Bedford Christian Academy 

Early Childhood Development Center

And

Montessori Preschool

PARENT HANDBOOK

Dear Parents,

We welcome your family to Bedford Christian Academy (BCA). We are looking forward to spending another school year together.  Your child’s safety and education are our top priorities.  We value you and your child as members of our school family.  

Please review our policies and procedures and be sure to contact me if you have any questions or concerns.

Again, welcome!  We look forward to a fantastic year being “busy bees” at BCA!

Sincerely,

Amy Fish

Bedford Christian Academy 

Owner/Director

amy@bedfordchristianacademy.org

817-545-5437




History & Mission of Program

The Fish Family and Their Dream School. . .

Amy and David Fish met at and graduated from Texas A&M University.  They married and located to the mid-cities area in 1994.  Amy entered the field of education and completed the teacher certification training program at UTA in 1996 while David became a tax professional.  Over the next eight years, Amy worked in Dallas and Irving Independent School Districts teaching elementary, junior high and high school levels.  Amy’s special commitments to education and varied teaching experiences have given her great insight into what it takes to help students be successful.  

After years of research and practical applications defining how children learn best, Amy created a program that takes the best of secular methods and materials and combines it with an excellent, Christian-based curriculum. 

After much prayerful consideration, David and Amy approached a church in Bedford to lease space to house Bedford Christian Academy & Montessori Preschool.  After a very successful first year, they decided to move their school to a new, bigger location in Emmanuel Presbyterian Church. The new location has both a Christian Preschool and a Montessori Preschool. The Fish Family welcomes you to bring your children here to experience education where children are cherished, nurtured and encouraged to develop a love for learning in a wholesome Christian environment.
Our Philosophy 

Bedford Christian Academy believes in teaching students how to reach their highest potential, both academically and as an individual through character development studies incorporating basic Christian principles and values.

The base of our academic program includes individualized instruction using Montessori Methods in a detailed and carefully structured program of activities designed to enrich the learning experience of every student.

We strive to help students discover the joy in learning so they will become lifelong learners, confident decision makers, solid team players and strong team leaders.  We believe in teaching each student to honor God by striving for excellence daily and making good use of the amazing resources God has provided.

Mission Statement

The mission of Bedford Christian Academy & Montessori Preschool 

is to provide a safe, secure, and academically excellent opportunity for education.  Our environment nurtures each individual student, helping them to grow academically, spiritually, socially and emotionally.

Non-Discriminatory Policy

Bedford Christian Academy will not discriminate against any family based on race, religious affiliation, ethnic origin, gender or for any other reason.
Enrollment Procedures

The following items are required to complete the enrollment process.

a. General Admission Information

b. Enrollment Agreement

c. Child Release Authorization

d. Medical forms: 

(i.) Documentation of current immunizations

(ii.) Doctor’s statement pertaining to health of child

(iii.) Vision & Hearing Screening

e. Transportation Permission

f. Field Trip/ Water Activity Form

g. Appointment of Agent: Emergency Medical Release Form

h. Parent’s Acknowledgement of receipt of a copy of BCA Parent Handbook

i. See separate Fee Sheet for Tuition & Fees

j. First installment of tuition paid in advance

k. Tuition Express Registration & Information

Group Size and Child Staff Ratios

Our program at BCA calls for close observation of each child’s behavior and actions daily as to document progress at various developmental stages.  We keep anecdotal notes and portfolios for assessment of what the child is learning and how we can better serve the child’s instructional plan.  For more information see Curriculum and Assessment.  Therefore, we try and maintain the lowest child: teacher ratio as possible.   All of our group sizes are appropriate for each individual room size per the state requirements.  

Special Needs

Bedford Christian Academy will make every effort to meet the needs of your child physically, emotionally, intellectually and socially within our abilities based on our staffing, student/teacher ratio and resources.  We will work with families in making necessary plans to accommodate your child’s special needs in our program.  We are able to serve some children with special needs, provided that the child’s needs do not require excessive periods of one-on-one attention or is disruptive to the classroom, and provided that no specialized training is necessary in order for a teacher to meet the child’s needs.  We look forward to working with you at every stage of your child’s development to ensure a warm, secure environment for your child to grow and learn.

Our Operational Information

Ages:
Serving children ages 6 weeks through 6 years. 

Also providing transportation from area public schools and after school care for children up through age 10. 

Hours:  6:30am – 6:30pm
Address:  2701 Harwood Road; Bedford, Texas 76021

Location:  Conveniently located off HWY 121 and nearby to Hwy 183.            Located inside the children’s center at Emmanuel Presbyterian Church 

Website:     www.bedfordchristianacademy.org
Phone Numbers: 
(817) 283-2321   School Main Line

(817) 545-5437   School Fax Line 

Email:
     amy@bedfordchristianacademy.org    (Administrator’s Email)

Holidays
BCA will be closed for the following holidays during the 2006-2007 school year: Labor Day (Sept. 4), Thanksgiving (Nov. 22), Christmas (Dec. 22, 25, 26), New Year (Jan. 2), Good Friday (April 6), Memorial Day (May 28).  There will be no tuition reduction for school holidays.
Flex-time

You will receive one week per year of flextime.  Flextime allows you to not pay for one week that your child is NOT in attendance.  You may use your flextime after your child has been enrolled 6 months.  You must request flextime two weeks in advance in order to be eligible to receive the flextime.  Flex days can be used one to five days at a time.  Flextime not used during the earned year will not carry over to the new school year.  Withdrawal from BCA will result in loss of flex days earned.  Children cannot be in attendance when using flextime.
Payment Requirements
Please see our Tuition and Fees schedule (available in the office) for your child’s tuition rate.  There is no reduction in tuition for illness, absences, holidays, extended absences, or inclement weather days.   We reserve your child’s spot in his/her classroom, therefore tuition is still due promptly even if they are not in attendance.  Our preferred payment method is Tuition Express, which is a convenient way to automatically pay your tuition weekly, monthly, quarterly, or yearly.  Please pick up a form on the table outside the office.  You can pay with cash or check by dropping you payment in the payment box located outside the office.  Tuition is due Monday morning. A late fee of $15 will be assessed after Tuesdays at 12:00pm.   Once tuition is past due by 3 days (Thursday), your child will not be able to attend BCA until your account is brought current.  

Late Pickup Fees:

For the convenience of our working parents, our school closes at 6:30pm.  Please make every effort to arrive at the school before this time.  In the event that you are late, a fee will be charged as follows:  $10 for pickup by 6:40pm,  $20 for pickup by 6:45pm, and $50 for arrival by 7pm.  Late Arrival fees are due when you pick up your child.  Any child not picked up by 7:00 pm will be considered abandoned and we will enforce our “Abandonment of Children” policy  (see below). 

Abandonment of Children Policy

Should a child not be picked up from BCA by 7:00pm, we will make every effort to contact the parents or other emergency contacts on the child’s enrollment forms.  If no one can be contacted, the staff in charge is required to notify Child Protection Services and the Bedford Police Department.  For this reason, it is imperative that you keep current your release authorization, phone numbers, and emergency contact information.

Bad Weather Closures

For the safety of our children, teachers and staff, we will close the school if weather makes it unsafe for our staff or students to travel to the school. In the event of bad weather, please tune to WBAP 820 radio or TV Channel 5 for announcements of school closings and late openings.  

There is no reduction in tuition for bad weather closure days.

Our Program

Bedford Christian Academy has a carefully chosen and comprehensive program, developmentally appropriate for individual age groups.  We offer an eclectic educational approach, electing to use the very best aspects of various educational materials and methods available.

Teachers evaluate each student and develop an individual learning plan for each to follow according to the student's interests and skills.  This customized educational approach creates a successful learner  -- one who loves to learn.  The student experiences academic success early and is encouraged to aim higher  -- to reach out to learn even more!

BCA’s rich academic program is committed to the education of the whole child.  We have a fun, active daily schedule, which allows students training and practice in the following areas: 

· Physical Education,

· Computers,

· Spanish, 

· Christian education,

· Music,

· Montessori and independent learning activities,

· Outdoor playtime,

· Sign language, and

· And much more! 

BCA Dress Code

We prefer, as a private school, that our students use the following dress code: khaki bottoms with a navy, light blue, or white top.   However, if for some reason this is not your family’s preference, Christian modesty and neatness must still be followed. These principles apply to all weekday school functions including extracurricular activities sponsored by BCA.   No sandals or flip-flops allowed.  Closed toe shoes are required.  If your child is potty training, please make sure that his/her attire allows them to independently use the restroom.  

A change of clothing must be provided and kept in your child’s cubby at all times. Because of the wide range of activities planned, it is recommended that your child be dressed in comfortable clothing.  While smocks are provided for gluing and painting, accidents do occur.  Since we do water activities, it is necessary that all ages have a change of clothes in their cubby at all times.  All extra clothing should be marked with your child’s name.  If wet or dirty clothes are sent home, please bring another change of clothes the following day. In the event that we do not have a change of clothes for your child, we will provide a Bedford Christian Academy T-shirt to your child and charge your account for the shirt ($10.00).   

After School Program for School Aged Children

BCA After School Program offers

· Outstanding location: easy access for parents on and off HWY 121

· Serving many elementary schools within the HEB Independent School District with safe transportation to BCA

· Coded keypad access on the front door to limit access to building except to parents and staff

· Healthy snacks served for after-school

· Time to unwind and relax after a long school day

· Homework and quiet activity time- tutoring available by certified teachers

· Academic tutoring on Tuesdays and Thursdays (alternating reading and math)

· Supervised outside play time on new bright fenced playground and play yard

· Inside fun activity time: computers, puzzles, reading club, chess club, arts & crafts, science activities and experiments, etc.

This is a fun, relaxing time for the students to engage in self-directed activities while interacting with different types of materials.  Students may work cooperatively with other students or on their own activity.

Bedford Christian Academy does not offer TV time or any inappropriate language or conversations crude in content.  BCA is a Christian Private School and provides a family safe, friendly, and appropriate Christian environment for growing children and preteens.

Release of Children

Safety of our students is of utmost importance. Children will be released only to the parent/guardian or an authorized person as designated by the parent Release Authorization form in the enrollment packet.   If you need to amend the Release Authorization form, please stop by the office. Under no circumstances can we release children based on telephone instructions. It is Bedford Christian Academy’s policy to check a photo-ID against our records for any individual who is listed in your child’s Release Authorization.  Please know that we follow these policies without exception. 

All parents are required to check-in and check-out their children using our keypad sign-in/sign-out station. Each student will be given a four-digit number for the parent’s to use for check-in and out purposes. Please ensure that your child is properly signed-in and out so we can properly account for all our students to ensure their safety.  It is very important that you escort your child to class. 

BCA’s Sick Policy

It is the goal of Bedford Christian Academy to provide a safe and healthy environment for your child.  In an ideal world we could accomplish this in a germ-free environment.  However germs are spread every day when two children’s worlds collide in our facility.  Even though we pride ourselves in adhering to proper hand washing and sanitizing procedures, germs are still spread.  With the help of parents keeping their sick children at home, we can help prevent the spread of even more germs and illnesses in our center.

When is your child too sick to attend school?  When they are displaying one of the following symptoms:

· Fever (99.4 degrees under arm reading)

· Diarrhea

· Vomiting

· Undiagnosed rash

· Red eyes with discharge

· Nose with colored discharge that requires constant wiping

· Headache that will not respond to ibuprofen or acetaminophen

· Cannot participate in the daily activities of the program

If your child develops any of these symptoms at school, you will be contacted and asked to pick up your child immediately.  If you cannot be reached within one hour, we will call one of your approved contacts.

Your child may return to school when he or she is symptom-free for at least 24 hours or has been on antibiotics for the appropriate time as determined by your child’s pediatrician.  If your child has been seen by a doctor and is told he or she may return to school sooner than 24 hours, please provide a note from the doctor.  Upon your child’s arrival, the administrator or your child’s teacher will conduct a health check to ensure your child is free of fever and any other obvious symptom.

Remember, proper hand washing at home helps prevent the spread of germs.  Please remember to wash your hands and the hands of your child often.

Medicine Dispensing Policy

Only medicine prescribed by a physician will be dispensed in our school.  It must be properly signed in and then locked in the appropriate storage area.  All medication must be in its original container with the child’s full name and dosage written on it.  The school will provide disposable medicine cups for dispensing medications; it is not necessary to include cups or syringes.

A member of the office staff or other designated staff member will dispense the medicine twice daily, at 11:00 a.m. and 3:00 p.m.  Medicine that is to be given only twice a day will not be dispensed twice at the center.  Therefore, please choose a time at home to dispense medicine to and another time (11:00am and 3:00pm) at the school.

All medicine must be properly signed in on the medication form in order to be dispensed.  Failure to properly sign in medicine will force the office staff NOT to dispense medicine to your child.  Please write your child’s name, prescription name and number, dosage, time to be given, and your signature on the medication form each day.  Please take home all medicines at the end of each day.

Medical Emergencies

In the event a medical emergency occurs at school the following steps will be taken to ensure the safety of the child.  We will administer first aid and CPR as necessary, contact the child’s physician or 911 as appropriate, and contact the child’s parents immediately.

Procedures for Parental Notifications

As part of our goal toward communicating with you about BCA, we will be using the following methods for communication:

Main Bulletin Board: Information about our licensing, daily snack and lunch menu, important notices, upcoming events, calendars and curriculum schedules can be found on our main bulletin board located outside the office right above our check-in station. 

Website: Information can also be found on our fully supported website at www.bedfordchristianacademy.org. Our website is kept current and updated frequently to keep you informed of any news or changes. 

Notes to the Parents: Teachers will periodically send progress reports home with children along with some of your children’s work. Sometimes important notices may also be sent with your child. Please be sure to check your child’s cubby daily.  .  

Sign-in/Sign-out Keypad: The office may periodically use the sign-in and sign-out keypad to communicate messages to the parents. 

Parent Box Periodically the office will have a note, an invoice, a flyer, or other items for you to take home. To help get these items to you we have set up a parent communication box. The parent box is located on the table outside the office will.   Also, note that the sign-in/sign-out keypad may periodically scroll a message for you to check the parent binder for such items. 

Email: You are always welcome to e-mail comments, concerns, or information to the administrator.  The administrator’s email address is amy@bedfordchristianacademy.org. You can also access the administrator’s email through the school’s website. We also plan to send out a monthly newsletter to those parent’s who subscribe. Please see our website for further details on how to subscribe to the monthly newsletter.

Telephone: You can telephone the school at anytime during the day or leave a message if you call after hours. The phone number at the school is (817) 283-2321.

Fax: You can fax the school anytime during the day or after hours at (817) 545-5437. You can use the fax line to fax permission slips, doctor’s health statement, special instructions and other important pertinent information.

In Person: Stop by to schedule an appointment to meet with the administrator or have a parent-teacher conference. We hold three regularly scheduled parent-teacher conferences during the year to update you on the progress of your child in addition to the other means of communication.  We will be more than happy to answer any questions or concerns that you may have.

Discipline and Guidance Policy

BCA recognizes discipline and guidance for what it is- an opportunity to teach students how to make correct choices regarding their own behavior and in their interactions with others.  Discipline at BCA is individualized and consistent for each child; appropriate to the child’s level of understanding; and directed toward teaching the child acceptable behavior and self-control.  We employ positive methods of discipline and guidance that encourage self-esteem, self-control and self-direction.

Please see Discipline and Guidance form included in your enrollment packet for more information.

Immunizations

According to Texas Department of Health Immunization requirements, each child enrolled in BCA must meet applicable immunization requirements.  All immunizations required for the child’s age must be completed by the date of admission.  Please provide a copy of the child’s immunization record at this time.  Any additional information regarding these requirements and/or exemptions can be found at www.tdh.state.tx.us/immunize.

Meals and Food Service Practices

BCA provides a morning and afternoon snack during school hours.  An additional snack is served during the after school program.  BCA cooks a hot, nutrition lunch daily.  We will post a menu outside the office each month.  

If you prefer, you can send a sack lunch with your child.  However, please do not send anything that requires heating or refrigeration.

Food service practices: BCA must ensure meals and snacks provided by the parent are not shared with other children.  Children with food allergies are at risk when consuming food prepared by someone other than their own parents.  If your child has food allergies, a statement from your child’s pediatrician must be provided to us in order for us to serve alternative snacks to your child than on the posted menu.  Parents must provide these alternative food items.  If you have religious dietary restrictions please speak with the Administrator.

Children are encouraged but never forced to eat new foods during snack and meal times.  We use this time to model good table manners and to reinforce the principles of children taking responsibility for the mealtime in setting the table, serving themselves, using good manners, and clean up after the meal or snack.

Naptime Procedures:  All classes will have an age-appropriate designated rest/quiet time. Each student will need to purchase and bring a rest mat and blanket.  Students unable to sleep will be allowed to do a quiet activity on their mat.  Bedding must go home weekly to be laundered. Mats will be sanitized daily and may be stored in the classroom.  Your child can also bring a favorite blanket, teddy, or doll for naptime. 

First Day Procedures:   

What does your child need to bring? Your child needs to bring any toileting supplies (diapers, wipes, cream if applicable), a change of clothes, a nap mat, blanket, any forms necessary for enrollment not already turned in to the BCA office, and any medications needed to be signed into the office. Most importantly, the child needs to bring their bright and shiny face along with his, or her, curiosity for learning.

Transportation

Students who have enrolled in the after school program will be transported to and from their school to BCA.  A transportation permission form will be included in the enrollment packet.  Please make sure to call the school- BCA if your child is not riding the school transportation for the particular schedule you set up with the office.  We do not leave the school pickup location without your child.  If you do not call BCA and we are looking for your child who isn’t riding that day, there will be a $25 inconvenience charge added to your account.

Enrollment Procedures

The following items are required to complete the enrollment process.

1.     General Admission Information

2. Enrollment Agreement

3. Child Release Authorization

4. Medical Forms:

a) Documentation of current immunizations

b) Doctor’s statement pertaining to health of child

 c) Vision & Hearing Screening

5. Transportation Permission

6. Field Trip/ Water Activity Form

7. Appointment of Agent: Emergency Medical Release Form

8. Parent’s Acknowledgement of receipt of a copy of BCA Parent Handbook

9. See separate Fee Sheet for Tuition & Fees

10. First installment of tuition paid in advance

11. Tuition Express Registration Form & Information

Field Trip Policies

During the school year, children ages 5 and up will take occasional field trips to off-campus locations in order to help reinforce concepts introduced in class. Each trip will be scheduled in advance and will incur a small additional fee to cover admission fees, ect.  

Field Trip Procedures:

· All children will be transported in vehicles operated by designated and licensed BCA employees.

· You will be given at least 48 hours advance notice of planned field trips with full details.

· A permission slip must be on file for your child to participate in field trips

· Adult/Child ratios in accordance with guidelines established by TDFPS will be adhered to.

· Each child will be properly restrained by a seat belt at all times the vehicle is in motion. Children may not remove their seat belts until our staff has instructed them to do so.

· First aid kits are carried in each van and with the staff on the field trips. 

· Staff also carries notebooks containing emergency contact information on field trips.

· For emergency purposes, a cell phone will be carried by one of our staff on all field trips.

Water Activities

BCA will limit water activities to water tables and sprinklers. Appropriate safety procedures as outlined by TDFPS will be followed when using water tables and sprinklers.

Procedures for Parent Visits

Bedford Christian Academy has an open door policy for parent visits.   We have installed a keypad access system to allow parents to come and go to visit their children anytime during school hours.  Please sign in with the office and receive a visitor’s badge before proceeding to your child’s class.

Procedures for Parent Communication and Concerns regarding BCA Policies

Addressing concerns of the parents is of vital importance to the BCA administration. Parents are always welcome and encouraged to address any comments, concerns or suggestions they have regarding any aspect of our program to the administrator.  Parents may call, e-mail, or send a note via the student to reach the administrator or teacher.  The parent concerns will be addressed courteously and immediately.  BCA values the partnership it has with the parents and works very hard to preserve this relationship.  Teachers are supervising their class during drop off and pick up times, so please feel free to schedule a conference so they can set aside time to visit with you regarding your child’s progress or classroom concerns.

Withdrawal from Enrollment

Parents may withdraw a child from the program for any reason by giving a two-week notice.  The notice of withdrawal should be written and given to the director or other office staff member.  You are responsible for paying for your child’s tuition through two weeks from the date written notification is given or through your child’s last day, whichever is longer.  If you remove your child without any notification, you are responsible for paying fees for your child’s space for two weeks. Withdrawal and subsequent re-enrollment will require additional registration fees and a loss of previously accrued flextime. 

Terminating the Service Agreement by Bedford Christian Academy

BCA is a private, Christian Preschool, and as such will not tolerate dangerous, violent, or disruptive behavior. We put the safety and health of our students and staff first.  We pride ourselves on providing a safe educational Christian environment for our students.  BCA will terminate its service agreement immediately under the following conditions:

· if the student’s behavior poses a safety risk or jeopardizes the educational environment for other students or staff by his/her behavior,

·  if the client’s account is past due,

·  if the child is left late excessively,

· if the client’s behavior is detrimental to other children in care.

·  if the client is physically, verbally, or emotionally abusive to Staff or other clients, or

·  if the Director determines it is in the best interest of the child or BCA that the child and/or client not return to BCA.  Should Bedford Christian Academy immediately terminate service, you are only responsibly for fees accrued through the date of termination.

Parent Participation in Operation and Activities (Volunteers)

All volunteers and contractors, whether paid or unpaid, who are regularly or frequently present at the BCA facilities will be properly screened and meet all minimum standards as required by TDFPS. Note that at no time will any volunteer or contractor be left alone with children unless all the background check requirements same as required by all BCA employees are met. Safety is our number one priority.

Procedures for parents to review copy of Minimum Standards and most recent copy of child care licensing report.

Bedford Christian Academy is licensed by the state under the Minimum Standard Rules for Day Care Centers published by the Texas Department of Family and Protective Services.  A copy of the Minimum Standard Rules by the TDFPS is available for review by parents at any time in the schools office. A copy can also be found at the state’s website at www.dfps.state.tx.us.   A copy of the school’s most recent licensing inspection will be posted on the main bulletin board.

Local Licensing Office address and phone numbers

You can contact Child Care Licensing by calling the hotline at 1-800-252-5400 or by accessing the Texas Department of Family and Protective Services website at www.dfps.state.tx.us.  Local phone numbers: 817-321-8623.  1501 Circle Dr. Ste. 310 Ft. Worth, TX 76119.

