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Welcome to Hall Academy

Our Philosophy is to assist families who are in need of quality child care for their infants,
toddlers and preschoolers in a safe and loving environment.

Our Mission and goal is to introduce a safe, diverse, fun, educational and social experience to
infants and toddlers, and to successfully prepare them for transitioning into Kindergarten.

From birth to age five are some of the most important years of your child’s growth and
development. They have their first experiences interacting with the world around them. We
hope to build a solid social, emotional and educational foundation for your child’s future.

Non Discrimination Statement
Hall Academy does not and shall not discriminate on the basis of race, color, religion (creed),
gender, gender expression, age, national origin (ancestry), disability, marital status, sexual
orientation, or military status, in any of its activities or operations.

Ethics Statement
The staff and associated members of Hall Academy hold a standard of integrity and honesty.
We will openly take responsibility for our actions and will not intentionally engage in or
participate in any form of malicious harm to another person.

Donations
If you would like to contribute or make donations, we are ALWAYS in need of the following
items: kleenex, 4oz paper cups, paper plates, plastic spoons, paper towels, hand sanitizer, hand
soap, tissue rolls, toys, baby wipes, children books, gently used clothes, snacks. Any packaged
food items will also be accepted. Thanks.
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Service and Hours and Operations
We service children between the ages of

● 6 weeks to 3 years old for daycare
● 3 to 5 years old for preschool
● 5 to 12 years old for our after school arts program and summer camp

We are open year round from 7am to 5:30pm Monday through Friday.

Hall Academy will be closed on the following dates:
(exact dates will be communicated on school calendar each school year)

● New Years Day
● Martin Luther King Jr. Day
● President’s Day
● Memorial Day
● One Week Spring Break (either March or April)
● Juneteenth
● One week summer break in July (Independence Day week)
● Labor Day
● Columbus Day
● Veterans Day
● Two day fall break in November (Thanksgiving week)
● Two week winter break in December (Christmas and New Years Day weeks)
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Staff Requirements
A) All staff must complete a criminal history background check, check for history of child abuse
and neglect and is fingerprinted with results checked through the FBI national database. All
information is then sent to and kept on record with Georgia Bright from the Start.

B) All staff must be ages 16 years or older.

B) All staff working directly with children complete a CPR course annually.

C) All staff working directly with children complete a basic First Aid course every 2 years.

D) All staff working directly with children take part in at least 24 hours of professional
development training through Bright From the Start on a yearly basis.

Staff to Student Ratios
The chart below is the Georgia child care learning centers select rules for infant-toddler and
Pre-K classrooms.

Staff Ratio Max Group Size

Infants less than one (1) year old
or children under eighteen (18) months who are not walking

Ratio 1:6 12

One (1) year olds who are walking Ratio 1:8 16

Two (2) year olds Ratio 1:10 20

Three (3) year olds Ratio 1:15 30

Four (4) year olds Ratio 1:18 36

Five (5) year olds Ratio 1:20 40

Six (6) years and older Ratio 1:25 50
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Sample Classroom Schedules

7a 8a 9a 10a 11a 12p 1p 2p 3p

Infants Arrival
Diaper Change
Tummy Time

Feedings
Diaper Change
StoryTime

Tummy Time
Play Time

Feedings
Diaper Change

Nap Nap Feedings
Diaper Change

Tummy Time
Play Time

Feedings
Diaper Change
Play Time

1s Arrival
Centers

Breakfast Morning Affirmations,
Music and Movement
Whole Group Academics
Diaper Change

Centers
Small Group
Learning

Lunch
Recess
Diaper Change

Nap Nap Snack
Diaper
Change

Centers or
Recess

2s.3s Arrival
Centers

Breakfast Morning Affirmations,
Music and Movement
Whole Group Academics
Diaper Change

Centers
Small Group
Learning

Lunch
Recess
Diaper Change

Nap Nap Snack
Diaper
Change

Centers or
Recess

Pre-K Arrival
Centers

Breakfast Morning Affirmations,
Music and Movement
Whole Group Academics

Centers
Small Group
Learning

Small Group
Academics

Lunch
Recess

Nap Snack Centers or
Recess

Children with Special Needs
Hall Academy works closely with parents to provide the best education for all students, and in keeping
with the special education laws of the State of Georgia and federal government, we will ensure that
children with special needs have the opportunity to interact with their peers of the same age on a regular
basis. This process frequently involves giving children who participate in a special education preschool
program the opportunity to go into a general education preschool classroom for both social and academic
learning experiences.

The benefit of this type of programming is significant for all students. Children with special needs learn
best from their peers through role modeling of appropriate social and behavioral skills. Typically
developing children have a unique opportunity to act as a mentor to their peers and learn compassion,
tolerance and patience by working with children with developmental delays.

Religion/ Culture
As we serve children of many faiths, no religion will be emphasized more than the others. However, at
times, religious holidays may be discussed, such as Christmas, Easter, Hanukkah, Ramadan, etc. We
want to teach the children that our differences should be celebrated. Children and families are
encouraged to bring in books, traditional clothing, musical instruments, etc. to teach the children about
their culture.
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II. SCHOOL POLICIES
(Please initial to acknowledge)
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Brightwheel Setup

Brightwheel is a software program that can be downloaded as an app that we use to assist in our
day to day operations. During the enrollment process, you will receive a text message with a link to set up
your profile with Brightwheel for your child. We do make it a mandatory requirement for parents to
familiarize themselves with the app for the following purposes:

● Daily student attendance
● Parent communication
● Paying tuition online
● Newsletters, announcements, food menus
● Student Check In/Check Out System
● Arrival & Dismissal permissions
● Emergency alerts
● Pictures and videos
● Daily Reports for Infants/Toddlers

Easy setup: See a full video tutorial HERE >>>> Brightwheel: Parent Sign-up
1. After your child has been added into the system, you will receive an invitation via email or text. At that
time, please link to your account using either the web or mobile app. Make sure to use the same email
address or cell phone number that the invitation was sent to. HERE is a quick video overview.

2. Set your account preferences. You can adjust your notification preferences within your profile settings
on the app.

We do make it a mandatory requirement for parents to familiarize themselves with the app and use it for
student Check In/Check Out. It is your responsibility to assure that you or anyone added on the
approved pickup list always have a cell phone during drop off and pick up available for this
process. In the event that a check in or check out is missed, you will be charged $5 per
occurrence.

____ I acknowledge the Brightwheel Setup and CheckIn/Out policy

Hall Academy of Child Growth and Development LLC 5754 W Stewart Mill Rd, Douglasville, GA 30135
Hall Of F.A.M.E. Arts Academy LLC 6458 E Spring St Bldg B, Douglasville, GA 30134

phone 678-704-3429 email: hallacademypreschool@gmail.com
web: hallacademypreschool.com

9

https://www.youtube.com/watch?v=Zb8suSif0Tk&list=PLWkfMDOm0pnF0bWPntP7m7dSSi6lD6JUR
https://www.youtube.com/watch?v=FtmJyYPsAGY&feature=youtu.be
mailto:hallacademypreschool@gmail.com


Parent Handbook

Add Details to Your Child’s Profile:
1. Once your app is set up and linked to your child & Hall Academy, you will see your child’s profile in the
APP.

2. If you do not see your child’s profile, please contact us.

3. Click on their “profile” and edit information such as birthdays, allergies, add a photo of your child, etc.

4. Add additional contacts (see below for dismissal permission) to your pickup/drop off team.
● “Parent” should be reserved for parents only;
● “Family” will receive daily updates & photos/videos, have access to messages, and receive a

check in/check out code;
● “Approved Pickup” will only receive a check in/check out code;
● “Emergency Contact” will not receive any updates or a check in/check out code

Authorization for student dismissal through Brightwheel:
1. Hall Academy uses Brightwheel as a secure way to check your child in and out of school each day and
to ensure anyone picking up a child has direct consent from the parent/guardian.

2. Within the app, add contacts to your child’s profile as an “approved pick up” to create your team.

3. Anyone helping out to drop off and/or pick up your child must have this app shared with them and must
be added by the parent to the child’s profile as an Approved Pickup. Sharing Brightwheel codes is not
allowed.

It is required by law that you sign your child in and out everyday. At sign out time, only the designated
person can sign the child out. We will not release your child to anyone other than those listed on the
designated approval pick-up list. Any person, other than the parent, authorized to pick up, must be on the
Brightwheel pick-up list, and must show a picture id (State Identification Card or Driver’s License). If for
any reason there is a person not listed and needs to pick up the child, the parent must add them to the list
and the person must add the app to their phone to check out the child. Please note: designated person
must be 18 years of age or older.

____ I acknowledge the Brightwheel dismissal policy
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Registration & Enrollment
Our school year runs from early August until late May. Our summer enrichment programs run in June and
July. Student class placement is determined by their age and birthdate. Students will have to be a
particular age to be placed in their aged appropriate class by September 1st of the year. Registration
fee is paid before the students start date and is non-refundable.

Once an enrollment spot is offered to you, you have 24 hours to either accept or decline the space. If you
choose to accept, you have 1 week from when the space is available to start care. If you choose not to
start more than a week after the spot becomes available, you are still responsible for payment. If you
choose to not pay, you will lose your space.

There is a $150.00 non-refundable Annual Enrollment Fee. All families will be required to pay this annual
enrollment fee at the time of enrollment and every August after.

____ I acknowledge the Registration & Enrollment policy

Tuition
Tuition is always paid one week in advance. Payments can also be set up for bi-weekly or monthly
payments. Tuition payments are to keep and maintain your child's spot in the program and is not
contingent on student attendance. NO tuition refunds for a child going home early due to illness
or personal matters. Our rates include a nutritional breakfast, lunch, afternoon snack and full academic
schedule.

All payments are due on the Friday before each week with a grace period until Monday at 8am or
Tuesday at 8am if Monday falls on a holiday. Any payments made after that day and time is subject to a
$50 late fee. Repeated late payments may result in discontinuation of enrollment.

____ I acknowledge the Tuition policy

Student Withdrawal
Students can only be officially withdrawn by the parent or legal guardian at any time with no penalty.
There will be no tuition or registration fee refund if the child is unenrolled after payment is made. Stored
cubby items will have to be picked up within one week. Any child belongings not retrieved within that time
frame may be discarded. Students will be automatically withdrawn if:

● Tuition and/or other fees are more than 3 days past due with no communication from parent or
guardian.

● Student has been absent for 5 consecutive school days with no communication from parent or
guardian.

____ I acknowledge the Student Withdrawal policy
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Arrival Time
School arrival times are between the hours of 7am to 9am. Breakfast ends at 8:30am. No student will be
permitted after 9am to prevent schedule interruptions. If your child will be absent, please notify the school
directly as soon as possible. It is important for us to know if an enrolled child is absent for safety reasons.

____ I acknowledge the Arrival Time policy

Pick Up Times
Due to our quiet time/nap hours, any student that's picked up before 2:30 we ask to receive prior
notification and communication to prepare students for early dismissal.

Our closing time is at 5:30 pm sharp. Late fees will be assessed for late pick ups at the rate of $5 per
minute. Late fees will be added on to the weekly tuition and will have to be paid before the child returns
the following week. Repeated late pick-ups may result in discontinuation of enrollment.

If a child has not been picked up within fifteen minutes of closing time and the child’s family member has
not contacted the school, the Principal or person in charge will attempt to contact all family members or
emergency contact persons listed for the child. If the child remains for more than an hour, we will comply
with local regulations for next steps.

____ I acknowledge the Pick-Up Times policy

Meals and Snacks
Hall Academy participates in the state-wide CACFP food program. Each day we provide two nutritious
and well balanced meals, and an afternoon snack. Whole or 1% milk or 100% fruit juice is served with all
the meals and snacks, and water accessible throughout the entire day. Daily food menus will be posted
on Brightwheel. Please take a look at page 20 for a sample menu.

No outside food will be permitted. We ask that all outside breakfast items are finished BEFORE
entering. If your child has certain food allergies and is required to bring his/her own lunch, a
doctor's note will be required. Any food items brought to the school for birthdays/special events, must
be purchased at the store and brought in its original container with expiration date.

____ I acknowledge the Meals and Snacks Policy
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Child Personal Items
Children should only bring toys to preschool when they are scheduled for “Show and Tell.” Anything
brought to school will be kept in the child’s cubby until the time allotted to share them with the class. The
teaching staff will then direct children to put the items away.

Please keep in mind items such as jewelry, hair bows, electronics will not be the responsibility of Hall
Academy staff. If such items are misplaced or lost we will not be responsible for its replacement.
Because of safety and choking hazards, certain items may be removed for the child’s body and sent
home. Examples: hair beads, jewelry, broken rubber bands.

Pacifiers that are attached to baby clothing are also prohibited for the same reason. Any clips, straps,
strings or objects that are attached to child's clothing for use of a pacifier will be removed and sent home.

Due to lack of space and safety precautions, we are unable to store car seats at Hall Academy.

To prevent cross contamination of accidental use by other children, sippy cups will only be provided by
Hall Academy and given to children at specific times. Parents will be permitted to provide us with certain
juices and milks to be stored or refrigerated in its original container with an expiration date.

Please be aware of anything your child brings to school. Note that inappropriate items will be confiscated
by the teacher and returned to the parent. Be especially aware of anything that might be considered as
drugs, a weapon or a dangerous item. Bringing these types of things to school may result in suspension
or expulsion, according to Georgia law.

____ I acknowledge the Child Personal Items policy
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Potty Training
The initial introduction to using the potty must first start at home. Hall Academy will assist parents with this
venture. Children that are transitioning to that stage will be encouraged to go every hour. We certainly
will ask your child many times throughout the day and before nap time if they need to use the bathroom.
Please send newly potty training children to school with a pull up, with loose, easy pull up and down
pants.

Students that are considered FULLY potty trained only if they can do the following:

● Communicate to the teachers that he/she needs to go to the restroom before they need to go
● Alert him/herself to stop what he/she is doing, to go and use the bathroom
● Pull down his/her clothes and get them back up without assistance
● Wipe him/herself after using the toilet (with minimal assistance for 3 year olds)
● Get on/off the toilet by him/herself
● Wash and dry hands
● Postpone going if they must wait for someone who is in the bathroom or if we are away from the
classroom
● Wake up during nap time should they need to use the bathroom

A child having accidents daily would not be considered toilet trained and will have to wear pull-ups until
they are dry/accident free for a period of one week or more.

We do understand that even toilet trained children will occasionally have accidents. By definition,
“accidents” are unusual incidents and should happen infrequently. In these instances, the teachers will
help children to change their clothes, encouraging independence as much as possible.

Hall Academy requires that ALL Scholars be FULLY potty trained by the age of three and a half. We do
understand that accidents happen, and we offer grace for those RANDOM circumstances. Please be
aware that Hall Academy prefers Scholars to be relatively accident free. The administration and teachers
will use their discretion to determine the pattern of accidents.

Hall Academy volunteers and staff will not touch and change any child over four (4) years old in their
private areas if they have a potty accident. Please be aware that our expectation is for the Scholar to
change their own soiled undergarments and clothing. If they are unable to do so, the parent is to visit the
school to change your child’s soiled undergarments. Furthermore, if your child had an accident that
requires bathing to be fully refreshed the student will need to be picked up as soon as possible. After the
bathing process and clothing change, they may return at the discretion of the on-site Director or Team
Leader.

____ I acknowledge the Potty Training policy
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Nap
Napping is an important routine in early childhood education. Hall Academy of Child Growth and
Development believes in providing a safe and quiet place for Scholars to comfortably relax, sleep and
decompress. Ensuring that children get the rest they need supports appropriate child growth and
development. We do not require students to sleep during this time. However, we do request that they sit
on their cot quietly, relax and do not disturb their peers.

Our teachers use researched based techniques to provide other options for students who have a difficult
time during quiet time. Please note, it is not a requirement at Hall Academy that students sleep, however
they must support a quiet environment for others. Napping “quiet time” provides our teachers time to plan
educational lessons, take continued education courses and take care of their personal matters.

____ I acknowledge the Napping policy

Homework
Hall Academy will assign each student a monthly homework project. The project will be issued at the
beginning of each month with a list of aged appropriate assignments that will be required to be completed
and returned back to the school at the end of the month for school display.

____ I acknowledge the Homework policy

Clothing
Due to daily activities and the age where children may soil themselves or have other accidents we are
requesting that you provide 2 sets of a change of clothes to the school. Please write their names on
everything to help distinguish their personal belongings from their classmates. If weather permits, the
students will go for outdoor recess. It is the parents responsibility that children dress appropriately and
have suitable shoes for outside play.

____ I acknowledge the Clothing policy
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Uniform (coming soon)
School uniforms consist of issued school polo shirts with logos and jean or khaki bottoms. They will be
required to be worn from Monday to Thursday during each week. On Friday, students can wear school
pride t-shirts or dress down. If a student arrives at school not in uniform, they will be given a loaner shirt
at the cost of $10 a day. Fees will be added and have to be paid before the following week.

● Uniforms are to be neat and clean, free from holes, dirt or stains
● School Uniforms must be worn on field trips.
● Students may choose their own footwear, but it is suggested to wear black colored shoes.

Footwear must also be close-toed and enclose the entire foot, exceptions will be made for crocs
or similar footwear.

____ I acknowledge the Uniform policy

Illness & Hygiene Policy
It is important that you keep your child at home when he/she is ill. Sick children attending school risk
passing their illness on to other children. Being exposed to an illness may be of particular risk for children
with chronic illnesses. Please be as considerate of other families as you would expect them to be of your
family. Parents/guardians will be contacted when their child becomes ill at school. You will be expected to
pick them up immediately. Please see chart on page 31 for further details

______I acknowledge the Illness & Hygiene policy

Communicable Disease
If your child has or was exposed to any communicable disease, parents have an obligation to report
exposure to the child care program within 24 hours of a diagnosis, even if they keep their child at home.
That way, the child care provider can alert other parents to watch for signs of that illness in their children
and seek medical advice when necessary. Please see chart on pages 33-37 for further details

______I acknowledge the Communicable Disease policy

Medication
In consultation with the student’s physician, we suggest a time which allows the student’s medication to
be taken at home before and after school hours. If this is not possible, as required by licensing
standards, any prescription medication that must be given to a student must be accompanied by a
completed school form for medication, signed and dated by both the student’s parent/guardian and the
student’s physician, to the teacher. Any over the counter medicine must be labeled with the child's name
in its original packaging with a visible expiration date. If necessary, we will only administer basic
medications up to twice a day.

______I acknowledge the Medication policy
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Incident Reporting
Accident/incident investigations are to be conducted if a child becomes injured or shows signs of an
injury. This is necessary to identify causation and deficiencies in the school environment and implement
any corrective actions that might be needed. Staff, who are assigned responsibility for an activity will
immediately investigate and report all known and visible injuries, even if the incident did not occur on
school grounds and input a report on Brightwheel and/or to the proper authorities.

______I acknowledge the Incident Reporting policy

Chils Discipline
At Hall Academy we strongly encourage the growth of appropriate pro-social behavior in young children.
Pro-social behavioral expectations and classroom activities are a part of the environment to promote
safety, respect of others, and protection of property.

Our staff is prohibited from using any form of corporal punishment, binding or tying, depriving of meals,
snacks, rest or necessary toilet use, confining in an enclosed area, or the infliction of mental or emotional
punishment on a child.

Our staff may use necessary interventions to prevent a child from harming themselves or other persons or
property, exclusive of those forms of punishment mentioned above. Staff uses positive methods of
discipline encouraging choice, self-control, self-direction, self esteem and cooperation.

At Hall Academy we will do our best to put together a behavior action plan to assist a student that may be
having issues. This includes rewards, encouragement, one on one pep talks, praise, and added
privileges and activities. The last method used will be 10 minute time-outs and omission from certain
extra-curricular activities.

______I acknowledge the Discipline policy

Hitting/Biting
Hitting and biting will only allot for a 24 hour turnaround correction time. If students display the same
behavior the next school day, they will be sent home immediately and will be subject to suspension or
expulsion.

______I acknowledge the Hitting/Biting policy
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Suspension and Expulsion
Our staff will go over and beyond to try different methods to help children with behavior issues. However
if a child consistently compromises the safety of the other children and staff the child may be immediately
suspended or dismissed for the following behaviors:

Hitting, head bunting, scratching, spitting, kicking, biting, pinching, or other disruptive or violent behaviors.

Suspension time is up to the sole discretion of the Director. There will be no tuition refund if your child is
suspended or expelled.

______I acknowledge the Suspension and Expulsion policy

Dismissal from Program
We reserve the right to dismiss a child for any reason. Some reasons may include:

● Parents/guardians or children jeopardizes the health and safety of other children.
● Parents/guardians or children display abusive conduct towards staff, other children, or the school

property.
● Parents/guardians are uncooperative with the staff, operating policies, admission agreement, or

become delinquent in payment fees.

We believe that every parent, child, or staff is entitled to be treated with respect at all times. If there is a
problem, we want to deal with it as professionally and efficiently as possible. By working together as a
team, we can provide the best care possible for your child. If a situation occurs that angers or upsets you,
we will try to rectify the situation immediately. Please keep in mind that people make mistakes. If you still
feel the need to threaten the staff in any way, your relationship with the center will be terminated at once
and you will be provided with a list of childcare providers to help locate alternate services for your child.

______I acknowledge the Dismissal policy

Field Trips and Transportation
Your child may participate in walking field trips when planned by the staff as a regular part of the
children’s program/curriculum. Parents will be informed, in advance, of any field trips that we will take.
Parents are responsible for signing permission slips and returning them before the day of the field trip.
Hall Academy will use a licensed transportation service for all group driving field trips. Every child will be
required to have a car seat to attend. No trip will take place unless there is a safe ratio of adults to
children.

______I acknowledge the Field Trips and Transportation policy
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III. School Environment & Procedures

Hall Academy of Child Growth and Development LLC 5754 W Stewart Mill Rd, Douglasville, GA 30135
Hall Of F.A.M.E. Arts Academy LLC 6458 E Spring St Bldg B, Douglasville, GA 30134

phone 678-704-3429 email: hallacademypreschool@gmail.com
web: hallacademypreschool.com

19

mailto:hallacademypreschool@gmail.com


Parent Handbook

Meals and Snacks
Each day we provide three nutritious and well balanced meals. We provide morning breakfast, lunch and
afternoon snacks. Milk or juice is served with all the meals and snacks, and water accessible throughout
the entire day. Below you will find a menu, showing an example of the different types of food we serve
throughout any given week. The meals and snacks for each week constantly vary in order to ensure the
children receive a well-balanced diet.

Week 1 Breakfast Lunch PM Snack

Mon 1%or fat-free milk
Cold Cereal
FreshFruit

1%or fat-free milk Sloppy Joe On a *Bun
Mixed Veggies
Apple Slices

Graham Crackers
Dried Berries
Water

Tues 1%or fat-free milk
VanillaYogurtW/Granola Fresh
Fruit

1%or fat-free milk
Bean and Cheese Burrito
Corn
Mixed Fruit

*Tortilla ChipsW/Salsa
Water

Wed 1%or fat-free milk
Cold Cereal
Fresh Fruit

1%or fat-free milk
Chicken Nuggets
Mashed Potatoes
Mixed Veggies

*Peanut Butter Crackers
Dried Berries
Water

Thurs 1% or fat-free milk
Raisin Bread/jam
Fresh Fruit

1%or fat-free milk
Chicken Penne Alfredo *Pasta
Carrots

Cucumber Slices
Ranch Dip
Water

Fri 1%or fat-free milk
Cold Cereal
Fresh Fruit

1%or fat-free milk
Turkey & Cheese *Sandwich
*SunChips
OrangeWedge

Carrot Sticks
Ranch Dip
Water

*Represents whole grain
Cold Cereal Options: Cheerios® Honey Bunches of Oats® Kix®
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Transportation Procedures
● Students will follow the directions of their bus driver.
● Students will wait in an orderly line and avoid playing.
● Students will cross the roadway in front of the bus after the bus has stopped, they have looked at the driver

for a hand signal, and they have looked in both directions for traffic; left, right, left.
● Students will go directly to an assigned seat when entering the bus. Keep the aisles and exits clear.
● Students will remain properly seated, back against the back of the seat, bottom against the bottom of the

seat, and keep hands to themselves.
● Students will not eat, drink, chew gum, or bring tobacco, alcohol, drugs, or any controlled substances on the

bus.
● Students will not carry animals, glass objects, nuisance items, hazardous materials, or weapons onto the

bus.
● Students may carry only objects that can be held in their laps.
● Students will refrain from using loud voices, profanity, and/or obscene gestures, and respect the rights and

safety of others.
● Students will not extend their heads, arms, or objects out of the bus windows.
● Students will be totally silent at railroad crossings.
● Students will stay seated until time to get off the bus. The open door is the signal to get up from the bus

seat.
● Students will help keep their bus clean and in a good, safe condition.

Intervention steps are used by the bus driver to help the student stop unsafe or inappropriate behaviors or habits
while assisting students to identify the appropriate habit or behavior. Intervention steps also provide notification to the
parent/guardian so that the parent can be involved in assisting the driver to change unsafe or inappropriate riding
habits.

Bus drivers may use the interventions listed below during the intervention step of the process. A minor offense is
considered inappropriate or unsafe student behavior that may be improved with minor assistance from the driver.

● Documentation: The bus driver will maintain daily written documentation of all occurrences in the
driver’s daily logbook.

● Verbal Reminder: Bus drivers will remind the student of the appropriate bus rule(s.)
● Seat Reassignment: A student’s assigned seat may be changed by the bus driver when such change

may help the student to demonstrate appropriate riding behaviors and/or allow the driver to more
effectively monitor that student’s behavior.

Any or all of the above steps may be bypassed when a student’s actions are illegal or judged by the driver to be or so
unsafe or disrespectful that immediate corrective action is required. Violations that should be considered major
offenses include, but are not limited to, the following:

● Drugs (includes alcohol or any form of tobacco)
● Throwing objects in or out of the bus
● Fighting (trying to intentionally hurt someone)
● Weapons, dangerous instruments, and explosive/implosive devices (including lighters)
● Threats/bullying (verbal and physical threats)
● Sexual harassment

Hall Academy of Child Growth and Development LLC 5754 W Stewart Mill Rd, Douglasville, GA 30135
Hall Of F.A.M.E. Arts Academy LLC 6458 E Spring St Bldg B, Douglasville, GA 30134

phone 678-704-3429 email: hallacademypreschool@gmail.com
web: hallacademypreschool.com

21

mailto:hallacademypreschool@gmail.com


Parent Handbook

Toilet Training
All children using the toilet are required to wash their hands with antibacterial soap and water after each
use. Stepping stools and assistance is provided if needed. If a child requires a potty seat, it too will be
cleaned and disinfected after each use. Potty Training If a parent feels that his/her child is ready to be
potty trained, the parent should discuss the matter with your child’s teachers. Your child’s caregivers and
administration will evaluate your child. The evaluation consists of looking for signs of your child’s
readiness. Examples of readiness include being able to dress and undress with ease, balance on a step
stool to wash hands, and clean their bottom with tissue without assistance. We will work together to
ensure that this process is as easy and successful for your child and your family as possible. It is
important for parents to remember that sometimes using the potty at home and using the potty at school
is different. It is easy to get frustrated with your child but they will go when they are ready. Potty training
should be a natural experience, not a forced experience.

Clothing and Personal Items
Cubbies are provided for each child and are marked with the child’s name. It is important that you check
each day for artwork, notes from the teacher or director, personal items, etc. Classrooms also have ‘Take
Home’ folders that you will need to check on the regular.

Communicable Disease
Communicable diseases are illnesses caused by viruses or bacteria that people spread to one
another through contact with contaminated surfaces, bodily fluids, blood products, insect bites,
or through the air. The most common in the preschool setting is:

● Stomach Flu.
● Strep Throat.
● Respiratory syncytial virus (RSV)
● Hand, Foot and Mouth Disease
● Pink Eye
● Head Lice
● Influenza
● Meningitis

Because of the severity of these diseases, it's state law that all licensed child care programs are required
to report outbreaks of communicable diseases to both Community Care Licensing, the local public health
department and all parents of any child that may have come in contact. An outbreak is defined as two or
more known or suspected cases of a disease. Parents of an ill will child know ahead of time of these
notifications to other parents but will not mention any names. A chart of those diseases which are
reportable is included on pages 32-37.
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Behavior Management and Discipline Actions
Discipline in the daycare/preschool setting can be defined as helping your child learn to control
inappropriate behavior. Discipline is directed towards the child’s negative behavior and not toward the
child as a person. In disciplinary situations, actions are provided in the methods of:

Getting down to the child’s level and making eye contact and taking the time to explain the misdeed to the
child and helping the child make a better choice in the future by using words to explain his or her needs
and frustrations. Other actions include offering alternatives or other problem-solving approach and/or
removing the child from the situation and giving him/her some quiet time.

In older children, giving them the dialogue of what to say to the child that they hurt or did wrong to by
asking the child if they are okay. If the child responds no, then have the child ask what would help them
feel better; whether it be a hug, a high-five, or a fist bump, it helps the children begin to understand that
they need to fix their mistakes with others and help when needed.

Parents will be informed of any consistent inappropriate behavior. Staff will discuss and help develop a
plan in an attempt to redirect inappropriate behavior. The Initial Consultation would require the parent(s)
of any child with chronic behavioral concerns and who attends the center, to talk with the Director or
classroom teachers to discuss the problem and together, establish solutions or goals for correcting the
behavior.

The Second Consultation would be established if the initial plan fails. Again, the parent(s) will be required
to meet with the Director and/or classroom teachers. The problem will be identified and a new approach
will be outlined to approach the problem, and discuss the consequences if progress is not achieved. If
together with the parent, attempts are unsuccessful to redirect the child’s behavior, suspension or
termination may be discussed. Staff members are expected to follow the rule of absolutely no hitting,
spanking, swatting, beating, shaking, pinching, or other measures intended to induce physical pain or fear
(will result in immediate termination of an employee); you can not threaten or refuse to provide food, rest,
or use of the bathroom; nor, is profane or belittling language allowed.
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Infant Care

Safe Sleep Practices - Staff members must:
● Place infants on their backs for sleep in their own sleep space with no other people.
● Use a crib, bassinet or portable play yard with a firm, flat mattress and a fitted sheet.
● Keep loose blankets, pillows, stuffed toys, bumpers and other soft items out of the sleep space.
● Infants who fall asleep in other equipment, on the floor or elsewhere will be moved to a crib to

sleep; and no swaddling or positioning devices used.

Solid foods
Introducing solid foods is an important milestone in infant development. We will help infants make the
transition from formula or breast milk to solid foods, in partnership with the infant’s family.

Staff members must:
Have parents complete an infant feeding plan and take the lead on introducing solid foods.

Bottle feeding - Staff members must:
● Ask parents to provide clean, sanitize and label bottles.
● Store prepared bottles in the refrigerator. Store frozen breast milk in the freezer until feeding time

and then thaw it in the refrigerator or under cool, running water.
● Wash your hands carefully with soap and water before preparing any bottle. Do not touch nipples

with your fingers.
● Do not warm bottles in the microwave. Uneven heating may cause hot spots, which can burn a

baby’s mouth. Cover all bottles during storage.
● Prepare commercial infant feedings according to instructions. Add the right amount of water to

ensure that the infant gets adequate calories and nutrients.
● Throw away any breast milk or formula left in a bottle after feeding. If too much seems to be going

to waste, record the amount usually used and prepare a smaller amount. You also may ask
parents to save breast milk in smaller bottles.

● Clean reusable bottles and nipples thoroughly after each use. Bottles and nipples may be washed
in a dishwasher in very hot water or washed by hand and boiled for five minutes before refilling.

● Make sure all bottles, nipples, and other utensils are clean.
● Place the baby in a feeding position. Cradle him/her in a semi-upright position and support their

head. We don't feed lying down.
● Take note of the baby's intake and document on Brightwheel.
● Burp the baby after each feeding.
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Appropriate Bottle-Feeding in Child Care - Staff members must:

● Feed infants whenever they seem hungry. Babies need to eat frequently, especially if they are
breastfed. Expect to feed infants approximately every two to three hours.

● Meet individual infants’ needs. Feed each infant on an individual schedule and don’t expect all
babies to be hungry at the same time. Babies grow rapidly and hunger needs change quickly.

● Hold babies when you are feeding them. Holding infants during feeding helps them feel more safe
and secure. Holding babies also reduces the risk of their choking on breast milk or formula.

● Avoid giving bottles to infants in their cribs. If an infant falls asleep while feeding and an adult is
not present to remove the bottle, milk may remain in the mouth during sleep. The sugar naturally
found in this milk can cause cavities in new or forming teeth. Teeth with cavities may hurt or
break, making it difficult for a child to chew.

● Never let infants or toddlers carry bottles. They can easily fall and injure themselves. Children
who carry bottles may share sips with other children, which increases their risk of sharing
infections.

Diaper Changing - Staff members must:
● Place the child on a diapering surface and unfasten diaper. Clean the child’s diaper area with

disposable wipes. Always wipe front to back! Keep soiled diapers/clothing away from any
surfaces that cannot be easily cleaned. Securely bag soiled clothing.

● Remove trash. Place used wipes in the soiled diaper. Discard the soiled diaper and wipes in the
diaper pail. Remove and discard gloves, if used.

● Replace the diaper. Slide a fresh diaper under the child. Apply diaper cream, if needed, with a
tissue or a freshly gloved finger. Fasten the diaper and dress the child. Wash the child's hands
with soap and water and place him or her in a safe, supervised area.

● Sanitize. Remove liner from the changing surface and discard in the trash can. Wipe up any
visible soil with damp paper towels or a baby wipe. Wet the entire surface with disinfectant.

● Wash hands thoroughly with soap and water.
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III. Parent Responsibility
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Communication
In order to keep our tuition costs low, Hall Academy practices paperless communication. All school news
will be primarily done electronically on Brightwheel. We do make it a mandatory requirement for parents
to familiarize themselves with the app and use it for ongoing communication and check-in/check-out
purposes.

Please expect the following via Brightwheel app:
● Any emergency school closing
● Child behavior reports
● Child illness
● Reminders updates about school events and other information of interest to parents.
● Monthly: Lunch menus, newsletters, progress reports with assessment updates.

Parent-teacher conferences are scheduled throughout the year and dates will be posted on our school
calendar. Parents/guardians or the teacher may request a conference outside of those scheduled dates at
a time that works best for both parties. Parents are strongly encouraged to discuss any immediate
concerns with their child’s teacher via Brightwheel.

For general information,
our website is www.hallacademypreschool.com
our facebook page is http://facebook.com/hallacademypreschool

Updated Information
Please make sure that the following information is updated with the school at all times:

● Your Contact Information
○ Please make sure contact information stays up to date at all times. Please update on

Brightwheel or contact the school immediately if you're having any address, email or
phone number changes, disconnections or other issues to prevent any communication
gaps.

● If your child has any new medical issues or food allergies.
● Pick-Up/Drop Off

○ If someone other than the previously authorized individuals will be picking up your child,
we must have verifiable permission from the parent or guardian. Photo identification is
mandatory for anyone unknown to the staff. A child will NOT be released without
confirming the identity and authorization of the person picking up.

Hall Academy of Child Growth and Development LLC 5754 W Stewart Mill Rd, Douglasville, GA 30135
Hall Of F.A.M.E. Arts Academy LLC 6458 E Spring St Bldg B, Douglasville, GA 30134

phone 678-704-3429 email: hallacademypreschool@gmail.com
web: hallacademypreschool.com

27

http://www.hallacademypreschool.com
http://facebook.com/hallacademypreschool
mailto:hallacademypreschool@gmail.com


Parent Handbook

Payment of Tuition and Fees
Tuition payments are due every Friday of each week. A grace period is extended until Monday at 8am.
Non-payment of tuition will prevent your child from attending school the following week. If tuition is late,
you will be charged a $50 late fee. Late fees will be added on to the weekly tuition and will have to be
paid before the child returns the following week.

Divorce and Separations
Hall Academy will abide by the information of those who are authorized to pick up the child on the initial
application. In the event of any parent divorce or separation, our school requests that a copy of the
Judge’s order establishing custody be on file in order to prevent a non-custodial parent access to their
child.

Child Abuse
You are responsible for your child's overall health and well being. The Georgia Child Abuse Law,
O.C.G.A. §19-7-5, requires child program staff to report suspected child abuse. Child abuse is a broad
term that includes, but is not limited to, physical abuse, neglect, sexual abuse, sexual exploitation, and
emotional abuse of children.

For Volunteering, Field Trips, Birthday Parties, and School Visit Drop-Ins
Ongoing parent volunteers may be subject to a background check. Parents of enrolled children are
welcomed for brief drop-in at any time except during our quiet time hours. Please contact the school at
least an hour in advance before you plan to visit.

Field trips, picnics, and evening activities are considered class periods, providing important learning and
social opportunities for the children and are part of the preschool program.

School Directors and Administration will make arrangements for appropriate trips. Permission slips will be
issued for outings that are more than 0.5 miles from the school location a week in advance. Any fees
and/or transportation cost for the child and chaperones are the responsibility of the parent. Trips that
require a cost are always optional.

Birthdays are exciting for young children. If you plan to celebrate your child's birthday at school please
notify the teacher at least one week in advance. We encourage you to get a head count to have enough
treats for the entire class. Birthday treats are to be store bought and not be home made.

Drugs & Alcohol
Per Georgia law: Alcohol/SmokingDrugs/Weapons is prohibited in this facility and on the grounds of this
facility including in personal vehicles.
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IV. Health and Safety
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School Sanitation, Disinfecting and Hand Washing Routines
Cleaning, disinfection, and hand hygiene is exhaustively promoted at Hall Academy to help prevent the
spread of germs and viruses.

School Sanitation
Twice daily and as needed: (at nap time and at the close of each school day) tables, chairs, toys, door
handles, toilets, sink handles.
Daily: (at the close of each school day) cots and playground equipment are sprayed with disinfectant,
school floors are vacuumed, swept, mopped and disinfected.
Weekly: school furniture and walls are deep cleaned and disinfected.
Quarterly: commercialized deep clean

Student daily hand washing routines
Before and after breakfast, lunch and snacks
After recess
After using the restroom
After sneezing or coughing in hands
After contact if any type of bodily fluids
After art, science or other messy activity

School Accidents, Emergencies and Cancellations
Whenever a child is injured in a classroom accident parents will be provided with information. The
parent/guardian will be notified immediately if a child is hurt anywhere on their head or if the injury is
serious. Staff are trained in CPR and First Aid to provide appropriate care. Parents will be provided with
information on all non-serious accidents/injuries when they pick up their child. If immediate medical
emergency occurs, child will be taken to Wellstar Douglas Emergency Department Emergency room 8954
Hospital Dr · (770) 949-1500

All classrooms have procedures posted for handling accidents and emergencies. Drills for tornado, fire,
and intruders are practiced with all age groups. Emergency plans have been developed and are posted
for parent viewing.

All school cancellations due to power failure, structural damage, inclement weather or other unforeseen
issues will be communicated via Brightwheel, text message and/or phone call to parents as soon as
possible.

Fire Drills
The Center shall conduct drills for fire, tornado and other emergency situations. The fire drills will be
conducted monthly and tornado and other emergency situation drills will be conducted every six months.
The Center shall maintain documentation of the dates and times of these drills for two years.
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Hygiene and Illness Chart
***Hygiene notification that will be communicated to parent for correction***

Instance Explanation

Poor Hygiene Child that has an unpleasant smell and/or visibly dirty,dirty clothing

Full Diaper Children have to come to school with a clean diaper and are in need of immediate changing as soon as they arrive

***Symptoms that will cause a child to be sent home immediately and cannot return without doctor's note explaining diagnosis***

Symptoms Evidence

High Fever at or over 100.4

Difficulty Breathing wheezing, shallow breathing, rapid, breathing, heavy breathing, Inability to breathe and drink at the same time, using extra muscles
to breathe (using their shoulders or stomach to breathe)

Diarrhea loose, runny or watery stools that occurs more than twice in one day

Vomiting more than once during time at school

Stomach Ache child complaining and holding stomach, fatigue

Skin infections and rashes visible marks on skin

Head Lice visible nits in hair

Excessive runny nose/thick mucus that is
greenish/yellowish in color

visible mucus coming out of the nose

Excessive cough or sneezing frequent coughing/sneezing with only a few breaks in between

***Medical Diagnosis and time that has to be spent away from school***

Diagnosis Time required to spend away from school (as determined by Hall Academy, not a doctors note)

Conjunctivitis (aka “Pink Eye”) 24 hours if prescribed oral antibiotics. 4 days if prescribed eye drops

Gastroenteritis (aka “The Stomach Bug”) 48 hours

Hand-Foot-Mouth Disease 7 consecutive days

Respiratory Syncytial Virus (aka “RSV”) 3 consecutive days

Strep Throat 48 hours if prescribed oral antibiotics. 5 days if left untreated

Head Lice 5 consecutive days with treatment
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Parent Handbook Acknowledgement Form
Updated on 04/04/2024

Date___________

Student Name _______________________________________________________________

Student Age _____ Student Date of Birth ____________ Student Start Date ______________

Address ____________________________________________________________________

Phone # __________________

This parent handbook was created to promote an understanding of Hall Academy of Child Growth and
Development LLC. policies and procedures. The information in this handbook applies to all activities
occurring on school grounds, and during any school-related activity. It is important that parents and
students are familiar with these expectations. Your signature means that you have received this Parent
Handbook and understand the policies and procedures of our school.

I have read and understand the policies and procedures in the parent handbook. I agree to abide by them
as will my child(ren).

________________________________________________ __________________
Parent/Guardian Signature Date

________________________________________________ __________________
Parent/Guardian Signature Date

Hall Academy of Child Growth and Development LLC 5754 W Stewart Mill Rd, Douglasville, GA 30135
Hall Of F.A.M.E. Arts Academy LLC 6458 E Spring St Bldg B, Douglasville, GA 30134

phone 678-704-3429 email: hallacademypreschool@gmail.com
web: hallacademypreschool.com
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