
 

2021-2022 

Parent Handbook 

 

 

 

 

 

 

 
  



Revised 7.20.2021 

 

This handbook is designed to enable stakeholders from Springtown ISD’s Early Learning Center 

(GELC) to gain an understanding of our Center’s purpose, goals, and operational procedures. The 

handbook’s targeted audience includes parents and guardians of our potential students.  

  

The GELC follows criterion established by the Texas Minimum Licensing Standards (THHSC), the 

National Association for the Education of Young Children (NAEYC), and Child Care Services (CCS).  

 

Though the document is nowhere near all-encompassing, every effort has been made to address areas 

considered particularly important as to the needs of children, parents, staff and administration. We 

welcome input regarding ways to improve our program and this handbook. 

 

*The Gilley Early Learning Center will not discriminate for any reason, including but not limited to: 

Race ~ Color ~ National Origin ~ Political Belief ~ Disability ~ Religion ~ Age ~ Sex 
 

Statement of Purpose 
 

Employees and stakeholders must recognize that the success of the Gilley Early Learning Center (aka: 

“Center,” aka: “GELC”) is dependent upon parents and staff working together to: 

 
 Create a climate where children can thrive, feel loved and be safe 

 Provide a trusting atmosphere and a challenging environment 

 Encourage development of the whole child 

 Assist the  child in developing a healthy self-image 

 Encourage language development and communication skills 

 Provide enriching activities for all children enrolled in the Gilley Early Learning Center 

 Provide curriculum based on school readiness activities based on developmentally appropriate 

art, dramatic play, language development, music and movement, cognitive skills and math and 

science 

Philosophy 
 

We embrace the challenge of preparing each child for their next step in the educational process. We do 

so with a commitment to excellence that will enable the District’s employees to confidently work with 

the children of others, knowing that their own families are being cared for. We believe that it is our 

responsibility to work cooperatively with all our stakeholders, and to collectively ensure that an 

encouraging environment is consistent at both the Center and at home.  

 

Mission Statement 
 

Our mission is to provide the children of Springtown ISD’s staff with a safe and healthy learning 

environment, conveniently operating with a calendar and daily schedule that mirrors the District’s. We 

are committed to surrounding each child with loving and caring providers as they learn to problem-

solve, develop their fine and large motor skills, and learn cooperatively while developing language and 

literacy skills. 

 

 

Motto 
“Building foundations for a successful future.” 
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Gilley Early Learning Center Operational Policies 
The Gilley Early Learning Center’s “Operational Policies” are based on THHSC Standard 746.501 

 

Hours of Operation 

 
The Center opens at 7:00 AM and closes at 4:45 PM daily. The Center’s operational calendar shall 

mirror the SISD employee calendar. The Center shall remain open on days that are “student holidays” 

but designated on the Springtown ISD School Calendar as Teacher In-service Days. Hours of operation 

may be altered on SISD staff development days, teacher workdays and/or early dismissal days. The 

director has the option to close a Center on the above days or rearrange the opening and closing times.  

 

Leaving a parent can trigger a great deal of emotion in some children. We recognize that there will 

likely be tearful separations, and ask that you help reduce potential anxiety by bringing your child into 

the classroom with a positive attitude. Comfort your child by reassuring them that you will return for 

them. We welcome calls to the Center to check on your child. Our staff recognizes that it is very 

“normal” for children new to a group-care setting to take two weeks to adjust to the setting. Our staff has 

been trained to handle tearful separations, and will work hard to make the process as smooth as possible.  
 

Arrival Time: Children participating in the Center’s programs should be escorted to their classroom by 

an adult. It is critically important that each child be signed in each morning.   

In order to coordinate staffing schedules, it is very important that children arrive at the Center no later 

than 9:00 AM. If you know your child will arrive later in the morning, please let us know at least a day 

in advance so that personnel can be reallocated.   
 

Departure Time: Your child may be in a classroom, on the playground, or in the gym when you arrive 

to pick them up. We will do our best to safely and efficiently check your child out each day, and ask that 

you (or your designee) be certain to sign your child out each day. Please make dependable arrangements 

if you are not able to pick up your child on time.  
 

Child Release: Only adults aged 18 years or older may be designated to pick up a child on the parent’s 

behalf. We feel certain that our stakeholders appreciate that a photo ID will be required if/when 

individuals other than a child’s own parents pick up one of our students. The Center’s staff will not 

release a child to anyone unknown to them. An unfamiliar person is someone that the staff in attendance 

does not recognize as authorized to pick up the child. Please notify your family, friends, boyfriends, 

girlfriends and grandparents of our policy.  

 

In the rare case of an emergency, the parent(s) that signed the enrollment form may call the director or 

the assistant director and give a verbal authorization for someone to pick up his or her child. A sibling 

under the age of eighteen will be allowed to pick up a child if they have a driver’s license. This request 

will need to be followed up with a written authorization form. 
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                                                   Late Fees 

 
In order for the Center to operate effectively and efficiently, it is critical that children be picked up in a 

timely fashion. In order for the District to support the Center from a “budget-neutral” position, we do 

not have allowance for employee overtime. The clock at the Center shall be synchronized with the 

District’s computer network, and arrival/departure times determined based on the synchronized clock.  

A late fee will be assessed for employees retrieving their child, beginning at exactly 4:45 p.m., or any 

published early closing time of the Center (i.e. a District-level 2-hour early release day.)  The late 

penalty fee, for each child, is $5 for the first five minutes after the Center’s scheduled closure. The 

penalty fee accelerates to $10 for each five minute block after the first five minutes. (Example: Parent 

arrives at 6 minutes past their pick-up time – fee would be $15). The fee accumulates per child, not per 

family.  
 

Signing Children In and Out of the Center 

 
The Texas Health and Human Services Commission (THHSC) mandates that parents/guardians are 

responsible for signing a child into the Center daily. This form is checked by THHSC. When signing 

your child into or out of the Center, please make sure you make verbally communicate with GELC staff 

and note the correct time on our log. Texas Health and Human Services Commission Minimum 

Standards require that you must provide your complete signature, and not simply initials.   
 

 

                         Physical Health and Well-Being 
 

Precautions are taken to provide a safe and healthy environment for children. Efforts to notify parents of 

communicable infections or illness known to have been introduced into the Center will include written 

correspondence as well as District e-mail. In order to prevent the spread of infection or illness among 

our children and staff, it is necessary for families and employees to follow health guidelines.  

 

Short Term Exclusion Policy 

A child will not be permitted to remain in the Center if they have any of the following: 

 An oral temperature of 100.4 degrees or greater 

 An armpit temperature of 99.4 degrees or greater 

 Any behavioral changes or other signs and symptoms of illness (the child can be included 

again after a medical evaluation indicates they are healthy again) 

 Failure to pass any visual “health check” including unexplained rash, lice, or pink-eye 

(the child can be included again after a medical evaluation and a doctor’s note indicates 

they are healthy again).   

 GELC will follow the Texas Department of Health Communicable Disease Chart. This 

chart is located in the Center, and includes other reasons for short-term exclusion. 

 Signs and symptoms of severe illnesses, such as: 

o Lethargy (abnormal drowsiness) 

o Uncontrolled diarrhea or vomiting (two or more episodes in a 24 hour period) 

o Rash with fever, mouth sores with drooling, wheezing, behavioral changes or 

other unusual signs (the child can be included again after a medical evaluation 

and a doctor’s note indicates that they are healthy) 
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 Parents must provide a doctors release form before returning a child to 

daycare after an illness requiring a doctor’s or a visit to the emergency 

room. 

 School nurse is not a part of GELC 
 

Children must be “symptom-free” without medication for 24-hours following a fever, vomiting or 

diarrhea, before regaining eligibility to return to the Center. If a child is on an antibiotic for a contagious 

condition, s/he cannot return to the Center until they have been on the antibiotic for at least 24 hours.  
 

Parents should inform teachers daily of any health problems or concerns regarding their child. We 

request that you not bring your child to the Center if s/he is ill. Should a child become ill while at the 

Center, the parent must make arrangements for their child to be retrieved from the Center within the 

hour.  

Should you have questions about your child’s health, please consult your child’s physician. The GELC 

director makes the final decision regarding when a child will be sent home for illness, and when the 

child can be re-admitted to the Center. 

 

                                                                     Medication 

 
Signed, written parental permission must accompany all requests for Center employees to administer 

medication to a child. If avoidable, the Center’s staff would understandably prefer not to administer any 

medication to a child. Should it be necessary that medication be administered by Center employees, 

policy dictates that it must be in the original container with instructions on the label. The child’s 

name, prescription date (if applicable), and directions to administer the medication must be on the label. 

The container must be secured in a “zip lock” bag with the child’s name on the outside of the bag. The 

bag is to be personally provided to the child’s teacher or the director. Please do not leave any 

medications in diaper bags, backpacks, cubbies or lockers.  

 

Center employees will not dispense prescription medication without a doctor’s note for each 

prescription.   

 

Center employees must be provided written parental permission for all medications such as: 

 Over-the-counter 

 Tylenol, Motrin, etc. 

 Herbal 

 Gas Drops 

 Teething ointment 

 Diaper ointment 

Medicines will be administered according to written instructions found on the container. Medication not 

meant for children less than 5 years of age will not be administered.  

Over-the–counter Medication: 
Labels indicating “not to be given to children under a certain age without a doctor’s consent,” means 

exactly what it says. Please read the labels carefully and ensure that GELC staff members are not asked 

to administer any medication labeled in such a way. Note that GELC staff members will not give over-

the-counter medications to a child for more than three straight days.  If a child needs the medication for 

more than three days, they should see a doctor. *We do not give children expired over-the-counter 

medications. 
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Asthma Treatments: 

GELC employees will be provided basic training for routine first aid and other certifications required by 

the THHSC. Parents who request that GELC staff administer asthma medication will be required to 

provide detailed, written direction for the specific administration of their child’s treatment/medication.   
 

Allergies:  

In the interest of each child’s safety, directors and the Center’s staff must be immediately notified 

of any child’s food allergy, (or any other type of allergy).   

GELC must have a food allergy plan for each child with a known food allergy that has been 

diagnosed by a health care professional. The child’s health care professional and parent must sign and 

date the plan. The food allergy plan would include: 

 

1.) List of each food the child is allergic to. 

2.) Possible symptoms for exposure to a food on the list. 

3.) Steps to take if the child has an allergic reaction for both a severe reaction and a mild reaction. 

 

Note:   
It is important to note that parents will likely share important medical information with the Center’s 

director. Appropriate levels of confidentiality will be maintained, and a child may be eligible to remain 

in the Center even when other parents think it is not permissible. As in your classrooms, there are surely 

instances when other stakeholders may not have all the facts relevant to our director’s decision.  

Parents with concerns regarding any Center-related matter are encouraged to conference with the 

director, keeping in mind that confidentiality laws will be diligently observed. 
 

 

Medical Emergencies and Incident Policy 
 

Parents will be immediately notified of any head injuries and/or incidents warranting immediate 

attention from medical professionals. If your child is involved in a minor incident at the Center, you will 

be notified at the time of pick up. Parents will be provided an “Incident Report” that covers the time, 

place, and circumstances of the incident, as well as a list of witnesses to the event. Note that your 

personal health or homeowner’s insurance policy must provide insurance coverage for your child, and 

that the Center retains no additional or supplemental coverage of any kind. 

 

Staff procedures for handling a medical emergency: 

 Give first aid to the child. Access where child is injured. 

 Call 911 if needed 

 Contact director and principal of Campus 

 Contact parents and/or emergency contact 

 Complete Incident Report for the hospital or doctor 

 

In some instances, an injury or incident may warrant that a report be generated and filed with the state’s 

Licensing Agency. 
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                                                               Communication 

 
Communication between the Center, its staff, and our children’s’ families is critical to our mutual 

success. The Center’s staff will utilize e-mail, flyers, newsletters; Parent Link automated phone service, 

the District website and social media pages, to communicate general information.  Information 

specifically important to you and your child will be provided via written documents sent home with your 

child. Documents will be placed in diaper bags for infants and toddlers. Documents for children in our 

three- and four-year old classes will be placed in each child’s “cubby” for parent pick-up. 
 

 

Discipline and Guidance 

 
The Center will follow discipline guidelines outlined in THHSC Standards as well as NAEYC 

Standards. Discipline and guidance will be consistent, with recognition of each individual child’s needs 

and development. Promoting self-discipline and acceptable behaviors will remain a constant focus and 

goal. The Center’s staff will utilize positive techniques of guidance, including:  

 Redirection, anticipation of and elimination of potential problems, positive reinforcement, and 

encouragement rather than competition, comparison, threats, or criticism 

 Explanation of consistent, clear rules to the children 

 Cruel, harsh, humiliating, or frightening punishment will not be tolerated under any 

circumstance, and no child will ever receive physical punishment 

 Aggressive behavior that might place another child or staff member at risk should be addressed 

quickly, and may warrant parental assistance. A parent conference may be called for, and efforts 

to identify alternatives to routine discipline guidelines that have failed to be effective will be 

sought 

 The staff shall use positive techniques of guidance, including: 

o Redirection 

o Anticipation of and elimination of potential problems 

o Positive reinforcement 

o Consistent, clear rules thoroughly explained to the children 

                                                   

                                                Nutrition 
Every aspect of our program is considered part of the Center’s curriculum, and nutrition is no exception.  

Lunch and snack is a time for conversation between teachers and children, and “teachable moments” 

will be seized. Payment for lunches is handled through the SISD food service by the parents. We support 

“family style” meals. This includes adults (parent, staff, and volunteers) eating together with the 

children and talking in an informal way. Food is not used as a reward or punishment. 

 

Children are welcome to bring their lunch. We ask that you keep in mind that how time-consuming it 

may become to warm up 10-plus lunches in our microwave. Packing a healthy meal for your child will 

be appreciated. We also ask that you not include carbonated beverages with your child’s lunch, and 

suggest fruit over candy in a packed lunch.  

 

Breakfast:  With the exception of the infant class, breakfast is not served at the Center. Parents must 

provide their child breakfast before bringing them to the Center. For the older infants, breakfast is served 

until 8:30 AM. If you are bringing your child to the Center after 8:30 AM, please feed your child 

breakfast.  
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Infant Feeding: The Center accepts formula or breast milk. Young infants on formula or breast milk 

will be fed on demand and according to their schedule created by the parent. The Center requires that 

feeding forms must be updated every thirty days for children in the infant room.   

 

Breastfeeding Infants 

 
Parents have the right to breastfeed or provide breast milk for their child while in care. Provisions to 

provide a comfortable place in our center so that a mother can breastfeed her child have been 

established. There is a rocking chair in the infant room for mothers to breastfeed their infants.   

 

 

Examples of Choking Hazard Foods: The following foods are particularly prone to lodging in 

children’s throats and presenting choking hazards, and thus prohibited in the Center: whole grapes (older 

children may have grapes that have been cut up; grapes of any size or portion are not allowed for 

infants.), hot dogs (unless cut in small bites), nuts, hard candy. 
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2021-2022 Texas Minimum State Vaccine Requirements for Child-Care Facilities 

Immunizations/Good Health Statement 

 

 
State law requires a physician’s report verifying overall good health of the group-care child to be obtained for each enrollee.   

The Center requires a copy of each child’s annual physical.  Immunizations must remain current throughout enrollment, and a 

recent copy of immunizations must be on record with the Center.  Requirements are detailed in the following charts: 

 

 
 

 
1 A complete Hib series is two doses plus a booster dose on or after 12 months of age (three doses total). If a child receives the first dose of Hib vaccine at 12 - 14 

months of age, only one additional dose is required (two doses total). Any child who has received a single dose of Hib vaccine on or after 15 - 59 months of age is in 

compliance with these specified vaccine requirements. Children 60 months of age and older are not required to receive Hib vaccine. 

2 If the PCV series is started when a child is seven months of age or older or the child is delinquent in the series, then all four doses may not be required. Please 

reference the information below to assist with compliance: 

 For children seven through 11 months of age, two doses are required. 

 For children 12 - 23 months of age: if three doses have been received prior to 12 months of age, then an additional dose is required (total of four 
doses) on or after 12 months of age. If one or two doses were received prior to 12 months of age, then a total of three doses are required with at 

least one dose on or after 12 months of age. If zero doses have been received, then two doses are required with both doses on or after 12 months of 
age. 

 Children 24 months through 59 months meet the requirement if they have at least three doses with one dose on or after 12 months of age, or two 
doses with both doses on or after 12 months of age, or one dose on or after 24 months of age. Otherwise, one additional dose is required. Children 

60 months of age and older are not required to receive PCV vaccine. 
3For MMR, Varicella, and Hepatitis A vaccines, the first dose must be given on or after the first birthday. Vaccine doses administered within 4 days before the first birthday will 
satisfy the requirement. 

 

Information on exclusions from immunization requirements, provisional enrollment, and acceptable documentation of immunizations may be found in §97.62, §97.66, 

and §97.68 of the Texas Administrative Code, respectively. 

 
 

Vaccines: 

 DTaP: Diphtheria, tetanus, and acellular pertussis (whooping cough); record may show DT or DTP  

 Polio: IPV - inactivated polio vaccine; OPV – oral polio vaccine  

 HepB: Hepatitis B vaccine  

 Hib: Haemophilus influenzae type b vaccine  
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 PCV: Pneumococcal conjugate vaccine  

 MMR: Measles, mumps, and rubella vaccines combined  

 Varicella: Chickenpox vaccine. May be written VAR on record  

 HepA: Hepatitis A vaccine  
   

                                                                                                                                                                                             

Requisitos mínimos de vacunas en el estado de Texas de 2012 – 2022  para las 

guarderías  

 
Esta gráfica resume los requisitos para vacunas incorporados al Código Administrativo de Texas (TAC), título 25, Servicios de salud, secciones 97.61 a 97.72. 
Esta gráfica no tiene como propósito sustituir las consultas al TAC, el cual contempla otras disposiciones y detalles. El Código de Recursos Humanos, 
capítulo 42, concede la autoridad de establecer requisitos de inmunización al Departamento Estatal de Servicios de Salud (DSHS). 

 
                                                                         REQUISITOS DE INMUNIZACIÓN 

Un niño deberá mostrar comprobantes de vacunación aceptables antes de entrar, asistir o ser transferido a una guardería o escuela 

primaria o secundaria pública o privada de Texas. 

 
Las vacunas: 

DTaP: Difteria, tétanos y tosferina acelular (pertussis); en el registro pueden aparecer la 

DT o la DTP 

Polio: IPV - vacuna inactivada contra la poliomielitis (o polio); OPV - vacuna oral contra 

la poliomielitis 

HepB: Vacuna contra la hepatitis B 

Hib: Vacuna contra Haemophilus influenzae tipo b 

PCV: Vacuna antineumocócica conjugada 

MMR: Vacuna combinada contra el sarampión, las paperas y la rubeola 

Varicella: Vacuna contra la varicela. En el registro puede aparecer escrita como VAR. 

HepA: Vacuna contra la hepatitis A 

 

Edad en la que el niño 

debe tener las vacunas 

para estar en 

cumplimiento con los 

requisitos: 

Número mínimo de dosis requeridas de cada vacuna 

DTaP Polio HepB Hib PCV MMR Varicella HepA 

De 0 a 2 meses Ninguno Ninguno Ninguno Ninguno Ninguno Ninguno Ninguno Ninguno 

Antes de los 3 meses 1 dosis 1 dosis 1 dosis 1 dosis 1 dosis Ninguno Ninguno Ninguno 

Antes de los 5 meses 2 dosis 2 dosis 2 dosis 2 dosis 2 dosis Ninguno Ninguno Ninguno 

Antes de los 7 meses 3 dosis 2 dosis 2 dosis 2 dosis* 3 dosis** Ninguno Ninguno Ninguno 

Antes de los 16 meses 3 dosis 2 dosis 2 dosis 3 dosis* 4 dosis** 1 dosis*** 1 dosis*** Ninguno 

Antes de los 19 meses 4 dosis 3 dosis 3 dosis 3 dosis* 4 dosis** 1 dosis*** 1 dosis*** Ninguno 

Antes de los 25 meses 4 dosis 3 dosis 3 dosis 3 dosis* 4 dosis** 1 dosis*** 1 dosis*** 1 dosis*** 

Antes de los 43 meses 4 dosis 3 dosis 3 dosis 3 dosis* 4 dosis** 1 dosis*** 1 dosis*** 2 dosis*** 

 
* Una serie completa de la vacuna Hib consta de dos dosis más una dosis de refuerzo a los 12 meses de edad o después (tres dosis en total). Si un niño recibe 
la primera dosis de la 

vacuna Hib entre los 12 y los 14 meses de edad, se requiere solo una dosis adicional (dos dosis en total). Si un niño ha recibido una sola dosis de la vacuna 

Hib entre o después de los 
15 y los 59 meses de edad, está en cumplimiento con estos requisitos de vacunación especificados. Los niños de 60 meses de edad o mayores no requieren 

recibir la vacuna Hib. 

 
** Si la serie de vacunas PCV se empieza a administrar cuando el niño tiene siete meses de edad o más, o si el niño está atrasado con alguna dosis de la 

serie, entonces puede que no 

sean necesarias las cuatro dosis. Por favor refiérase a la información a continuación para ayudarse a estar en cumplimiento con los requisitos: 
•  Para los niños de siete a 11 meses de edad, se requieren dos dosis. 

•  Para los niños de 12 a 23 meses de edad: Si han recibido tres dosis antes de los 12 meses de edad, entonces se requiere una dosis adicional (para 

un total de cuatro dosis) a 
los 12 meses de edad o después. Si recibieron una o dos dosis antes de los 12 meses de edad, entonces se requiere un total de tres dosis con al menos una 

dosis que deberá 

recibirse a los 12 meses de edad o después. Si no han recibido ninguna dosis, entonces se requieren dos dosis y ambas deberán recibirse a los 12 meses de 
edad o después. 

•  Los niños de entre 24 meses y 59 meses de edad cumplen con los requisitos si han recibido al menos tres dosis, una de las cuales la recibieron a 

los 12 meses de edad o 
después; o dos dosis, ambas recibidas a los 12 meses de edad o después; o una dosis recibida a los 24 meses de edad o después. De lo contrario, es necesaria 

una dosis 
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adicional. Los niños de 60 meses de edad o mayores no necesitan recibir la vacuna PCV.  
 
*** Para la vacuna MMR y las vacunas contra la varicela y contra la hepatitis A, la primera dosis debe administrarse en o después del primer cumpleaños. 

La información sobre las exclusiones de los requisitos de inmunización, la inscripción provisional y la documentación aceptable de 

las inmunizaciones puede encontrase en las secciones 97.62, 97.66 y 97.68 , respectivamente, del Código Administrativo de Texas 

                                                                                               

 

Infant Health Form 

Infants must have a doctor’s statement stating that he/she is healthy enough to attend a group childcare 

setting. Infants need a current immunization record on file. Immunizations must be on record with the 

Center. 

 

Tuberculin Testing 
All staff must pass a Tuberculin test prior to employment. Testing does not apply (nor is it required for) children 

in the program. 

                                                        Vision and Hearing Screening 
 

The Special Senses and Communication Disorder Act, Texas Health and Safety Code, Chapter 36m 

requires a screening or a professional examination for possible vision and hearing problems for children 

enrolled in a childcare center. Children that are four years old by September 1
st
 of each year must be 

screened. Parents are responsible for having the vision and hearing screening, and must provide 

documentation of the screening to the Director. 
             

                                            Immunization/Good Health Statement 

State law requires a physician’s report must be obtained verifying overall good health of the group 

care child. GELC requires a yearly copy of a child’s physical. Immunizations must remain current 

throughout enrollment. A recent copy of immunizations must be on record with the center. 

                         Gilley Early Learning Center Enrollment 

Eligibility 

SISD employees are eligible for childcare in GELC.  If space allows, GELC will allow grandchildren of 

SISD employees to enroll in the program. When SISD employees’ needs are met and space is allowed, 

GELC may take other relatives of SISD employees. Eligibility is subject to change based on the 

financial needs of the Center. 

 

Beginning the Process 

In March of each school year, a Tentative Enrollment Form is sent to all SISD employees. Childcare 

slots are filled from this form. When all of the slots have been filled, the director creates a waiting list.  

The waiting list is based on the date the director receives the enrollment form and the age of the child.  

Children on the waiting list may subsequently be offered a slot based on their age as well as their 

position on the waiting list. GELC has different age groups at the Center. GELC will accept enrollment 

forms throughout the year. NOTE:  Any child’s enrollment is provisional upon the Center’s ability to 

meet the child’s needs. 
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Enrollment Package 

In order for a child to be enrolled in the Center, the director must receive the completed Enrollment and 

Account Agreement Package. The package includes the following: 

 Current physical/health statement (last 12 months) 

 Grandparent Statement – if applicable 

 Infant Health Statement from Doctor (confirming that the infant is eligible to attend group care) 

 

A Parent Orientation Meeting will be held in July. Parents must attend an orientation before their child 

can attend the Center. 

 

Tuition 

The District’s goal is to provide the Center as a recruiting and retention program for staff members with 

young children. The program is intended to be “budget-neutral,” and should be self-sufficient.  

Fluctuations in enrollment may generate changes in tuition costs from year-to-year, and particularly low 

enrollment levels will challenge our efforts to efficiently staff the Center, and may result in increased 

fees. Conversely, the District will evaluate enrollment data each year and appropriately reduce tuition 

costs when such reductions are feasible.   

Tuition is paid over a 10 month payable period, due each month from September through June. Any 

exceptions to this rule will need to be discussed with the director. Tuition payment will be provided to 

the District via payroll deduction, and must be arranged by SISD personnel. Parents/grandparents (if 

applicable) are responsible for payment of contracted days. No tuition credit is granted for vacation, 

holidays, illness, maternity leave, weather related absences, emergency medical/illness or any other 

absences. Part-time children that do not come to the Center on their contracted days are charged for 

those days. Due to enrollment, there is no swapping of days or saving of days. * Payroll deduction is set 

for the school year and may only be changed in a event of an emergency, or in the event of a new addition 

to the family. 

The program’s operational timeline is built around the Springtown ISD calendar, and acknowledges staff 

development days and staff work days. Details regarding actual start and end dates are included in the 

Account Agreement provided to applicants at the Center’s orientation meeting. 

Administration Fees 

The administration fee helps pay the child care licensing fees and other costs associated with 

maintaining the Center. The $40.00 per semester fee is non-refundable. The fee is due in July and 

January. 

Termination of Enrollment 

It is important that the Center be notified in writing at least 30 days prior to a parent/grandparent (if 

applicable) withdrawing their child from the program. The parent/grandparent (if applicable) will 

continue to be responsible for fulfilling tuition requirements during the 30-day period following initial 

notification. No tuition will be refunded without a 30-day notification letter from the parent/grandparent 

(if applicable) provided to the Director.  Again, the administration fee is not refundable.  

 

The District recognizes that “group care” is not necessarily the “right” setting for every child. In the 

event that the District determines the Center cannot meet a child’s particular needs, the Director reserves 
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the right to terminate enrollment. When considering termination of the enrollment agreement, the 

Director will first conference with the parents/grandparents (if applicable) before a decision regarding 

extension/termination of enrollment is made. 

 

Transportation 
 

Transportation is not provided by the District or the GELC itself.   

 

 

                                            Water Activities 
 

Swimming pools, wading pools, or similar activities will not be part of the GELC program. Water 

activities will be limited to “water table/sensory table” pursuits. 

 

                                                               Field Trips 
 

The Gilley Early Learning Center’s program will not include field trips. 

 

                                                                      Pets 
 

There are no school pets or animals permitted in the Center. 

 

                            Communicating with the Director 
 

The director is available to discuss a child’s development, or any concern about their child and/or Center 

and/or Center staff. Parents can contact the director by visiting her office, email or phone call. Current 

contact information is as follows: 

 
Gilley Early Learning Center 

ATTN: Rita South 

416 East Third Street 

Springtown, TX 76082 

rsouth@springtownisd.net 

817-220-2477 
 

                                      Visiting the Classroom 

 
Parents and guests are welcome to visit our classroom at any time. A Visitor Log is located in the main 

hallway, and must be completed each time a visitor enters the center during the work day. We appreciate 

that all guests recognize the importance of the Log, and the priority of safety and security in our facility.    
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Parental Participation 

 
Parents are encouraged to actively participate in the growth and development of the Gilley Early 

Learning Center’s Program.  Our staff will be available to discuss each child’s development, the 

Center’s program, or any concern about a child and/or a Center staff member. Parents can contact the 

director to schedule a conference by visiting her office, or requesting a conference via email or phone 

call. Current contact information is as follows: 
 

Gilley Early Learning Center 

ATTN: Rita South 

416 East Third Street 

Springtown, TX 76082 

rsouth@springtownisd.net 

817-220-2477 

 

Licensing Information 
 

Texas Health and Human Service Commission Standards are available for review in the GELC office as well as 

online at http://www.dfps.state.tx.us/Child_Care/Child_Care_Standards_and_Regulations/default.asp . A copy of 

the GELC license and inspection report is posted on our bulletin board, immediately viewable upon entering the 

facility.   

 

                      Contacting the Texas Health and Human Services Commission 

 
In addition to State-level agencies, local licensing offices can be contacted for additional information regarding 

childcare centers. Our local contacts can be reached at either 800-582-8286 or 817-321-8000. The office’s 

physical location is 1501 Circle Drive, Suite 310, Fort Worth, Texas 76119.   

 

 

INFORMATION ON REPORTING CHILD ABUSE 
 

 Child abuse and neglect are against the law in Texas, and so is failure to report it.* 

 If you suspect a child has been abused or mistreated, you are required to report it to the Texas or to a law 

enforcement agency. 

 You are required to make a report within 48 hours of the time you suspected the child has 

 been or may be abused or neglected. 

 

What is Abuse? Abuse is mental, emotional, physical, or sexual injury to a child or failure to prevent such 

injury to a child. 

 

What is Neglect? Neglect includes (1) failure to provide a child with food, clothing, shelter and/or medical care; 

and/or (2) leaving a child in a situation where the child is at risk of harm. 
 

How do I make a report? 

 
1. Call the abuse and neglect hotline at 1-800-252-5400. 

2. When you make a report, be specific. Tell exactly what happened and when. Be sure to record all injuries 

or incidents you have observed, including dates, and time of day and keep this information secured. 

http://www.dfps.state.tx.us/Child_Care/Child_Care_Standards_and_Regulations/default.asp
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3. Reports should be made as soon as possible but no later than 48 hours before bruises and marks start to 

fade. It is important for the investigators to be able to see the physical signs. 

4. Give the agency person any information you have about the relationship between the child and the 

suspected abuser. 

5. Please provide at least the following information in your report. 

 Name, age, and address of the child 

 Brief description of the child 

 Current injuries, medical problems, or behavioral problems 

 Parents names and names of siblings in the home 

 

Will the person know I’ve reported him or her?  
Your report is confidential and is not subject to public release under the Open Records Act. The law provides for 

immunity from civil or criminal liability for innocent persons who report even unfounded suspicions, as long as 

your report is made in good faith. Your identity is kept confidential. 

 
Finally, err on the side of caution. If you have reason to suspect child abuse, but are not positive, make the 

report. If you have any doubts about whether or not it is abuse, call the hotline. They can advise you if the signs 

you have observed are abuse.  http://www.dfps.state.tx.us/Contact_Us/report_abuse.asp 

 
* Failure to report is a Class B criminal offense, punishable by a $2,000 fine and/or  imprisonment for up to 180 days. 

Failure to report also could subject you to considerable monetary liability in a civil rights action. 

 

CHILD ABUSE HOTLINE: 1-800-252-5400 
 

 

 

Gang-Free Zone 

 
That the Gilley Early Learning Center is located on the campus of Springtown Elementary School means that the 

area within 1000 feet of the Center is a gang-free zone. Criminal offenses related to organized criminal activity 

are subject to harsher penalty in this area. Postings reflecting this fact are found at the campus entries and within 

the Center itself.   

 

 

Emergency Plans 

Severe Weather Procedure 
The Gilley Early Learning Center’s Severe Weather Procedure is activated when there is an immediate threat of 

severe weather in the area. The Center’s staff will utilize their “Emergency Binder” that includes current rosters to 

conduct a student count once the children have moved to their designated shelter areas. The Center’s staff must 

know where shelter areas are located, and what routes should be used to reach shelter areas from their classrooms, 

the playground, and any other common areas. 

 

Upon initiation of the Severe Weather Alert, all GELC children and staff members shall seek shelter in Room 

208. “Fire-bed cribs” (wheeled) will be utilized to transfer infants. Children in the 3-4 year old group will be 

escorted or carried to Room 208.   

  

In case of ice or snow, the GELC will follow the closing procedures of SISD. Severe Weather Drills will be 

conducted four times each school year. Fire Drills will be conducted monthly.   

 

 

 

http://www.dfps.state.tx.us/Contact_Us/report_abuse.asp
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Emergency Preparedness Plan 
A disaster or emergency situation can occur when we least expect. It is especially important to be prepared in a 

childcare setting, since infants and children may be physically and/or developmentally unable to protect 

themselves. 

 

Our Emergency Preparedness Plan is designed to ensure the safety of children during an emergency by addressing 

staff responsibility and facility readiness with respect to emergency evacuation and relocation. The plan addresses 

the types of emergencies most likely to occur in your area including but not limited to natural events such as 

tornadoes, floods or hurricanes, health events such as medical emergencies, communicable disease outbreak, and 

human-caused events such as intruder with weapon, explosion, or chemical spill. 

 
 

Evacuation Sites 

In the event of a minor emergency warranting the transfer of children to an alternate shelter, but minor enough 

that the children can remain on the campus, children shall be relocated to the Lipstreu Gymnasium on the 

south side of the Springtown Elementary campus. Children under the age of two shall be evacuated  to the 

Lipstreu Gymnasium in the “fire-bed (wheeled) cribs” or wagons.  Toddlers will be escorted/carried to the 

Lipstreu Gymnasium by the Center’s staff.  

 

In the event of a significant emergency (i.e. flooding, severe weather, chemical spill, or fire) warranting the 

evacuation of Springtown Elementary Campus and its students, the Center’s children will be transferred to 

the primary alternate shelter of the Springtown ISD Administration Building, (located at 301 East 5
th
 Street, 

Springtown, TX 76082 [817-523-710]).  Should this location be determined to be within an “unsafe” zone, the 

secondary alternate shelter shall be Springtown Intermediate School Cafeteria (located at 300 Pojo Drive [817-

220-1219]).  Children will be transferred to off-campus evacuation sites using school fleet vehicles including 

but not limited to suburban’s and buses.   

See Attachment M-1 and M-2 of this document for evacuation and relocation diagrams/maps. 

Evacuation Notifications 

In the event of an evacuation from the Center, an “Evacuation Notification” poster shall be clearly posted on both 

entries to the GELC facility. The GELC Director will notify District Administrators of the evacuation. The 

District’s Emergency Operations Manual includes procedures that outline steps for notification to all parents 

regarding displacement of students. The Manual details that Parent Link’s automated phone call system will reach 

out to parents to notify them of appropriate retrieval sites. The District will also utilize the District’s website, 

social media, local news media, and e-mails to cast as broad a net as possible. A blank Evacuation Notification 

form is found attached to this document as Attachment EN-1. 

(E) How children in attendance at the time of the emergency will be accounted for at the designated safe area or 

alternate shelter. 

Evacuation Procedures 

The “Emergency Binder” shall be carried from the Center to any relocation site, whether on-campus or off-

campus. The binder shall include (but is not limited to: roll sheets; parent emergency contact information for each 

child, emergency phone numbers for local fire, police, city, THHSC, and District administrators; medical 

information and authorizations for emergency medical care; and child tracking system information for children in 

care.  The Center’s “Emergency Medical Kit” shall also be transferred with children to the relocation site. The kit 

shall include but is not limited to: First Aid items, prescriptive medications for relevant children. 
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         Preventing and Responding to Abuse and Neglect of Children 

 
The Center will contract with qualified trainers to ensure that each of the Center’s staff members will annually 

complete at least one clock hour of training focused on prevention, recognition, and reporting of child abuse and 

neglect, including: 

 Factors indicating a child is at risk for abuse or neglect 

 Warning signs indicating a child may be a victim of abuse or neglect 

 Internal procedures for reporting child abuse or neglect 

 Community organizations that have training programs available to childcare center staff 

members, children, and parents 

  

Individuals who suspect that a child may be a victim of abuse or neglect should remember that it is always best to 

err on the side of caution.  If an individual has reason to suspect child abuse, but is not positive, make a report.  

Call the Child Abuse Hotline at 1-800-252-5400…professionals available through the hotline can advise 

individuals if the signs they have observed are abuse. 

 

 

Health Checks 
 

A health check is defined as a visual or physical assessment of a child to identify potential concerns 

about a child’s health, including signs or symptoms of illness and injury, in response to changes in the 

child’s behavior since the last date of attendance. Trained staff members will conduct such checks on an 

as-needed basis. 

 

Observation of the child and communication with the child's parent or guardian are the key elements of a 

health check. Our staff will greet the child and look for the following:  

 Breathing difficulties  

 Severe coughing  

 Discharge from the nose or eyes  

 Changes in skin color, bruising, or swelling  

 Cuts, sores, or *rashes  

 **Lice 

 

Give the child a hug or gently feel the child's cheek, forehead or neck (checking to see if child feels 

unusually warm or cold and clammy). If the child can talk, we will ask questions. We will also talk with 

the parent/guardian to find about changes in the child's:  

• Sleep  

• Eating and drinking  

• Toileting habits  

• Mood and behavior at home  

 
Our health check will be documented upon completion, and any changes in the child's behavior or appearance will 

be noted. The staff may utilize the child’s daily sheet, the classroom attendance record, a health check training 

log, or a spiral notebook that the caregiver keeps in the room. 
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*A rash may indicate that the child’s body is reacting to an outside influence. Most rashes do not 

require urgent medical care, but staff members will ask that parents monitor the appearance of such 

conditions. Should a rash be determined to be communicable or warrant concern for the safety of other 

children or staff members, parents might be directed to seek medical attention before returning to the 

Center. 

** Head lice, although not an illness or a disease, is very common among children and is spread very 

easily through head-to-head contact during play, sports, or nap time and when children share things 

like brushes, combs, and hats. If careful observation indicates that a child has head lice, staff members 

will contact the child’s parent to determine whether the child will need to be picked up from school, and 

to discuss a plan for treatment that may include an FDA-approved medicated shampoo or cream rinse 

that may be purchased from any drug or grocery store. After the child has undergone one treatment, the 

parent should check communicate with the director to discuss the treatment used. The staff may also 

offer additional recommendations, including subsequent treatments and how best to get rid of lice and 

prevent their return. 

 

More information on head lice can be obtained from the TDSHS website at 

http://www.dshs.state.tx.us/schoolhealth/lice.shtm. 
 

Employee Vaccinations 

 
The District does not require vaccination/immunizations beyond those required of other public school employees.   

 

 

                                                 Curriculum 

Our curriculum is based on age-appropriate activities for the children. Children are offered participation 

in a wide variety of creative and stimulating activities, including art, science, math, dramatic play, 

language and literacy. There are activities that encourage the development of a child’s large and small 

motor skills.  

The GELC staff often plan the day and week around a topic or theme. Parent ideas and suggestions are 

always welcome in planning classroom activities. Please feel free to discuss any ideas with the 

classroom teacher.  

Lesson plans and class schedules are posted in the classroom. Schedules are used as a guide rather than a 

rule. Flexibility allows for the best use of time. Seasonal weather changes and child maturation are two 

indicators for a schedule change. The daily schedule is to provide a balance of activities for the children.  

Infant Enrichment Plans are posted in the infant room. The plans address cognitive, social, emotional, 

small and large motor skills, as well as language and literacy activities. 

                                     

 

http://www.dshs.state.tx.us/schoolhealth/lice.shtm
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                                Staff Interactions with Children 

The staff works to give the children a lot of different experiences, encourage curiosity and creativity, 

develop skills to better deal with new situations and solve problems, promote a desire to explore and 

learn, and make learning exciting and fun. In the classroom, each child’s self-esteem is important and 

there is an understanding and appreciation for people whose background, customs, and values are 

different.  

 

Parking Lot Rules 
 

Texas Code 22.10 of Texas Law (shown below) states that it is illegal to leave a child unattended in a 

car.  

 All vehicles in the parking lot must have their engines turned off when left unattended. If an 

GELC staff observes an engine running and no one in the car, s/he will contact the director and 

the campus principal. 

 Children under the age of seven (7) are not to be left alone or unattended in vehicles. There are 

no exceptions. 

 

Texas Code 22.10 – Leaving a Child in a Vehicle 

(a) A person commits an offense if he/she intentionally or knowingly leaves a child in a motor 

vehicle for longer than five minutes, knowing that the child is: 

a.  Younger than seven years of age, and 

b. Not attended by an individual in the vehicle who is 14 years of age or older 

(b) An offense under this section is usually a Class C misdemeanor 

a.  If the child is injured, the charge is increased to Child Endangerment, which is a 

felony, The penalties for Child Endangerment are six months to two years in jail 

and a fine up to $10,000. 

 

 

Important Safety Issues 
 

Smoking:  GELC and SISD have a no smoking policy on the school grounds. This includes vehicles, 

playground, and parking lot.  The Center is a smoke free environment. 

Alcohol and Drugs:  No drinking or drug use is allowed on SISD property.  This includes vehicles, 

playground, and parking lot.  The Center is a drug-free environment. 

Weapons:  Weapons, firearms and knives are prohibited in the Center. 
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Clothing 
 

For safety reasons, children should not wear sandals or crocs on the playground. Should your child wear 

sandals, flip flops or crocs to school, it is advisable that another pair of closed toe shoes be provided for 

outdoor play.  

 

It is not uncommon for a child to need more than one set of clothes during a given day.  Parents are 

advised to provide additional clothing to the Center for their child so that “accidents” can be addressed 

quickly and appropriately. *The center prefers extra sets of clothing. 

 

Playground Rules 
 

Outside Play:  THHSC mandate that all children receive time outside every day, weather permitting.  

Outdoor play encourages large motor skills for the children. We ask that you bring your child to the 

Center prepared for outdoor play. If the ground is too wet, they make take a walk, or buggy ride, or 

stroller ride, or a wagon ride. If your child has been ill and you request she/he stays inside, we may not 

be able to honor your request due to staffing of the Center. If your child is too sick to play outdoors at 

the Center, please keep your child at home until they are able to be cared for in group care and 

participate in all of the activities. We do not have sufficient staff for one-to-one care.  

 

Outside Temperature and Time Allowed:  

 

  35 degrees or less---None   60-85 degrees---30 minutes 

 35-40 degrees—5 minutes                              85-90 degrees---25 minutes 

 40-45 degrees---10 minutes                            90-95 degrees---15 minutes 

 45-55 degrees---15 minutes   95-100 degrees--10 minutes 

 55-60 degrees---25 minutes   100 + degrees----None 

 

Hall behavior:  The staff works hard to teach the children how to behave in the halls of the schools.  

We do not allow running in the halls. Such behavior is not tolerated by SISD, as it represents a safety 

issue. We would appreciate parents supporting us in this endeavor and not allow their child to run in the 

halls.  

           

Child Abuse Policies 

 
Texas law states that all citizens are required to report cases of suspected abuse or neglect. Because we 

care about the safety and well-being of the children we serve, all of the GELC staff abides by this law 

and reports all suspected child abuse.  
 

Any parent may contact Child Care Licensing to make a report of child abuse or to express any concerns 

they may have. The Childcare Licensing website is found at http://www.tdprs.state.tx.us/default.asp  

 

To contact your local Texas Health and Human Services Commission (THHSC) office in our county, 

use the following: Child Abuse Hot Line 1-800-252-5400. 
 

 

 

 

http://www.tdprs.state.tx.us/default.asp
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                                                     Biting in Group Care 
 

Frustration by a child’s inability to manipulate their environment or to make needs and desires clear may 

cause a child to bite another child or their caregiver or parent. There are many reasons for a child to bite 

another child. When a child bites, there is frustration for the biter, the victim, teachers, parents and the 

director. Biting is frustrating for all of us, but it is a part of some children’s right-to-passage. 

 

When a child bites, the parent will be notified verbally and in writing (i.e. Incident Report). 

The victim’s parents will be notified. It is our policy not to report the name of the biter to the victim’s 

parents.  Revealing a child’s name to another parent only causes stress for all parties involved in the 

situation.  

 

The caregiver will work with the parents and child to curb the biting. If the child continues to bite, the 

director will meet with the parents. If we cannot curb the biting, a decision will need to be made about 

the enrollment of the child. This is not an easy decision. Most children will go quickly through this stage 

of development.  

 

Caregivers are to do the following with a biter: 

 Shadow the biter 

 Create a time-line for the child when they bite. This will determine the time of day and what is 

going on in his environment at the time of the incident. 

 Redirect the child before the bite happens. 

 Be patient – this too will pass! 

 

 

Birthdays and Special Occasions 
 

If you would like to bring a special treat for your child’s birthday, please discuss this with your child’s 

teacher or the director. We do have special parties and activities throughout the year. There are times 

that the Center will ask for donations from parents for the special events. 

 

 

Severe Weather, Disaster, Fire Drills, Tornado Drills 
 

In case of ice or snow, the Center will follow the closing procedures of Springtown ISD. The Center will 

follow SISD campus practices and procedures regarding drills: Severe Weather Drills are conducted 

four times a school year, and Fire Drills are conducted monthly.   
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Parent Grievance Process 

 
Gilley Early Learning Center’s stakeholders have the right to file a grievance if they believe that sincere 

and justifiable concerns are not being appropriately addressed at the Center. Conflicts and complaints 

occur in the best of organizations, and it would be foolish to think that our Center will somehow be a 

lone exception. Procedures for filing a grievance will follow local Board Policy.   

 

 Grievance will be brought to the attention of the staff member responsible. If it is not resolved to 

the satisfaction of the parents, the parent will contact the director. 

 If a grievance is not satisfactorily resolved at the director-level, the complainant may file a Level 

I Grievance in accordance with SISD Board Policy FNG (EXHIBIT). The Assistant  

 Superintendent will conduct the Grievance Hearing and review the case. The Assistant 

Superintendent will follow District Policy in reviewing the case.  

 The parent will receive a written Level I decision from the Assistant Superintendent.  The 

decision of the Assistant Superintendent is appealable, as outlined in FNG (EXHIBIT). 

 FNG (EXHIBIT) is attached to this Handbook as FNG(EXHIBIT) 

 
 

The Gilley Early Learning Center’s Parent Handbook cannot possibly cover all areas, and should not be 

interpreted as intending to be all-encompassing.  It is a sincere effort to provide appropriate information to all 

stakeholders, and help ensure that every participant’s experience is positive.  The information within the 

document is subject to change at the discretion of the Springtown ISD Board of Directors, the Superintendent, 

and/or the Gilley Early Learning Center Director.  Every effort will be made to promptly notify Parents and 

other stakeholders of any revisions made to the Parent Handbook in a timely and efficient manner.  If the 

changes affect THHSC Standards, THHSC will be advised of any changes to the information currently 

included in the Handbook.   

 

A digital copy of the Parent Handbook is available via the District’s Website.  Navigate to the District’s 

homepage, click on the “Departments” tab, then “Early Learning Center.”   
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In the event of a minor emergency that warrants evacuation of the Gilley Early 

Learning Center Building, children will be escorted to the Lipstreu Gymnasium on 

the Springtown Elementary School Campus. The Gymnasium shares a parking lot 

with the GELC Building, and is less than 50 yards south-east of the normal pick-up 

points. 

 

 

Gilley Early Learning Center 

Lipstreu Gymnasium 
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The primary off-campus relocation site for an evacuation of the Gilley Early 

Learning Center is 301 East 5
th

 Street in Springtown (The SISD Administration 

Building). GELC students will be secured in the GELC Board Room.   

 

To reach the site from the GELC, travel north along Avenue D through the 3
rd

 

Street intersection. Continue north until reaching 5
th

 Street. Turn left (west) on 5
th

 

Street and proceed one block. The Administration Building is directly north of the 

intersection of 5
th

 Street and Avenue C. 

  

Gilley Early Learning Center 

Springtown ISD Administration Building 
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The secondary off-campus relocation site for an evacuation of the Gilley Early 

Learning Center is 300 Pojo Drive in Springtown (The Springtown Intermediate 

School). GELC Students will be secured in the campus’ library.   

 

To reach the site from the GELC, travel north along Avenue D through the 3
rd

 

Street intersection. Continue north until reaching 5
th

 Street. Turn left (west) on 5
th

 

Street and proceed three blocks to Hwy 51/North Main Street. Turn right (north) on 

Hwy 51/North Main until reaching the first stop light. At that intersection (Pojo and 

North Main), turn left on Pojo Drive. The Intermediate School will be on your 

immediate right. 

Springtown Intermediate School 

Gilley Early Learning Center 
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EN-1

EVACUATION NOTICE 
This child-care facility was 

evacuated on  
         

(Date)  

 at        :      
   (Time) 

 
All children and staff members 
have been transported to the 
following location:    
  

 
For more information, please contact 

Supt. Mike Kelley at 817-220-1700 
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Copy of GELC Building Evacuation Map posted throughout Center
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Copy of SES Campus Evacuation Map posted throughout campus 
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Gilley Early Learning Center 

                                        Parent Handbook Receipt 

 
 

Child’s Name_________________________________________________________________ 
 

Child’s Campus and Teacher_____________________________________________________ 
 

I, hereby, acknowledge that I have obtained a copy of the Gilley Early Learning Center’s Parent 

Handbook. I may obtain a copy from the director of the Gilley Early Learning Center, Rita South, at 

rsouth@sprintownisd.net or call 817-220-2498 for a paper copy.  
 

I have read the Gilley Early Learning Center’s Parent Handbook, and agree to abide by the standards, 

policies, and procedures referenced in the Handbook.  
 

I understand that the information in the Parent Handbook is subject to change. I also understand that 

changes in local Board Polices and/or State Policies may supersede, modify, or eliminate the 

information. I accept responsibility for reading and abiding by any changes.  
 

I understand that I have an obligation to inform the director of any changes in my personal information, 

including phone numbers, address, emergency contacts, etc.  I accept responsibility to contact the 

director with any and all questions, concerns, or further explanations regarding the Center and/or my 

child at the Center. 
 

I understand that I must give this signed receipt to my child’s teacher within two weeks of enrollment of 

my child in the Center’s program. I understand that failure to do so could cause a delay or interruption in 

childcare for my child at the Gilley Early Learning Center. 
 

Parent Signature:____________________________________________________________ 
 

Grandparent Signature (if applicable):___________________________________________ 
 

Date:______________________________________________________________________ 
 

 

 

 

 

 

 

 

 

 

 

 

 

Rita South, Director 

Gilley Early Learning Center 


