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Student-Parent Handbook

Purpose and Acknowledgement

Welcome to The Woods Private School. We are pleased to welcome you
to our school. We recognize that each child is an individual and tailor
teaching strategies to ensure children will experience success at their level or
learning. We believe a child’s educational journey should be memorable and
rewarding. We look forward to partnering with you on this journey.

This handbook was developed to answer questions and written to set
forth the policies, procedures, and general guidance of The Woods Private
School. Please take time to familiarize yourself with the following
information as it contains valuable material regarding the students and
parents.

This book 1s an essential resource, so please refer to this handbook
throughout the year for general information, updates, or revisions.

Parents are required to read the Student/Parent Handbook, and students are
expected to follow the guidelines.

The Woods Private School is governed by Texas Health and Human
Resources Child Care Licensing. Please contact the school at 281.370.8576 or
contact.twps@gmail.com if you have questions regarding this handbook.

Mission Statement
Our mission is to nurture a desire for
life-long learning by developing the diverse
potential of each child through innovative

programs and dedicated teachers.
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Goals of The Woods Private School

To create an enthusiastic learning environment and promote the joy of
learning

To provide physical, intellectual, social, and emotional guidance

To provide students with a carefully planned academic program within a
supportive environment where respect for the individual and community is
promoted

To use teaching strategies that recognize each student’s individual levels of
learning

To acknowledge that each child is an individual and to tailor teaching
strategies to ensure that all children experience success at their learning
level.

To emphasize the importance of good manners and values, concern for the
rights of others, and proper conduct

To inspire children to become lifelong learners and equip them with the skills
necessary to adapt to an ever-changing world

To encourage collaboration between parents and teachers, enabling students
to reach their full potential

To provide a school setting with talented, qualified, engaging, competent, and
caring teachers who recognize each child’s individuality and stage of

development

To promote successful social skills and respect for others

To encourage academic excellence with a balanced, comprehensive
curriculum that exceeds state standards




Admissions Enrollment
Procedures

The Woods Private School admits students of any race, color, nationality, or
ethnic origin.

Children currently attending our school have the first opportunity to enroll in
Continuous Enrollment after the January parent/teacher conferences.
The remaining spaces will be available to all new students.

The first step in enrolling is to tour the school in person or receive
information through a phone call. Registration begins each year on February 1
at which time all new students start enrolling. A child is considered enrolled in
our program after their parents have reviewed all information, consent to the
school policies as stated in the handbook, submitted completed registration
information, and paid the annual registration fee.

Registration fees are due at the time of registration and are non-refundable.

Required Records

The following forms are due on the first day your child attends school:

1. Registration Form

2. Signed Authorization Form with a code word
3. Health Record

4. Updated Immunization Record

5. Field Trip Authorization Form

6. Release of Information




All students must have a completed registration form and a signed
authorization form with a CODE WORD on file to verify the authenticity of
any listed emergency contact.

Children will be released only to individuals with proper identification and
parental permission as listed on the Authorization Form. Please remember
to update any changes in address, phone numbers, or contacts. All
students with court-ordered custody papers must present original
documentation to The Woods Private School. Parents are required to meet
with an administrative staff member and provide this documentation on or
before the first day of school. Upon receipt of court orders, we must comply
with them, including the release of the child until new orders are submitted or
the expiration date, unless a court order states otherwise. In the absence of a
court order, both biological parents have equal rights.

The state requires a written statement from a healthcare professional who
has examined the child within the past year. The physician’s signature
certifies your child is free of contagious or infectious disease and may
participate in all activities at The Woods. The health form or a medical,
religious, or special exemption must accompany a validated history of all
required immunizations; A new health record must be submitted each
yvear for every child and must be on file within one week of the
child’s admission.

The law requires documentation of hearing and vision for all PreK, K, 1st,
3rd, and 5th graders at public, private, or parochial preschools or schools in
Texas. Screening may be completed by your personal physician or by a
professional screening service provided by our school. AN (Acanthosis
Nigricans) is a state-mandated program that helps assess children
who may be at high risk of developing Type 2 Diabetes; AN screening
is required for all 1st, 3rd, and 5th-grade students. The screenings may
be done with your childcare provider or a professional Screening
Service. Pinewoods Screening will be available at our school in
October each year to perform any necessary hearing, vision, and AN
screening.

Each child needs an updated Field Trip Form with current emergency and
contact information.

Release of information gives the school permission to release name, phone
number, and email, and permission to use the student’s photo for social
media.




Tuition

Tuition will be paid through the FACTS online billing system.
And requires online registration through their website
(https./online.factsmgt.com/signin/451YM).

Payments will be automatically withdrawn online through a saved credit card (3%
fee added) or a linked bank account that does not incur a fee.

Tuition is paid in advance at the beginning of each month.

The program's cost is divided into 10 monthly payments (beginning in August).
August tuition is due August 13, 2025.

Tuition payments are due by the 10t of every month and will be auto-drafted.

If monthly fees remain unpaid, your child may not be allowed to attend school until
all tuition, aftercare, and late fees are paid.

Tuition may still be paid with cash or check; however, it must be paid before the
auto-draft date. Please make checks payable to The Woods Private School and put
your child’s name in the “memo” section of the check.

Monthly payments are due regardless of holidays or breaks and are non-refundable
in the event of partial attendance or withdrawal.

In addition to monthly tuition, an annual activity fee will be charged at the
beginning of the school year.

Childcare is available on an hourly basis for $10.00 per hour. A flat rate is available
for children attending school with additional before- and after-care each day.
Parents will be billed at the end of the month for any extended care hours.

We are here to help with questions (technical or implementation); please call
281.370.8576 and ask for Brent Boase, who is always available to assist.
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The Woods Private School has the right to withhold all records or

report cards until all financial obligations have been met.

Tuition for The Woods Private School
at Cedar Point

[0 Tuition is due at the beginning of each month and can be paid by cash, check,
or credit card (a 2% processing fee applies to credit card payments).

O Aftercare will be calculated at the end of the month and billed for the next

month.

Employee Health &
Preventable Diseases

All employees are responsible for submitting all applicable forms for
employment. All employees must have any vaccines found to prevent diseases in
children, or a written or electronic record of each employee’s compliance or
exemption from our policy. Exemptions will include medical conditions or
precautions by the Centers for Disease Control.

Campus Calendar-Hours and Release Policies
School Calendar

The Woods is open each school year from mid-August until the end of May.
Parents will receive a copy of the 25-26 school year calendar at Meet the
Teacher. Our school is closed intermittently during the school year for holidays,
special days, and conference days. Our current calendar is available on our
website at www.thewoodsprivateschool.com.
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Lakewood Forest Days and Times

Our preschool classes are available on Tuesday/Thursday,
Monday/Wednesday/Friday, and Monday through Friday. All preschool
classes begin at 9:00 a.m. and conclude at 2:00 p.m.

Kindergarten-Third-Grade classes are taught Monday through Friday,
beginning at 8:30 a.m. and ending at 3:00 p.m.; Fourth-Fifth-grade classes
are from 8:15 a.m.-3:00 p.m.

Extended care is available as needed at a rate of $10.00 per hour (billed in
fifteen-minute increments). A flat rate is available for those needing extended
hours from 7:15 a.m. to 6:00 p.m.

Students remaining after school will be escorted to either play care or an
afterschool program for an additional fee. After-school programs include
Taekwondo, Art after School, Ballet, Archery, Tennis, Chess, and Soccer.

The Woods at Cedar Point Days and Times

Our Cedar Point school offers a flexible schedule, with students able to
attend 2, 3, 4, or 5 days per week.

Class runs from 9 a.m. to 1 p.m., and extended hours are available from 7:15
a.m. to 6:00 p.m.

Extended care is available as needed at a rate of $10.00 per hour (billed in
fifteen-minute increments). A flat rate is available for those needing extended
hours from 7:15 a.m. to 6:00 p.m.

Students remaining after school will be escorted to either play care or an
afterschool program for an additional fee. Afterschool programs include
Taekwondo, Ballet, and Soccer.




Release Policies

Each family is assigned a “Carpool” number, which should be displayed on the rearview
mirror during afternoon pick-up. Two numbers are distributed to each parent per child during
the Orientation Period in August.

The Woods at Cedar Point carline begins at 8:45 a.m. and ends at 9:15 a.m. Preschool
carline begins at 8:45 a.m. and ends at 9:15 a.m.; afternoon carline begins at 1:45 p.m. and
ends at 2:15 p.m. Elementary morning carline begins at 8:00 a.m. and ends at 8:30 a.m.;
afternoon carline begins at 2:45 p.m. and ends at 3:15 p.m.

Students arriving before the school day begins or after the day ends will be accompanied
to extended care or after-school activities.

Children will be accompanied by their teacher to aftercare or extracurricular programs,
where they will be signed in and out before being released to their parents.

Extended Hours

O The Woods Private School ensures the safe release of children. Students are
released only to parents/guardians or to those authorized by the parent/

guardian in an emergency.

[0 Authorized persons must show proof of identification before taking the
children.
[1 No child will be released to someone who has not been authorized or appears

to be impaired.

School Closure

In the event of inclement weather, The Woods School will close if the

administrative staff determines it is necessary for the overall safety of the
students. Parents will be notified via text, ClassDojo/ Remind, or Facebook.




Animals in the Classroom

Parents will be notified in writing when animals will be present in the
classroom. Teachers will ensure animals do not create unsafe or unsanitary
conditions. Children will not handle any animal that shows signs of illness.

If an animal visit is planned for Show-n-Tell, the teacher should be notified in
advance to check for any allergies or concerns. We will practice good hygiene
and hand washing after handling or contact with an animal and items used by
an animal, such as water bowls, food bowls, and cages.

Documentation must be maintained to show that dogs and cats have been
vaccinated. A statement of health from a local veterinarian must be kept for
dogs, cats, ferrets, and other small rodents.

Visitation Policies

Classroom and School Visitation

The Woods is known for its warm, inviting environment. Our parents
are always welcome to visit the school and are always invited to accompany
their students on Field Trips, parties, and special occasions at The Woods.

Once the school day begins, we encourage parents to remain outside the
classroom in the mornings to ensure the maximum instructional time for
students.

Scheduled appointments should be made before or after school to
minimize missed school time.

Parents are encouraged to use our drive-through service to ensure
students arrive safely and on time. To ensure safe arrival and departure for
all students, please refrain from using your cell phone and drive slowly and
carefully, as parents and students are walking in and out of the building at
that time.




Parental Rights

The Woods Private School is governed by the state of Texas and the Texas

Department of Health and Human Services Child Care Licensing.

This website is publicly available, and parents may view the public
records and learn how to access our most recent inspection. Our handbook is
available digitally on our website, and a paper copy is available upon request.
Parents must sign the Authorization Form acknowledging receipt of this
material. Parents may also, upon request, review staff training and
curriculum, and are protected from any retaliatory action for exercising their
parental rights.

Discipline and Guidance

Our discipline policy is one of guidance and redirection to facilitate each
child's development. Discipline is individualized and consistent for each child,
appropriate to the child’s level of understanding, and directed toward teaching
the child acceptable behavior and self-control.

Our Minimum Standards state, “Research has shown that positive guidance
teaches children skills which help them get along in their physical and social
environment. Providing children with clear guidelines and redirecting their
behavior helps them develop internal control over their actions and encourages
acceptable behavior. Brief, supervised separation or time out from the group is
limited to one minute per child's age.

Classroom teachers are responsible for discipline unless a problem cannot be
resolved through redirection or guidance. At this time, parents are contacted so
that parents, teachers, and administrators can work together to develop a
standard solution.

It 1s not the policy of The Woods Private School to spank or physically discipline
any child.

Attending The Woods Private School is a privilege, not a right, and all basic
rules and regulations must be followed to ensure your child can remain at our
school.




Behavior

Behavior and Consequences

Parents may be asked to pick up their children from school if disciplinary problems
persist after a meeting with the parents, staff, and student. Disciplinary actions may
be taken when children do not adhere to The Woods Private School's Code of Conduct.
Students may be removed from class or sent home, depending on The Woods Private
School's behavior and discipline guidelines.

We encourage partnerships between staff and parents to support healthy
development, fairness, and continuous improvement, which will help each child’s
social, emotional, and behavioral health and address challenging behavior.

Our curriculum and interactive learning environment are age-appropriate, include
small-group activities, and are grounded in research evidence. We invest in
professional development, and all staff are adequately trained each year, ensuring
they are competent to meet their students’ needs. We have adaptive learning
environments and developmentally appropriate classroom expectations.

Our staff maintains a healthy relationship with each child and strong partnerships
to prevent the need for suspension or expulsion.

The Woods Private School employs qualified, competent teachers and
provides a positive learning environment, structured classroom,

detailed lesson plans, and a daily schedule to ensure student success.




Dress Code

Dress Code and Grooming

O Preschool students should dress in comfortable, casual clothing suitable for play.

[0 Girls may wear dresses, T-shirts, pants, or shorts.

[J Boys may wear shorts, pants, and T-shirts.

[0 All students may wear Spirit Day shirts every Wednesday.

[0 Function over style is helpful for little ones; therefore, teachers often prefer
an elastic waistband. Children should wear rubber-soled tennis or sport shoes

(please no wear flip-flops, boots, or backless shoes for safety in the classroom

and playground). Please label all outer clothing and water bottles.

Uniforms for Elementary Students

Uniforms foster a sense of uniformity, pride, and equality among students, enabling them

to perform better academically.

All Elementary students must wear uniforms Monday-Thursday and adhere to the dress
code; Friday is free-dress day.

Boys may wear shorts, pants, or monogrammed Polo shirts with The Woods Logo.

Girls may wear shorts, pants, skorts, dresses, skirts, and monogrammed Polos with The
Woods Logo (Girls are required to always wear shorts under dresses or skirts).
Wednesday is Spirit Shirt Day—all students should wear blue Spirit Shirts.

Uniforms may be purchased through www.landsend.com with the school code.

e Required for all boys: Red Polo Shirt (with logo) and Navy pants/shorts.
o All girls must wear a white Peter Pan Blouse, a Plaid Jumper or Red Polo
(with logo), and a plaid skirt.
In addition to the required uniforms, students may purchase a variety of polo shirts (logo),

skirts, skorts, pants, jumpers, accessories, or style options for everyday wear.
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Field Trips, Programs & Events

The Woods Private School recognizes the value of field trips, guest speakers, and
entertainers. Our carefully planned field trips and assemblies are integrated into our
preschool and elementary curriculum.

Field trips and guest speakers can help your child explore their surroundings,
sharpen observation skills and broaden knowledge, increase language skills, understand
and appreciate the community, and Practice safety habits.

Parents will be notified of all upcoming Field Trips via Remind or Class Dojo. Parents
may also be asked to chaperone or assist with Field Trips, and chartered buses will
transport the children. Preschool students should always wear a Woods T-shirt, and
Elementary Students should wear either a Woods T-shirt, a Field Trip Shirt, or a
Uniform.

All students must have a completed and signed Field Trip form.

Preschool and elementary activity fees for these outstanding
educational opportunities will be charged at the beginning of each
school year.

Meals and Snacks

Lunchtime should be a pleasant experience for your child. Please send healthful

lunches that reflect proper nutrition to help establish and maintain good eating
habits.

Children should bring their own lunch; no food or drink may be delivered from
outside vendors unless an emergency occurs or a teacher or administrator
specifically approves it for birthday celebrations.

Each child who stays after school will receive an afternoon snack.
Water is always available; children must bring a filled water bottle to school each day.

17




Parental Communication

Successful partnerships are built on a shared commitment to collaboration,
open communication, mutual respect, and a common vision. By selecting our
school, you seek an optimal match for your child, your expectations, and your
values.

We recognize that open and honest communication creates effective

Iinteraction between parents and staff.

Our school clearly communicates its policies, procedures, and expectations
during the admission process, at Meet the Teacher events, at conferences, and

through Remind or Class Dojo.

Throughout the year, teachers and administrators are available for open
dialogue. Parents are encouraged to obtain information directly from the school

and consult with those best positioned to address the issue.

Consistent communication with parents is the primary goal for all
correspondence between teachers and parents. Ongoing, clear lines of
communication keep parents informed about upcoming events, current
curricular activities, progress reports or report cards, and other relevant

information.

Parents should promptly review any relevant material sent home and return
to school the next day if required by the teacher. Parents are always welcome to
contact the school at 281.370.8576 (Lakewood Forest) or 281-320-1985 (Cedar

Point), or email contact.twps@gmail.com if the administrative staff needs to

address any questions or concerns.
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Parent/Teacher Conferences

Preschool conferences are scheduled for the end of January each school year.

Progress reports are sent home one week before conferences and again in May.

Elementary progress reports are sent home each quarter. Report cards will be

sent four times per year before conferences.

Remind or ClassDojo will send the exact dates and times.

Parental Conference Room

A conference room is available for all parents who need a quiet, seated area. A
staff member will gladly escort any parent to this comfortable room, which is

designated for this purpose.

Social Media/Photos and Images

The Woods Private School has a Facebook Page and an Instagram Page, and we

regularly post photos, news, and event information.

We ask that parents sign a Release of Information authorizing the use of the

student’s photograph, age, and grade in campus and school-related media.




Physical Activities

Preschool Promotion of Indoor/Outdoor
Physical Activities

Preschool play is an integral part of every child’s day. The Woods Private
School provides ample opportunities for both indoor and outdoor play.
Classroom play, which lasts at least 45 minutes in the early morning and
afternoon, is integrated into each daily schedule. This helps children develop
social skills, hand-eye coordination, communication skills, and creativity.

Indoor play offers new opportunities for independence, problem-solving,
sharing, teamwork, and emotional resilience. Weather permitting, daily recess
of at least 30 minutes in the morning and active outdoor play of at least 30
minutes in the afternoon promote a healthy lifestyle and develop cognitive
skills.

Regular outdoor exercise gives children the opportunity to engage in a wider
range of physical activity and promotes the use of both small and large muscles.
Outdoor recess exposes children to fresh air and sunshine, strengthening their
Immune systems.

Preschool and Elementary Promotion of
Indoor/Outdoor Physical Activities

Indoor active play, such as Physical Education and Open Gym, for a
minimum of 45 minutes, develops and maintains acceptable levels of fitness and
physical skills and increases opportunities for social interaction through
movement and health education. Outdoor play is carefully monitored and moved
indoors on inclement-weather days.




Playground Policies

Play is allowed in designated spaces only, and all students should
follow the directions of the staff member on duty. Only games deemed safe by the
staff member should be played. Children should exhibit good behavior, cooperate
with others, and use equipment safely. Sunscreen/insect repellent should be

applied at home, as teachers are not allowed to use them at school.

Volunteer Opportunities

Volunteers are an essential part of our program, and we welcome and
encourage parental participation at The Woods School. The Staff Appreciation

Committee supports and assists staff; volunteers are always welcome to join.

The Woods Dads Volunteer Group is a vital organization of Dads, Uncles, and
Grandparents that assists with school events, Field Trips, and supports

teachers and staff.

Time commitment is variable, and any amount of time is appreciated.
Class parties will be held for fall festivals, Thanksgiving, Christmas, Valentine’s
Day, Easter, and the Rodeo; parents are also needed as field-trip chaperones.
Our parents make a significant contribution, and children learn the importance

of school through their family’s active involvement.

We encourage all parents to become involved at The Woods to meet the other

parents, children, and faculty members.




Attendance & Absences

Regular attendance is of prime importance to your child’s educational
development.

Teachers must be informed when and why a student is absent from school.
The absence may be counted as unexcused if the teacher is not notified.

Elementary students must attend 90% of the academic school year to be
promoted to the next grade level and will receive credit or a final grade for the
class if they meet the instructional requirements.

Students must be present at least 3 hours during the day to receive credit for
the day; students who arrive at school after class has begun will receive a tardy
notice (students arriving late from a medical appointment must bring a note
from the doctor or dentist to have tardiness excused.

The Director will be notified if absenteeism is extended beyond 5 days per
month. Families are asked to plan absences or vacations after school or during
school breaks.

Excused absences include illness of a student or immediate family
member, death in the family, religious holiday, required court appearance, or
special event.

Tardies’ attendance will be taken each morning at 8:45 a.m. Students
arriving late are considered tardy. Excessive tardiness will be dealt with on an
individual basis.

Please respect the classroom procedures that benefit each student.
The student is responsible for collecting incomplete assignments; all work is
due the day the student returns.




Report Cards/Progress Reports

Report Cards typically include grades in math, reading, science, social studies,
and other subjects. Report cards will also include attendance and behavior and
will be 1ssued at the end of each nine-week grading cycle.

Grading Scale
= Numerical Grades: 100%-90% Progressing Steadily
o 89%-80%
o 19%-75% Inconsistent Growth Demonstrated
o 74%-70%
o 69% and Below Experiencing Difficulty

[1Report Cards for elementary will be distributed every grading cycle

[1Progress Reports will be sent out every four to five weeks, and when a student
1s at risk of failing.

[1Kindergarten and Pre-First send Glow and Grow progress reports as needed.

[1The first through fifth-grade teacher will change incompletes to a numerical
grade at the end of the next nine-week grading cycle.

Report cards, transcripts, teacher recommendations, and testing will be requested
for all new elementary students. Parent signatures are required for the release of
records.

Homework

Homework can improve student achievement, allow for independent
learning of classroom and life skills, and reinforce classroom instruction.

Parents are also allowed the opportunity to observe and monitor their
children’s learning and assess their academic progress.
The amount of homework will be directly associated with the student's grade
level. The required time for homework will be determined by the student's
rate of work.




Library

Our school library maintains a collection of over 1,700 books
across multiple genres, including fiction, nonfiction, biographies,
poetry, and reference materials, and grows monthly with

Elementary Scholastic Book Orders.

The library collection is organized for independent exploration
and supports classroom instruction while promoting literacy and

academic growth.

All elementary students visit the library weekly as a class to
check out or return books. Younger students enjoy selecting a book
to take home and share with their families, helping them learn that

reading is both enjoyable and educational.

First through Fifth grade students take Accelerated Reader
(AR) tests on their chosen books before selecting additional library

resources.




Technology

Technology & iPad Laboratory

The Woods uses 1iPads in all elementary classes to differentiate instruction
based on individual needs and to encourage critical thinking through
multimedia applications and collaborative tools.

Technology enhances the learning experience and promotes independent

learning as students learn to acquire, organize, and evaluate information.

An 1Pad laboratory and technology-based lesson instill a love of study and

exploration that will continue throughout a child’s elementary years.

Students must use these electronic devices appropriately with guidelines that

promote responsibility, respectful communication, and positive online behavior.

Third, Fourth, and Fifth-grade students learn the basics of proper keyboarding

and word processing with purchased Chromebooks.

Additionally, the teacher will employ Internet-based research projects to
strengthen skills and bring a new dimension to the learning process, thereby

preparing students for the rapidly evolving digital world.




Technology/ Electronic Devices
(Off and Away for the Day Policy)

The off-and-away-for-the-day law in Texas is designed to regulate
mobile phone use (including smartwatches) in schools, ensuring students
focus on their education without distractions from mobile devices. Texas has
introduced school-specific guidelines to limit cell phone use during the school

day.

e Klectronic devices are prohibited on school grounds, except for

laptops, Chromebooks, and tablets, which are for school use only.

e If the items below are used during the school day, a staff member will

collect them and return them at the end of the day.

Please note:

e Personal electronic devices are not allowed at school. Cell phones
are permitted for emergency use only and must be kept in your
child’s backpack during the school day.

e Permission for use must be granted by either the teacher or
administrator.

e Smart Watches may be worn only to tell time.




Accidents and Medical Emergencies
Accidents and Incidents

Minor accidents will be treated by a staff employee and recorded on
a Hugs and Hurts form.

The form includes the child’s name, date, time, incident, treatment,
and the method of parent notification.

The teacher, parent, and director will all sign the form, which will
remain in the student’s file; one copy goes to the parent and the other
remains in the file.

Medical Emergencies

Our staff is CPR-certified and trained in Pediatric First Aid.
In the event of a medical emergency involving your child, the
following steps will be taken.

First aid and reassurance will be provided. Staff members will
assess Injuries and evaluate the child’s medical needs.

An incident in which a child or employee contracts a notifiable
communicable disease will be reported to the Texas Department of
Family and Protective Services. Parents, guardians, or emergency
contacts will be notified.

Staff will contact emergency medical services as needed.




Allergies and Asthma

Potential food allergies or asthma must be reported on the Health Statement

provided to each child.

Children with food allergies should have a supply of snacks available for use

during parties or extended care.

These snacks should be labeled with your child’s name, allergy, class, and

teacher.

Parents whose children require an Epinephrine Auto-Injector must meet
with a staff member to review a statement of procedures followed in case
of emergency or accidental food ingestion. The following will be kept on

file for these children:

O Child’s name

0 Teacher’s name

[0 Name of medication and dosage

[0 Symptoms and Instructions for Medication Dispensation

[0 A FARE action plan.




Medical Policies

Medication Policy

State licensing requires all medication to be administered with written
permission from the parent.

Over-the-counter medications will be given only according to the package
directions unless instructions are received from the physician, including dosage
and expiration date.

Parents must adhere to the following guidelines before any medication is
given.

e Medication must be in the original container.

e Medication must include the child's name, dosage, required time, the date
prescribed by the physician, and the date the medication was brought to
the school.

Medication must include the physician's name and expiration date—it may
not be given after the expiration date.

Medication is administered in accordance with the label directions and
only to the child for whom it is intended; employees dispensing medication
must sign it with their full name.

Parents must fill out and sign the Authorization for Dispensing of
Medication Form.

Children cannot keep any medication in their possession; all medication
must be checked at the front desk.

*The Woods Private School does not maintain or administer unassigned
epinephrine auto-injectors**




Illness and Exclusion Policy

Our school is licensed to care for healthy children. Illness results in a greater
need for care than our staff can provide without compromising the health/safety
of other students.

A child who is sick will be removed from class, and parents will be notified for
pickup.

Please have consideration for other students as well as your child by keeping
them home with the following symptoms:

[0 A fever of 100 degrees or more accompanied by behavioral changes

[ Diarrhea

[0 Sore throat or swollen neck glands

[] Upset stomach or vomiting

[J Head cold or any other communicable disease
[0 Bronchial infection

[0 Conjunctivitis

[0 Contagious rash or skin eruption

o If your child vomits or has diarrhea before coming to school, a 24-hour period
must pass without symptoms before he/she returns to school.

If your child's temperature is 100 or above, he/she must wait 24 hours (without
medication) before returning to school.

If your child has an itchy red eye with discharge, a physician’s note is required
before your child returns to school.

Parents will be contacted to pick up ill children; if parents cannot be reached,
emergency contacts will be notified.




Communicable Diseases

Our school follows the communicable disease exclusions for schools as defined
by the Texas Department of State Health Services (TDSHS) in 25 TAC 97.7,
specifically the section on Diseases Requiring Exclusion for Schools.

You may access this information from DSHS or Licensing Staff.
A list of some illnesses requiring exclusion from school are:

Diarrheal Illness
Chicken Pox
German Measles
Head Lice
Hepatitis A/B/C
Impetigo
Influenza

MRSA

Measles
Meningitis
Mumps
Ringworm
Scabies

Scarlet Fever
Strep Throat

TB

Whooping Cough

Please note: the above must be reported to the school to prevent the
spread of infectious diseases to other children in the classroom or
across the school.




Crisis Response Plan

& Emergency Procedures

Safety/Crisis Response Plan/

Emergency Preparedness Plan
The safety of students and staff is a priority at The Woods Private School
We will have an unannounced Fire (monthly), Severe Weather
(4 times per year), and Lockdown Drills (4 times per year).
Students and staff should respond immediately when an alarm is activated and

follow the campus preparedness and safety protocols.

Fire Drill

School-wide fire drills are practiced monthly; students must evacuate within three
minutes.

Detailed evacuation plans are posted in each classroom.

Each room has two exits.

All classes exit to the playground, back parking lot, or front patio areas.

Teachers have in their possession a daily class attendance list with students,
parents, and emergency contact information.

The director will have in her possession an updated contact list of all students.
Students and the Director will meet in a designated safe place to ensure everyone
exits the building safely.

The director will notify teachers when the building is safe for reentry.

Fire Extinguishers will be checked every month.




Severe Weather Drill

Severe weather drills are conducted every three months. Teachers are
notified via intercom, Remind, or text if inclement weather 1s detected.
Children are quietly taken to a safe place in the building. If conditions
necessitate removing children from the premises, students will be
transported in an orderly manner to Lakewood Forest Residents Club,
15006 Lakewood Forest Drive, Houston, TX 77070. Phone Number 1s:
281-376-1893.

Parents will be notified to pick up their children if unsafe conditions
remain. An Administrator will notify authorities if unsafe conditions
remain. All children in attendance will be accounted for at the designated
safe place.

Evacuation Plan

All children will be safely moved to a designated safe area or alternate
shelter in an emergency.

Students at The Woods on Lakewood Forest will be escorted or transported
by vehicle to a safe location. The shelter is named The Woods at Cedar Point
and is located at 13835 Cedar Point Drive, Houston, TX 77070. Their phone
number 1s 281-320-1985.

Students at the Cedar Point Campus will be escorted or transported to a safe
location. The shelter’s name 1s The Woods Private School, 15002 Lakewood
Forest Drive, Houston, TX 77070. Their phone number is 281-370-8576.

All teachers will have a current attendance list, phone numbers, and
addresses of all children, parents, and emergency contacts. All children will be
accounted for before, during, and after arrival at the shelter.

**The Woods Private School is committed to protecting our students. In each situation,
we will determine whether a shelter-in-place or evacuation plan is necessary.




Lockdown/Active Threat

[0 Administrative staff, teachers, or students will call 911. If
possible, a message will be sent to all staff to notify them of an
active campus threat. A Code (This is a lockdown) will be
announced to all staff members.

[1 Students should be taught to RUN, HIDE, and FIGHT.
[1 Staff will exit with all emergency documentation.

[1 Explain to the children that this is a “quiet drill. “They must
remain silent and minimize every movement, talking, or noise.

[1 Silence all cell phones and lock doors.
[1 All exterior doors will be locked, and regular movement inside
will be restricted. Move the children to a safe, designated place

(under the window).

[1 If there 1s a threat inside the building, all students will escape
through the windows or doors.

[1 Do not move from your secure location until a reliable source has
notified you.

[1 Wait for “All Clear” before returning to the classroom.

Run and exit the building if there is a clear exit. Do whatever you
can to get out of the situation safely. Phones are discouraged due
to the glow, as recording the incident can lead to injury when
drivers need to pay full attention.




Accommodations for Children
with Special Needs

The Woods Private School provides a rigorous academic
curriculum. Students are encouraged to work and perform
independently; however, reasonable accommodations will be
provided to those who need minimal special services.

Gang Free Zone

Any area within 1,000 feet of a childcare center is a gang-free
zone, where criminal offenses related to organized criminal activity
are subject to a harsher penalty under the Texas Penal Code.

Staff Training & Preventing
& Responding to Child Abuse/Neglect

Every staff member at The Woods is CPR certified and trained
in First Aid. Each staff member receives pre-service training and
monthly and annual training. The Director receives additional
training.

Every staff member receives written documentation and
training on the prevention of child abuse, including awareness of
1ssues related to child abuse and neglect, warning signs that a child
may be a victim, strategies for coordination between The Woods
and community organizations, and actions a parent can take to
obtain assistance.




Child Care Minimum Standards

Minimum Standards for Childcare Licensing may be viewed

at https://www.hhs.texas.gov. A copy of our most recent

childcare inspection is always posted at our school.

Our local child-care licensing phone number 1s 713-940-

3009. All suspicions of child abuse and neglect must be

reported by calling 1-800-252-5400 or

www.txabusehotline.org.



https://www.hhs.texas.gov/
http://www.txabusehotline.org/

