                             Winn Kids Academy
                                    Parent /Student Handbook
           POLICIES AND PROCEDURES 2025-2026

PLEASE READ the following agreement and discuss with your school Principal and/or Director any questions you may have. Your signature at the end of this document will signify that you understand and accept these policies as written.

Welcome to Winn Kids Academy Preschool Daycare!

          At Winn Kids Academy, we believe that every child deserves a safe, nurturing, and enriching environment where they can grow, learn, and thrive. Our center is more than just a daycare center.
        It’s a place where little minds are inspired, curiosity is encouraged, and lifelong learning begins.
We are committed to providing high-quality early childhood education that supports the social, emotional, physical, and cognitive development of each child in our care. Through purposeful play, hands-on activities, and age-appropriate learning experiences, we empower children to explore the world around them with confidence and joy.

At Winn Kids Academy, your child is not just enrolled — they’re part of our family.

Our Mission Statement

At Winn Kids Academy Preschool Daycare, our mission is to foster a safe, inclusive, and stimulating environment where every child feels valued and empowered to reach their full potential. We are dedicated to nurturing a love for learning, building strong foundations for future academic success, and supporting each child’s unique journey through compassion, creativity, and care.

Philosophy and Goal
             We desire to see all kids thrive and meet their developmental goals at each point of              their development. Our goal is to achieve this by Direct Instruction and Montessori teaching at WKA.  We encourage reading and literacy daily at our school. We encourage social and physical development.
Curriculum Goals
           Our Curriculum is based on each age group from infants, toddlers, pre-k, and schools. We provide a wide scope of learning from reading, writing, language, math, science, history and much more. We use a daycare curriculum, and we add so much more to it. Building a strong foundation of learning is key being success. We want to help our kids become successful. WKA is open from 6:00 a.m. until 6:30 p.m., Monday through Friday. Attendance is taken each day in your child’s class. We ask that your child be present by 
9:00 a.m.,
Family Participation
            Through out the year we offer special events for parents to connect to our program. We   
             Encourage our parents and kids to participate and become apart of our events here at the
             school. Please watch our Facebook, website, and parent boards for upcoming events.
Inclement Weather
All Parents will be notified of school closures through text messages from the center         or the director’s school cell phone.    
PHYSICAL ACTIVITY    
Physical activity is required by the state of Texas. We do encourage physical activity to go outside up to 94 degrees. 95 or higher we do indoor physical activity. Physical activity is vital to your child’s development.
(A) The benefits of physical activity and outdoor activities- This will you’re your child mentally and physically develop.
(B) The duration of physical activity at your operation, both indoor and outdoor, will be broken up over 60-90 minutes per day.
(C) The type of physical activity (structured and unstructured) outdoor play, dancing and yoga or stretching.
 (D) Each setting in which your physical activity program will take place in the classroom or the outdoor play area.
 (E) The recommended clothing and footwear that will allow a child to participate freely and safely in physical activities closed toe shoes.
 (F) The criteria you will use to determine when extreme weather conditions pose a significant health risk that prohibits or limits outdoor play is raining longer than 20 minutes, 95 degree or higher or below 50-degree Fahrenheit 
 (G) A plan to ensure physical activity occurs on days when extreme weather conditions prohibit or limit outdoor play to have our children dance, yoga or stretch.

BEHAVIORAL POLICY
Addressing challenging behaviors:
Discipline/Guidance Policy:
 The CDC strives to help each child learn and use appropriate behavior. A safe and nurturing environment where teachers and staff model appropriate behaviors and where a child is respected as an individual enhances each child’s well-being. Positive redirection is used to help guide your child’s behavior. We do not believe in effectiveness of time out for this age, however, if we feel that a child’s behavior is dangerous to the other children, we will remove the child from the classroom into the office for a “cool-off/reflection” time. Efforts will be made to collaborate cooperatively with the parent/guardian of the child to help him/her learn how certain behaviors are inappropriate. In situations when the child’s behavior disrupts the normal functioning of the program to the extent that it always needs one-on-one supervision, such as hurting other children or staff, the child will be withdrawn from the program. All parents and guardians are also encouraged to have ongoing conversations via phone, email, or in person. Directors and Teachers have ongoing conversations with each family to address concerns daily. 

0. Your child must follow all instructions given by ALL staff at WKA.
0. Your child must comply with the teacher’s class rules and expectations.
0. We do not tolerate verbal or physical misconduct. 
0. If your child has an issue/ concern, please let the teacher know.
0. WKA promotes KINDNESS to all students. 
0. Parent misconduct is not acceptable. Your agreement will be immediately terminated.

 All insubordination will be written up with PARENT NOTIFICATION
6. The first WARNING is a verbal warning.  
6. The second WARNING is a write up is a formal warning.  Parents must sign and return.  PARENT NOTIFICATION.
6. After two WARNINGS you will be suspended for two days from WKA including transportation service if we currently provide transportation. PARENT NOTIFICATION.
6. Any further incidents in transportation or at WKA center MAY result in termination of your agreement with WKA and all service including transportation services PARENT NOTIFICATION.
SCREEN TIME 
Screen time for children under 2 years old is prohibited. Children over 2 can only have 2 hours of screen time max.
NUTRICIAN EDUCATION AND PROCEEDURES
                 WKA follows the nutria guidelines of the Texas Department of Agriculture, The childcare                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  licensing, and all State guidelines for food and nutrition.
BREASTFEEDING POLICIES

We welcome Parents with infants 12 months or younger to come in and breast feed infants in our infant room during feeding time with the teacher. Please bring your own pillow, blankets or covers. Breast feeding is very nutritional and healthy for the babies, so WKA highly encourages you to breast feed your child or provide breast milk for all infants.
INFORMATION UPDATE
                 Parents must always keep WKA updated when their personal information is updated. Please email the center when your phone, email, pick up list or personal contact information changes.
www.winnkidsnorth@gmail.com
PARENTS RIGHTS
A parent of a child in care has the right to: 
(1) Enter and examine your center during its hours of operation without advance notice during specified times by the center. 
(2) File a complaint against your center.
 (3) Review your center's publicly accessible records.
 (4) Review your center's written records concerning the parent's child
(5) Receive from your center: 
        - HHSC's inspection reports for your center 
        - Information regarding how to access your center's compliance history online.
(6) Have your center comply with a valid court order signed by a judge that prevents another parent from visiting or removing the parent's child from your center.
(7) Be provided with contact information for Child Care Regulation.
 (8) View any video recordings of an alleged incident of abuse or neglect involving the parent's child maintained by your center as long as: 
 -Video recordings of the alleged incident are available; 
- The parent is NOT allowed to retain any portion of the video depicting a child who is not the parent's child; 
 - Your center notifies in writing the parent of any other child captured in the video recording, before allowing the parent to inspect the video recording
(9) Obtain a copy of your center's policies and procedures
(10) Review, upon request of the parent, your: 
 - Staff training records; 
- In-house training curriculum, if any;  
(11) Be free from any retaliatory action by your center for exercising any of the parent's rights

School Hours & Holidays
WKA is open from 6:00 a.m. until 6:30 p.m., Monday through Friday. Attendance is taken each day in your child’s class. We ask that your child be present by 9:00 a.m., as valuable instruction time will be missed, and it will not be counted in the meal count for that day. We ask that you please contact the school if your child is going to be late and /or absent. For school holidays please see the enclosed school calendar. WKA’s school calendar is August through May. We also offer Summer Camps from June through the 3rd week in August.
Drop off and Pick-up	
1.  For WKA to accept legal responsibility, your child must be signed in and out daily by an escorting adult. Minors (under age 18) cannot sign for a child, nor can children sign for themselves (this is illegal). If you wish for someone other than those people listed on the emergency information to pick up your child, please notify the school beforehand. This individual must present a valid photo ID before the child is released to them. Your child will not be released to any unauthorized person without the parent’s written consent. All authorized people are listed on the application. 
2. WKA closes its doors at 6:30 p.m. After 6:30 p.m. there is a late pickup fee of $25.00. There is a per minute/per child fee of ($1.00 per minute and charged according to the school’s clock in addition to the $25.)  This payment is due upon arrival. If your child has not been picked up by 6:30 p.m., AND we are unable to make contact, your child will be placed in custody of local authorities.
Tuition & Fees
1. TWC Tuition payments are due on Monday no later than 12 noon. After 12 noon, payments are considered late and a late fee of $50.00 each day will be assessed until payment has been made.  
2. Weekly Payments are due on Monday of each week no later than 12 noon pm. After 12 noon pm your payment is considered late and a late fee of $50.00 each day will be assessed until payment has been made.  
 
3. If we are closed on Monday for a holiday, your payment will be due on Tuesday after the week of the holiday.
4.  If tuition payment is not paid within 2 business days, your child will be administratively withdrawn and will not be reinstated until all balances incurred have been paid. Registration, Supplies & Tuition Fees are NON-REFUNDABLE.
5. Winn Kids Academy only accepts credit cards and/or money orders. 
6. WKA DOES NOT EXTEND ABSENTEE CREDIT. Regular WEEKLY tuition will be assessed regardless of absences, holidays and holiday breaks, inclement weather, fall break, summer break, spring break or any other circumstances. Private schools must do this because we are not subsidized by any public funding and the teachers’ salary and operating expenses are on-going.  Before and After schoolers will be charged an additional $30.00 per/day or $50 per week fee to attend WKA all day or all week on special days (holidays, bad weather days, teacher’s in-service etc. If your child will not attend those days regular tuition is required.
7. WKA requires two weeks’ notice before any child can be withdrawn from the Academy. Two-week payments will be made in lieu of attendance if parents so request.
8. WEEKLY tuition is set based on the age of the child at the time of enrollment. Children whose ages change during the school year will change in the class they are enrolled in until the end of the year. The tuition set will change when the age of the child changes.
Illness & Medications
1. In accordance with the State of Texas Licensing regulations, we must have your child’s completed set of immunization records and emergency contacts prior to enrollment. To protect all children enrolled, you child must be kept home if he/she exhibits any of the following:
· An oral temperature of over 100 degrees
· Intestinal disturbance is accompanied by diarrhea or vomiting.
· Any undiagnosed rash
· Sore or discharging eyes or ears or profuse nasal discharge.
-If your child is sent home from school, we ask that he/she not return until 24 hours after the symptoms have diminished. You will be required to show proof (doctor’s statement) that your child is non-contagious and is physically fit to participate in the program. Your child WILL NOT be allowed to return to school without a doctor’s statement. If your child should become infected with a contagious disease, please notify the school immediately.
-All medications must be signed in with the school office daily. Medications should not be left in the classroom or in a child’s backpack. WKA will administer prescription medications as directed by a licensed physician.
-Medications must be presented in their original container with a label attached bearing the child’s name, current date, time of and required dosage, number of days to be administered as well as pharmacy name. 
-Over the counter medications (such as diaper rash ointment, suntan lotion, etc.) will be administered and treated with the same caution as prescription drugs. For these medications we will follow directions provided on the manufacturer’s label. Breathing treatments and injections will not be administered. Please make sure all containers are clearly labeled with the child’s name.
0. If your child requires emergency medical attention, we will contact 911 immediately. Once we have contacted 911, we will ensure that the child is comfortable until they have arrived. We will then notify you of the parent at the phone numbers listed on the child’s enrollment information. If the parent cannot be contacted, the person listed on the Emergency information on the enrollment form will be contacted. If we cannot get in contact with any adult in authority, school personnel, (Director) will remain with the child until someone is contacted.
1. Each child is required by law to have up-dated immunization on file with their school. No child will be admitted without proper immunizations. A copy of the shot record must be submitted with the enrollment form. At the present time Tuberculin Testing is not required in Harris County.
If your child is 4 years old and older: 
a. They are required to have Hearing & Vision Screening. You may elect to have this completed by your child’s physician or you may allow your child to be screened at school.
Daily Requirements
1. Each child is required to have an afternoon rest period/nap as required by state law (2 hours)
2. Each child is required to have a 4 sets a change of clothing in the event of emergencies.
3. Children are not permitted to bring personal items (toys, etc.) to school. WKA will not be responsible for the loss of or damage to personal items.
4. Children are not required to wear uniforms Monday through Friday.
5. PARENTs are responsible for bringing pull ups, diapers, and wipes for children that are in pull ups and diapers.  If we do not have these items at the time of arrival, we will send children home. NO EXCEPTIONS.
6.  AT NO TIME are children allowed to wear sandals, t-shirts with profane language, or clothing that reveals body parts.
7. Discipline and guidance at WKA are consistent and based on individual needs and development. Corporal punishment is never permitted. Supervised “time-out” will be implemented as the need arises. Parents will be notified if a child has experienced challenges throughout the day (see Discipline Management Plan).
8. For sanitary purposes, children must bring their own mats. Mats and blankets must be taken home on Fridays and returned on Mondays. Please do not send sleeping bags. Please label your child’s mat and blanket.
Before and After-School Care
1. WKA offers before and after school care for children ages 5-12. Currently WKA services children
at the following elementary schools; (Winship).
1. WKA will take your child to school and pick them up in the evening. Once your child is at WKA, a snack will be offered, and children will be allowed to begin a homework tutorial.
2. The before school bus leaves the center at 7:10 a.m. each morning to take your child to school. Because of safety laws, once the bus begins to roll, it is not allowed to stop and pick up late-comers. Children are picked up in the afternoon between 3:00 p.m. and 3:30 p.m. each day.
3. If your child is absent from school, we ask that you inform the center in advance. If a child is left at school because he/she did not report to us (WKA)  in a timely manner, it will be the responsibility of the parent to pick up that child. If the teacher on duty has no information on the student, the bus driver will depart from the school. WKA bus drivers are on schedule and are not allowed to leave the bus and/or children unattended at no time to search for children. It is the responsibility of the parent to make sure the Center is aware of any changes with the child for that given day.
4. Children who display continuous behavior problems will be suspended from the after-school program for a period of 2 days.
5. Parents must make sure that children are signed in and out each day. Children are not allowed to sign themselves in and out and must be accompanied by an adult (18 years or older).
Transportation
WKA provides transportation for field trips only. Children ages 2 (potty trained) and over can be transported via WKA buses with parental permission. Children age 2 (potty trained) must provide car seats in order to be transported. However, all children must sign a Parent Permission Form and Waiver of Liability and Release Form for them to be transported. Parents will be notified in advance of the field trip
Our rules for before and after care transportation:
5. Your child must follow directions.
5. Your child must always wear a seat belt until instructed by the driver to remove it.
5. If your child requires a safety seat, parents must provide an adequate safety seat.
5. Your child CANNOT change seats or move while the driver is driving or parking the van.
5. There is NO pushing, shoving, fighting, horse playing, or any behavior that is distracting to the driver or other students.
 All insubordination. will be written up 
5. The first write up is a verbal warning. 
5. The second write up is a formal warning.
5. After two write ups you will be suspended for two days from transportation.
5. Any further incidents in transportation or at WKA center MAY result in termination of your transportation services
Field Trips
Children ages 5 (potty trained) and over will be allowed to attend field trips. Parents will be     the school. Parents will be required to sign a permission form for their child to attend the field trip. Parents are always welcome to accompany their child’s class on any field trip.

Water Activities
WKA will provide wading pools for summer activities only. Children ages’ 12 months - 3 years will be allowed to participate in wading pool activities with parental permission only. Pools are placed in the play-yard.
 Parent Contact Information:
                           All parents are required to keep updated phone numbers, addresses,
 email addresses address and pick up list immediately as they change.
***Teachers and Admin are not allowed to give out their personal cell phone numbers, email addresses, Instagram, Facebook, snap chat or any other personal information to our students or families.
                Animals
WKA does not allow animals of any kind in the classrooms. However, we will allow the Zoo Mobile to bring animals in for special activities.
Meals and Food Service Practices
1. WKA has its own in-house food service. The food is prepared daily in a kitchen that has been inspected by the Health Department. WKA provides Breakfast between 7:00 a.m. - 7:45 a.m., Lunch between 11:00 a.m. - 12:00 p.m. and two snacks daily. Menus are posted and distributed to parents monthly. WKA follows nutritional and serving guidelines outlined in the Minimum Standards Guide.
2. WKA asks if your child is allergic to certain food items that you list those items on the enrollment information. We also ask that you give a written copy of those items to your child’s teacher.
3. If your child is a picky eater, WKA asks that you provide meals for your child to ensure that he/she is receiving a nutritional meal throughout the day.
SPECIAL NEEDS INCLUSION
                         WKA welcomes children with special needs and disabilities. All children are treated equally here at WKA. 
· Due to the special specific need or requirements that your child may have, if more staff is needed, WKA may implement a price increase to accommodate the specific need. 
· If your child has a behavioral concern or takes medication, please inform the center during registration. 
· All children will be held to the same behavioral standards.
Transitions
We do recognize that some children will change ages during the school year. However, it is WKA’s policy to transition children at the beginning of the following month.
PREVENTING ABUSE AND NEGLECT

 Preventing and responding to abuse and neglect of children, including:
(A) Our staff will have annual training on how to detect abuse and neglect. Our parents will be given a Keeping children safe brochure that will have information on who to call for abuse and neglect.
(B) All children will have a health check daily at the door upon entry. Children will be evaluated for bumps, bruises, running noses, fever and any condition that looks contagious, painful or causing any type of distress or injury to the child.                                                                                                                                                                                                                                                                                                       
(C) The teacher will document the condition on a daily health check form. We will also monitor the progression and the degression of this condition.
(D) If teachers and admin feel the condition is contributed to abuse or neglect; or the child is a victim of abuse or neglect; the teacher will report to DFPS, CCL and local authorities to obtain assistance and intervention. WKA will follow up with the agency to make sure that assistance and intervention is given to the child.
Termination and Expulsion Policy
At Winn Kids Academy, we strive to maintain a safe, respectful, and supportive environment for all children, families, and staff. To ensure clarity and fairness, the following outlines our policy regarding termination of childcare services: 
Termination by Parent/Guardian
Parents/guardians may choose to withdraw their child from care at any time. However, we require a written notice of at least two (2) weeks prior to the child’s last day of attendance.
· If less than two weeks' notice is given, the regular tuition for the full notice period will still be charged.
· All outstanding balances must be paid in full prior to the child’s last day.
· Any prepaid tuition beyond the two weeks required notice period will be refunded.
Termination or Expel by Winn Kids Academy
Winn Kids Academy reserves the right to terminate services at any time under the following circumstances:
1. Non-Payment or Habitual Late Payment
· Failure to pay tuition or recurring late payments may result in immediate termination.
2. Behavioral Issues
· If a child’s behavior poses a safety risk to themselves, other children, or staff, and efforts to resolve the issue have not been successful, care may be terminated with proper documentation.
3. Parental Conduct
· Disrespectful, disruptive, or inappropriate behavior by a parent or guardian toward staff, other children, or families may result in termination.
4. Non-Compliance with Policies
· Ongoing failure to follow center policies, including attendance, health protocols, or pick-up/drop-off procedures, may lead to dismissal.
5. Other Situations at Director's Discretion
· In rare circumstances, if the director determines that the center can no longer meet the needs of the child or family, services may be terminated with appropriate notice.
Immediate Termination
In cases involving serious threats to safety, violence, or unlawful conduct, immediate termination without notice may occur.

Final Notes
Our goal is always to work collaboratively with families to resolve issues before termination is necessary. Open communication is encouraged to ensure the best possible outcome for the child.
Administrative Concerns

1. To discuss concerns or address questions regarding policies and procedures, parents are asked to see the school assistant director or director. If there are continued concerns, parents are asked to make an appointment with the Administrator of WKA. Policies and procedures are reviewed with all new and prospective parents upon enrollment.
2. Parents are always welcome to visit his/her child’s classroom at any time. We do ask that the parent
Inform the school office prior to having lunch with their child. This will assist us with ensuring that there is adequate food available for the parents if they choose.
3.Parents are always welcome to participate in school activities including field trips, special events, and other special activities. We ask that those parents participating please sign up with their child’s teacher letting us know when you will participate and during what times.
0. WKA is governed by the Texas Department of Protective and Regulatory Services and  Child-Care Licensing Division. To operate in the State of Texas, we must follow the Minimum Standards Guide for Child Care Centers and Private Schools. This guide is in the WKA office and available for review. Parents are welcome to review this guide at any time; however, we ask that the guide remain in the office. It cannot be removed from the office.
1. Also, each year WKA is inspected by Child-Care Licensing. The result of that inspection is posted on the Parents Board and is always available for review.
2. At this time, WKA employees are exempt from required vaccines. 
3. If a parent has questions and/or concerns regarding how this facility operates, they may contact the local licensing office at 713-287-3238. If a parent suspects that their child has been abused while in care at WKA, they may contact the PRS Child Abuse Hotline at 800-252-5400. You can also download additional information regarding PRS at https://hhs.texas.gov
4. Photos of children will be kept on file for identification purposes and media only. Parents may opt out at any time.
5. These policies are subject to change in whole or in part by Winn Kids Academy upon one week’s notice. Any changes to the policies will be posted and sent to the parents through an email .
6. Any child that identifies with the opposite gender within themselves must use the bathroom in association of their own birth gender or what is documented on their birth certificate.

Accommodating Families and Children:
The use or disclosure of financial or other information concerning children or families will be limited to purposes directly connected to the program. No other use of this information may be made without the parent’s prior written consent. Legal parents/guardians shall have access to all information contained in their own child’s individual file.
Facility also accommodates with Spanish, other language, abilities, or cultural backgrounds. EX. Classroom posters and labels are in English and Spanish as well. Spanish speaking teachers are available in our facility as well.

Children are enrolled to Winn Kids Academy as space requirements permit without regard to race, color, sex, age, handicap, religion, or national origin.
       Revised 10/15/25
WKA Policies & Procedures






Affidavit for Receipt


I, _________________________________________________have read the policies and procedures for Winn Kids Academy Preschool and Daycare. I agree to adhere to all policies set by this institution to ensure that my child will receive quality care and instruction with excellence.

Parent Signature							Date

__________________________________                                        __________________

                      Winn Kids Academy
              Parents, Please BRING ON THE FIRST DAY
School Supply list for Infant to Pre-K.
[image: ] Change of clothing (4 sets)
[image: ] Diapers and or/ Pull ups
-Blankets for nap time (Parent must take home on Friday to clean)
-Box of baby wipes (for ALL ages and up) 
-Hand sanitizer (for ALL ages and up)
- Box of facial tissue (for ALL ages and up)
Parent, please sign that you have bought all items.


Parent:  __________________________

Staff:  ____________________________
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