PARENT HANDBOOK



Dear Parents,

Welcome to the Southwinds Mother’s Day Out program. We are so happy
you’ve chosen our program. We hope your association with us will be a delightful
experience for your family. At Southwinds Baptist Church we believe children are
precious gifts from God. Thank you for sharing your precious gift with us. This
parent handbook contains the philosophy and policies of our Mother’s Day Out
(MDO) program. Please keep this handbook as a reference. If you have any ques-
tions after reading the handbook, please call the MDO director at 281-351-7677.

Southwinds Baptist Church
16811 FM 2920 Rd
Tomball, TX 77377

sbc@southwindschurch.com

Mission Statement

The mission of Mother’s Day Out at Southwinds is to show the love of Jesus
to children and their families through teaching them God’s word and
equipping them to worship in a safe and loving environment.

Our desire is that each child will become an enthusiastic learner.
We encourage children to imagine, explore, be curious and to express
themselves in positive ways by using many different activities including

Bible stories, music, art, crafts, finger plays, games and other experiences
to stimulate different types of learnlng There is a balance between free and

structured play, group and individual experiences, quiet and active times
as well as indoor and outdoor activities.

Mother’s Day Out is a ministry of Southwinds Baptist Church and operates
in accordance with its constitution, declaration of faith and bylaws.
Our declaration of faith can be found on our website.

*MDO is not intended to be a Montessori or preschool

“Train a child in the way he should go; even when he is old he will not depart from it.”
Proverbs 22:6 K}V 2



School Hours & Calendar

Southwinds MDO classes are offered from mid August through May. School hours are
from 9 AM until 3 PM. Classes are held Tuesdays and Thursdays.

Southwinds MDO is similar to the holiday schedule of Tomball Independent School
District. In the event of severe weather, always check the local television and radio stations
for announcements specifically for Tomball ISD. If Tomball schools, are closed, Southwinds
MDO will closed. Bad weather days are not made up. In case of a power outage that can’t be
restored in two hours, parents will be called to pick up their child or children. In the event
of severe weather while your child is attending class, MDO will immediately act according
to safety plans.

MDO Staff

Our staff is comprised of people who have a desire to
share the love of Jesus with our children. All teachers are
preferably members of SWBC, and have experience
working with preschool children. Each employee is
selected because of special qualities, talents, education



and skills needed to create a well-balanced administrative, teaching and support staff. We
provide the materials, curriculum and proper training to equip our teachers to successfully
accomplish our goals.

You will find our MDO staff to be a wonderful group of people. They will love your children and
your children will love them. You can be sure that they will treat your children with respect and
will guide them in a Christ-like manner.

Enrollment Policies

Southwinds MDO classes are provided for children ages 18 months until pre-kindergarten.
Admission will be granted first to families with children already enrolled in the MDO program.
This enrollment will open the month of March to allow time for all students to register for the
following calendar year. Children from the community at-large will then be enrolled on a first-
come basis the first week of April. Enrollment is based on space availability. Registration will
continue throughout the year until classes are full. Those who are unable to secure a spot in a
class will be added to our waiting list for that age group. We will notify those on the waiting list
when an open position becomes available. There is no charge to add your child’s name to our
waiting list. Southwinds will not discriminate in the admission of children on a basis of race,
gender or religion.

Placement for children in the MDO classes will be determined by their age on September 1 of
the current school year. The completed registration forms must be turned in along with the
registration fee and supply fee before your child attends their first class.

At this time we are unable to accept children with special
needs as our teachers and staff are not equipped for this
type of specialized care .

The director or such person designated by the director,
shall review, approve or deny all applicants for
enrollment.

Payments & Rates Policies

Annual registration and supply fees are due and payable
at the time the child has registered for admission to the
program. The supply fee provides your child with daily
supplies and materials necessary for instruction.
Registration and supply fees are non-refundable and
non-transferable. Total fees are $160 for 2 day/wk and
$120 for 1 day/wk. 4



Tuition payments provide the teachers and staff salaries,
as well as other expenses that help provide a quality
program. If paid monthly, tuition payments are
automatically withdrawn on the 1st of each month
September through May. Tuition amounts are the same
each month, $185 2 day/wk and $115 1 day/wk, and will
withdraw a total of nine months. There is no reduction of
tuition payments when you child is sick, on vacation,
gone from the program or if the program is closed due to
holidays, etc. There is a 10% discount in tuition for each
additional sibling enrolled. The entire amount of fees and
the nine months of tuition for a child may be paid at the
beginning of the program year but it is not subject to a
discount.

If you fall behind one week on your tuition payment, we will work with you on a payment plan.
If you fall behind two weeks on your monthly tuition or your payment plan, your child can be
removed from the program. Once you have caught up on your balance, you will be eligible to re-
enroll in the program if your child/children’s spot is still available. It is very important that you
communicate with the MDO director any financial difficulties so that we can avoid unnecessary
actions.

If a parent is late picking up a child, a late fee of $10 will be charged for every 15 minutes past 3
PM, depending on circumstances. If you encounter an emergency or realize you will be late
picking up your child, please call or text your teacher or call the front office to notify them.

If you should decide to withdraw your child from the MDO program, you must give two weeks
prior notice to the director. Otherwise, the parents/responsible parties, will be responsible for
the following month’s tuition.

Arrival and Departure Procedures

All children should be dropped off and picked up by their parents or by persons designated in
writing by the parents. Be sure to list on your registration form all people who may pick up you
child from MDO. Please update your form as needed. Designated persons can only be changed
personally, by a parent with the approval of the MDO director.

Our car rider line will start at 8:50 and MDO teachers will be there to unload your student.
They will be escorted into their class and checked in. We understand that the first week or so
can be a big adjustment for you both, so feel free to walk them into the building. We do ask that
you utilize the car rider line whenever possible, in order help our morning flow. Parents and
guests may need to show their ID when entering the MDO facilities. 5



If someone other than you will be picking up your child, a driver’s license or photo ID will be
matched against the list of names you have designated to pick up your child. Once our staff
members begin to recognize you personally as the usual person and parent of the specific
child you are picking up, they may not ask to see your ID each time. However you should
always prepare to show your ID each time you enter the facilities, Please make certain other
designated persons assigned to pick up your child are aware of this procedure to prevent any
misunderstandings, this is for you child’s protection!

All children must be checked in to our program each day by a designated person. Parents and
authorized pick-up persons are permitted to enter the Southwinds MDO area between 8:50
AM — 9:15 AM and 2:45 PM — 3:15 PM for arrival and departure routines. Parents and
guests are asked not to enter the preschool hallway during any other time other than the
above assigned time periods without an appointment or permission from the MDO director.

MDO doors will be open to students at 8:50 AM. Early arrivals will wait with their parents
until that time, unless the MDO student has a sibling attending SCA. SCA families can
utilize before and after-care FREE of charge to accommodate drop-off and pick-up of all
students in the family. Arrival and pick up times are not the ideal time to have a conference
with your child’s teacher. If you wish to have a conference, we will be glad to make a special
time just for you.

Also, we have found it is best if you don’t linger after telling you child goodbye. If he or she is
upset, the quicker you are out of sight, the quicker he or she can be calmed. If your child is
upset and his/her teacher can’t get them calmed after a reasonable amount of time, we will
contact you. We will not allow a child to continuously cry and be extremely upset for long
periods of time. Parents, relatives and friends are requested to avoid coming to Southwinds
during the hours of operation to “check-on” or admire the children. It disturbs the child to see
someone he or she knows at the door. If you need to check on your child please do so through
the MDO director by calling the office at 281-351-7677.

Car rider pick-up works the same as drop-off, except
that our staff are not allowed buckle your child, due to
safety issues, so we ask that you pull into a parking are
and buckle your student in safely.

We understand child custody battles happen; however, our church nor any of its
employees will be involved in litigation for children in our MDO program or our
children’s ministry. No church employee, based solely on their employment at this
church, will testify in child custody litigation.

Food Policies

Children should always be fed breakfast prior to arriving
at Mother’s Day Out. It is important for the child not
6



to bring food items into the room to finish eating, this
can cause a serious disruption in the classroom and we
must be alert to specific allergies of children in class.
Southwinds will provide a daily morning snack, which
includes water and a food item. Food items are generally
goldfish, crackers, pretzels, cheerios, animal crackers or
fruit. We have special snacks during certain theme weeks,
celebrations or special studies. We will notify you of such
changes when needed. MDO staff members are aware of
specific food allergies in each classroom so that we keep
the food items out of that room which could be a danger
to any child. Parents who contribute food items to any
classroom will be notified of potential allergy alerts for
that group.

Every child needs to bring a lunch and a full sippy cup/drink for lunch each day. Lunch should
be brought in a lunch box or bag with a handle for the child to carry. Please plan for your
child’s lunch to be as convenient and neat as possible. Please label your child’s lunchbox with
your child’s name on the outside, so that it is visible to MDO staff. Please provide items in
moderation that your child will likely eat during this time. Due to limited time and space, we
do not heat food items or store in refrigerators.

Please be aware that it may become necessary for your child’s teacher to notify you of specific
food items that will not be allowed in that specific class due to allergies or other situations. We
ask that all families be understanding of the situation and agree to provide alternative foods
when necessary. No carbonated drinks or chewing gum will be allowed to be served to the
children for lunches.

Potty Training and Diaper Changing Policies

Parents of children in our young toddler and two-year-old classes must provide their child with
enough diapers and wipes for each day. We suggest four to five diapers per day.

We are excited to help your child during the potty training process! Please inform your child’s
teacher of your potty training routine so that we may reinforce those habits during class time.
It is our policy that you do not send your child in underwear until they can complete a
successful weekend with no accidents. We ask that you notify your child’s teacher if you send
your child to class in underwear. Also, if you are in the process of potty training, please

consider what your child is wearing. Multi layered clothing and one piece rompers are more
diffi-cult for little ones to pull up and down.




We understand that accidents happen and we are happy to get that cleaned up. In the event that
your child needs to change, they will not need to undress completely. If your child has two
accidents, in underwear, during one MDO day, we will put them in a pull up provided by you.

Clothing

Children should wear comfortable clothing and shoes that allow them to move freely and can be
manipulated independently when they go to the restroom. Daily activities include active and
messy play, and children should feel comfortable enough to enjoy themselves without worrying
about their clothing. Please make sure your child wears suitable clothing for each day, All
children MUST WEAR SHOES at the program.

Label all clothing and other belongings to help ensure the return of all possessions. Please bring
an extra set of clothing for your child in a Ziploc bag. This is very important! A complete set of

clothing includes a shirt, bottoms, underwear and socks. Children may feel embarrassed if they
have to wait for clothing to be brought, if a need for a change of clothes arises.

Remember: DO NOT SEND YOUR CHILD IN SPECIAL OR EXPENSIVE CLOTHING.
ACCIDENTS WILL HAPPEN!

Tennis shoes are recommended footwear. Be sure shoes are comfortable and accessible for those
who need to be changed. Take into consideration that sandals, slip-on shoes, Crocs and flip-
flops can be a danger when running and playing. If your child is wearing improper shoes for
certain activities they may not be able to participate during that time. If your child can not tie
their shoes, please have them wear velcro or slip-ons.

What To Bring

Items to Bring Each Day...

1. A CHANGE OF CLOTHING - top, pants,

underwear/diaper/pull-up and socks.

2. MAT & BLANKET FOR REST TIME

3. LUNCH

4. WATER BOTTLE - FILLED & Leak-proof

5. DIAPERS AND WIPES - if needed.

(Labeled with child’s name)

Please label all personal items. (backpacks, blankets,
lunch boxes, cups and clothing) with your child’s name.
Do not pack lunch items that need to be heated in the
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microwave or stored in the refrigerator. To help keep
your child’s lunch cool we suggest using an insulated
lunch box and cooler packs to keep their food at a safe
temperature.

Holidays and Special Occasions

Southwinds MDO will observe the holiday schedule
of Tomball ISD. Parties may be held at school for the
following special occasions: Thanksgiving, Christmas,
Valentine’s, Easter and end of the year.

If a child wishes to share their birthday celebration with
the class, you may send something to share with the class
during snack time. You should arrange this with your
child’s teacher ahead of time and plan for any special
allergy situations.

Rest Time

Most children physically require a period of rest during the day. Since we keep the children until
3 PM, they will be required to lie down for a rest. We ask that you provide your child with a nap
mat. Nap mats and any other bedding will be sent home monthly for washing. Please do not
send toys with your child, unless it is a sleep aid for them. In this case, please prepare them that
it will stay with their nap mat until it is time to rest.

Children will begin their napping by 1 PM. During this time, children will lay down to quiet
music so that they may rest. No child will be forced to sleep, but all children must relax during
the rest period.

Photographs

Throughout the year, we will be taking photographs of your child for many purposes. We use
these photographs for arts and crafts, classroom decorations, bulletin boards, newsletters, media
publications, PowerPoint presentations, and yearbook. You will find the form authorizing our
use of these photos in the registration package.

Withdrawal and Re-enrollment

A two-week notice is required when a child is withdrawn from the program for any reason.

Otherwise, the parents are responsible for the following month’s tuition. Please keep in touch
9



and let us know what’s going on! If a child is absent for more than two weeks without
notification, we will assume the child has been withdrawn and we will proceed to register another
child. If the child withdrawn from the program later wishes to re-enroll (if space allows) within a
three month period, the registration fee will be waived. After a three month period, the full
registration fee will be required. Please be aware that all registration and supply fees are non-
refundable.

Expulsion Policy

Southwinds MDO reserves the right to permanently remove a child from the enrollment of the
program at any time for nonpayment of tuition and/or fees or for extended absences without
payment unless prior arrangements are made with the director. The program also reserves the
right at any time to permanently remove a child from enrollment if the staff feels the needs of the
child are not being met or if the child becomes a danger to themselves or to other children.
Teachers will be expected to devote time to all children, not neglecting others because one child
requires constant supervision and/or attention.

Discipline Policies

In the event that a child will not listen to the teacher’s instruction and it causes disruption

in the classroom or harm to others, a time-out will be used. Hitting, biting, spitting, bullying and
other behaviors that can cause harm to other children or teachers will not be permitted. The
parent will be notified if their child has been put in time-out or has had problems in the
classroom via a form the teacher will document each occasion on. The child may be sent home
for the day if behavior problems are not controllable and are disruptive to the classroom.

In the rare event that behavior issues can’t be resolved satisfactorily
and safely, and disruption in the classroom is a serious concern, a
student may be asked to leave the program. We are hopeful that most
behavior issues can be corrected quickly and with support from the
parents and reinforcement at home.

Health and Injury Policies

We have a “Good Health” policy at SWBC. The teachers assess your
child’s health each morning. A child is not admitted to MDO if he/she

has any of the following symptoms:

* Cold (runny nose, green drainage, cough/congestion
* Fever (100.3 degrees or higher)
« Sore throat, earache or headache 10



* Reddened eyes with discharge or
crusted eyelids
* Upset stomach (vomiting or diarrhea)
* Rash of any form (small pinpoint or large
blisters
* Lice - immediately removed and classes
will be notified of a student infected

If your child has had any of these symptoms,
please wait 24 hours after the symptoms have
ceased before returning to MDO.

If you child becomes ill at MDO, you will be called immediately, and your child will be
separated from the other children. Any child with a temperature of 100.3 or higher, or 2 diapers
with loose stool, will be sent home. Please ensure the names and phone numbers provided on
the enrollment form are accurate in case you are unavailable to pick up in this situation.

In the event of an emergency situation, we will obtain emergency medical care and then notify
the parents or emergency contact. The MDO director or SWBC church staff member will
accompany a child to the hospital if parents are not present. If a child sustains a minor injury
while in the care of MDO (scraped knee or elbow), the teacher will inform the parents when the
child is picked up.

Medication Policy

Southwinds MDO is not permitted to administer medication of any type, including over the
counter or prescription medications. We will call parents immediately if medication is required.
Parents with children who must have medication due to asthma diabetes EpiPen, etc. will need
to notify the MDO director of such needs and have a medical authorization form on file in the
MDO office. All medications will be stored in a locked cabinet and will be administered only
by the MDO director unless it is an emergency situation.

Remember: “Do unto others as you would have them do unto you”
Your cooperation is essential to the well being of your child and the other children at
Southwinds. You will be notified that your child is ill if he/she has a fever greater than 100.3,

vomits during the day, develops drainage or redness of the eye, or has more than two loose,
watery stools during the day.
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Join Us For Worship

We are thrilled to have your family be a part of Southwinds MDO and would like to welcome
you to any and all services, Sunday School classes and children’s ministry events here at
Southwinds Baptist Church.

We would love for you and your family to join us for church service at 10:15 each Sunday
morning where your little one would be welcome in our incredible children’s service located
in our children’s building.

Sunday school is at 9 AM for adults, youth and children.

We welcome you to be a part of our children’s Awana program on Wednesdays evenings at
6:30.

Our amazing youth program, Elevate, is also open to 7-12 graders and has a fun Sunday
School and Wednesday evening service to offer as well.

Last but not least, Southwinds is home to our amazing Southwinds Christian Academy. Our
Academy is open for enrollment for k4-6th grade. Please check out the academy’s website

at www.Southwindsca.org

Again, we are so glad your family is here and look forward to an amazing year.

www.southwindschurch.com
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