
	

Parent Handbook 2021-2022 

Vision 
The vision for The Academy is to become a fully accredited K-12 school, 
complete with competitive sports and vibrant student life activities. Our 
students will be challenged by rigorous academic standards and will grow 
in their character and spiritual foundation. We will provide Kindergarten, 1st 
Grade, 2nd Grade, 3rd Grade, and 4th Grade for the 2021-2022 school year 
and will continue to add at least one grade per year. 

Program Information 
2020-2021 
Days and Hours of Operation 

Monday-Friday 
8:00am-3:00pm School Day 

We follow the Allen ISD school calendar. Allen ISD typically releases their 
calendar for the upcoming school year in March. 

Ages 

Kindergarten: 5 Years Old by September 1st, 2021 
1st Grade: 6 Years Old by September 1st, 2021 
2nd Grade: 7 Years Old by September 1st, 2021 
3rd Grade: 8 Years Old by September 1st, 2021 
4th Grade: 9 Years Old by September 1st, 2021  
*An exception can be made for September birthdays based on a one on one Elementary 
Director evaluation.  

Enrollment Fee 

All registration fees are non-refundable and are due at the time of 
acceptance into The Academy at Church Eleven32. 

$500 New Students - Payment due upon admittance  
$400 Returning Students - Payment due on June 5th  

Tuition Fees 

Monthly Tuition payments are due on the 5th of each month and become 
past due on the 15th. You may choose to pay your tuition annually, on a 9 
month payment plan (Jul-March), or an 11 month payment plan (July-May).  

Kindergarten - $6,500/year 
1st Grade - 4th Grade - $7,500/year 



A $15 late fee will be charged for any payments made after the 15th. 
Payment is expected for all children enrolled, whether present or not. We do 
not adjust your tuition if your child does not attend, nor will any refunds be 
given for missed days due to inclement weather or illness. Please remember 
that you are paying for the space reserved for your child, not your child’s 
attendance.  

Tuition can be paid online using your family’s personal link to our tuition 
portal. You will receive this link one month before your fist payment is due.  

Application Process 

The Academy at Church Eleven32 is a Christ centered school that values 
partnership with families. Our admissions process is designed to give you all 
the information you need to make a decision about enrollment in our 
school, and to give us all the information we need to determine how we can 
be of help to your child and your family. We do require at least one parent 
to be a Christian, and we value involvement in a local church body.  

Step 1: Attend an Academy Interest Night or on-site tour with our 
Administrator 

Step 2: Submit Online Enrollment Application - $50 
Step 3: Submit Documents to theacademy@churcheleven32.com - 
Birth Certificate, Immunization Records, and Previous School Records 
as well as any additional educational or diagnostic testing results (for 
new 1st Grade-3rd Grade students only) 
Step 3: Individual Student Assessment 
Step 4: Family Interview 
Step 5: Acceptance Decision 

Registration 

The Academy at Church Eleven32 does not discriminate in enrollment or 
dismissals on the basis of race, color, sex, national origin or handicap. 
Registration is open first to members of Church Eleven32, and then to the 
public.  If you are enrolled with a permanent position in the current school 
year, you will have priority in enrolling the next school year. Our currently 
enrolled families are given the opportunity to register their children for the 
upcoming school year in the beginning of January. At this time a new 
enrollment application must be completed and re-enrollment fees 
collected. Enrollment is then opened up to the public on the first Monday in 
February on a first come, first serve basis. When classes are full, applicants 
will be placed on a waiting list. 

Please note when creating our class lists we do not place children in classes 
from parent request for teachers, friendships, etc. You are welcome to make 
a request but we cannot guarantee it will be granted.  

Withdrawal From School 

Parents wishing to withdraw a student must notify the Elementary Director 
in writing. A parent/guardian is required to officially withdraw a student by 



signing a Parent Authorization to Withdrawal Form. If a student withdraws 
from school, tuition and fees for the entire school year are still required 
according to the terms of the signed Financial Agreement Form.  

Financial Information 
Enrollment Fee 

An enrollment fee is charged each year and is due upon acceptance into 
The Academy, or in June for current students. This fee covers the following 
costs: entrance testing, achievement testing, processing of application, and 
setting up permanent records for each student, as well as specific 
classrooms supplies and curriculum. 

Enrollment fees are not refundable. They will only be refunded if the student 
is being denied admittance, or if there is documentation presented that a 
family is being relocated over a 50-mile radius away from the school before 
the school year begins. 

New Student Enrollment Fee: $500 
Current Student Re-Enrollment Fee: $400 

Tuition 

Kindergarten Tuition: $6500 
1st Grade – 4th Grade Tuition: $7500 

Tuition is paid online and families can choose to pay on a 9 month payment 
plan (July-March) or an 11 month payment plan (July-May). There is a 5% 
discount for paying the full year’s tuition by August 1st.  A sibling discount 
of 10% will apply on the second child enrolled. 

9 Month Payment Plan from July 2021-March 2022 
 $722/month for Kindergarten 
 $833/month for 1st Grade – 4th Grade 

11 Month Payment Plan from July 2021-May 2022 
 $590/month for Kindergarten 
 $681/month for 1st Grade – 4th Grade 

Tuition does not include all costs which may be incurred by the family. 
Examples of such costs: field trips, uniforms, and school supplies. 

Delinquent Accounts 

The Academy at Church Eleven32 reserves the right to terminate the 
attendance of any student when payment of tuition is more than one 
month past due. If you have a special situation regarding your income, 
please talk to the Director. Because the school depends on tuition to 
operate, ALL parents must keep tuition current. The following procedure is 
used in dealing with delinquent accounts.  

Step 1: Tuition is due on the 1st of the month 



Step 2: Tuition is late after the 15th of the month (an email will be sent 
 from our administrator)  

Step 3: You will receive a call from the Director to discuss payment 
arrangements if your payment has not been received on the 20th of   

 the month.  

In the event that payment is not received in full by the 25th of the month, 
the child(ren) may be removed from the school unless parents make other 
arrangements in writing with the business administrator. The terms and 
conditions for payment must be fully and promptly met.  

Daily Policies and Procedures 
Curriculum 

The Academy at Church Eleven32 exceeds all requirements outlined by the 
Texas Education Agency. We use the Texas Essential Knowledge and Skills 
guidelines as a framework to engage students and foster their love for 
learning while ensuring that we are meeting and/or exceeding all of the 
standards outlined by the State of Texas. Our small class sizes enable us to 
have plentiful one-on-one time with each student as well as the ability to 
differentiate learning when necessary.  

We use the Reader’s Workshop and Writer’s Workshop model in each grade 
level. Our reading curriculum has a strong phonics base which is beneficial 
for the development of reading skills. In the younger grades we use phonics 
games, sight words, and take home readers to encourage the development 
of strong readers. In our older grades we read a variety of different texts, as 
well as perform novel studies together as a class. 

We utilize a blend of Guided Math and Singapore Math curriculum in each 
grade level. The Singapore math method is a highly effective teaching 
approach originally developed by Singapore’s Ministry of Education for 
Singapore public schools. The method has been widely adopted in various 
forms around the world over the past twenty years following our 
introduction of the curriculum to the U.S. in 1998. Singapore consistently 
ranks at the top in international math testing. The intentional progression of 
concepts in the Singapore math approach instills a deep understanding of 
mathematics. The Singapore math method is focused on mastery, which is 
achieved through intentional sequencing of concepts. Some of the key 
features of the approach include the CPA (Concrete, Pictorial, Abstract) 
progression, number bonds, bar modeling, and mental math. Instead of 
pushing through rote memorization, students learn to think mathematically 
and rely on the depth of knowledge gained in previous lessons. Guided 
Math enables us to use stations and math games to further grasp math 
concepts. We are firm believers in using multiple different teaching 
strategies in the classroom, since each student learns differently. The 
curriculum is designed to think about mathematical relationships and 
concepts and to explore the “why” not just the “how”.  



Students at The Academy at Church Eleven32 receive instruction in various 
subject areas that constitute a well balanced curriculum including Bible, 
language arts, mathematics, science, social studies, physical education, 
music, art, computer literacy, STEM, Spanish, and study skills. 

Uniforms 

Students are required to wear uniforms everyday. Uniform tops (polos, 
cardigans, dresses, jackets, etc.) and girls skirts are ordered directly our 
French Toast Online School Store: https://www.frenchtoast.com/schoolbox/
schools/the-academy-at-church-eleven32-QS647P3. Boys may wear black, 
grey, or khaki pants from the uniform line at Old Navy or Children’s Place, or 
through H&M Kids. Girls may wear black, grey, or khaki pants or shorts from 
the uniform line at Old Navy or Children’s Place, or through H&M Kids. Girls 
may also wear skirts from French Toast, Tennis shoes or dress shows must 
be worn each day. Girls may wear black leggings or tights underneath their 
skirts, however, no patterned leggings or socks are allowed. 

Peanut Free School 

The Academy at Church Eleven32 is a peanut free zone. Please be mindful 
of any food items you send in your child’s lunchbox and ensure that they 
do not contain nuts of any kind.  

Snacks 

Parents must provide a nutritional snack to be served at snack time.  

Lunch 

The Academy at Church Eleven32 does not supply children with lunches. 
Children need to bring their own lunch with a water bottle. Please note food 
allergies on your enrollment form. Please send nutritious foods that do not 
need to be heated or refrigerated. Send a prepared lunch that your child 
can handle easily. Follow these simple rules when packing a lunch: 

• We suggest that the lunch be made up of primarily finger foods that 
can be served with little assistance. 

• Pack any utensils needed in their lunch (i.e. spoon, fork). 
• Please be sure your child’s name is on his lunch box, cup and all other 

containers.  
• We understand that children sometimes go through picky phases. 

Please do your best to pack healthy and nutritious foods to fuel your 
child during the day 

Supplies Required 

We will email a school supply list at the beginning of August. Parents will be 
instructed to bring their child’s school supplies with them to Meet the 
Teacher night.  All other classroom supplies will be provided.  

Items To Bring To School 
• Backpack large enough to hold multiple items 
• Lunch, snack, and water bottle 

https://www.frenchtoast.com/schoolbox/schools/the-academy-at-church-eleven32-QS647P3
https://www.frenchtoast.com/schoolbox/schools/the-academy-at-church-eleven32-QS647P3
https://www.frenchtoast.com/schoolbox/schools/the-academy-at-church-eleven32-QS647P3


• Small jacket during cold weather months 
• All necessary school supplies 

Toys 

The Academy at Church Eleven32 cannot be responsible for lost or broken 
toys or games brought from home so we ask that personal toys not be 
brought to school.  From time to time we will have “Show and Tell” days 
where it is appropriate for your child to bring one of their favorite items to 
school. 

Birthdays 

We would love to share with you in celebrating your child’s birthday! Please 
inform your child’s teacher one week ahead of time if you would like to 
provide a special treat. We ask for one week’s notice so we can inform 
parents of children with food allergies and/or dietary restrictions and give 
them an opportunity to send their child with an alternate snack for that 
time. 

Change of Address 

A change of address or phone number should be reported immediately to 
the school office. Change of employment or “in case of emergency contact” 
phone numbers should also be reported immediately. 

Confidentiality 

The Academy at Church Eleven32 knows and understands the importance 
of trust between parents and teachers/Directors. Our door is always open 
to you and we encourage you to schedule a conference with the teacher or 
the Director should a situation arise that needs to be discussed.  

Homework Policy 

The Academy at Church Eleven32 does assign homework to students in 
every grade to promote responsibility, parent involvement, and sharpening 
of student’s academic skills. Homework may include nightly reading, at 
home skill practice, or work that was not completed in class. Homework 
should not take the student more than 30 minutes to complete. If 
homework is habitually not done/forgotten a parent/teacher conference 
may be called.  

Attendance Policy 

The Academy at Church Eleven32 and Texas School Law require that 
students punctually attend all scheduled classes in which they are enrolled. 
The Texas Education Code requires that all students be in attendance for a 
minimum 90% of the scheduled school days for the year. Failure to meet 
this attendance requirement may necessitate a student being retained in 
his/her current grade level for the following year or jeopardize a student’s 
continual enrollment. A student absent more than 18 days in a school year 
will not meet the minimum attendance of 90%. The Academy at Church 
Eleven32 reserves the right to review all cases of excessive absences. 



Absences  

Please call the school or email theacademy@churcheleven32.com by 
9:00am if your child is going to be out of school and give the reason for 
their absence. Please provide a parent note or Doctor’s note upon their 
return to school or the absence will be marked as “unexcused”. Tardies and 
absences will be recorded in your child’s profile. If your child has too many 
excused/unexcused absences a family meeting with the Director may be 
necessary. 

Absences are excused for the following reasons: 
1. Legitimate illness 
2. Illness in family that requires the student to be absent from school 
3. Death or emergency in immediate family 
4. Medical appointments 

Any other absence will, unless approved by the administration two school 
days prior to the absence, will be considered unexcused. Because of the 
education importance of class participation, students are strongly 
discouraged from class absences due to trips or family vacations. If a 
student is habitually absent, a parent teacher conference might be called. A 
compulsory attendance notification will be sent to the parent if a student 
has unexcused absences on 10 or more days, or parts of days, within a six-
month period; or three days or parts of days during a four-week period. 

Make-Up Work 

It is the responsibility of the student to make arrangements with the 
teacher about work that was or will be missed during the absence. Parents 
must call the school office by 9:00a.m. in order to pick up your child’s work 
on the day of his absence. A student must make up his or her work in the 
same number of days missed unless special permission has been granted 
by the teacher. If a test or other work was assigned while the student was in 
school, the student must be prepared to take the test or turn in the work on 
his or her return. In cases of emergency or extreme illness, the teacher may 
allow additional days. If the student was absent when the test or 
assignment was made, the teacher will allow for a rescheduling of the test 
or work.  

E-Mail  

Each teacher has a school email account. Parents are encouraged to 
communicate with the teachers through email.  

Cell Phones/Electronic Devices 

Elementary students are not allowed to carry cell phones or electronic 
devices to school. Violations of this policy will result in confiscation of the 
device. It will only be returned to a parent after a parent, student and 
Elementary Director conference.  

mailto:theacademy@churcheleven32.com


Please note: For safety reasons cell phone use is discouraged by parents 
during carpool, drop-off and pick-up. 

Textbooks 

The student will pay the cost of replacing lost or damaged textbooks. 

Conduct and Discipline Management 

Discipline  

Each student in The Academy at Church Eleven32 is expected to behave in 
such a manner as to reflect Christ and bring credit upon the student, the 
school, and the home. The Apostle Paul, in Philippians 2: 2 - 5, wrote for 
Christians to " be like-minded (with Christ), having the same love, being one 
in spirit and purpose. Do nothing out of selfish ambition or vain conceit, but 
in humility consider others better than yourselves. Each of you should look 
not only to your own interests, but also to the interests of others. Your 
attitude should be the same as that of Christ Jesus.” It is our desire to 
promote a high standard of personal conduct in our students. We believe 
the highest pattern for Christian conduct is found in conforming to the 
image of Christ (Romans 8:29). It is expected that all Academy students 
conduct themselves in a manner consistent with Christian values. Respect 
and love of others should be a pervasive theme guiding all student 
interactions.  

*Students will show respect for the school facilities, property, and 
equipment through their proper care and use.  

*Students will show respect to the administration, faculty, staff, 
parents, visitors and to fellow classmates. 

*Student behavior will never jeopardize another student's 
opportunity to learn. 

The Academy at Church Eleven32 chooses to encourage the development 
of positive character qualities such as obedience, truthfulness, self control, 
diligence, patience, fairness, goodness, compassion, initiative, and 
responsibility.  

Behavior requiring discipline will be addressed by the teacher in charge. 
When efforts to correct the problem prove unsuccessful, the teacher will 
request the involvement of parents. If the teacher and the parent cannot 
resolve the problem, the administration will then become involved.  

Discipline and punishment are not considered synonymous. Discipline is 
guidance and direction toward acceptable behavior, which develops self-
control in the child. Remember, "No discipline seems pleasant at the time, 
but painful. Later on, however, it produces a harvest of righteousness and 
peace for those who have been trained by it." (Hebrews 12:12) 



Discipline Plan 

Each classroom will have rules dealing with behavior in the following areas:  
1. Following directions.  
2. Raising hand to speak and waiting to be called upon.  
3. Respecting others  
4. Proper hall behavior  
5. Demonstrating Christ-like behavior  
6. Late or unfinished class work/homework  
7. Preparation for class 

Each classroom in grades Kindergarten – 4th Grade will follow the same 
order of consequences:  
1. Verbal warning.  
2. Student loses 5-10 mins of recess or Specials.  
3. Student will miss all of Specials or has a time-out in class during activity 
time, and a note will be sent home to parent.  
4. Student sent to Elementary Director 

The Academy at Church Eleven32 reserves the right to dismiss a child for 
serious behavior problems, non-compliance with our policies, or non-
payment of fees. Written or verbal communication will be given before a 
dismissal notice is issued. All necessary means will be pursued to resolve 
the problem before any child is dismissed from the school. 

Bullying 

No student will be allowed to engage in any form of bullying or encourage 
another in bullying. According to the Department of Health and Human 
Services, bullying is aggressive behavior that is intentional, repeated over 
time, and involves an imbalance of power or strength. Bullying happens 
when someone hurts or scares another person on purpose and the person 
being bullied has a hard time defending him or herself.  

Types of bullying include:  
1. Physical (such as pushing or hitting)  
2. Verbal (such as name-calling or threats) 

  3. Psychological and emotional (such as spreading rumors or 
excluding others from conversations and activities, including electronic 
medium) 
  

 Health and Wellness 

Covid-19 Response Plan 
The conditions surrounding the COVID-19 pandemic are continually 
evolving, and The Academy at Church Eleven32’s Covid Response Plan will 
be constantly evaluated to adapt to the continuing trends of the COVID-19 
virus, especially in the City of Allen and Collin County. 

Please know that The Academy at Church Eleven32 will follow 
recommendations for school opening and operation from the Centers for 



Disease Control (CDC), as well as state and local health officials. 
Circumstances related to COVID-19 may change throughout the coming 
school year, and this document will be updated as conditions change.   

Infection Control Measures 

• Staff and teachers are recommended to wear face coverings (face 
mask or face shield) during non-instructional times, ie, when in 
hallways, the classroom, common areas and during arrival and 
dismissal.  

• It is optional for students to wear face coverings when on campus. 
• Monitored and limited access to water fountains for filling of water 

containers only. 
• Restroom capacity examined and 20 second hand washing practices 

monitored. 
• High touch areas sanitized multiple times throughout the day.  

Learning Environments 

• Daily wiping of high hand-touch areas.  
• Hand sanitizer in each classroom, entrances, and throughout 

common spaces.  
• Classrooms sanitized every day upon dismissal.  
• Class sizes limited to 14 students. 

Health Screenings 

• Staff required to complete a daily health screening. This includes a 
temperature under 100.0, no symptoms of Covid-19, and no “Close 
contact” to lab-confirmed cases of Covid-19.  

• Students required to complete daily health screening. This includes a 
temperature under 100.0, no symptoms of Covid-19, and no “Close 
contact” to lab-confirmed cases of Covid-19, and fever free without 
medication for 72 hours. 

• Visitors required to complete health screening upon entry into the 
building. This includes a temperature under 100.0, no symptoms of 
Covid-19, and no “Close contact” to lab-confirmed cases of Covid-19.  

Symptoms of Covid-19 Include:  

• Feeling feverish or a measured temperature greater than or equal to 100.0 
degrees Fahrenheit  

• Loss of taste or smell  

• Cough  

• Difficulty breathing  

• Shortness of breath  

• Headache  

• Chills  

• Sore throat  

• Shaking or exaggerated shivering  



• Significant muscle pain or ache  

• Diarrhea 

Close Contact 

“Close Contact” to a lab-confirmed case of Covid-19 is defined as: 

a. being directly exposed to infectious secretions (e.g., being coughed on 
while not wearing a mask or face shield); or  
b. being within 6 feet for a cumulative duration of 15 minutes, while not 
wearing a mask or face shield; 

if either occurred at any time in the last 14 days at the same time the 
infected individual was infectious.  

Individuals are presumed infectious at least two days prior to symptom 
onset or, in the case of asymptomatic individuals who are lab-confirmed 
with COVID-19, two days prior to the confirming lab 
test. 

Individuals Confirmed or Suspected with COVID-19  

Any individuals who themselves either: (a) are lab-confirmed to have 
COVID-19; or (b) experience the symptoms of COVID-19 (listed above) must 
stay at home throughout the infection period, and cannot return to campus 
until The Academy screens the individual to determine any of the below 
conditions for campus re-entry have been met:  

• In the case of an individual who was diagnosed with COVID-19, the 
individual may return to school when all three of the following criteria 
are met:  
1. at least three days (72 hours) have passed since recovery 

(resolution of fever without the use of fever-reducing 
medications);  

2. the individual has improvement in symptoms (e.g., cough, 
shortness of breath); and  

3. at least ten days have passed since symptoms first appeared. 
• If the individual has symptoms that could be COVID-19 and wants to 

return to school before completing the above stay at home period, 
the individual must either (a) obtain a medical professional’s note 
clearing the individual for return based on an alternative diagnosis or 
(b) receive two separate confirmations at least 24 hours apart that 
they are free of COVID via acute infection tests at an approved 
COVID-19 testing location found at https://tdem.texas.gov/covid-19/. 

Required Actions if Individuals with Lab-Confirmed Cases Have Been in 
School 

1. If a student or teacher at The Academy at Church Eleven32 has lab-
confirmed to have COVID-19, we will notify the local health department, in 
accordance with applicable federal, state and local laws and regulations, 
including confidentiality requirements of the Americans with Disabilities Act 
(ADA) and Family Educational Rights and Privacy Act (FERPA). 

https://tdem.texas.gov/covid-19/


2. The Academy will close off areas that are heavily used by the individual 
with the lab-confirmed case (student, teacher, or staff) until the non-porous 
surfaces in those areas can be disinfected, unless more than 3 days have 
already passed since that person was on campus. 

3. Consistent with school notification requirements for other communicable 
diseases, and consistent with legal confidentiality requirements, The 
Academy at Church Eleven32 will notify all teachers, staff, and families of all 
students if a lab-confirmed COVID-19 case is identified. 

Academy Online  

If we have a lab-confirmed case of COVID-19 on campus we will follow the 
direction of the local health department. This may include transitioning to 
online learning for five to fourteen days.  

We are prepared to transition to online learning whenever necessary. In the 
event of a lab-confirmed case of Covid-19, we will switch to live online 
classes every day through Google Classroom Meets. Kindergarten and 1st 
Grade will have class from 9:00am-11:00am, and 2nd and 3rd Grade will have 
class from 9:00am-12:00pm. All schoolwork will be provided for parent pick-
up. The teachers will walk their students through their schoolwork each day, 
with the goal of minimal to zero homework. All work completed during 
Academy Online will be turned into the teacher for grading purposes.  

Students will need to have access to an iPad, tablet, or computer in order to 
access Google Classroom and Google Meets. If your student is in need of a 
device for online learning please reach out to the Elementary Director.  

Attendance 

Per Texas Education Code 25.092, students must attend 90% of the days in 
a school year in order to be awarded credit and be promoted to the next 
grade. This equates to a total of 18 days of available absences in the 
2020-2021 school year. 

Due to the public health situation, student attendance may be earned 
through the delivery of virtual instruction.  

In order to aid students in achieving attendance requirements, we will offer 
virtual school days for students who are well at home and in their 72 hour 
fever free waiting period (or 14 day quarantine) before being able to return 
to school. If the class is meeting in person, and a student at home wishes to 
join in they will be sent videos of in-classroom instruction at the end of the 
day which will aid them in completing their school work.  

A student is only able to participate in a virtual school day for attendance 
credit if they are in a mandatory quarantine or in their 72 hour fever free 
waiting period or a 14 day quarantine for close contact to COVID-19. This 
does not apply to pre-planned absences and/or vacations.  

Medical Plan Procedures 

If a child becomes ill while in our care, we must: 



1. Contact the parent to pick up the child. The designated person 
responsible for pick up will need to do so within one hour of the time 
called.  

2. Care for the child apart from the other children.  
3. Give appropriate attention and supervision until the parent picks the 

child up. 
4. Wash and sanitize the classroom if the child has diarrhea or vomiting.  

If critical illness or injury requires immediate attention of a physician, we 
must: 

1. Contact emergency medical services or take the child to the 
emergency room.  

2. Give the child first aid treatment or CPR when needed. 
3. Contact the physician identified in the child’s record.  
4. Contact the child’s parent. 
5. Ensure supervision of all other children in the group.  

Please make sure that we have ALL emergency phone numbers on file.  

Please notify the Director if your child has been exposed to a contagious 
illness such as chicken pox, pink eye, strep throat, head lice, or Hand Foot 
Mouth. Informing the office helps us keep other parents aware of the 
situation and lets them monitor their own children for early signs, which can 
lead to a quicker diagnosis and recovery. If an outbreak occurs of a serious 
contagious illness, we will post the outbreak, along with symptoms and 
treatment recommendations.  

Procedure for Dispensing Medication 

If your child needs medications administered at school, the following 
conditions must be met:  

1. Prescription medication will be accepted only if it is in the original 
container and hasn’t reached its expiration date. 

2. Nonprescription medication may only be administered by following 
the manufacturer’s recommendation on the label. Medication must 
be in the original container and accompanied with a copy of the 
information given to you by the pharmacy. 

3. Before any prescription or nonprescription medication can be 
administered, including sunscreen and insect repellant, we must have 
permission in writing by the child’s parent or guardian. Please fill out 
the Medication Form and enter instructions into the Medications Log. 
Please bring a copy of the information given to you by the pharmacy 
if applicable. 

4. Medication will need to be picked up after the last date that the 
medication is administered. 

Please do not send medicine in your child’s backpack.  

Accident/Incident Report 

Normal bumps and bruises will occur as a child is learning to develop new 
skills and his/her curiosity and courage increases.  However, incidents in 



which first aid (cuts, scrapes, etc.) was administered will be documented in 
writing (“Accident/Incident”) and given to parents to sign then placed in 
your child’s personal file.  

Hand Washing 

Children and staff will wash hands with antibacterial soap and warm water 
several times throughout the day in order to prevent the spreading of 
germs which could lead to illnesses or communicable diseases. Hand 
washing will take place before lunch, after toileting, and when coming in 
from outdoor play (and as a necessary in interim). 

Labeling 

Please make sure everything your child brings is clearly labeled with their 
name. That includes backpacks, lunches, coats, hats, cups, water bottles, 
etc.  

Immunization Records 

The child’s immunization record must be kept current at all times. If your 
child goes to the physician and receives another required immunization, 
you must resubmit the most current records. Your child must have a current 
immunization record or notarized State of Texas Affidavit of Exemption in 
order to begin class. Please contact the Director if you have any questions 
regarding this policy.  

Hearing and Vision 

The Special Senses and Communication Disorders Act, Texas Health and 
Safety Code requires a screening or a professional examination for possible 
vision and hearing problems for children in Kindergarten. Most pediatricians 
will perform a hearing and vision screening at your child’s well check, just be 
sure to request it. 

Safety Procedures 
Entering the Building 

For safety reasons, please drop off your child in the designated drop off 
loop. You are more than welcome to park your car and walk your child into 
class if you choose to do so. Please be mindful that any student entering 
the classroom after 8:00am will be marked tardy. The doors will be locked 
for safety at 8:10am. Please walk your child into the front office to check in if 
you arrive after 8:10am. The front office will then escort your child to class.  

Arrival Time  

Children are to arrive no earlier that 7:50 AM and be picked up by 3:00 PM. 
All children need to be in class at 8:00am or they will be considered tardy.  

Dismissal Time 

The Academy at Church Eleven32 dismisses for the day at 3:00 PM.  Picking 
up your child on time should be top priority. Late fees may be applied in 



cases of habitual tardiness. Children will be picked up from school using the 
carpool line in front of the building.  

The Academy at Church Eleven32 will only allow individuals the parent 
authorizes to pick up the child. The authorized individual must check in with 
the child’s teacher, and must have picture identification (i.e.: driver’s license). 
If a parent has sole custody, a copy of the court order MUST be on file in 
the office showing the other parent is legally NOT authorized to pick up the 
child.  The parent or authorized individual must sign the child out of his/her 
classroom.  

Emergency Procedures  

Parents are responsible for keeping current emergency numbers on file at 
the school. Please keep these records current.  

In an emergency, The Academy at Church Eleven32’s first responsibility is 
the safety of the children. They will be moved to a designated safe area 
where staff members will supervise them until their parents are notified. In 
order to assure that our school is a safe place for all children, we have 
adopted the following policies and procedures: 

1. Staff members are responsible for the children in their care at all 
times.  

2. An emergency evacuation plan for fire and severe weather is posted 
in each classroom.  

3. The Academy at Church Eleven32 has a fire drill every month and 
severe weather and lockdown drills every three months.  

4. The Academy at Church Eleven32 will follow all directions required by 
the Allen Fire Dept. regarding appropriate evacuation procedures.  

5. The Elementary Director will be responsible for calling the 
appropriate emergency personnel. Our Facilities Operator will turn off 
any needed gas, electricity or water lines.  

Parents may obtain a copy of the Emergency Preparedness Plan from the 
Director.  

Relocation Plan 

In the event of an emergency requiring evacuation of our building we will 
take all children and staff to Church Eleven32 HQ, 630 Rivercrest Blvd, Allen, 
TX 75002.  Each teacher will be responsible for bringing medical release 
forms, parent contact information and student roster. Children will walk next 
door and the teachers will take a head count before leaving our building 
and upon arrival at Church Eleven32. Staff cell phones will be used to 
contact parents.  

Bad Weather 

If Allen ISD is not in session due to inclement weather, The Academy at 
Church Eleven32 will NOT have school that day. If Allen ISD has a delayed 
start of 2 hours then The Academy at Church Eleven32 will have a delayed 



start of 2 hours as well. You can check online at allenisd.org or the Allen ISD 
Facebook page to see the status of school closures. The Director will also 
send out a mass email notifying of our closing. We will not refund tuition on 
school closings or delayed starts.  

Reporting Child Abuse 

Texas State Law and Licensing requires us to report immediately to the 
police or Child Protective Services (CPS) any instance where there is reason 
to suspect an occurrence of physical, sexual, or emotional child abuse. Our 
staff receives annual training on recognizing and preventing abuse and 
neglect. The staff may not notify parents when the police or CPS is called 
about possible child abuse, neglect, or exploitation, except on the 
recommendation of CPS or the police when they are called. If you suspect a 
child is being abused or neglected, please report it by calling the Texas 
Abuse and Neglect hotline at 1-800-252-5400. The website is 
www.dfps.state.tx.us. Parents may obtain a copy of the Child Safety Policy 
from The Academy at Church Eleven32 Director.  

Miscellaneous 

Withdrawal/Dismissal 

The Academy at Church Eleven32 has financial and contractual agreements 
with faculty, staff, vendors, etc., which are made before the beginning of 
each school year. These obligations and commitments require The 
Academy to mandate that all families commit financially for the entire 
school year. Therefore, we do not offer a refund on any tuition and/or fees 
for any reason including but not limited to: job relocation, change in 
parents’ decision for student to attend, etc. If for any reason an enrolled 
student fails to attend or to continue in attendance at The Academy for the 
contracted school year, 100% of the tuition is still due and will be paid in full.  

The Academy at Church Eleven32 reserves the right to dismiss a child for 
serious behavior problems, non-compliance with our policies, or non-
payment of fees. Written or verbal communication will be given before a 
dismissal notice is issued. All necessary means will be pursued to resolve 
the problem before any child is dismissed from the program.  

Parent Information Changes 

Anytime there is a change of address, email address or telephone number 
at home, work or cell, the parent needs to notify The Academy at Church 
Eleven32 immediately. Any change of information on the child’s original 
paperwork must be done by the parent only.  

Parent Notifications 

Open communication with parents is very important to a child’s success. 
The Academy at Church Eleven32 has multiple ways of communicating with 
parents. In some situations, parents may be asked to sign documents 



acknowledging that communication has taken place. Listed are ways that 
The Academy at Church Eleven32 may communicate with parents: email 
notifications, through our online school information system, written memos 
placed in your child’s folder, verbal communication with the child’s teacher 
and/or director, and phone calls. 

Parent Involvement 

We encourage parent involvement and have provided a form in your child’s 
Enrollment Packet to let us know what areas interest you. Please notify the 
Director if you would like to help in an area that is not listed. Every parent 
volunteer will need to submit a background check before being allowed in 
the classroom for an extended period of time. 


