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Welcome to Legacy Kids Academy.  

We are very excited to welcome your child into our center. This handbook has 

been written to describe the policies and procedures for our facility so that 

there are no misunderstandings, and that everyone is aware of the requirements 

and expectations of Legacy Kids Academy, as well as the requirements of you, 

the parent/guardians. Please read this handbook carefully before enrolling your 

child and feel free to discuss any questions or concerns you may have.   

 

Our Background 

Legacy Kids Academy’s heart and motivation is to build bridges between 

relationships, education and success through various programs and enrichment 

activities.  We provide the tools necessary to inspire and encourage your child to 

excel in their lives.  We are dedicated to providing an atmosphere that promotes 

advancement and achievement.   

 

We look forward to serving you, your child(ren) and our community with 

excellence. 

 

Mission Statement 

At LEGACY KIDS ACADEMY it is our mission to provide QUALITY care, 

SUCCESS building skills, and LEARNING enrichment for each child to reach 

their greatest potential – spiritually, mentally, physically, socially, and 

emotionally. 

Our Philosophy 
 

We believe… 

• That children are precious and must receive care from adults who are capable and caring--

whose values enable them to be excellent role models. 

• That children should experience numerous positive learning milestones, leading to an 

increased sense of competence and independence. 

• That children's play is extremely vital to healthy physical development, acceptable social 

skills, and cognitive growth. 

• Those teachers, drawing upon their training and experience, must create an appropriate 

educational environment which carefully guides children from one developmental level to 

another. 

• Those parents contribute to and enhance the quality of care offered at Legacy Kids 

Academy Child Care. 

Legacy Kids Academy welcomes those of diverse faiths, ethnic origins, and race. 

 

While diversity may include different faiths, gender roles, socioeconomic status, and 

ethnicity it is not limited to just these areas. We believe that diversity also includes the 

different physical, cognitive, and social abilities that one possesses. We strive to create a 



developmentally appropriate classroom environment that not only reflects each child’s 

unique abilities but also encompasses their home culture and experiences as well. 

 

One of the most important things that we can do to teach our children about diversity is 

through role modeling that all people are treated with kindness and respect. While it is 

impossible to list all the things, we do to encourage diversity, listed below are some of the 

ways we incorporate diversity into our curriculum at Legacy Kids Academy Child Care: 

 

• Our child enrollment form encourages families to share their home traditions with us. 

• We collaborate with TWC and the State of Texas to ensure that families can receive 

tuition assistance and participate in a high-quality preschool program. 

• We encourage families and members of our community to visit with us throughout the 

year, not just on special occasions, about their traditions and customs.  

• Our teachers incorporate props and materials into the different learning environments 

that reflect diversity in the above-mentioned areas. 

 

 

Our Staff 

Our staff are childcare professionals who are educated, trained, and 

experienced in child development and early care and education. 

 

All staff are required to receive training annually.  They are required to receive: 

- Preservice training (required for staff without prior experience in early 

childhood and this training is a comprehensive orientation and is completed 

prior to entering the classroom). 

- 30 hours of continuing education hours each year 

- First Aid/CPR 

- SIDS and shaken baby, child abuse and neglect, emergency preparedness, 

food allergies, building and premises safety, hazardous materials, 

communicable disease and immunizations, civil rights and CACFP 

- Curriculum and assessment 

- Age-appropriate classroom activities and behavior 

 

All staff members are screened by completing the following: 

- Background check 

- Criminal history 

- Fingerprint screen 

 

As a licensed childcare facility, we operate under Texas Licensing Minimum 

Standards.  You may view a copy of these standards on site or by visiting the 

https://www.hhs.texas.gov/ .Texas Department of Family and Protective Services at 

It is our goal to not only meet but exceed all minimum standards.  Our most 

https://www.hhs.texas.gov/


recent licensing visit report can be viewed online and is posted on the Parent 

Information board located at the front entrance of the facility.   

 

If you are displeased with something that has happened at the facility, please 

feel free to speak with the director.  If you feel the situation has not been 

handled and you believe that minimum standards have not been met, you may 

contact our local licensing office at: 

 

 Texas Childcare Licensing   Texas Childcare Licensing 

 1400 Summit Dr. STE 100   1330 E. 40th 

Austin, TX 78728    Houston, TX 77022 

(512) 834-3426    713-287-3238 

 

Hours of Operation, Holiday Closings & Inclement Weather-Related Closures 

LEGACY KIDS ACADEMY is open Monday thru Friday from 6:30am – 6:00pm, 

year-round, except for the observed holidays listed on the school closure 

calendar. This can include, but is not limited to the following holidays: 

 

New Year’s Day, Martin Luther King, Jr. Day, Good Friday, Memorial Day, 

Juneteenth, Independence Day, Labor Day, Thanksgiving and the day after, 

Christmas eve, Christmas Day and New Year’s Eve.  

 

If any of the listed holidays fall on a weekend, the center will be closed the 

Friday before or Monday after. A winter break and summer break will be 

scheduled annually to allow staff and students to spend time with their family. A 

calendar will be sent to all families at the beginning of the academic school year 

with the closing dates for that year.  We will also send notices through 

BrightWheel with reminders to make additional arrangements for your 

child(ren)’s care. 

 
In-service Day 

Annual training is mandatory for all teachers and staff and is reviewed by the State of 

Texas. It is important for the staff to have time to prepare lessons, gather information 

from a guest speaker, or attend a conference. To accomplish this, we include in-service and 

prepping and planning days throughout the year. These dates will be provided on the school 

Holiday Calendar. The center will be closed to children. 

 

 

 



Enrollment/Tuition Policies and Procedures 

Children between the ages 18 weeks and 5 years are eligible for enrollment at Legacy 

Kids Academy. Children may attend the center for a 10-hour block between 6:30 a.m. 

and 6:00 p.m., Monday through Friday. (10 hours is the max, 7-9 hours/day is 

recommended for a normal school day). No drop-offs will be allowed after 9:30am. 

To enroll in LEGACY KIDS ACADEMY each child must have an updated enrollment 

packet on file withing a minimum of 3 days prior to your child’s first day of attendance.  

All enrollment paperwork is required before your child may attend our program.  

Incomplete paperwork will not be accepted, and enrollment documentation is not 

considered complete until the following documents are received: 

- Enrollment form 

- Emergency Medical Care form 

- Immunization Records 

- Allergy Information 

- Tuition Agreement 

- Physician’s Statement 

- Parent Handbook Agreement 

- Parent Orientation  

- Discipline and Guidance Policy Acknowledgement 

- Photo Release 

- Enrollment Fee 

- Supply Fee 

- Sunscreen Permission Form 

- Bug Spray Permission Form 

- Food Allergy Emergency Plan (if applicable) 

- Children’s Information Form 

Please note, that at any point in your child’s enrollment, any information changes (contact 

numbers, address, parent/guardian email, custody situations, etc. you must notify the 

center immediately.  If a staff member or management is not available to discuss with you, 

please send a message through BrightWheel or via email at legacykidsacademy@gmail.com 

(for the Round Rock location) and legacykidsacademyhouston@gmail.com (for the Houston 

location). To update contact information or authorized pickup information without 

assistance please via the BrightWheel app and edit these items through the student 

account. 

Tuition and Fees 

Tuition payments are to be made Bi-weekly or monthly. 

mailto:legacykidsacademyhouston@gmail.com


• Monthly Payment-due the 1st day of each month. Late after the 3rd day. 

• Bi-Weekly Payment- due by 6 p.m. child's first scheduled day. Late after 6 p.m. 

second day. 

Tuition is based on 52 weeks and does not change in the event of a scheduled or 

unscheduled absence, holiday, or unexpected closure.  

Credit Card Processing Fee:  

There will be a minimum 3.5% processing fee (higher depending on type of credit card 

company) charged by LKA for every transaction.  

For your child to remain in the center, payments must be received on or before the day 

and time due.  Payments received after the close of the due date will be charged a late fee 

of $25.00 for the first day and $10/day for each day after.  If tuition is not paid in full 

by the third day of delinquency, your child will be unable to attend after the 3rd day.  

Accounts that are not kept current are subject to disenrollment.   

Legacy Kids Academy’s fee structure will be announced at the start of each new school 

year (August).  Fees are evaluated yearly, and parents will be given at minimum a two-week 

written notice of any changes.  Multiple child discounts are available, please see center 

management for more information.  Refunds are not typically given, but the 

owner/director will decide on a case-by-case basis. 

Returned Checks 
Any returned check will be charged a fee of $35.00.  If a check is returned unpaid, future 

payments must be paid in cash or money order. 

Registration and Supply Fees  
A registration fee of $150 and a supply fee of $100 is due once the director has 

assigned a start date. The supply fee is an annual, non-refundable charge. If a child is 

withdrawn then re-enrolls later, a second enrollment and supply fee will be expected. 

Supply fees will go towards supplies, the replacement of broken toys, nap mats, etc. 

This fee is due annually per child by your enrollment anniversary date.  

Registration/Supply fees are non-refundable. 

 

Child Care Assistance (CCS) 

LEGACY KIDS ACADEMY has an agreement with Workforce Solutions for Central Texas 

to accept childcare subsidies.  The director must have authorization from CCS prior to 

your child beginning care.  CCS co-payments are due on the 1st of each month and must be 

made by the 3rd of each month.  If co-payment is not made by the 3rd of the month CCS 



will be notified and childcare will be discontinued on the 4th. Parents who are receiving 

childcare assistance must pay the full regular tuition rate until the authorizing paperwork 

is delivered to us for CCS billing. Upon our receipt of CCS payment, your account will be 

credited towards the following month. You are responsible to directly pay us your CCS co-

pay each month. Rates may vary according to CCS disbursement. If CCS billing lapses it is 

your responsibility to pay the full tuition amount until CCS notifies us otherwise. Parents 

are encouraged to inform the facility of any elements related to their CCS enrollment that 

the program may be able to help with. 

 

Vacation  

Each family is given one week of vacation each year.  The time is available after your child 

has been enrolled for a full calendar year and paid their annual enrollment fee.  Please 

request your vacation time at least two weeks prior to the absence.  Vacation time can only 

be used if your child is absent from the center.  Your account must be paid in full before 

vacation days can be used.  Vacation days cannot be carried over into the next year. 

Absences 

Please notify us if your child will be absent on any day via phone call, text or BrightWheel.  

No allowances, credits, refunds, or make-up days will be made for any absences, including 

illness. 

Voluntary Withdrawal from Care 

If a family would like to withdraw from care, a two-week written notice must be provided 

to center management.  Parents are required to pay for the two weeks even if the child 

does not attend.  If the program owes the parent any prepaid tuition the family will be 

provided a full refund within 5 days of the child’s final day of care. Any account past due 

at the time of disenrollment will be paid through our electronic withdrawal option. 

The director at Legacy Kids Academy reserves the right to cancel the enrollment of a 

child at his/her discretion, or for the following possible reasons: 

• Non-payment or excessive late payments of tuition and fees. 

• Excessive late pick-ups. 

• Not observing the rules of the center as outlined in the parent agreement. 

• Children have special needs that we cannot adequately meet with our current 

staffing patterns. 

• Physical and/or verbal abuse of staff or children by parent or child. 



Brightwheel 

Your child’s records are located at a secure site on Brightwheel.com. The best way to 

access this link is from their website (Brightwheel.com) or downloading the app. Contact 

the office to receive your Welcome Letter. You will log on to Brightwheel.com to receive 

your confirmation code and login information. Parents without Internet connection will 

receive “hard copies' ' of tuition statements and center communications. Inform the 

office if you need to be placed on our Parent Print-Out List. 

Dropoff Procedures 

At drop off we ask that you do the following and the following will occur: 

1. We encourage all children to be dropped off for breakfast each day. 

2. Educational activities will begin at 8:30am. 

3. Children may not be dropped off after 9:30am. 

4. Consistent drop off times help establish good routines for your child which helps 

them prepare for their transition into kindergarten. 

5. Children must be checked in on our BrightWheel Software program upon arrival at 

the center. 

Due to security, we have a front door pick up/drop off for parents/authorized contacts. A 

member of the staff will greet you at the door for drop off and will escort your child to 

their class, during pick up please feel free to send us a message via BrightWheel and let us 

know you are on the way or outside for pick up to avoid waiting. If you are not able to send 

a message, please ring the bell and wait outside the main entrance, we will acknowledge you 

and escort your child from the classroom to you. Contactless check-in/out will be available 

by scanning the code located on any of the exterior doors to the center. All authorized 

contacts will need to download the BrightWheel app to complete the pick-up and drop off 

process. CCS parents will need to check in/out the table provided by CCS for attendance 

tracking as well as on BrightWheel. 

Please understand that it is normal for your child to cry upon arrival to childcare, 

especially the first couple of weeks.  It is an adjustment period, and we will do our best to 

make sure your child’s adjustment goes as smooth as possible.  Please make your goodbye 

brief and let your child know when you plan to return.  The crying typically stops within a 

short period of time after your departure. 

Pick Up Procedures 

Per Texas state law, parents have a right to access their child anytime, unless noted in 

court documents. 



1. If a parent is unable to pick their child up, they may authorize another adult to pick 

up.  Authorized adults must be listed on the enrollment paperwork and provide a 

photo ID.  Children will not be released to adults without a photo ID and a 

photocopy of that ID will be kept in the child’s file. 

2. Children must be checked out using our Brightwheel Software program. 

3. Staff ALWAYS need to be made aware of departures, so please allow your child 

the opportunity to give their teacher a hug or goodbye wave. 

*If any individual picking your child up appears to be under the influence of drugs or 

alcohol or exhibits questionable behavior when arriving to pick your child up, we will refuse 

to release your child to their care for safety purposes. We will call emergency contacts 

listed in the child’s file and find alternative transportation for the child. 

Late Pick Ups 

Our center closes promptly at 6:00pm every evening.  Children are expected to be picked 

up by 6:00PM or prior to exceeding their 10-hour time frame. Please keep in mind, if you 

are picking up late you will be assessed a fee starting at 6:01pm of $25.00 for the first 5 

minutes and $1.00 per minute per child every minute after.  Families who pick up late 

more than 3x, in a one-month period, will pay $25 for the first 5 minutes and $5 per 

minute. Charges will be posted to your student account; Payment should be given directly 

to the staff member.  

Parents will receive a notification if they are within 15 minutes of reaching their 10-hour 

limit. Late charges and fees will be applied to late pick up after the 10-hour period. This 

will be added to your student account, and due by 6PM the following day. 

This fee will be due at pick up, no later than drop off the following day.  Please respect our 

closing time and keep pick-up brief if you are picking up right at 6:00pm.  Our staff have 

obligations and families of their own to attend to after hours and should have the ability 

to do so at 6:00pm. 

We do understand that emergencies and unavoidable things happen that may cause 

occasional late pickups, however all late pick-ups will be documented.  Please contact the 

center if you will be late. The center director will make all final decisions regarding late 

fees in extenuating circumstances. 

Treasures and Possessions 

Each child will need a blanket to use at naptime, a pillow is optional. Your child's name must 

be clearly written on the pillow and blanket. The pillow and blanket are taken home each 

Friday to be washed and returned the following Monday. A small pillow or small stuffed toy 

is permissible. 

 



Sometimes children need to bring special toys or new- found treasures to use as a "bridge" 

between home and school. On these occasions we will work with you and your child to make 

it a positive sharing experience. Past experience has shown us that often toys from home 

create problems at school. We encourage you to keep personal belongings and toys at home 

unless the teacher has scheduled a "show-n'-tell" day. Legacy Kids Academy will not be 

responsible for any lost items. 

 

Important…there are four things we feel strongly must remain at home: toy guns, 

gum, money, and candy. 

 

Custody Orders 

Until custody has been established by a court action, one parent may not limit the other 

from picking-up a child in our care. The center must be notified immediately of any 

changes in custody orders. Certified custody orders must be given to the center director.    

Emergency Contacts, Preparedness Plans and Child Abuse and Neglect 

In the event of an emergency, LEGACY KIDS ACADEMY staff will administer 

First Aid/CPR if needed and phone for emergency medical help.  Parent will be 

notified as soon as possible following the incident that requires medical 

assistance. 

 

Emergency Medical System 911 

Child Protective Services  (817) 573-8612 

Travis County DFPS  (512) 834-3195  

Poison Control   (800) 222-1222 

Pflugerville Fire Dept.  (512) 251-2801 

 

Emergency Preparedness Plan 

At LEGACY KIDS ACADEMY, your child(ren)’s health and safety is our main 

priority.  In the event of an emergency, we have specific plans in place.  All staff 

are trained on these plans before stepping into a classroom and annually 

thereafter.  Our priority is to get the children to a safe place.  In case of 

emergencies, parents will be notified, when possible, to do so.  Please read 

through these plans, and if you as a parent are in our facility when an emergency 

takes place, we ask that you participate accordingly. 

 

In any emergency situation, the best course of action is to breathe and stay 

calm. 

 

In all situations in these plans, “director” is referred to the Center Director, or 



designated person in charge, if the Center Director is absent.  The director will 

notify childcare licensing, the health department, EMS or fire as the situation 

dictates.  In all situations of these plans, the director may delegate any portion 

of his/her duties to other staff members, volunteers, or emergency personnel as 

he/she sees fit. 

 

1. Tornado/Bad Weather 

a. Stay calm. Watch the children, not the situation. 

b. Get roll sheet. Take your emergency bag and flashlight. 

c. Take all children to the hallway located at the front of the facility.  If 

the class is in the second building, take all children to the bathroom.  

Have children sit as close together as possible and have the children 

duck and cover.  This will be familiar to the children as we practice 

severe weather drills.   

d. Stay in your designated area until advised that the weather has 

passed. 

e. It can be helpful to quietly sing songs with the children to help keep 

them calm. 

f. The director will monitor local weather stations and the weather alert 

radio for updates.  

2. Communicable Disease Outbreak 

a. All staff members will vigilantly follow policies regarding diaper 

changes, toileting, handwashing, food preparation and general common-

sense measures such as keeping surfaces clean, changing bedding, 

teaching children to cover coughs and sneezes, etc. to help prevent 

the spread of germs that cause illness. 

b. In the event of an outbreak, the director will notify the health 

department and childcare licensing to inform them of the situation and 

ask for instructions and guidelines to follow for specific illness. 

c. The director will inform all staff of instructions/guidelines and 

require them to follow. 

d. The director will notify all parents in writing within 48 hours as 

required by the Texas Department of Family and Protective Services 

and childcare licensing. 

e. All staff is to follow the school’s confidentiality policy when speaking 

of the outbreak.  Any violation of the policy will be grounds for 

immediate termination. 

3. Lock Down 

a. The director will announce over the megaphone the secret code for 

“lock down” and will call 911.  The director will supervise the front 

desk during the incident if possible. 

b. Upon hearing the code, or sooner, if you are aware that an intruder 



has entered the building or the vicinity, the teacher will calmly direct 

the children to a specific location where they will be instructed to 

remain quiet until advised otherwise.  The children will know what to 

do as lock down drills have been conducted. 

c. Infant Classroom: Place children in two cribs with some quiet toys.  

Place another crib or two in front of your classroom door.  This may 

cause an intruder to change his/her mind about entering your 

classroom.   

d. Get roll sheets and emergency bag.  This is to stay with you 

throughout the duration of the lockdown. 

e. Close all classroom doors and lock if possible. 

f. Turn off lights. 

g. If you have reason to believe that no one else in the center is aware of 

the danger, and you can do so safely, calmly announce the secret code 

for “lock down”. 

h. Whisper and remind children to remain quiet.  

i. Do a name to face attendance check silently. 

j. Keep the children and yourself safe, in place and away from all interior 

and exterior windows. 

k. Watch the children, not the situation. 

l. If the intruder enters your classroom, do not engage or argue with 

them.   

m. The director will ensure the building entrances and exit are locked and 

that no unauthorized individuals leave or enter the building. 

n. Await further instructions from the director or emergency personnel. 

4. Accident 

a. Breathe and stay calm. 

b. Ensure all children are supervised.  If you are alone, tell them to sit 

near you. 

c. Comfort the child by speaking in a low, quiet voice. 

d. Apply first aid as needed. 

e. Call the director if further assistance is needed, the director will 

contact 911 if necessary. 

f. If the injury is to the head or face, contact the director immediately 

– even if it is minor. 

g. Complete an incident report, have director sign immediately.  The 

front office will notify parent/guardian at pick up. 

h. Keep the incident report confidential while it is in your care.  

i. In the event of a serious injury or illness involving an adult, contact 

the director, and they will contact 911 or the individual’s emergency 

contact. 

5. Illness 



a. Ask the child “what does not feel good”? 

b. Contact the front office and have the child’s temperature taken.  If 

the fever is over 100.4 degrees, the director will contact the 

parent/guardian. 

c. If no fever, make the child comfortable and monitor them. 

d. If the child complains of pain, ask him/her to point with one finger to 

where it hurts the most and investigate the spot for injury or 

discoloration and contact the director. 

e. Light vomiting or mild diarrhea: if no pain, contact the director after 

the third episode. 

6. Explosion, Chemical spill, or Gas leak (if this occurs inside the facility, see 

procedures for fire and off-site relocation) 

a. Close the doors and lock if possible. 

b. Turn off air conditioner/heater. 

c. Turn off all electronics. 

d. Keep children seated on the floor and remain calm.  Sing quiet songs 

and/or read stories. 

e. Be prepared to evacuate if told to do so by the director or emergency 

personnel. 

f. If you detect a strong odor, show the children how to lift and breathe 

through their shirts. 

g. If told to evacuate, consider crawling to avoid strong fumes that are 

floating higher in the air. 

7. Bomb threat, or other threat 

a. Write down everything the person says. 

b. Ask where the bomb is. 

c. Ask when the bomb (or threat of) will “go off” or “happen”. 

d. Notify the director to call 911 immediately 

8. Off Site Evacuation and Relocation 

a. The staff’s primary responsibility is to keep the children safe. 

b. Always keep roll sheet and emergency bag with you. 

c.  If time allows, gather the children’s belongings, including but not 

limited to: diaper bags, diapers, bottles, formula/food and coats. 

d. Children will be evacuated to the relocation site by walking with the 

staff.  Staff will use strollers, evacuation cribs, and walking ropes.  

Depending on the situation, the city may send emergency evacuation 

vehicles. 

e. The director is responsible for keeping a charged cell phone with 

him/her and overseeing and directing the evacuation process.  He/she 

is responsible for taking the emergency binder with parent contact 

information, first aid kit, emergency medication and cell phone.  

He/she is the last person to leave the building. 



f. The evacuation and relocation area site are located at the following 

address:  

i. Austin location: Spring Hill Elementary, 600 S. Heatherwilde Pflugerville, 

TX 78660 

g. After all children and staff have been relocated to the evacuation 

site, are safe and all needs have been met, the director will contact 

parents/guardians of the situation. 

h. Staff will continue to supervise children.  They will sing songs, 

fingerplays, stories, games, etc. 

i. Staff will watch the children, not the situation. 

j. The facility verification process for allowing adults to pick up children 

from the evacuation site will be used.  (Other than parents/guardians, 

only persons on the emergency contact form noted as an authorized 

pick up will be allowed to take children – ID will be checked). 

9. Fire 

a. When aware of fire or when alarm sounds, staff will quietly say, “fire 

drill boys and girls, please line up at the door”.  This should be familiar 

to the children as monthly fire drills are conducted.  Staff’s primary 

responsibility is to get children safely out of the building.  Do not 

attempt to put out the fire unless it is between you and a child or 

preventing exit. 

b. Always keep roll sheet and emergency bag with you. 

c. Take a quick headcount. 

d. Infant Classroom: Place infants in evacuation cribs, director will assist 

in evacuation. 

e. Proceed to proper fire exit and exterior meeting place as designated 

on the floor plan located in each classroom. 

f. Once evacuated, conduct a name to face count – if anyone is missing 

contact the director or emergency personnel immediately.   

g. The children must be kept safe (and out of the way of emergency 

vehicles and fire) and always supervised.  

h. Watch the children, not the situation. 

 

The fire department or director will notify staff when (and if) it is safe 

to reenter the building or begin off-site evacuation procedures. 

 

Director responsibilities include: the director will sound the alarm alerting 

everyone that there is a fire and notify the fire department.  The 

director will grab emergency binder and proceed to the infant classroom 

to assist with their safe exit.  If the cook is in the building, and not 

counted in ratio, he/she will assist the young toddler room.  In the event 

of an actual fire, parents will be notified when safe to do so.   



 

Fire drills are practiced (and logged) monthly.  Children must be able to 

exit the building safely in under 3 minutes.  Evacuation diagrams are 

posted in the entry of the facility, the hallway and inside each classroom.  

The designated evacuation area in case of fire is outside on the 

playground (behind the privacy fence) near the picnic table. 

 

Emergency Bags 

Upon any emergency, staff are trained to take the daily roll sheets along with 

their emergency evacuation bags so all children can be accounted for throughout 

the situation.  Emergency bags include parent/guardian contact information, first 

aid kit, water bottle and small (non-perishable) snack for each child enrolled in 

the class, and various activities to entertain children while waiting for 

parent/guardian. 

 

 

Child Abuse and Neglect 

All LEGACY KIDS ACADEMY staff are mandated reporters and are required by 

state law to report any signs of suspected child abuse and/or neglect.  All staff 

receives annual training on recognizing and preventing abuse and neglect, 

including sexual abuse.  The staff may not notify parents when the police or CPS 

are called about possible abuse, neglect, or exploitation, unless recommended by 

police or CPS to do so.   

 

Some examples of abuse and neglect: leaving a child in a vehicle unattended, not 

securing a child in a seatbelt or booster seat, unexplained marks or bruises on 

opposite sides of the body, and child hygiene issues. 

 

If it is felt that parents/guardians need assistance, we encourage you to get 

help.  Please contact the National Parent Hotline at (855) 427-2736 or visit 

www.helpandhope.org/find-help.html 

The statewide abuse and neglect phone number is (800) 252-5400. 

 

Gang Free Zone 

Any area within 1000’ of a childcare center is a gang free zone, where criminal 

offenses related to organized criminal activity are subject to harsher 

punishments. 

 

Tobacco and Alcohol  

We are a tobacco and alcohol-free environment.  There is absolutely no 

smoking/vaping or drinking allowed on the premises.  This rule applies to staff, 

parents/guardians, and any visitor on site.  Please make sure any guests or 

http://www.helpandhope.org/find-help.html


alternative pick ups know that tobacco and alcohol are not permitted on the 

property.   

 

Non- discrimination and Accommodations for Families 

LEGACY KIDS ACADEMY is operated on a non-discriminatory basis, according to 

equal treatment and access to services without regard for gender, race, religion, 

national or ethical origin, sexual orientation, or mental and physical disability.  

Children with disabilities are welcomed if this program is appropriate for the 

child.  

 

Our program’s policies and process in supporting families and children who may need 

additional accommodations, to include home language, differing abilities and cultural 

backgrounds.  Parents have the right to be informed of all procedural safeguards and 

rights of appeal in a language easily understood by the public and in the parents’ primary 

language.  Please notify Center Management if you or your child require accommodations 

and we will ensure that we do our part in making sure your needs are met.   

Below are ways that our program will partner with your family: 

1. If specific therapies are needed during the day while the child is in our care, we 

will provide space to accommodate sessions. 

2. Participation in all comprehensive meetings if needed.  

3. Complete supporting documentation from authorized medical professional for any 

accommodations related to the child’s physical or developmental needs. 

4. Provide materials and resources in parent/child’s primary language. 

5. Provide opportunity for cultural inclusiveness by hosting cultural events throughout 

the year. 

Health and Safety Policies and Procedures 

 

Sibling Wellness Policy 

When a child displays possible contagious illness and must be picked up the asymptomatic 

sibling(s) will need to be picked up as well and follow the same illness guidelines as their 

sibling. They will be allowed to return if the illness is found not to be contagious or with a 

negative test result from a doctor for the suspected illness.  

 

We have consistently found that siblings contract illnesses at or around the same time. 

While some children may display symptoms, others will not. This policy is to help reduce 



the possible spread of contagious illnesses. We believe it will help reduce the number of 

sick-related absences by avoiding spreading illness through various classrooms.  

 

 

 

Sick Policy 

Children who are ill must not be brought to the facility.  The health and safety of all 

enrolled children are very important to us.  Please keep your child home if one or more of 

the following are present: 

- The illness prevents the child from participating comfortably in childcare centered 

activities including outdoor play; 

- The illness results in a greater need for care than staff can provide without 

compromising the health, safety and supervision of other children in care; 

- The child has one of the following (unless medical evaluation by a health care 

professional indicates that you can include the child in childcare related activities); 

▪ Temporal temperature above 99.5 degrees that is accompanied by behavior 

changes or other signs/symptoms of illness 

▪ Symptoms and signs of possible severe illness: lethargy, abnormal breathing, 

uncontrolled diarrhea, two or more vomiting incidents in 24 hours, rash with 

fever, mouth sores with drooling, behavior changes, or others. 

- A health care professional has diagnosed the child with a communicable disease, and 

the child does not have medical documentation that notes they are no longer 

contagious. 

• Highly contagious conditions such as (but not limited to): 

o Head lice 

▪ Must be treated and removed. Child will not be allowed to return until 

all lice and eggs (nits) have been removed. Hair will need to be 

checked for 10 days after their first treatment.  

o Fever of 100.5° or higher 

▪ For a fever related to a contagious illness, child can return after a 

minimum of 72 hours fever free with no fever reducing medicine. 

(This can vary depending on the illness, symptoms, and child’s 

recovery). 



▪ Consideration will be taken for children who are teething. 

o Chicken pox 

▪ Requires 4-6 days of quarantine away from center. All lesions will 

need to be closed and crusted over prior to returning to the center. 

o Diarrhea (two or more loose, watery stools) 

▪ Quarantine from the center for 24 hours from the last loose, watery 

stool with no anti-diarrhea medicine.  

▪ Consideration will be taken if your child is allergic to certain food/drink 

products or on medication. 

 

o Vomiting – Quarantine from the center for 24 hours, with no anti-nausea 

medicine.  

▪ Consideration will be taken if your child is allergic to certain food/drink 

products or on medication. 

o Strep throat 

▪ Quarantine from the center for 72 hours and on antibiotics for 48 

hours, with no fever. Without fever reducing medicine. 

o Mumps  

▪ This is an airborne virus which will require a minimum of 5 day 

quarantine away from the center, starting from the first day 

symptoms develop. Must be fever free with no fever reducing 

medicine for a minimum of 72 hours.  

o Impetigo 

▪ Quarantine from the center for 48 hours, with no discharge. With a 

minimum of 24 hours of antibiotic treatment. 

o Conjunctivitis (pink eye) 

▪ Quarantine from the center for 24 hours, with no discharge. With a 

minimum of 24 hours of antibiotic treatment. 

o Flu 



▪ A positive FLU test will require a minimum 5-day quarantine away 

from the center. (This can vary depending on the symptoms, and 

child’s recovery).  

o RSV 

▪ A RSV positive test will require a minimum 5-day quarantine away 

from the center. (This can vary depending on the symptoms, and 

child’s recovery). 

o COVID-19 

▪ A positive COVID-19 test will require a 5-day quarantine away from 

the center (This can vary depending on the symptoms, and child’s 

recovery). 

o Persistent cough 

▪ Requires quarantine away from the center for 24 hours without the aid 

of cough suppressants, or allergy medication.  

o Hand-Foot-mouth 

▪ Requires 5-7 days of quarantine away from center. All blisters will 

need to be closed and completely covered prior to returning to the 

center. Must be fever free for 72 hours. 

 

o Unknown rash  

▪ 24 hours quarantine with written Dr. note that confirms rash is not 

contagious. With a signed doctors note your child can return.  

• If your child is too ill to play outside with his or her class, or participate in regular 

classroom activities, then your child is too ill to attend the center. 

 

• If a student cannot pass the daily COVID-19 screening health check via the 

Brightwheel app they cannot be admitted into the building. 

 

• *If questions arise to the appropriateness of a child's return to the center, the 

final decision will be that of the Center Director or Assistant Director. 
 

If your child shows any symptoms of illness while in care, you will be contacted to pick your 

child up.  Your child will be cared for apart from the other children and given appropriate 

supervision and attention until you arrive.  We understand that it can take time for 

parents to be reached while at work and leave work or make alternate arrangements when 

a child becomes ill, however we require children are picked up within one hour of 

notification.   

 

Children MUST be symptom free for 24 hours before returning to school. 



Medication 

Limiting medications dispensed away from home helps prevent medication errors, as such 

please inform your physician that your child is in full day, group care/preschool program 

and that you prefer to give medications at home, morning, and evening.  If medication 

needs to be given at school, the following conditions must be met: 

- Prescription medication will be accepted only if it is in its original container and has 

not reached the expiration date.   

- Non-prescription medication may only be administered by following the manufacturers 

recommendation on the label.  Medication must be in original container and 

accompanied with a copy of the information provided by the pharmacy. 

- Before any prescription or non-prescription medication can be administered (including 

sunscreen) we must have written consent by parent/guardian.  Please complete 

medication forms completely for each medication.  Forms can be found at the front 

desk and given to management staff upon completion. 

- Medication will be sent home after the last date that it is to be administered.   

Immunizations 

For Children 

- Immunization records must be kept current and on file for all enrolled children. 

- Failure to keep immunizations current will lead to termination of care. 

- Since the risk of vaccine preventable disease is increased in group settings, ensuring 

appropriate immunization is mandated in Texas Licensing Minimum Standards unless 

your child is exempt.  If exempt, documentation is required. 

Injuries and Accidents 

- Every consideration will be taken to ensure the safety of your child while in our 

care. Should an injury occur, a Minor Incident Report would be completed by the 

closest adult and signed by the Center Director, Assistant Director or appropriate 

person. A copy of this report will be sent home. A parent or guardian will be notified 

regarding any injury that occurs while your child is in our care. 

-  

- In the event of a major medical emergency or accident, the center teacher or 

director will call 911 first. The child will be transported to the hospital noted on the 

Child In- formation Record (or the closest hospital). The parent/guardian will be 

called immediately. 

 

For Staff 

Legacy Kids Academy Enrichment and Learning Center, LLC. has implemented the 

following immunization policy for all of its staff in accordance to Texas Department of 



Health & Human Services, Minimum Standards Rule 746.3611, which requires a policy 

that protects children from vaccine preventable illness.  While the safety of the 

children in our care is paramount, and we recommend that our employees receive their 

immunizations, we do not require them to do so, conforming to state law.  If this should 

change, notification will be provided. 

We encourage the use of protective medical equipment to protect employees and 

children in care from exposure to possible disease.  This includes gloves, masks and 

hand sanitizers.  The protective medical equipment will be based on the level of risk the 

employees present to children by the employee’s routine and direct exposure of 

children.  Employees should not be in direct contact when they are ill or exhibiting signs 

of illness.   

The center staff will monitor information provided to the public through the CDC 

and/or other sources to determine the level of risk the employee presents.  There will 

be no discrimination or retaliatory action against any employee who does/does not 

receive immunizations for vaccine-preventable illness.  The use of protective medical 

equipment will not be considered retaliatory when used by employees.  The information 

related to whether or not an employee chooses to have immunizations will be kept 

confidential. 

TB Testing: Requirements for tuberculosis testing vary throughout the state of Texas.  

Our region does not require testing for children or employees currently.  If this should 

change, notification will be provided. 

Vision and Hearing Screening 

The Texas Health and Safety Code, Chapter 36, requires a screening or professional 

examination for possible vision and hearing problems for the children enrolled in our 

program.  Children enrolled, who are 4 years old by September 1st of each year must be 

screened.  If applicable, your child must have one of the following on file: the individual 

acuity and sweep check results, a signed statement (must include school name, address 

and phone number) from the parent that the child’s screening records are current and 

on file at the school the child attends away from the center or an affidavit stating that 

the vision or hearing screening conflicts with the tenets or practices of a church or 

religious denomination of which the affiant is a member. 

Please note, the center director and staff are certified to do vision and hearing 

screenings and will conduct them each February or March of each new school year at no 

cost to you.  If your child enrolls later, or misses the screening date, you will need to 

provide the center with acuity results or one of the other listed options above withing 

120 calendar days of enrollment. 



Naptime 

All children will have a rest period.  No child is forced to sleep, however we ask that 

they are quiet during nap time so as not to disturb other children who are resting.  

After an hour of rest, children who are still awake may participate in an alternative 

quiet activity.  Naptime is approximately 2 hours, not to exceed 3.  Toddlers and 

Preschoolers are provided cots.  Special blankets or “lovies” may be brought from home 

but should be clearly labeled with your child’s name and are only used for nap purposes.  

Cots are sanitized regularly and as necessary.   

Water Activities  

These activities may include water tables, sprinkler play and wading pools (during 

summer months).  Some classrooms have water tables for sensory exploration.  Children 

are supervised closely during these activities and state ratios for water activities are 

strictly maintained when water play occurs.  If you do not wish for your child to 

participate in water activities, please check the appropriate area on your enrollment 

paperwork.  You will be notified in advance of “water days” in which sprinkler play, and 

wading pool activities will occur.   

Accident and Incident Reports 

Unfortunately, accidents do happen.  Children are in care for many hours throughout 

the day and although we would love to keep them in a bubble and protected from all 

bumps, bruises, and scrapes, etc. – that is just not possible.  We try very hard to 

supervise and protect them from getting hurt, bit, etc. as much as possible, however 

there may come a time when we cannot prevent an incident from occurring.  If your 

child falls, bumps their head, gets stung by a bee, etc. you will be notified at pick up and 

asked to sign a report that documents the incident.   

If the incident involves an injury to the head, or any other incident that is concerning 

or out of the norm we will notify you immediately to let you know of the incident and to 

identify that we will keep a close eye for any behavior changes to help ensure there is 

not additional area for concern.   

Minor accidents, such as a scratch or scrape from a fall, will be cared for by the staff.  

We will provide routine hygienic measures, such as washing the wound, applying the 

appropriate dressing and TLC. 

In the event of a serious incident or illness requiring medical treatment we will: contact 

911 (or take the child to the nearest ER, if possible), give the appropriate first aid or 

CPR and contact the parent/guardian as soon as possible.  

Animals  

At various times, there will be activities planned that include animals.  All animals on our 



premises have been seen and cleared by a veterinarian as well as have received required 

immunizations.  A pet permission form is included in each enrollment application and 

parents are requested to sign and acknowledge the presence of pets/animals at our 

facility.  You are also required to notify LEGACY KIDS ACADEMY of any known allergies 

your child may have.  Minimum Standards prohibit children from being in contact with 

the following animals while in care: chickens, ducks, reptiles such as snakes, turtles, 

lizards, and iguanas, and amphibians such as frogs and toads.  If you have a special 

animal that could be involved in a fun learning experience for the children, please 

discuss with the Center Director. 

Sunscreen and Bug Spray 

In order for sunscreen and/or bug spray to be applied to a child in our care, a consent 

form must be signed by the child’s parent/guardian.  This is recommended especially in 

the hotter months of the year.  You must provide sunscreen or sign the form stating 

that you do not wish for sunscreen to be applied to your child.  Sunscreen will be applied 

to any exposed skin including but not limited to face, tops of ears, nose, bare shoulders, 

arms and legs.  Bug spray is used to help prevent mosquito bites during the spring. This 

will need to be provided by the parent. A permission form allowing us to use these, and 

other topical products must be completed and signed by parent/guardian. 

Technology 

We allow limited TV viewing and technology use throughout the course of the day, not 

to exceed more than 1 hour for children aged 3 and older.  Age appropriate, education 

TV shows may be played at drop off before children go to their classrooms in the 

morning and in the evenings before closing time.  Screen time will not be allowed during 

mealtimes and will be free from advertisement and violence. Occasionally children may 

have the opportunity to have time on the computer or tablet for educational activities. 

School aged children will be allowed to use technology to assist with homework. 

Oral Health 

Maintaining healthy teeth and gums is so important.  As such, if you choose (and provide 

a toothbrush and toothpaste) your child will be provided the opportunity to brush his or 

her teeth after mealtimes.  We also have additional resources regarding oral health 

that can be found in our parent resource center. 

Food and Nutrition Practices 

LEGACY KIDS ACADEMY participates in the Child and Adult Care Food Program 

(CACFP) provided by the US Department of Agriculture and does not discriminate 

based on race, color, national origin, sex, age, or disability.   



Our program provides breakfast, lunch, and an afternoon snack.  These are served at: 

Breakfast: 8 – 8:45 am 

Lunch: 11:00 am – 12:00 pm 

Snack: 2:30 – 3:30 pm 

If your child arrives after a meal has been served, he/she will wait until the next 

mealtime to eat.  If arriving after breakfast, please ensure that your child has been 

fed prior to arrival.   

Children are encouraged to use mealtimes as a time to share their experiences with 

each other and their teacher.  Manners are taught and practiced during this time.  No 

child is forced to eat anything although trying new things is encouraged.  Our meals 

meet all the required components for a healthy diet as per the US Department of 

Agriculture.  These components include dairy, fresh fruit, and vegetables, as well as 

protein and whole grain.   

If you have any input or suggestions regarding the menu, please discuss with the Center 

Director or a member of management.  

Food Allergies 

Please list any food allergies for your child in their enrollment paperwork.  If your child 

requires a special diet, you may be asked to provide these foods as well as a doctor’s 

note outlining the requirements.  It is the parent/guardian’s responsibility to ensure 

that center staff are made aware of and updated on a child’s food allergies.  If 

necessary, a food allergy emergency plan is included in enrollment paperwork and must 

be completed by the child’s doctor.  These emergency plans will be kept in your child’s 

file and posted in the kitchen where food is prepared and any classroom or area that 

your child may be in the facility. 

Please inform the office in writing if there is any change to allergies.  The staff is 

updated accordingly and is required to attend annual training on preventing and handling 

emergencies due to food allergies. 

Note that allergies to milk require a statement for substitute foods.  It is vital that we 

are also notified of allergies to bee stings, peanuts, and any substance that could be life 

threatening to your child.  Environmental allergies should also be brought to our 

attention. 

For more information on allergies in children, please visit our parent resource center 

and/or the following websites: 

https://kidswithfoodallergies.org 

https://foodallergy.org 

https://kidswithfoodallergies.org/
https://foodallergy.org/


Breastfeeding   

Parents may bring in breastmilk for use at the center.  We can keep frozen breastmilk 

for up to three months.  Defrosted breastmilk can be kept for one day in a refrigerator 

and fresh breastmilk for 2 days.  Breastmilk must be brought in sanitary storage bags 

labeled with the child’s name and the date it was expressed.  Breastfeeding mothers 

may nurse in the designated breastfeeding area as needed, scheduled feedings are 

requested to be sure the area is available for private use for each mother. You may 

schedule a time with the administrative staff or check with staff prior to arrival via 

the BrightWheel app or by calling the center, to be sure the area is not in use. 

Breastfeeding resources can be found at the parent resource center or by visiting:  

https://www.cdc.gov/breastfeeding/index.htm 

https://www.cdc.gov/breastfeeding’pdf/BF-Guide-508.pdf 

Potty Training 

We will assist in potty training your child with the understanding that it will only be 

successful if we work together.  Once you have had a successful weekend at home potty 

training, we are more than happy to continue at school.  Long weekends are a great time 

to start because you have extra time to work with your child at home.  When your child 

is potty training, we ask that you send them in easy on/off clothing as your child will be 

learning to pull their own clothes up and down.  Pull ups are required until your child has 

been accident free for two weeks.  Diapers are very hard for a child to pull up and down 

independently.  Once your child is in underwear, we require at least 3 changes of 

clothing to be kept in their cubby.  Due to sanitary requirements, we are not permitted 

to wash soiled clothing and we will send any soiled clothing home in a plastic bag.  

Items from Home  

Objects from home often cause chaos and can create safety situations for other 

children; therefore, children are expected to leave all toys and any other personal items 

(aside those required for school) at home.  This also includes food.  We have plenty of 

toys, books, and other age-appropriate items for your child to use during the day.  

Please understand that we are not responsible for any items brought to the program 

that are lost or broken. 

Important…there are four things we feel strongly must remain at home: toy guns, 

gum, money, and candy. 

 

Transportation and Field Trips 

LEGACY KIDS ACADEMY will provide transportation for our enrolled after school 

children.  We provide afternoon pick up from Spring Hill and Timmerman Elementary.  

https://www.cdc.gov/breastfeeding/index.htm
https://www.cdc.gov/breastfeeding’pdf/BF-Guide-508.pdf


Discipline and Guidance Policies and Procedures 

Children will be treated with respect, courtesy, and patience.  Guidance will be according 

to age and understanding level.  Discipline must be: 

1. Individualized and consistent for each child; 

2. Appropriate to the child’s level of understanding; 

3. Directed toward teaching the child acceptable behavior and self-control, and; 

4. A positive method of discipline and guidance that encouraged self-esteem, self-

control, and self-direction, including the following: 

a. Using praise and encouragement of good behavior instead of focusing 

only upon unacceptable behavior; 

b. Reminding a child of behavior expectations daily by sing clear, positive 

statements; and 

c. Using brief supervised separation 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. 

If behavior issues arise, we will work together to try and resolve the problem.  If no 

resolution can be reached, your child’s care can be suspended or terminated if we fee that 

your child is a threat to themselves or to other children and staff. 

Conscious Discipline 

To assist with behavior and guidance, we as a program practice Conscious Discipline.  This 

is a whole school solution for social-emotional learning, discipline, self-regulation, and 

classroom management.  It is a concept that is new to our program, and we are continuously 

working on implementation into our classroom management styles.  The Harvard School of 

Education completed a study and found that “Conscious Discipline provides an array of 

behavior management strategies and classroom structures that teachers can use to turn 

everyday situations into learning opportunities.  This highly effective strategy has proven 

to increase self-regulation, sense of safety, connection, empathy and intrinsic motivation 

in both children and adults.  The seven skills this technique teaches are composure, 

encouragement, assertiveness, choices, empathy, positive intent, and consequences. 

Biting at Childcare 

Biting is, unfortunately, and expected behavior for toddlers.  Some children use this 

behavior as a means of communication.  Biting can be harmful to other children and to 

staff.  As a childcare, we understand that biting is a part of the experience.  Our biting 

policy has been developed with both considerations in mind.  Our goal is to help identify 

what is causing the biting and resolve the issues.  If the issue cannot be resolved, this 

serves to protect the children who are being bit. 



When biting occurs, state licensing requires that both parents are notified, however 

neither of the child’s names (the biter and the one bitten) will be used or released to 

either parent. 

For the child that is bit: 

- First aid is given.  The bite is cleaned with soap and water and covered with a band aid 

if the skin is broken. 

- Parents are notified at pick up and bite is documented with and incident report that 

is kept in the child’s file. 

For the child that bit: 

- Teacher will firmly tell child, “We do not bite, that hurts our friends” 

- The teacher will place child in time out (1 minute/ year of age) 

- Parent is notified at pick up with an incident report. 

If biting becomes a problem, the child will be shadowed by a staff member to help prevent 

additional incidents, observed by a member of the staff to try and determine the cause of 

the behavior and the child will be given praise for positive behavior. 

If biting becomes excessive: 

1. If a child bites excessively within a one-week period in which the skin of another 

child or staff member is broken or bruised or the bite leaves a significant mark a 

conference will be held with parents to discuss the child’s behavior and how we can 

partner together to prevent future occurrences. 

2. If the child again presents excessive biting within a one-week period, the child will 

be suspended from care for two days. 

3. If a child, after suspension presents excessive biting with a one-week period, the 

parents will be asked to make other arrangements for their child’s care.   

Communication about Behavior 

It is important that good communication exists between parents and staff.  If your child 

is experiencing a change in the home environment that may result in a change in behavior, 

please make us aware.  Your child’s teacher or center management will keep you informed 

of any behavior problems via phone call, notes home, email, etc.  The safety and wellbeing 

of all children must be protected.  The staff will make every effort to work with children 

having difficulties, in order that they may participate safely.   

If a child displays frequent disruptive behavior which is detrimental to the physical or 

emotional wellbeing of other children, the staff and parent/guardian will meet to discuss 



the situation and will develop a plan of action for behavior improvement.  If needed, the 

director may place a child on temporary leave if behavior is determined to be unsafe. 

If consultation and action plans are not successful, and the staff and management team 

determine that enrollment in the program fundamentally alters the care for your child or 

others in the group, the center reserves the right to give notice of termination.  Every 

program is not a good fit for every child or family. We want to ensure we uphold the 

integrity of our center by providing the best possible care for all children and finding 

solutions to maintain that integrity when difficult situations arise. 

Suspension of Care and Dismissal 

The director at Legacy Kids Academy reserves the right to cancel the enrollment of a 

child at his/her discretion. 

 

If termination is deemed necessary, a two week notice before termination will be provided 

except in the following situations, in which care may be terminated immediately: 

- Failure to comply with center policy 

- Failure to comply with contract 

- Destructive or hurtful behavior of the child that persists even with parent 

cooperation to stop the behavior 

- Non-payment of fees or late and/or reoccurring late payment of fees 

- Failure to attend for three days in a row without notification 

- Failure to complete required forms or update forms as needed, or requested 

- Blatant disrespect or aggressive behavior towards staff 

- Children have special needs that we cannot adequately meet with our current 

staffing patterns. 

- Physical and/or verbal abuse of staff or children by parent or child. 

 

Curriculum, Activities and Child Assessment 

Child Assessments and Lesson Planning 

 

At Legacy Kids Academy the term guidance is used for several reasons. It is a positive 

term and implies working with the children to develop internal control of their behavior. 

Our goal is to encourage children to become creative, independent, responsible, and 

socially mature human beings. This involves learning to make responsible choices and 

accepting the consequences of such choices. Guidance takes several forms within our 

center: 

 



- Environment--A place designed for children. Each room is age-appropriate in 

furniture size, large and small manipulates, and supplies required for hands-on 

experiences. 

- Logical Rules--Such as keeping our hands to ourselves and taking care of the 

learning environment. These are discussed with the children as well as why such 

rules are needed. 

- Curriculum--Is developmentally appropriate, based on the children's interest 

and level of readiness. We use developmental milestone checklists annually to 

support identifying developmental delays for children ages 0-5 years. We make 

referrals when necessary and share these completed checklists with families. 

- Positive Behavior--We reinforce the behaviors we wish to see repeated. 

- Redirection--Often interesting a child in another activity can eliminate 

potential difficulty. We might ask a child to help us or send a child to a 

different area to play. 

- Positive Reminder--Telling the children what we want them to do rather than 

using "no" or "don't." 

- Renewal Time--Occasionally, as a last resort, a child needs to be removed from 

the situation for a brief break. This allows the child time to calm down and 

consider an alternate behavior. This time will be one minute per year for the 

child. 

 

Daily Supplies 

Please ensure that your child is prepared each day by providing for their needs.  Ensure 

that they have enough diapers, wipes, formula, pacifiers, bottles, extra changes of clothes, 

and proper outdoor attire for the weather.  Teachers will make every effort to let you 

know when your child is running low on supplies. 

Physical Activity and Outdoor Play 

Age-appropriate activities are scheduled with some flexibility allowed to respond for the 

individual needs of each child and for the day.  Each day will be afforded an opportunity 

for large and small group activities, learning activities, art, music, quiet time and physical 

activity. 

Large and small muscle movement is crucial in the development of children.  As per 

Minimum Standards, outdoor learning is required two times each day for all ages.  Our goal 

is to provide this opportunity both in the morning and afternoon, at minimum.  The children 

enjoy their time outside and provides numerous benefits for their development.  (Please 

see our resource center for specific information).   



Inclement weather will at times prevent us from going outside, some of these could include 

rain, high heat index, etc.  As the health and safety of the children are a priority outdoor 

conditions are monitored daily, and judgment will be made by the director to outdoor 

learning participation due to inclement weather.  Plan for every child in our program to go 

outside daily and dress them appropriately for the weather.  Even on chilly days, jackets 

are required.  On days when we are unable to participate in outdoor activities, other 

physical activities will be offered. 

What to Wear 
SEND ME IN CLOTHES I CAN PLAY AND LEARN IN!  I WILL GET MESSY and that is ok!  

Your child should come dressed for the day with a fresh diaper (if applicable).  Please 

dress your child appropriately and comfortably with the current season weather in mind.  

Keep in mind some of our activities are messy, we do try to keep the children’s clothing as 

clean as possible by using bibs, cover shirts, etc., however accidents happen.  Our art 

projects involve paint, crayons, markers, and glue.  Our playground has dirt and mulch and 

grass.  It is important to keep additional clothing at the center, all children have a 

designated space for these items.  Please label your child’s items, specifically those they 

are using for outdoor activities.  For safety of your child’s feet, please no open toed shoes 

and if sandals are worn, please ensure they are secured to your child’s foot (no slides or 

flip flops).                 

Family Expectations and Participation 

Open Door Policy and Center Visitors 

LEGACY KIDS ACADEMY has an “open door” policy that allows parents to visit their child 

at any time.  However, we do ask that parents be aware that some children may not 

understand having to be separated from their parents more than once and could have a 

difficult time readjusting.  Others, such as friends and relatives, are not allowed to visit 

children unless accompanied by a parent/guardian.  Please do not send them to visit your 

child unless invited on the holidays or for special events. If a parent/guardian arrives at 

the center under the influence of any illegal substance or intoxicated, they will not be 

allowed into the center/classroom for the safety of the children present.  

Court Orders and Custody Arrangements 

When there is a court order defining or limiting a parent’s time with their child, it is the 

responsibility of the enrolling parent to provide the center with a copy of these 

documents.  These documents may include a restraining order or a separation or divorce 

decree.  LEGACY KIDS ACADEMY will strictly adhere to the requirements of the court 

order we have in the child’s file and will verify the identity of any person or parent who is 

not known to staff.  If we do not have any documented record of that person, they will not 

be allowed access to the child. 



Parent Suggestions and Concerns  

Your comments and concerns are always welcomed.  There may be times when we mess up 

or when you don’t agree with something that has happened – please talk to us.  Feel free to 

discuss any of these with center management via in person conversation or email.  For 

ongoing suggestions, we have a suggestion box located at the front desk.  We will also 

conduct and annual survey and welcome and encourage your participation to help us 

understand in what ways we can improve or to help identify what we are doing well and 

should continue.   

Parent Communication  

Communication about our day, activities, policy updates, events, etc. can come in a variety 

of ways.  We use our BrightWheel app, Facebook page, verbal notifications, email, daily 

notes, and information boards located around the center. We ask that parents limit 

technology use on-site (please refrain from cell phone use when possible). To facilitate 

better communication between the parents and the teacher and the parents and the child, 

it is best if parents are not distracted by use of electronic devices while at the 

center/home 

Your child’s teacher is available to chat with you at pick up and drop off time, however, 

please keep in mind that supervision is still required of the other children in their care, 

making a lengthy visit not possible.  If you would like to have a private conversation with 

them or center management beyond our parent teacher conferences, please see the 

director to schedule a time that is convenient for all parties.  We welcome your questions 

and concerns and want to make sure that you have our complete attention so that we can 

help you as best as we can. 

Again, if you have any questions, comments, or concerns about our program, we encourage 

open communication with the staff.  Through open communication, we can ensure that all 

parties are well-informed and working as partners.  

 

Family Gatherings 

Legacy Kids Academy families have a chance to meet with other families and the teachers 

several times a year. These gatherings are meant to provide a sense of community and to 

celebrate the families here at Legacy Kids Academy. Family Events will be held a minimum 

of three times throughout the calendar year, dates and times will be posted and 

notifications will be sent via BrightWheel. Parents are encouraged to participate in center 

events through holiday events, parent conferences, and special celebrations. 

 



Parent Teacher Conferences 

Conferences are a time set aside for parents and teachers to review a child’s assessment 

and portfolio or work, discuss strengths and areas of growth as well as set goals.  LEGACY 

KIDS ACADEMY conducts parent teacher conferences twice each year.  The first is 

scheduled for the fall or approximately 6 weeks after your child has been enrolled in our 

care.  During this conference we will focus on goals and objectives for the school year.  

The second conference is held in the spring and is typically about accomplishments that 

have been made during the school year. Parents are encouraged to participate in center 

parent conferences and actively participate in their child’s learning experiences while 

enrolled at Legacy Kids Academy. 

 

Holidays, Birthdays and Special Events  

We honor major holidays and birthdays.  If you would like to provide a special treat for a 

birthday or holiday, please arrange this with your child’s teacher prior to the event.  For 

holiday parties or other classroom activities, your child’s teacher will post sign up sheets 

for snacks or other materials needed.  Please, when sending food ensure that it is store 

bought and sealed.  We encourage and invite you to participate in all our special events. 

Policy Review 

As a parent, you may review any of our policies at any time.  You may request these from 

the center management if needed.  The director will be happy to discuss any policy or 

procedure with you at any time.  All LEGACY KIDS ACADEMY policies and procedures are 

reviewed at a minimum annually and updated as needed.  If any updates are made, parents 

will be notified in writing.   
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Parent Resources 

Please visit our Parent Resource Center located at the front entrance for important 

information. Below are some helpful resources for parents. 

 

WIC  

https://www.austintexas.gov/department/women-infants-and-children-wic 37  

 

Health Insurance for Kids  

(800) 647-6558  

www.chipmedicaid.org 

 

Central Texas Food Bank  

https://www.centraltexasfoodbank.org/get-help  

 

SNAP Food Benefits – Federal Program  

https://www.yourtexasbenefits.com/Learn/Home  

 

Abiding Love Food Pantry  

www.abidinglove.org  

 

Food FARMacy  

www.austinpcc.org/howafoodfarmacyworks/  

 

Meals on Wheels  

https://www.mealsonwheelscentraltexas.org/getinvolved/interested-in-receiving-services  

 

Austin Diaper Bank  

http://www.chipmedicaid.org/
https://www.centraltexasfoodbank.org/get-help
https://www.yourtexasbenefits.com/Learn/Home
http://www.abidinglove.org/
http://www.austinpcc.org/howafoodfarmacyworks/
https://www.mealsonwheelscentraltexas.org/getinvolved/interested-in-receiving-services


https://austindiapers.org/get-help/  

 

Prenatal and Family Planning  

Austinpcc.org  

 

Any Baby Can-Family Education program (English & Spanish)  

Anybabycan.org  

 

Rent Assistance (Emergency Relief)  

Austintexas.gov  

 

Customer Assistance Programs  

Coautilities.com  

 

SAFE – Housing assistance for families escaping domestic or sexual violence  

Safeaustin.org 38  

 

Jeremiah Program – Housing assistance for families  

https://jeremiahprogram.org  

 

Shoreline Church  

Financial Assistance  

Call 512-983-1048  

 

First Baptist Church of Austin – Financial assistance  

Call 512-476-2625  

https://austindiapers.org/get-help/
https://jeremiahprogram.org/


 

Center for Effective Parenting  

www.parenting-ed.org  

 

Fathering Resources  

www.stilladad.com  

 

Early Childhood intervention  

https://citysearch.hhsc.state.tx.us/home/searchalpha/a  

 

988 Suicide and Crisis Lifeline – National Suicide Prevention Lifeline  

 

Dial 988  

https:988lifeline.org/  

 

 

 

 

 

 

 

 

 

 

 

 



gbParent Handbook Acknowledgement 

I acknowledge that I have been provided a copy of Legacy Kids Academy’s Parent 

Handbook and was provided an opportunity to ask any questions or receive any clarification 

that was needed. 

I will follow the policies outlined in this book during the duration of my child’s enrollment 

at the program.  I understand that care for my children may be terminated if I do not 

follow these policies. 

Children enrolled in the program: 

Child Name: ____________________________ DOB: _____________________ 

Child Name: ____________________________ DOB: _____________________ 

Child Name: ____________________________ DOB: _____________________ 

Child Name: ____________________________ DOB: _____________________ 

Child Name: ____________________________ DOB: _____________________ 

Child Name: ____________________________ DOB: _____________________ 

 

Parent Name (print): __________________________________________ 

 

Parent Signature: __________________________________________ 

Date: ____________________ 

 

Director Signature: __________________________________________ 

Date: ____________________  

 

  

     


