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Parent/Family Handbook

2024-2025
Please retain for your records.
Operating Hours 
Life Springs Church Academy is open Monday through Friday 7 AM to 6 PM. We follow the Pike County School System open and closure policies. Parents/Guardians are allowed to visit anytime during opening hours, but please make management aware that you are visiting the premises.
Holiday/Break Closures
Life Springs Academy follows Pike County School System holiday/break closure policies.  All early closings will be posted accordingly. Break care is available at an additional cost.
Weather or Emergency Closures
The program will run under regular operating hours unless severe weather prevents children and staff from arriving safely at the facility.  It may be necessary to close early due to poor conditions (i.e. ice and snow).  When severe weather occurs, please call the Director and/or facility prior to arrival for information on the changes in operating hours. School closure due to inclement weather does not decrease the cost of tuition.
Transportation
Life Springs Academy will transport enrolled after school children to Life Springs Church daily by bus. The Life Springs Academy bus is marked on each side of the bus.
Enrollment
All forms are provided with your Life Springs Academy enrollment package. Enclosed you will find the following forms which must be completed PRIOR to your child attending the program: Child Enrollment, Emergency Medical Information, Transportation Agreement, Vehicle Emergency Medical Information, Parental Agreement with Childcare Facility, Policy and Procedures, Parents or Guardian’s Notice of No Liability Insurance and Acknowledgement, Use of Photography/Video Agreement, and Authorization to Dispense External Preparations.
Emergency Information
It is imperative that emergency contact information for each family is up to date.  This includes current address, updated phone numbers, medical and allergy changes for your child as well as individuals authorized to pick up your child from the program. If you have someone different picking up your child, you must come to the school and add them to their pickup list before they will be allowed to pick your child up.  
Tuition Payments & Registration Fees
Tuition for students is listed below. Preschool tuition is due on the 1st of each month and will be considered late after the 10th of each month. A $10 late charge will be added to late payments. Weekly after-school tuition is due on the Friday before and will be considered late on the Tuesday of each week. A $5 late fee will added to each late payment.
	
	Classes
	Hours 
	Ages
	Tuition
	

	
	½ Day 2 Day (T/TH)
	9am-12pm
	2 Years Old
	$165/month
	

	
	1/2 Day 3 Day (M,W,F)
	9am-12pm
	2-3 Years Old
	$ 220/month
	

	
	1/2 Day 5 Day
	9am-12pm
	2-4 Years Old
	$275/month
	

	
	Full Day Preschool
	7am-6pm
	2-4 Years Old
	$495/month
	

	
	After School *
	3pm-6pm
	Pre K- 5th grade
	$60/week
	

	
	Breaks
	7am-6pm
	2-12 Years Old 
	$125/week
	

	
	
	
	
	
	


If you are unable to pay, please see administration for need-based assistance.  
After TWO checks have been returned to the program for any reason, your right to pay by check will be suspended. All late payments will be added to your current balance as well.
Termination of Services
You are required to give two weeks notice when withdrawing from the Life Springs Academy. Failure to provide notice to management will result in a charge of the two weeks tuition. 

Failure to pay tuition and other fees in a timely manner may result in termination of services for your child.  
Children who are continually disruptive or a danger to themselves or others (children and staff) will be withdrawn at the discretion of our management team with or without notice.  Verbal or physical abuse by children or parents will not be tolerated by any staff member in this facility. Parents will be contacted to pick the child up if the behavior cannot be corrected with the center’s redirection. If you are called to pick up your child an approved pickup person must be here within the hour to pick the child up. Life Springs Academy reserves the right to discontinue services with or without notice at any time.
Children’s Files
Parents or legal guardians may access their children’s files with a written request to the program director.  All information and documentation contained in the children’s files (excluding the immunization record) is the sole property of the program.  Per our state licensing agency, we are required to keep all files on site for one year.  Please be sure to keep all information updated with Life Springs Academy at all times. 

Illness
If your child should arrive at the program ill with a fever, vomiting, or diarrhea they will not be allowed to remain in the program that day and may not return until they are symptom free for 24 hours.
In the event your child becomes ill at the program, parents will be contacted to pick up your child. It is necessary that you arrive at the school within 2 hours after being contacted.  Children will be sent home or cannot attend if they have a fever of 100 or higher or exhibit any symptoms of diarrhea, sore throat, rash, respiratory distress, infestation (lice, etc.), upset stomach, severe coughing, vomiting, etc.  After an illness, a child cannot return to the program until they have been fever free for 24 hours and symptoms of their illness have dissipated.  In some instances, a child may not be allowed to return to the program without a signed physician’s statement. Life Springs Academy will contact parents to advise of an exposure to a communicable illness within their child’s class. The communicable disease chart provided by Bright from the start is posted on the parent bulletin board.
All children must have and maintain a current immunization record or have a signed affidavit within 20 days of enrollment stating a legal reason why their immunizations are not up to date or students will be subject to withdrawal. No child can continue enrollment for more than 30 days after a certificate expires. 
Medications
LSA can administer medications only with written authorization from the parent/guardian. Written authorizations are limited to two weeks and must include date, full name of child, name of medication, prescription number (if any), dosage, date(s) to be given, time to be dispensed, and parent signature. All medications should be in the original bottle and will be kept in the office and administered by the Director or coordinator(s). If your child requires medication for longer than two weeks you must turn in a medication administration form signed by the prescribing doctor. 
Personal Belongings
Life Springs Academy is NOT responsible for lost or stolen property (including toys, jackets, hats, etc.) It is the parent’s responsibility to label all items of clothing with the child’s first and last name.
Discipline
As children develop, they are learning how to share, care for and display positive behavior. Life Springs Academy will take every opportunity possible to turn inappropriate behavior into a learning experience. We will offer choices, redirection, and guidance to assist children with challenging situations. Our teachers will use adequate, current, and innovative training methods to maintain classroom management and to teach children to exhibit positive behavior in any circumstance.
If a student has an ongoing behavioral issue that is disruptive to the class, we will first meet with the parents to plan for future improvement. If the issue continues, we will then ask the student to stay home for a short period (2-5 days). Lastly, if we cannot help resolve the issue, Life Springs Academy will withdrawal your child and terminate services. 
State Mandated Reporting Procedures
All employees working in childcare are required by law as mandated reporters to report evidence of suspected child neglect or abuse to the local and state authorities. All employees of Life Springs Academy have completed a 2-hour training course on mandated reporting. Employees who fail to report can be held accountable and subject to legal action. Individuals are not permitted to interfere with an attempt to report suspected child abuse or neglect. If you have any questions regarding this policy, please speak with the Director.
Programming
Our daily program schedules provide the children with opportunities to participate in small and large group time, outside play, crafts, music, STEM, and group Bible lessons. Our programs encourage children’s social, emotional, physical, and cognitive growth, and development. Classroom arrangements are developmentally appropriate for each age group that we serve.
Life Springs Academy will use a daily lesson guideline as required from GA DECAL Bright from the Start.
Birthdays and Other Special Occasions
Birthdays are an exciting time for children.  We welcome parents to bring food in for these special occasions but ask that they please check with the staff prior to the special occasion. Due to food allergies, we ask that all food items are store-bought or prepared in-store. 

Arriving and Leaving Each Day
It is important to notify Life Springs Academy of your child’s attendance. Please message Life Springs Academy through the Bright Wheel app to notify us of your child’s absences. 
Parents must sign out their children each day as required by Bright from the Start Department of Early Care and Learning. Approved pick-up people must be added to the Bright Wheel app by the parent and must have their own Bright Wheel code to pick up child. If the individual picking up your child does not have their own code they must show their photo ID and be verified to be on the pickup list by a Life Springs Academy employee.
Custody Issues / Visitation
Please ensure that the program is aware of custody issues and visitation schedules.  If a parent is denied custody or visitation, the program will need a copy of the legal documentation.  We CANNOT deny a parent’s rights without proper verification or documentation.  
Accidents and Injuries
Minor injuries will be treated on site with first aid. An Incident Form will be completed by staff members and given to you when you arrive to pick up your child. If necessary, prior to your arrival we will call and advise you of the incident and what medical steps have been taken. If medical transport is required, a member of our staff will accompany your child to a Medical Center and wait with them until your arrival. Please remember to keep your contact information updated. It is of the utmost importance that we can always reach you or an emergency contact.
Emergency/Weather/Evacuation Plans
We will make every effort possible to ensure the safety of each child every day. The children and staff will participate monthly in fire and emergency drills, which will be documented. All adults on the premises will assist with evacuating the students. Evacuation plans are posted in each classroom indicating the exit routes in case of a fire. In the event of an evacuation, children will be escorted to the pavilion next to the facility near the walking track.
Late Pickup
Please make every effort to arrive on time to pick up your child. If you realize that you will not arrive by closing time to pick up your child, please make arrangements with one of your approved contacts.  If you have not picked up your child 30 minutes after closing, we are required to contact the Department of Family and Children Services or local authorities to advise them of the situation. If a child is taken into protective custody by authorities, you will be notified that this action has taken place and contact numbers will be provided to you.

When a child is picked up after closing time the following charges apply: 

•  1-15 min = $5 a child

•  16-30 min = $10 a child

•  Over 30 min = $20 a child
Meals & Snacks
Our center does not provide routine meals and/or snacks for morning or lunch. Parents will be responsible for providing nutritious snacks and meals daily as appropriate. Life Springs Academy does provide a nutritious afternoon snack. We do ask that each child bring their own cup of water bottle daily. Please be sure to inform the director and your teachers of any allergy upon enrollment. 

Thank you for choosing Life Springs Academy!
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