and see it as a cherished part of 
their childhood for years to come.  

 
 
* Please note that policies are reviewed annually and updated if necessary.   

 

 

 

 

 

 

 

 

 

 

 



CODE OF ETHICS FOR PARENTS AND STAFF  

All students and parents are responsible for observing our Code of Ethics.  

1) I will adhere to the policies outlined in this handbook and other related policies and procedures of 
the Child Development Center.  

2) I will be loyal to the teaching philosophy of the school.  

3) I will respect the position of the administration.  

4) I will use the proper channels and chains of command to express concerns.  

5) I will discuss confidential information only with authorized persons.  

6) I will refrain from gossip, derogatory remarks, criticism, “grapevine” communication, and 
judgment of teachers.  

7) I will not initiate talk about the school’s affairs with others.  

8) I will give fair recommendations.  

9) I will operate with the highest moral & character.  

10) I will do unto others, as I would have others do unto me.  

11) I will practice courage, perseverance, and calmness.  

12) I will be aware of my personal appearance so I will be neatly and appropriately dressed.  

13) I will accept positive criticism graciously.  

14) I will avoid interference in the classroom affairs. 

 

THE CHILD DEVELOPMENT STAFF  

RIG Kidz staff is a group of thoroughly trained educators whose goal is to teach to the 
developmental and educational needs of students. We understand that an excellent program can 
only be ensured, by hiring competent teachers, who use their gifts, skills, and talents as an effective 
team to accomplish the school’s vision for our Child Care Center. All staff (teachers) are required to 
have a minimum of 24 clock hours of annual training each year, and we pride ourselves in making 
sure that we hire only the best qualified teachers that are sure to be a good fit in each classroom. 

 

 



ADMISSION POLICY  

RIG Kidz Academy enrolls students of any race, color, national and ethnic origin to all rights, 
privileges, programs and activities made available to students at the Center. It does not discriminate 
on the basis of race, color, national or ethnic origin in administration of its educational policies and 
scholarships and loan programs or school administered programs.  

Applicants must provide the following information:  

1) Application  

2) Signed Agreement  

3) Enrollment Fees  

4) Current Immunization Record/Form to include Tuberculosis screening & testing/     
Immunization exemption statement 

5) Statement of Health  

6) Parent Receipt of Handbook 

 

UPDATING PERSONAL INFORMATION  

Parents can request needed forms at front desk in order to have them updated.   

*ALL PARENTS ARE REQUIRED TO MEET WITH THE CENTER DIRECTOR OR A DESIGNATED STAFF 
PRIOR TO ENROLLMENT.  TYPICALLY SUCH MEETINGS ARE HELD AT THE TIME OF THE TOUR.  

  

STUDENT ENROLLMENT:  

In cases involving children who are emotionally, mentally or physically handicapped or have been 
previously diagnosed as having severe learning disabilities, we will request a conference with the 
parent/guardian, and the Director. This is required to assess the ability of the center to provide the 
necessary services prior to accepting the child in the center’s program. At the conference, the 
parent/guardian will provide appropriate medical documentation of diagnosis and prognosis, as 
well as the medical and special needs of the child in an education environment.    

It will always be the intent of RIG Kidz Academy to provide any child with special care needs with 
the accommodations 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 the center for a 
child’s use.  We will also work with all parties involved to ensure that a child who receives early 
intervention services or special education services can receive those services from a qualified 



service provider at our operation, with parental request and approval. Here at RIG Kidz Academy, 
we will work to ensure that all activities integrate children with and without special care needs and 
we will ensure that caregivers adapt equipment and procedures and vary methods as necessary to 
ensure that we provide the care for a child with special needs in a natural environment   

For the health, safety and welfare of your child and that of the center, we may require that you 
provide additional information and complete forms concerning your child. An individual file will be 
kept for each child enrolled in RIG Kidz Academy. The contents of this file will be kept confidential 
and will be open to review by the parent or guardian at any time upon request.  

We expect parents or guardians to update information pertinent to the child, as necessary and 
appropriate, including change of address, phone number, name and place of employment, and 
emergency contact. These changes will be dated and initialed by the parent and the Director or 
designee. Any suspected incident of child abuse, neglect or deprivation will be reported to the 
Department of Family and Children Services. 

 

FINANCIAL ARRANGEMENTS  

A non-refundable Registration Fee of $150 must be submitted in the form of a check or money order 
at the time of enrollment. This fee will be assessed as a re-registration fee annually.  

Tuition is paid according to the current tuition schedule. All tuition must be paid in advance by 
Close of Business On Fridays. Late tuition will assess a late fee of $35. After two (2) days of nonpaid 
tuition the child will not be admitted to class.  Meaning, the child will not be admitted to class on 
Wednesday morning.   

There are no tuition adjustments made for holidays, staff development, weather or emergency 
related closings.  No reductions are made for absences or illness unless the child is hospitalized.  
Please notify the Director in the event of hospitalization.  

A return check fee of $35 will be levied on any check returned by your bank. We reserve the right to 
refuse any future check payments after two (2) checks have been returned.  

Year-end tax statements are provided annually to parents upon written request.   

Supply Fee:  This non-refundable fee is due at registration and will be charged on an annual basis 
for noted curriculum and/or supplies.   

Vacation: Families that are enrolled after 1 year will receive one week of vacation per school year. In 
order to receive a vacation week, you must fill out a “Request for Vacation Week” two weeks prior to 
the vacation date. A “Request for Vacation Week” may be obtained from the front desk.  

Holiday & Vacation Tuition Notice: at RIG Kidz Academy we offer a courtesy week to each family.  
This courtesy week can be used as vacation or holiday time off for your family.  The courtesy week is 
defined as one week out during the school academy calendar year.  The school’s calendar year is 
considered September – May.  Once the courtesy week has been used, normal weekly tuition fees 
are applied for any time missed during the school’s calendar year.  We encourage you to take 



advantage of this benefit that our school offers.  The courtesy week does not roll over to the next 
school year.  We do track vacation/holiday week but appreciate advance notice so that we can staff 
our classrooms accordingly.  Therefore if you know ahead of time that your child will be out, please 
let our Director or front office staff know.    

 

CLASS PARTIES AND HOLIDAY CELEBRATIONS  

Each class will have parties during the year, celebrating Christmas, Valentine’s Day, “End of the 
Year” and birthday parties. We do request your cooperation in scheduling only one birthday party 
weekly per class.   

Latex balloons can be dangerous for children. If you must bring balloons, please use the foil-type 
balloons.  

We also encourage healthy foods. Please limit sweets and red punch.  Fruit juice is preferred.  Only 
store bought items are permitted, no home-made food items due to various allergies amongst the 
children. 

 

Hours of Operation  

The hours of operation at RIG Kidz Academy are from 6:30 a.m. to 6:30 p.m. Monday thru Friday.  

The administrative office hours are from 8:00 a.m. to 5:00 p.m. Monday through Friday. Should you 
have any questions, please call the school office at (346) 223-2902.   

Visitors are welcome to tour our facility; however, we do request that an appointment be made in 
advance. As a parent, you are welcome to visit your child’s classroom at any time.  However, we 
request that all unscheduled visits be kept to a minimum of 5 minutes to avoid classroom 
distractions and that you check in with the director prior to going to the classroom.   

In an effort to provide excellent security, we require that you sign in at the office before visiting the 
classrooms.   

The Center will be closed New Year’s Day, Memorial Day, Fourth of July, Labor Day, Thanksgiving 
day, the day after, Christmas Day, and the day after should Christmas day fall on a Thursday. The 
Center reserves the right to close early on Christmas Eve and New Year’s Eve. In some cases, if a 
holiday falls on a Saturday or Sunday, the Center may close the day before or the day after the 
holiday. Parents will be updated on each year’s holiday schedule in advance. The Center may opt to 
close for professional development days and will notify parents at least 30 days in advance. The 
Center will be open whenever possible on regularly scheduled days, except in the case of severe 
weather or another emergency. Tuition is not reduced because of Center closure.  

 

 



School Closing Due to Inclement Weather 

In the event of inclement weather, local TV stations and radio stations will report on the closing of 
the center. 

 

ARRIVAL AND DISMISSAL PROCEDURES  

Arrival  

For the safety of the children, all parents are required to sign the child in daily on the sign-in and 
out sheet located at the receptionist desk in the lobby. All children must be signed in and out daily 
by a parent or authorized representative when arriving and departing from school. Our procedures 
for releasing students are simple, if you are the parent(s) dropping the child off on a daily basis, 
simply stop by the front desk and sign the child in.  If a visitor or someone on your list to pick-up or 
drop off the child will be picking up the child at the time of release, a driver’s license or some form 
of picture I.D. will be required in order for the child to be released. We request that you not send 
your child in alone. Persons bringing and picking up children must be at least 17 years of age and be 
on the child’s pick up list. Parents should notify the office if a child will be reporting to class after 
9:00 a.m. as well as we ask that parents notify us in writing if someone on the pick-up list will be 
picking up the child.  You can send all notifications via email or you may call the school and ask for a 
cell number to send the text to the school from your phone as the parent. 

Please note that there is a late fee charged for late pick up after closing. A charge of $1 per minute 
will be assessed for every minute late. The money is due at the time of pick-up or no later than the 
following day, in cash, upon arrival at the center. The late charges start at 6:50 p.m.  Failure to pay 
late charges may result in the termination of your child’s services from our program. 

Release of Children  

Center staff will only release your child to the parents/guardians/authorized individuals listed in 
the Admission form. If your child is to be picked up by anyone who is not listed on the Admission 
form, prior arrangements must be made with the center. You must notify the Center in writing, 
using the Child Release Form, as soon as possible. If you would like to notify the office via phone call, 
you must use your child’s pick-up password. A government-issued photo ID will be required of the 
person picking up your child. Due to liability issues, staff members are not permitted to take 
children home from our Center.  

OPERATIONAL POLICIES  

If you wish to review the Minimum Standards set up by HHCS please ask the Director.  These 
standards are kept in the office.  If you wish to contact the local HHSC please call 713-281-3238.  
Their website is www.tdprs.state.tx.us.  The latest inspection report is located on the bulletin board 
by the front door.  

All suspected child abuse will be reported to the child abuse & neglect hotline ASAP at 1-800252-
5400.  Our first concern is the welfare of the child.  



Arrival & Dismissal Procedures  

Students who are still in our care at 8:00 p.m. will be released to the Houston Police Department or 
Child Protective Services.  Staff is not permitted to leave the facility with students because of the 
liability issues.  

When we cannot contact anyone and/or make arrangements for the child to be picked up, the 
Houston Police Department will be called to pick up the child. The following notice will be placed on 
the door with the information contained herein: 

POLICE PICK-UP NOTICE  
 Child Care Facility:  ______RIG Kidz Academy_______________________      
 Child’s Name:            
 Child’s Class:                         
 Person Notified:                         
 Relationship:                          
 Time Notified:                         
 Officer’s Name:                          

Destination:                         

Telephone #:    Pick-Up Time:         

  
COMMENTS:  
  

 
  
  
  
  
  
  
  
  
  

 
 Staff’s Signature            Date/Time  

  
  
  

 Officer’s Signature           Date/Time   

 

Director’s Signature           Date/Time 



THE CURRICULUM  

The Child Development Center uses Lillio Learning, and an in house produced curriculum that 
ensure social, emotional and skill development of our scholars. The successful teaching of these 
programs gives each student an excellent academic foundation.  We also include information about 
developmental stages as part of the curriculum for all RIG Kidz Academy children.  

To ensure a balance, our program also features Physical Education, Field Trips, Speakers, and 
Academy activity Time.  A daily schedule is posted in your child’s classroom.  

  

PLACEMENT POLICY  

Students are randomly assigned to classes and special requests are not granted.  Each classroom has 
a licensed capacity and we must adhere to that regulation.  

Classroom assignments are permanent. Students may or may not be moved due to age change, but 
are placed based on their age on the first day of school and developmental level.  The listed 
staff/child ratios are in effect as follows:  

  

Ages of Children       Staff / Child Ratio  

0 – 11 Months        1:4  

12 – 17 months        1:5  

18 - 23 months       1:9  

2 year olds        1:11  

3 year olds        1:15  

4 year olds        1:18  

5 year olds        1:22  

6-13 year olds        1:26 

  



PERSONAL BELONGING AND TOYS  

Our classrooms are supplied with age appropriate educational materials and toys. The toys and 
materials we provide promote appropriate behavior and educational opportunities for children. 
Therefore, we feel it is best that children do not bring toys, money, candy, videos, and other 
personal, valuable or sentimental items from home.  RIG Kidz Academy is not responsible for lost, 
stolen or broken items brought from home. Toys and personal belongings brought from home will 
be removed from the classroom and returned to parents at the end of the day.  The only approved 
time to bring personal belongings to school is for participation in “Show and tell” activities.   

 

TODDLER & PRESCHOOL PROGRAM TYPICAL TODDLER DAILY SCHEDULE (Current schedules 
are posted in classrooms)  

Time                    Activity   Description/Skill Focus 
7:00 to 8:00  Breakfast/Sensory  Children are offered breakfast or they can do a quiet 

activity.  
8:00 to 8:20  Music & Movement  Children gain practice in large motor skills through 

movement activities to a variety of music.  
8:20 to 8:30  Story Time  Story is read. Children gain practice in listening 

skills and increasing attention span.  
8:30 to 9:15  Free Choice/Art/Diapers  Toddlers explore the various activities offered in 

their classroom including art. Diapers are checked 
and changed if needed.  

9:15 to 9:30  Circle  Toddlers sing songs, learn fingerplays and 
participate in flannel board activities.  

9:30 to 9:45  Snack  Toddlers sit at a child sized table and gain practice 
in eye-hand coordination and self-help skills 
through drinking from cups and feeding self  

9:45 to 10:15  Music & Movement  Children gain practice in large motor skill through 
movement activities to a variety of music.  

10:15 to 10:45  Story Time/Diapers  Story is read. Children gain practice in listening 
skills and increasing attention span. Diapers are 
checked and changed if needed.  

10:45 to 11:15   Outdoor Activities  Toddlers gain practice in large motor activities 
through running and climbing outside.  

11:15 to 12:00  Lunch/Diapers  Toddlers sit at a child sized table and gain practice 
in eye-hand coordination and self-help skills 
through drinking from cups and feeding self. Diapers 
are checked and changed if needed  

12:00 to 2:00  Nap  Each toddler has his/her own mat covered with 
his/her own blanket from home.  

2:00 to 2:30  Wake Up/Diaper Changes  As Toddlers awaken, children are given quiet 
activities to do, or listen to stories. Each child’s 
diaper is changed as he/she awakens. 

2:30 to 3:00  Snack/Story/Free Choice Toddlers choose stories from the bookshelf that 
they wish the  teachers to read. They may freely 
choose activities to explore. 



 *This schedule is subject to change depending upon the children’s needs and interests. 

 

TYPICAL PRESCHOOL DAILY SCHEDULE – We use a Developmentally Appropriate Theme Based 
Curriculum.   

 Time       
      

   Activity Description/Skill Focus 

8:00 to 9:00  
   

Breakfast/Sensory Children are offered breakfast or they can do a 
quiet activity. 

9:00 to 9:15  
   

Restroom Break All students are given the opportunity to use the 
RR before class starts.   

9:15 to 9:45  
         

Circle Children sing songs, learn fingerplays and 
participate in flannel board activities.    

 9:45 to 10:00   Story Time Children choose stories from the bookshelf that 
they wish to read.    

10:00 to 10:30   Music and Movement Children gain practice in large motor skills 
through movement activities to a variety of 
music.   

10:30 to 11:00   Plan, Do, Review/Snack Children participate in a teacher directed writing, 
language, and math or science project geared 
towards problem solving or deductive reasoning. 

 11:00 to 11:15   Restroom Break All students are given the opportunity to use the 
RR before class starts. 

11:15 to 11:45   Outdoor Activities Children focus on large muscle and social skills. 
The concept of “taking turns” is practiced.   

11:45 to 12:00   Set Up Beds/Wash Hands Children set out their own mats and blankets. 
Children are required to wash their hands before 
and after each meal. 

12:00 to 12:30    Lunch Lunch is served. Children practice good table 
manners, and what is considered appropriate and 
inappropriate table discussions.    

Children wash their face and hands after lunch. 
Afterwards, preschoolers may choose a book or 
two to look at quietly on their mats as they take 
their nap. 

 12:30 to 2:30                                     Nap Each preschooler has his/her own cot covered 
with his/her own blanket from home.   

2:30 to 3:00  
   

Snack As children awaken, they put their bedding away 
and eat snack.    

3:00 to 3:30  Music & Movement   Toddlers gain practice in large motor activities 
through movement activities to a variety of music. 

3:30 to 4:00  Outdoor activities  Toddlers gain practice in large motor activities 
through running and climbing outside. 

5:15 to 6:00  Computer/Quiet Activities  Toddlers are read stories and given quiet activities. 
Older toddlers may use the computer at this time.  



3:00 to 4:00  
   

Center activities Children play group games outside and practice 
their large motor skills. Children play inside if the 
weather is too foul for outdoor activities. 

4:00 to 5:00  
   

Outdoor Activities Children focus on large muscle and social skills. 
The concept of “taking turns” is practiced. 

5:00 to 5:30       
   

Snack As children awaken, they put their bedding away 
and eat snack. 

5:30 to 6:30                                                       Quiet 
Activities/Departure 

Math and Computer activities are open at this 
time.    

**This schedule is subject to change depending upon the children’s needs and interests. 

NAP/REST PERIOD  

Each child will have the opportunity for an afternoon nap or rest period. We ask that parents 
provide a small blanket, and crib sheet. These items should be taken home each Friday for cleaning 
and returned on Monday. All items must be labeled with the child’s name. 

PARENT INVOLVEMENT  

Regular Parent-Teacher Conferences are scheduled upon request to discuss the student’s progress.  
Should a student exhibit some type of behavioral problem, a conference will be held and parents are 
required to attend.  

Parents may participate in various parts of our program.  Parents may offer their time and talents to 
the center in a number of ways.  You may wish to volunteer your services for one or more of the 
following services:  

• Assist in classrooms in preparing for classroom activities  
• Work at special events  
• Attend field trips  

Parents are encouraged to express all RIG Kidz Academy concerns in writing.  We welcome your 
input and encourage you to correspond in a respectful manner.  Constructive criticism helps to 
improve our program.  The Director is available for conferences, upon request.  However, if it is 
determined that a parent’s motive is to destroy, cause confusion, discord or division within RIG Kidz 
Academy, the child will be terminated from our program. Parents who falsify any information or 
misrepresent the center in anyway will result in termination.  

We sincerely welcome the opportunity to resolve all RIG Kidz Academy concerns.  However, loud, 
argumentative and disruptive conduct will not be permitted on these premises.  Any display of 
unacceptable behavior by parents toward faculty or staff will result in your child’s dismissal from our 
program.  Telephone conversations by parents who are threatening, rude and disrespectful will 
result in dismissal.  

We welcome and need your participation.  To keep you informed, we have an Information Board at 
the front entrance and we send home a quarterly newsletter.  All outside correspondence sent to 
parents through our center must be approved by the Director.  



WITHDRAWAL  

In the event you withdraw your child from the center, the parent must provide a two week’s  written 
notice for the child(ren)’s file.  The final payment must meet all financial obligations incurred to date.  
Children may be administratively suspended or withdrawn due to the failure of the parent to meet 
the financial obligations, excessive late pick-up, and failure to follow the policies and procedures as 
stipulated in the Parent handbook and/or the child’s non-adjustment to the center’s program.  If a 
child is suspended the length of the suspension is at the discretion of the Director.  

 

ABSENCES  

We encourage parents to contact the center if a student will be out for one day.  After three (3) days, 
the director will call you to discuss next steps and possibly un-enrolling the student. 

 

ABSENCES DUE TO ILLNESS  

If it is determined that a student needs more than two (2) weeks out for medical reasons, a medical 
statement must be submitted by a physician.  A decision will be made regarding the status of the 
child’s place at the Center by the Director.  Sick leave credit shall not exceed two weeks of tuition 
during the current enrolled period. 

Illness & Exclusion Criteria  

Children must be kept home if they have fever, cough, sore throat, vomiting, diarrhea or other 
symptoms of contagious disease. Other exclusions include: Oral temperature of 101°F or armpit 
temperature of 100oF; illness that prevents the child from participating in child care activities, 
including outdoor play; the illness results in a greater need for care than caregivers can provide 
without compromising the health, safety and supervision of the other children; and signs and 
symptoms of possibly more severe illness such as lethargy, abnormal breathing,  uncontrollable 
diarrhea, 2 or more vomiting episodes in 24 hours. Children must be free of symptoms for 24 hours 
before returning to school. Depending upon the severity of the illness, a doctor’s note/release may 
be required before the child can return to the facility. If your child displays symptoms in the 
afternoon or evening, they should not be in attendance the next day. If your child will be out sick, 
please call us or message us and let us know.  

If a child becomes ill while in our care, you will be contacted immediately. The center will care for 
your child separately from the other children with proper supervision and give extra attention to 
hand washing and sanitation practices. Please pick up your child within 1 hour of notification. In the 
event of severe illness or injury, or if a parent fails to pick up their child within a reasonable amount 
of time, the center may call for an ambulance at the parent’s expense. If a classmate has contracted 
a contagious disease, the center will notify all parents.  

If your child is out sick as a result of one of the following illnesses, they may not return unless they 
meet our Post-Illness Re-admission Criteria below:  



Illness Re-admission Criteria  

 
Diarrhea and 
Vomiting  Asymptomatic for 24 hours  

Ear Infection  Child is fever free, can withstand a normal day  
Flu  3 days fever free without medication  
COVID-19  14 days minimum and a negative test result  

Infestations (lice, 
scabies)  

Until child is completely lice nit/scabies/etc free and has had the 
appropriate recommended treatment as outlined by the State Health 
Department  

Coxsackie Virus  Fever free, blisters are no longer visible  
Chicken Pox  One week after onset of rash and until chicken pox are scabbed over  
Diphtheria / 
Whooping Cough  Five days after antibiotic treatment has begun  

Measles  Six days after onset of rash  
Rubella  Seven days after onset of rash  
Mumps  Nine days after onset of swelling/until asymptomatic  
Thrush  24 hours after anti fungal treatment has begun  
Conjunctivitis  24 hours after antibiotic treatment has begun  
Pneumonia  24 hours after antibiotic treatment has begun  
Strep Throat  24 hours after antibiotic treatment has begun  
TB  24 hours after antibiotic treatment has begun  

Ringworm  24 hours after antibiotic treatment has begun, rash must be covered until 
gone  

Impetigo  24 hours after treatment began, rash must be covered until gone  
Bacterial Meningitis  Provide local health department certificate  
Hemophilus (H-Flu, 
Hib)  Provide local health department certificate  

Dispensing Medications  

Should your child require medication while in our care, the staff will only be able to administer it 
when accompanied by a Medication Authorization Form that has been completed and signed by you. 
The Physician Health Statement will also have a portion to be filled out regarding medications taken. 
Please do not send medications in your child’s backpack. Prescription medication will only be 
administered if the medication is in its original container, has your child’s full name on it, and has 
not exceeded the expiration date. A staff member will administer the medication according to its 
label instructions. If medication is not dispensed or not needed, you will be notified via preferred 
contact method, and it will be documented as “Not Given” on the medication form.  

Please note: 

• The medication must first be given at home  
• The medication will be given for 5 working days only  
• All medication must be labeled with the child’s full name, and in its original container  



• Medical equipment for asthma apparatus will be administered by the nurse only.  RIG 
Kidz will not maintain or administer unassigned epinephrine auto- injectors to use when 
a child in care has an emergency anaphylaxis reaction.     

The medication will be administered at these times only – 11:30 am to 12:30 pm and 3:30 pm to 
4:30pm.   

Procedures for Handling Emergencies  

In case of minor injury or accident, the center’s staff will administer basic first aid. Our staff is 
trained in CPR/First-Aid and certification is kept updated. All injuries or illnesses not requiring 
immediate parental notification will be documented and reported to parents at pick up. In case of 
medical injury or illness requiring immediate professional care (emergency), staff will call 911 and 
you will be notified immediately. If parents are unavailable, individuals designated as emergency 
contacts in the Admission form will be notified. Please be sure that all phone numbers and 
emergency information in your child’s file are always current. All children must have an emergency 
medical release form on file in case of such an emergency. For all accidents requiring medical 
attention, an Accident/Incident Report will be filled out, signed by the appropriate parties, and filed 
in your child’s file. If a child ingests or comes in contact with a poisonous substance, the staff will 
contact the Poison Control Center at 1-800-222-1222.  	 

 

Parent Notifications  

 

Open communication with parents/guardians is very important to a child’s success. In some 
instances, you may be asked to sign documents acknowledging that communication has taken place. 
Communication can take place in several forms: text/email notifications, hung notifications located 
in the reception area , written memos placed in your child’s weekly folders, social media platforms 
such as Instagram/Facebook, and verbal communication with the child’s teachers and director. 
Parents will always be notified when:  

1. A child appears to be acting very strange;  
2. A child cannot be controlled without some restraint;  
3. A child sustains an injury or becomes ill;  
4. A child hurts him/herself, another child, or anyone in the center;  
5. A child refuses to cooperate after repeated attempts;  
6. Staff is not sure about another person coming to pick up the child; and/or  
7. Someone from a regulatory agency inquiry about the welfare of the child.  

Please notify us of any changes to contact information, health information, or any other updates. 
You will be notified of any changes to our operational procedures and/or policies via email two 
weeks prior to the enforcement of the changes. Your signature may or may not be required 
acknowledging the changes. The parent handbook is updated periodically, and the most up to date 
version will be available on our website.  

 



Discipline & Guidance  

Positive guidance teaches children skills which help them adapt to their physical and social 
environment. The aim is to develop personal standards in self-discipline, not to enforce a set of 
inflexible rules. Giving children understandable guidelines and redirecting their behavior helps them 
to develop internal control of their actions and encourages acceptable behavior. Positive 
cooperation is required from the family when dealing with disruptive behavior. We ask you to 
support us in modeling positive behavior with all the children at the center. Please do not use 
developmentally inappropriate language or harsh discipline measures while at the center or in front 
of any of the children. Please do not discipline other children that are enrolled in the program. Any 
concerns should be brought immediately to Center staff. Consistency from all parties involved is the 
best way to handle these issues.  

Staff members are trained to use a positive method of discipline and guidance that encourages self-
esteem, self-control, and self-direction. These methods include but are not limited to praise and 
encouragement of good behavior, reminders of behavioral expectations daily using clear, positive 
statements, and redirecting behaviors as necessary. The center does not use "time out" as a form of 
managing behavior. Staff will never use corporal punishment or negative discipline that may hurt or 
humiliate a child. Neither food nor sleep will ever be withheld from children as a means of 
punishment. Children are encouraged to use their words to resolve conflict whenever possible, or 
are redirected to alternative activities as necessary. On occasion, when a child has more difficulty 
than usual adjusting, our staff will talk with parents and come up with a plan to help support the 
child. If the plan does not work, we would then recommend having an outside source evaluate the 
child and request recommendations on how to move forward. .Our overall goal is to help each child 
develop self-control. Parents will receive an incident report for any disciplinary infractions that 
might involve the injury of another child, failure to follow rules and regulations, or destruction of 
property. As a last resort, the Center reserves the right to terminate care for a child as a result of 
misconduct.  

Suspension and Expulsion of Children 

Unfortunately, there are sometimes reasons we have to expel a child from our program either on a 
short term or permanent basis. We want you to know that we will do everything possible to work 
with the family of the child(ren) in order to prevent this policy from being enforced. The following 
are reasons we may have to expel or suspend a child from this center:  

IMMEDIATE CAUSES FOR EXPULSION  

• The child is at risk of causing serious injury to other children or him/herself.  
• Parent threatens physical or intimidating actions towards staff members.  
• Parents exhibits verbal abuse to staff in front of enrolled children.  

PARENTAL ACTIONS FOR CHILD’S EXPULSION  

• Failure to pay/habitual lateness in payments.  
• Failure to complete required forms including the child’s immunization records.  
• Habitual tardiness when picking up your child. Verbal abuse to staff.  

CHILD’S ACTIONS FOR EXPULSION  



• Failure of child to adjust after a reasonable amount of time.  
• Uncontrollable tantrums/angry outbursts.  
• Ongoing physical or verbal abuse to staff or other children.  
• Excessive biting.  

In the realm of challenging behavior from a child enrolled, we will take proper steps to help guide 
the child in a positive manner. If this does not help, then the parent will be notified and involved. 
Prior to expulsion, a parent will be called and correspondence will be sent home indicating the 
problem at hand; and every effort will be made by both the center and the parent to correct the 
problem. If, after a considerable amount of time, depending on the risk to other children’s welfare or 
safety, behavior does not improve, and the center finds that they can no longer accommodate the 
child, the parent will be asked to remove their child from the Center, with a two-week notice.  

 

Safe Sleep Practices  

We believe that a safe sleep environment for infants helps lower the chances of an infant dying from 
SIDS, and that parents and caregivers can work together to provide a safe sleep environment. 
Childcare providers caring for infants 12 months of age or younger, are required to implement a safe 
sleep policy, share the safe sleep policy with parents/guardians, and participate in Infant-Toddler 
Safe Sleep and SIDS Risk Reduction in Child Care training. All parents with children 12 months and 
younger will sign the policy ensuring safe sleep practices.  

The following are our mandatory safe sleep practices:  

1. All staff working with infants will receive training on our Infant/Toddler Safe Sleep Policy and 
SIDS risk reduction.  

2. Infants will always be placed on their backs to sleep, unless there is a signed sleep position waiver 
on file as allowed by law. A copy of the waiver will be posted for quick reference near the infant’s 
crib, playpen or bassinet.  

3. Infants will be placed to sleep in a crib, playpen or bassinet with a firm mattress.  

4. Infants heads will not be covered with blankets or bedding. The tops of infants’ cribs will not be 
covered with bedding.  

5. Room temperature will not exceed 75 degrees F.  

6. Only one infant in a crib or bassinet at a time, unless we are evacuating infants or in an 
emergency or in practice drills.  

7. Awake babies will be given supervised “tummy time”.  

8. Staff will visually check on sleeping infants by observing up and down breath movements at least 
once every 30 seconds.  

 



Meals and Food Service Practices  

We provide a full nutrition program, which includes breakfast between the hours of 7:30 and 8:30 
a.m., hot lunch, and afternoon snack. Menus will be posted monthly. In order for your child to 
receive lunch, he/she must be here by 9:00 a.m. It is required that you notify us by 9:00 a.m. if your 
child will eat lunch with us in the event you are arriving late at our center.  Food exceptions are 
made for individual Academy children with allergies, or a special diet prescribed by a physician. To 
assist us in maintaining a clean and healthy environment, please do not send snacks or food stored 
in backpacks. Occasionally, your child will have the opportunity to cook or otherwise prepare 
special food at school for a snack or a meal. Any prepared food that is brought into the program that 
is shared amongst children must be commercially prepared or prepared in a kitchen that is 
inspected by local health officials.  HALC lunches consist daily of fresh fruit, and vegetables. No child 
will be rewarded with foods of any kind for good behavior.  Healthy snacks will be provided for 
school age children as noted by the Texas Department of Agriculture. Parents please note that home 
lunches are not allowed at HALC.   

ALLERGIES  

About Food Allergies  

With a food allergy, the body reacts as though that particular food product is harmful. As a 
result, the body's immune system (which fights infection and disease) creates antibodies to 
fight the food allergen, the substance in the food that triggers the allergy.  

The next time a person comes in contact with that food by touching or eating it or inhaling 
its particles, the body releases chemicals, including one called histamine, to "protect" itself. 
These chemicals trigger allergic symptoms that can affect the respiratory system, 
gastrointestinal tract, skin, or cardiovascular system. These symptoms might include a runny 
nose; an itchy skin rash; a tingling in the tongue, lips, or throat; swelling; abdominal pain; or 
wheezing.  

People often confuse food allergies with food intolerance because of similar symptoms. The 
symptoms of food intolerance can include burping, indigestion, gas, loose stools, headaches, 
nervousness, or a feeling of being "flushed." But food intolerance:  

 doesn't involve the immune system  can be caused by a person's inability to digest certain 
substances, such as lactose  can be unpleasant but is rarely dangerous  

According to the Food Allergy Research and Education network (FARE), 1 in every 13 children 
in the United States under age 18 have food allergies.  

 Food Allergies and Food Sensitivities  

Common Food Allergies:  

• Egg Allergy  
• Fish Allergy  
• Food Allergies  
• Nut and Peanut Allergy  



• Shellfish Allergy  
• Soy Allergy  
• Wheat Allergy  

The center’s director is to be notified of all allergies (peanuts, fruit, fish, bees, ants etc.)  at 
time of admission.  Allergies will be posted in center’s kitchen area as well as in child’s 
assigned classroom. Due to RIG Kidz Academy participating in a government regulated food 
program 1% milk must be served daily.  If milk allergies are noted a doctor’s statement must 
be given to director at time of admission.  Alternatives of soy, almond or parents preference 
will be served. Staff will be orientated to particular allergies and precautionary measures 
taken to ensure safety. All liquids and food items hotter than 110 degrees Fahrenheit are kept 
out of reach of children.   

  

*Sack lunches and other food items will only be allowed during special events i.e. field trips items for 
field trips will be prepared and served by RIG Kidz Academy.   

  



DRESS CODE / UNIFORMS  

RIG Kidz Academy has adapted the common attire of most public school systems.  Therefore, all 
students from age 2 and up will be required to wear the school uniform.  A dress code enforces 
discipline toward learning by changing one’s attitude toward success. Students often times act the 
way they are dressed. With fewer fashion distractions, school will be seen as a priority for teaching 
and learning.   

Uniforms shirts with school logo can be purchased from our school facility.  Boys will be required to 
wear navy blue or khaki pants or shorts, and girls will be required to wear navy or khaki skorts, 
skirts, or pants.  Please check registration packet for order form.    

Tennis shoes or soft-soled shoes are required. No sandals, flip flops, open toed shoes, or hard heeled 
boots are allowed due to possible toe injury or falling.  Children are not permitted to wear jewelry 
(dangling earrings, bracelets, necklaces or rings) to school because of danger of injury or  
swallowing. Beads in the hair are dangerous. Children have a tendency to put them in their mouths, 
especially during naptime. Students are required to wear the RIG Kidz Academy shirt when 
attending field trips for easy identification.    

In case of need and for convenience, each child is expected to keep one complete change of clothing 
at the center. All articles of clothing should be clearly marked to prevent losses. We also request that 
you provide a smock for painting and other “messy” types of activities.  

You may wish to keep an extra sweater at the center in case your child feels the need for it, 
particularly during our changeable, cooler seasons 

Immunization Requirements  

Immunizations are required of all children attending the center. Proof is required prior to 
enrollment. Immunization records must be current for all children enrolled, and a copy must be in 
each child’s file. It is the parent’s responsibility to ensure that your child’s immunizations are up to 
date. Failure to keep children current on immunizations may lead to disenrollment. The only 
exceptions made to this requirement are for medical reasons, which will require a written note 
signed by your child’s physician.  

Based on current local health department guidelines, proof of TB testing is not required in order to 
be enrolled.  

Vision and Hearing Screening  

All RIG Kidz Academy children that are 4 yrs of age by September 1st and enrolled for the first time 
in a licensed child care center in the State of Texas are required to be screened for Vision and 
Hearing within 120 days of admission. The parent will be notified at least 30 days prior to the due 
date, in writing.  

So that we may best anticipate the needs of your child, we expect parents to provide information 
concerning the child and any special health conditions and/or consideration such as: asthma, 
allergies, diabetes, epilepsy, heart disease, hyperactivity, etc.  



BREAST FEEDING:  

We will provide an area in the infant room for mothers who are Breast Feeding. We can put your 
breast milk in the infant classroom refrigerator if needed. Mothers are allowed at any time to visit 
the school to provide breast feeding for their child.  Should the mom care to breastfeed in the infant 
room a space will be provided as well for her to do so not facing the children.  

  

Enrollment Procedures  

All enrollment paperwork is required before your child can start attendance at the Center. 
Incomplete paperwork will not be accepted. Paperwork required for enrollment includes:  

1. Admission Form  
2. Parent Handbook  
3. Medication Authorization Form  
4. Operation Discipline and Guidance Policy  
5. Operational Policy on Infant Safe Sleep (if applicable)  
6. Food Allergy & Anaphylaxis Emergency Care Plan  
7. Immunization & Physician’s Health Statement  
8. What To Bring List  
9. Infant Feeding Preference (if applicable)  

Policy Updates  

Policies are reviewed annually and updated if necessary. Please don’t hesitate to reach out to the 
Director or Center staff with any concerns you may have about our policies. 

Transportation  

As of current, the Center does not offer a means of transportation to pick up and drop off your kids. 
A school bus or van will be rented for field trip purposes and will comply with the following 
standards:  

• The driver shall be insured and licensed with a current Texas Drivers License  
• The vehicle transporting children shall be licensed, insured, in safe operating condition, and 

have a safety belt for each child  
• Children shall be loaded and unloaded at the curbside of the vehicle, or in a protected 

parking area  

Water Activities 
The center does not participate in water activities as of current.  

Field Trips  

Parents will be notified prior to any field trips a month in advance and will be required to sign a 
permission form for each scheduled field trip. Location, date, and time will be detailed on the 



permission form. Parents are welcome to sign up as chaperones. Field trips are voluntary and the 
Center will remain open during such events.  

Animals  

The Center does not allow any animals to be brought to the center except for those animals brought 
by special programs, such as petting zoos or class animals. If your child has any allergies concerning 
animals, please list them in the Admission form so we can plan accordingly.  

Indoor & Outdoor Physical Activity  

Children learn through play, developing gross motor, socioemotional, and cognitive skills. All 
children at our Center, including infants, toddlers, and preschoolers, will participate daily in:  

• Two to three occasions of active play outdoors, weather permitting  
• Two or more structured/caregiver-led indoor activities that promote movement over the 

course of the day  
• Continuous opportunities to develop and practice age-appropriate gross motor and  

Movement skills 

The duration of physical activity at our operation, both indoors and outdoors will include 
30 mins of structured and unstructured activity twice a day (60 mins/day). The total time allotted 
for outdoor play and moderate to vigorous indoor or outdoor physical activity can be adjusted for 
the age group and weather conditions.  

Activities will take place both indoors and outdoors. The recommended clothing and footwear are 
those that will allow a child to participate freely and safely in physical activities. Children will wear 
comfortable shoes and weather appropriate clothing. No open-toed shoes or sandals will be allowed. 
Shoes must be Velcro if the child does not know how to tie shoelaces. A plan to ensure physical 
activity occurs on days when extreme weather conditions prohibit or limit outdoor play. An 
alternate activity will be planned when extreme weather conditions prohibit or limit outdoor play.  

SCHOOL INSURANCE  

Currently RIG Kidz Academy does not have school insurance.  It is the intent of RIG Kidz to obtain 
insurance by the beginning of January 1, 2025.  Until then, there is no coverage for incidents and 
accidents occurred at RIG Kidz Academy 

Insect Repellent & Sunscreen  

The Center will not provide sunscreen or insect repellent unless the parent provides it to the Center 
and must give written permission in order for the center to apply it. We require that you send a 
suitable lotion sunscreen (not spray for safety purposes) for your child labeled with their name. We 
recommend an unscented sunscreen with a sun protection factor (SPF) between 30 and 50 labeled 
as “broad-spectrum.” Staff will apply sunscreen to all exposed skin to children 30 minutes before 
going outdoors. Parents are also welcome to send lip balm with SPF, protective hats, and dress their 
children in sun-protective clothing (dark-colored, thicker fabrics). If parents want to send insect 



repellent as well, we do not allow any repellent with a DEET concentration greater than 30%. 
Repellent will not be used on infants 2 months or younger.  

Questions or Concerns  

If parents have questions or concerns about our program or our policies and procedures, we 
encourage open communication with your child’s teacher and/or the Center’s Director. Parents can 
send a message addressing any concerns, or let the Director or teacher know at pick up. Parents can 
request a parent-teacher conference to discuss questions or concerns related to their child at any 
time. Conferences can be held in person, by phone, or over Zoom.  

Minimum Standards for Childcare Centers  

RIG Kidz Academy is licensed and regulated by the Texas Health and Human Services Commission 
and we follow the Texas Minimum Standards for Child Care Centers. Parents may review a copy of 
these standards in our front office You may also see a copy of our most recent licensing inspection 
report which is posted in the main lobby. Our most recent inspection is posted on our parent 
communication board or you may view it at Parents may also contact our local child care licensing 
office at (713) 287-3238. 

Local Resources Contact Information  

Houston Child Care Licensing Office 
Address, Phone #, & Website  

1330 E. 40th, Houston, TX 77022  

(713) 287-3238 
www.hhs.texas.gov/services/safety/child-care  

 

Texas Department of Family and Protective 
Services Address, Phone #, & Website  

2221 W Loop South, Houston, TX 77027 (713) 394-4000 
www.dfps.state.tx.us  

 
Harris County Child Protective Services 
Address & Phone #  2525 Murworth Dr, Houston, TX 77054 (713) 394-4000  

Houston City Police Department - Southeast 
Station Address & Phone #  8300 Mykawa Rd, Houston, TX 77048 (832) 394-1600  

Texas Abuse/Neglect Hotline Phone # & 
Website  

(800) 252-5400 www.txabusehotline.org  

 

Emergency Preparedness Plan  

In the event of an emergency, operating procedures are in place to ensure the safety of children. In 
all situations, the Director or designated person in charge will notify Child Care Licensing and/or 
the Health Department and/or call 911 as each situation dictates. In all situations, the Director or 
designated person in charge may delegate any portion of his/her duties to other staff members, 
volunteers, or emergency personnel as he/she deems necessary.  



Procedures for Fire drills and Tornado drills will be posted in all RIG Kidz Academy classrooms. In 
the event of a Tornado and or Chemical Spill, this center will shelter in place; until we are notified by 
authorities that the order has been lifted.   All staff members are required to be familiar with these 
procedures.  

 

EVACUATION PROCEDURES   

Should the need for evacuation arise, the center will evacuate to:  

RIG Global Church 

10800 Scott Street, Houston, TX 77047  

Hours: 8am-8pm, M-F 

Phone: (346) 328-8224 

The Director will notify caregivers and RIG Global Church of evacuation situation, we will forward all 
RIG Kidz Academy calls and post a notice on the door indicating the evacuation location. Emergency 
contact numbers, attendance sheets and authorization for emergency care forms will be 
transported by staff for each child. Caregivers will proceed with evacuating the building with the 
children. The lead Teacher and an Assigned Caregiver will take the students to the parking lot of the 
facility.  If transporting the children to a location away from the school per “x” number of miles 
away, staff personnel will drive the youngest group of children first, with a maximum of 15 children 
per van, keeping child/staff ratio at all times.  Vans will unload at  RIG Global Church then return 
back to the school to pick up the remaining children.  Parents will be contacted and the state 
licensing will be called about the evacuation. 

Prevention, Recognition, and Reporting of Child Abuse and Neglect  

All prospective hires will be required to take the Texas Department of Family and Protective 
Services course “Reporting Suspected Abuse or Neglect of a Child: A Guide for Professionals” and 
receive a Certificate of Completion during orientation.  

Texas Law requires caregivers to report any instance when there is reason to suspect the 
occurrence of physical, sexual, or emotional child abuse, child neglect, or exploitation to the Texas 
DFPS or local law enforcement. If you suspect your child to be a victim of child abuse or neglect, you 
can contact the DFPS child abuse hotline at 1-800-252-5400 or visit the DFPS website at 
www.dfps.state.tx.us. More resources are available at 
http://www.dfps.state.tx.us/Training/Reporting/resources.asp on increasing awareness for any 
interested parents. The Center can provide parents guidance and contact information for 
community organizations that aid in preventing and recognizing child abuse and neglect, and will be 
available in the front office.  

 

 



Risk Factors:  

1. The child’s age, physical, mental, and emotional health, and social development may increase 
susceptibility to abuse and neglect. Given their size, early development status, and need for 
constant care, infants and young children are more vulnerable to certain types of 
maltreatment, including abusive head trauma and physical or medical neglect.  

2. The attitudes of the parents, family structure, and approach to raising the child(ren) are all 
potential risks for abuse and neglect.  

3. Domestic violence is a frequent contributor to child maltreatment. In 30% to 60% of families 
where spousal abuse is involved, mistreatment of the child also occurs.  

4. The child’s neighborhood conditions, such as low socioeconomic status, presence of 
violence in his/her vicinity, and social attitudes, can place the child at greater risk for 
maltreatment.  

5. Poverty can add to the probability of abuse and neglect. If this condition is added to other 
risk factors, including depression, substance abuse, and social isolation, the chances of 
maltreatment increase.  

Warning Signs indicating a child may be a victim of abuse or neglect: Shows sudden changes in 
behavior or school performance, Has not received help for physical or medical problems brought to 
the parents’ attention, Has learning problems (or difficulty concentrating) that cannot be attributed 
to specific physical or psychological causes, Is always watchful, as though preparing for something 
bad to happen, Lacks adult supervision, Is overly compliant, passive, or withdrawn, Comes to school 
or other activities early, stays late, and does not want to go home, Is reluctant to be around a 
particular person, Discloses maltreatment �Parent, Denies the existence of—or blames the child 
for—the child’s problems in school or at home, Asks teachers or other caregivers to use harsh 
physical discipline if the child misbehaves, Sees the child as entirely bad, worthless, or burdensome, 
Demands a level of physical or academic performance the child cannot achieve, Looks primarily to 
the child for care, attention, and satisfaction of the parent’s emotional needs, Shows little concern 
for the child  

Resources:  

• 1. A Fine Parent https://afineparent.com  
• 2. CDC Child Abuse and Neglect Prevention https://www.cdc.gov/violenceprevnetion...  
• 3. CDC Child Development https://www.cdc.gov/ncbddd...  
• 4. CDC Positive Parenting https://www.cdc.gov/ncbddd/childdevelopment...  
• 5. Center on the Developing Child at Harvard University 

https://developingchild.harvard.edu  
• 6. Early Childhood Trauma https://www.nctsn.org/what-is-child-trauma...  
• 7. Encyclopedia on Early Childhood Development http://www.child-encyclopedia.com  
• 8. Gunderson Center for Effective Discipline http://www.gundersenhealth.org/ncptc...  
• 9. Healthy Children (American Academy of Pediatrics) https://healthychildren/org  
• 10. Help for Parents Hope for Kids http://www.helpandhope.org  
• 11. Parenting Infants and Young Children https://www.childwelfare.gov...  
• 12. Preventing Child Neglect Training Series http://cantasd.org/explore...  
• 13. Responding to Children’s Emotional Needs During Times of Crisis  

• 14. Safe Kids Worldwide- Preventing childhood injuries https://www.safekids.org  
• 15. Safe Riders Traffic Safety Program, sponsored by the Texas Department of State Health 

Services https://www.dshs.state.tx.us...  



• 16. Safety & Prevention (Healthy Children. Powered by Pediatricians, Trusted by Parents) 
https://www.healthychildren.org...  

• 17. Texas Infant Safe Sleep http://www.dfps.state.tx.us...  
• 18. Texas’ Infant, Toddler, and Three-Year-Old Early Learning Guidelines 

http://littletexans.org/Home.aspx  
• 19. Texas Poison Center Network www.poisoncontrol.org  
• 20. Zero to Three https://www.zerotothree.org  
• 21. 2020 Guide to Understanding the Impacts of Childhood Trauma 

https://asanarecovery.com/impacts-of-childhood-trauma/  
• 22. A Parent’s Guide to First-Aid: https://www.acls.net/a-parents-guide-to-first-aid  
• 23. Teaching Your Child CPR Could Save Your Life: 

https://www.cprcertified.com/teaching-your-child-cpr-could-save-your-life  

Gang-Free Zone  

Under the Texas Penal Code, any area within 1,000 feet of a child-care center is a gang-free 
zone, where criminal offenses related to organized criminal activity are subject to harsher 
penalties.  

WAYS THAT YOU CAN ASSIST US  

 Please assist us by:  

• Having your child in class by 9:00 a.m.  
• Labeling all RIG Kidz Academy clothing (including shoes)  
• Leaving at least one change of clothes each day; one (1) box of Kleenex and wipes each 

month  
• Departing in peace (your child will experience an adjustment period – be patient)  
• Donating certain supplies during the school year for special art projects (craft sticks, 

ribbons, yarn, markers, etc.)  
• Donating toys for our center (Musical instruments, Play dough, Puzzles, Books, etc.)  
• Notifying the center of any changes to the Emergency Information Form  
• Clipping your child’s fingernails as needed  
• Not bringing expensive or sentimental items to school – We will not be able to replace 

them  
• Not bringing toys, personal items or individual snacks to school  
• READING ALL CORESPONDENCE SENT HOME BY THE ACADEMY 

What to Bring  

Infants  

• Diapers & Wipes  
• Diaper Ointment (If needed)  
• Pacifier and Flat Cloth Pacifier Clip  
• Bottles, formula/breast milk (must be individual serving portions, premixed, labeled with 

child's first and last name and date. No glass please!)  
• Fitted Crib Sheets  
• Sunscreen (No sprays please!)  



• 2 Complete Weather-Appropriate Changes of Clothes  
• Family Photo (for Family Photos Wall)  
• All Required Forms  

Toddlers/Preschoolers  

• Sippy Cup (if under the age of 2)  
• Blanket & Pillow  
• 2 Complete Weather-Appropriate Change of Clothes, including a pair of well-fitting closed- 

toe shoes (No open-toe shoes/sandals, and shoes must be velcro if the child does not know 
how to tie shoelaces)  

• 2 Pairs of Socks  
• Sunscreen (No sprays please!)  
•  Diapers and Wipes (if applicable)  
• Pull-ups (for toilet training children)  
• Family Photo (for Family Photos Wall)  
• All Required Forms  

 

What Not To Bring  

Items of personal, sentimental, or monetary value should not be brought to school. Valuable 
jewelry, money, and special handmade items such as blankets or clothes could be easily 
damaged or misplaced and should be left at home. Toy weapons or action figures that 
promote violent play are strictly forbidden. Candy and gum are also not allowed. When your 
child wishes to bring something to school, it should be approved in advance by the teacher. 
Please do not allow your child to bring toys to school. Sharing toys can be very difficult when 
they are brought from home. Two exceptions to this are a stuffed animal for use during 
naptime by full-day preschool children and for Show & Tell purposes. You will be notified by 
your child’s teacher if and when the class will have Show & Tell. No open-toe shoes or 
sandals will be allowed. Shoes must be velcro if the child does not know how to tie 
shoelaces.  

Referrals  

We greatly appreciate your business and know that you will be so pleased with our services 
that you will tell all your friends and acquaintances about our program. If one of those 
families decide to enroll their child(ren) at our Center, we will credit your account with the 
amount of 1 week’s tuition after that family has been with us for 90 days. The referred family 
must mention the referral at the time of the initial visit to our program in the Admission 
form.  

Confidentiality  

While your child is enrolled in our program, parents may come across confidential 
information about our program, our staff, and sometimes other children. All information 
disseminated must remain confidential at all times. Breaching confidentiality may lead to 
disenrollment.  



Parent’s Code of Conduct  

The Center does not allow personal use of cellphones inside the classrooms. Please end all 
calls prior to entering the building. We would like your undivided attention in order to be as 
involved as possible. The Center prohibits swearing or cursing on our property as young 
children are present in our facility. Threatening staff, children, or other parents will not be 
tolerated, and the Center has the right to terminate care in the event of disruptive behavior 
from a parent or guardian. The Texas Department of Family and Protective Services do not 
allow smoking on the premises, either indoors or outdoors. The Center must follow 
particular rules on discipline and guidance. All adults, including parents, must follow these 
rules while on our property.  

Parent Responsibilities  

There are several ways parents can help maintain the best possible teaching atmosphere for 
your child:  

• Communicate any concerns regarding our program or your child immediately to staff.  	 
• Pick up and read the notices and information left for you in your child’s folder and/or  

posted outside your child’s classroom, at the reception desk, or in email.  	 
• Pick up your child’s papers/projects daily. Their work is very important to them and 

provides another means of communication between parent and child and helps the parent 
share in the child’s day.  	 

• Please be aware of the scheduled meal times of breakfast and lunch, at 828:30 am and 
1128:30am respectively, and make sure your child arrives in time to be included in those 
meals, if necessary. It is very difficult to try and feed a child later than the scheduled meal 
time, and causes a disruption in the classroom schedule, which affects all of the children in 
the classroom.  	 

• Please do not allow your child to bring gum or candy to the classroom. We STRONGLY 
encourage you to allow your child to eat what we are serving that day, unless, of course, 
food allergies are a concern. In that case, we ask that you bring a note from your physician. 
Any food brought from home will only be served at the same time that the other children are 
eating and MUST be taken home at the end of the day.  	 

• Periodically check on your child’s supply of extra clothing. Please take home soiled clothing 
promptly.  

 

Inclement Weather  

The Center will open most days during inclement weather, unless severe conditions do not 
permit opening or staff attendance. Please check our website and your email for updates 
regarding any closings. Full tuition is due during inclement weather times.  

In case of serious emergencies such as earthquakes, fire, storms, or loss of power/water, 
parents will be notified, if possible, and children will be cared for, at the Center or at a 
relocated spot, until parents or emergency contacts arrive.  



 

Photographs  

Photos and videos will be routinely taken of the children by staff to update parents on each 
child’s daily progress. Other photos taken of the children will be for memory’s sake, and 
possibly hung up on our Photo Wall in the front office. Photos taken of the children will be 
done with a school owned camera and will only be used in our program. If parents choose to 
take pictures of events held at our program, they may only photograph their child, unless 
written permission is given by the other parent. Please note, during certain events that 
include all parents, such as graduation, photographs of your children may be taken by 
others. Below, you can check the box and consent (or not) to your child being photographed.  

Screen Time Policy  

Because we care about the health and well-being of the children in our care, we will not 
have any screen time at the Center. No television or computers will be made available for 
children to use.  

 

 

 

 

 

 

 

 

 

 

 

 



 

Operational Policies & Procedures Agreement  

I/We (the undersigned) have read the parent handbook for RIG Kidz Academy and 
understand all the information, policies and procedures outlined in the handbook. 
We (the undersigned) have also received a copy of these policies and procedures 
for our own records and reference.  

By signing this agreement we consent to all the handbook policies and procedures 
and agree to them, including payment policies and late fee procedures. By signing 
this agreement we acknowledge that the information supplied in the registration 
form regarding our child(ren) and the information supplied below is true and 
accurate to the best of our knowledge.  

By checking this box, we consent to pictures being taken of our child(ren) for the 
Center’s photo album(s) and to be shared in private social media pages created for 
parents. (If you’d like your child’s pictures removed after you leave the Center, 
please inform the owner/director and that can be arranged). We also consent to 
our children being recorded by the video monitoring system, and understand that 
the footage will not be shared with any third parties (other than possibly to be 
shared with the parent).  

 

____________________________________ 

Parent/Guardian Signature Date  

 

____________________________________ 
 

Parent/Guardian Signature Date  

 

____________________________________ 
 

Owner/Operator’s Signature Date  


