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Biblical Philosophy 
 

"Start children off on the way they should go, and even when they are 

old they will not turn from it.” 
Proverbs 22:6 

 

Here at TCA, the foundation of our establishment is the Word of God 

and following the lead of the Holy Spirit’s guidance. We believe, as we 

plant seeds of love, safety, cognitive skills, discipline, emotional 

support, and many other seeds of development into each child enrolling, 

we are effecting the harvest of our future generations. We’ve created a 

peaceful environment for our students to cultivate the love of learning all 

while embedding biblical principles and characteristics.  
 

 

Reggio Emilia-Inspired Philosophy  
 

Our learning/teaching methods are inspired by the Reggio Emilia 

philosophy merged with our own belief which is to provide a safe 

environment that cultivates a desire and love for learning.  

 

The Core of the Reggio Emilia approach: 
 

A. Children must have some say over what they learn; additionally, the 

senses play a big role in the learning process.  

B. Children engage with their senses to help them learn and fully 

process something.   

C. Children are encouraged to interact with other children and explore 

the world through material items and relationships.  

D. Children should be encouraged to always express themselves and be 

given infinite means and opportunities to do so. 
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TCA Vision 
 

Where there is no vision [no revelation of God and His word], the people are 

unrestrained; But happy and blessed is he who keeps the law [of God]. 
Proverbs 29:18 

 

 

Our vision at TCA is to build future foundational skills and advanced 

abilities within each child all in a safe, fun, and comforting learning 

environment.  

 

 

 

Mission 
 

Within our Early Childhood Academy, we are committed to the cultivation 

of our early childhood learners through purposeful planning inspired by the 

Reggio Emilia approach. Joining our program, your child is provided 

advance development. Our teachers are implementing advance child-interest 

based lesson plans that will generate: cognitive development, 

social/emotional development, information processing, reasoning skills, 

mathematical comprehension, advanced language development, gross/fine 

motor skills, spiritual enlightenment, science exploration, memory 

development and so much more!  
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NAEYC Commitment  

 
NAEYC STATEMENT OF COMMITMENT: 

AS AN INDIVIDUAL WHO WORKS WITH YOUNG CHILDREN, I COMMIT MYSELF 

TO FURTHER THE VALUES OF EARLY CHILDHOOD EDUCATION AS THEY ARE 

REFLECTED IN THE IDEALS AND PRINCIPLES OF THE NAEYC CODE OF 

ETHICAL CONDUCT.  TO THE BEST OF MY ABILITY, I WILL: 

 

• Never harm children.  

 

• Ensure that programs for young children are based on current 

knowledge and research of child development and early childhood 

education.  

 

• Respect and support families in their task of nurturing children.  

 

• Respect colleagues in early childhood care and education and 

support them in maintaining the NAEYC Code of Ethical Conduct.  

 

• Serve as an advocate for children, their families, and their teachers 

in community and society.  

 

• Stay informed of and maintain high standards of professional 

conduct.  

 

• Engage in an ongoing process of self-reflection, realizing that 

personal characteristics, biases, and beliefs have an impact on children 

and families.  

• Be open to new ideas and be willing to learn from the suggestions of 

others.  

 

• Continue to learn, grow, and contribute as a professional.  

 

• Honor the ideals and principles of the NAEYC Code of Ethical 

Conduct.  
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Why TCA Early Childhood Care and Education Program 

  

Early childhood development is a process that is continually changing 

and expanding. We offer both structured and unstructured activities for 

our children at TCA. Children learn through play, and both the 

environment and lessons reflect that belief. Children learn at different 

paces, in different ways, and using all of their senses to learn about the 

world around them. Varied experiences and materials are provided for 

multi-sensory and whole brain learning. Cognitive learning is not 

overemphasized; instead, children are given ample opportunities to 

participate in pre-academic activities designed to form a positive self-

image. Children learn independence, turn-taking skills, how to interact 

with others, and practice their motor skills. 

 

Our atmosphere is designed to be one of acceptance, mutual respect, 

pleasure, fairness, consistency, clear limits and expectations, and 

encouragement. A structured, organized, & routine environment lead by 

highly-qualified, caring adults with clear expectations and appropriate 

consequences supports the betterment of the whole child. We view the 

outdoor play environment as an extension of the classroom, requiring the 

same level of adult planning, supervision, and involvement with 

children. 

 

Standards and Goals 

TCA uses the standards and goals from Teaching Strategies Gold and 

the Louisiana Early Learning and Development Standards as 

measures of developmental and academic success. 

 

Screenings (Only ages 2–4) 

As part of the new enrollment process, each family is asked to schedule 

and complete a screening that will provide teachers with information 

regarding the child’s development before registering their child. 

Screenings prior to registration helps us to guarantee we can provide the 

child with the most adequate care needed. After the screening, if 

concerns/issues are observed, parents will be notified and given the 
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option to either pursue enrollment with full knowledge of the 

concerns/issues or choose to find a more acceptable fit for their child. 

Screening results may be used to provide parents with resources that can 

help support their child’s growth and development. Parents can also take 

the screening results to their child’s doctor. They may also be used to 

help teachers plan developmentally appropriate activities for your child. 

Screenings are done each program year. Children will be placed on the 

wait list until screenings are reviewed and conclusions are drawn by 

administration. The screening tool that our program uses is Ages & 

Stages Questionnaire. 

 

Observing 

The purpose of observation in the classroom is to document children’s 

development, behaviors, and learning progress. Documentation of the 

children’s words, actions, and interests help teachers plan 

developmentally appropriate experiences for children. 

 

Documentation 

Documentation allows the teachers to review the evidence collected and 

plan for future learning. Documentation allows for individualization 

within our Academy and may not look the same for each child. 

 

Child Assessment 

Children in our program are assessed through observation and age-

appropriate checkpoints. Observation/checkpoints allows for authentic 

assessment of the children’s learning according to the Teaching 

Strategies GOLD Learning Objectives. The children’s play is not 

interrupted for formal assessments. Instead, the teacher document the 

children’s learning and growth through play. Documentation is stored in 

a portfolio which is used to show children’s progress over time. 

 

Teaching Strategies Gold is the assessment tool used to track children’s 

progress throughout their enrollment in our program. Teachers are 

provided with training and assistance on the assessment tool to help 

ensure accuracy with scoring. Teachers review a child’s observations 
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and then selects the number that represents the child’s current level 

within a continuum of various developmental indicators. Teachers 

review the assessment data to note the child’s strengths and areas for 

improvement and then shares this information with parents during 

parent-teacher conferences. When children are not meeting 

developmental milestones, teachers and administration will schedule a 

conference with parents to develop a plan which may include additional 

resources and support in the classroom. The program also uses child 

assessments for program planning improvements. 

 

We encourage parents to provide information about their child’s 

development throughout the year so the information can be considered 

during the assessment periods. For more information about the 

assessment tool, you may visit www.teachingstrategies.com 

 

Planning 

Observations of the children’s playing lead to planning for future 

projects, activities, and experiences. Teachers are continuously 

observing and learning from the children; making note of their 

conversations, their discoveries, and their questions. From this, planning 

takes place to expand on the children’s interests. Small group activities 

are planned to allow the children to have a one-on-one learning time 

with their teacher.  

 

 

 

 

 

 

 

 

 

 

 

 

http://www.teachingstrategies.com/
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School Operations 

 
License and Certification  

 

TCA is licensed by the Louisiana Department of Education as a Type III 

center. The program meets and exceeds the minimum standards for child 

care, as defined by Title 28, Part CLXI of the Louisiana Administrative 

Code. In the event that the concern of a parent/guardian is not addressed, 

parents may contact: 

 Department of Social Services  

(225) 992-0015 

For more information, you may contact the licensing division for early 

learning centers: 

Louisiana Department of Education 

P.O Box 4249 

Baton Rouge, LA 708213 

Phone: (225) 342-9905 

Fax: (225) 342-2498 

LDELicensing@la.gov 

 

TCA goal is to continue to be recognized as a high-quality early 

childhood development center. We are dedicated to learning, unlearning 

and relearning methods young children learn, think and develop. Our 

program demonstrates these tasks through flexible teaching strategies 

and lesson planning, continual professional development 

courses/workshops for our staff, consistent early childhood development 

research, and so much more. For more information, visit our website at 

tcaearlychildhoodacademy.org or call us directly at (225) 281-4965. 

 

 

 

 

 

 

http://tcaearlychildhoodacademy.org/
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Child:Staff Ratio 

TCA implements the following child to adult ratios. 

 

                     Department of Education               TCA  

 
Ages of Children Child:Staff Ratio Child:Staff Ratio 

Infants under 12 mths 5 : 1 5 : 1 

1 years old 7 : 1 7 : 1 

2 years old 10 : 1 10 : 1 

3 years old 13 : 1 13 : 1 

4 years old 15 : 1 13 : 1 

 

Hours of Operation 

Monday—Friday from 7:00am to 5:30pm. 

EBR Diverse Delivery Hours of Operation: 8:30am—3:30pm 

 

Before & After Care Hours of Operation 

TCA before care program for TCA students:  

• 6:30am—7:00am (only 4 slots available, contact director for openings) 

TCA before care program for EBR Diverse Delivery students:  

• 6:30am—8:30am 

TCA after care program for TCA/EBR Diverse Delivery students:  

• 3:30pm—5:30pm 

 
Annual Closures 

TCA closes for the following: 

• Labor Day 

• Thanksgiving Day 

• Christmas Eve, Christmas Day 

• New Year’s Eve and New Year’s Day 

• Mardi Gras 

• Good Friday 

• Independence Day 

• 10 Staff Development Days 

TCA Preschool 4 Diverse 

Delivery program closes in 

conjunction with the EBR 

schedule of operation. Please 

see the current EBR school 

year calendar for a schedule 

of the PreK 4 Diverse 

Delivery program closures.  
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Admission & Enrollment  

 

Eligibility  

Children six weeks to five years of age are eligible to enroll. Children 

who are 5 years of age prior to September 30th are considered 

kindergarten eligible and may not return to the four-year-old program. 

We also offer before and after care. (See tuition breakdown for more 

information). We do not offer transportation. 

 

Registration Fee/Enrollment Packet 

To begin your enrollment process at Trinity’s Children Academy, you 

must first schedule a child screening with the director. Once the parent 

chooses to continue with the process, parents will then pay the 

annual/registration fee of $150.00. Once received, the enrollment packet 

must be completed, signed and submitted with an Ages & Stages 

Questionnaire. Following the completion of the enrollment packet, 

parents/guardians are to schedule a conference with the director to 

ensure all items, forms and extra requested documents are 

returned/completed and all policies & procedures are understood before 

the child’s first day. After the registration fee, the enrollment packet 

should be submitted as early as possible. Delay in submission may 

create longer wait for enrollment. During the registration process, 

parents/guardians are given the academies website to view the parent 

handbook. If they have any questions or concerns, parents/guardians are 

encouraged to contact the director and/or administration team. Parents 

are required to sign a Handbook Form stating they have read, agree and 

adhere to everything within the TCA Parent Handbook.  

The parent/guardian must fill out the Student Enrollment Packet in its 

entirety, pay the annual registration fee (Non-Refundable), and first 

week’s tuition before their child can be accepted into the Academy.  

 

Waiting List 

Once the screening, registration fee, enrollment packet and Ages & 

Stages Questionnaire are received, children are placed onto the waiting 

list or placed into a room if space is available. If a space becomes 
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available while on the waiting list at TCA, the list will be searched, 

beginning at the top, for the following criteria:  

 

1. Age-appropriate, eligible child 

2. Date of desired enrollment as indicated in the enrollment packet 

3. Application date 

 

Notification of an Opening 

When a space becomes available, a member of the TCA administrative 

team will contact the family via phone and/or email to offer the opening 

to the family. The family will be given 24 hours to accept or decline the 

space. If the offer is declined or if there is no response, the child will be 

removed from the waiting list and the opening will be offered to another 

family. The family of the removed child will be notified by email that 

he/she is no longer on the waiting list. 

 

Registration 

A registration fee will be due prior to enrollment each year of 

attendance. 

 

Required prior to enrollment each year of attendance: 

 

• $150.00 Registration fee 

• Signed COVID-19 contract 

• Completed MasterCard 

• Immunization record 

• Enrollment Packet 

• Ages & Stages Questionnaire 

• Additional forms given with the packet 

 

Summer enrollment for children not currently attending the center is 

allowable each summer and is contingent on available space. The 

registration fee for the summer is $________ and does not guarantee fall 

enrollment due to returning students.  
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Tuition Policies  

 

Tuition payments are drafted in full on the first day of each month for 

monthly tuition paying parents/guardians. However, for the convenience 

of the parent, Trinity’s Children Academy offers a weekly payment plan 

shown in the graph below. Weekly tuition is drafted every Monday for 

the following tuition week. 

Ages 4 Week Months 
Jan., Feb., April, July, Oct. 

5 Week Months 
March, May, June, Aug., 

Sept., Nov., Dec. 

Infant—Young Toddler 
(6mths—1 yr. olds) 

$680 monthly 
 

$170 weekly  

$850 monthly 

Toddler 2—2.5 
PreK 3—3.5 (not potty 

trained) 

$640 monthly 
 

$160 weekly  

$800 monthly 

PreK 3—3.5 (potty 
trained) 

PreK 4—4.5 (who are 
not in the EBR program) 

$600 monthly  
 

$150 weekly 

$750 monthly  
 
 

 
*subject to change 
 

 

EBR Diverse Delivery Free Tuition 

TCA offers the EBR Diverse Delivery PreK-4 free grant funded seats. 

Parents/guardians must schedule an Ages & Stages Questionnaire child 

screening, pay the TCA registration/annual fee, enroll into the online 

portal and then will be placed on the waiting list until deemed approved 

before enrolled. Once fully enrolled, parents are to follow the TCA 

registration process and guidelines. Due to the difference in the school 

year calendars for EBR and TCA, parents enrolled into the PreK-4 EBR 

program are allowed to attend days of school while EBR are closed and 

TCA remains open. Parents are then subject to pay TCA tuition prior to 
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the week of attendance. Before care and after care are also available for 

the EBR Diverse Delivery parents/guardians as well. 

  

Before & After Care Program Policy  

Parents who would like to enroll in the before/after care program are 

required to pay $80/weekly ($40 for before care & $40 for after care 

totaling $80) if enrolled in a weekly tuition payment plan. If paying 

tuition monthly, $320 during every 4-week month/$400 for every 5-

week month. Parents who enroll in the before/after care program 

cannot choose specific weeks or times to acquire before/after care. 

Once enrolled into the program, parents will be charged the before/after 

care fees weekly (or monthly) along with their tuition. If parents wish to 

opt out of the before/after care program, they are to submit a typed or 

written parent note to administration stating the before/after care 

termination date. Without a typed or written parent note, parents are 

subject to pay all before/after care fees regardless if the child is 

utilizing the before/after care hours.  

 

It is essential that all fees be paid by mandatory due dates. 

Additional charges will be assessed for field trips, water day, dance 

lessons and Fall/Spring portraits.  These extracurricular activities 

are offered on an optional basis. 

 

• Late Tuition: A $25 late fee per child will be charged for tuition 

received after the 5th of the month for those paying by the month. 

Partial payments are also subject to a late fee. All payments not 

received by the 10th of each moth are subject to a late fee of $25 per 

day. A $5.00 fee will be charged for weekly tuition not received.  

• Outstanding Charges: TCA will make every effort to notify families 

regarding any outstanding charges in an attempt to avoid a disruption 

in care provided for the child. A request for cash or money order will 

be made for all non-payments. 

• Non-payment: Non-payment of all fees due for the current 

month/week (including tuition, late payment fees, annual/registration 
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fees, and/or late pickup charges) will result in the termination of 

services provided by the Center. 

• Mandatory Registration/Annual fee: Our registration/annual fee is 

required to enroll all students at our Academy.  Registration/annual 

fees are non-refundable should you withdraw your child for any 

reason or TCA dismisses your child for any reason.  

• Mandatory Late Pickup fees: Parents are given a 5-minute grace 

period after 5:30pm. Late pick up fees are assessed when a child is 

picked up after 5:36 pm.  Parents are charged $1.00 per minute when 

they are late.  This late fee must be paid immediately to the teachers 

on duty or placed in an envelope and given to the lead teacher the 

following morning. The student will be placed on the Cannot Return 

List if late pick up fees are not paid promptly. 

• Payment Methods: Trinity’s processes all payments through ProCare 

Tuition Express Software. Upon admission, parents are required to 

enroll in an auto draft. 

 

A student’s tuition reserves his/her place in the classroom. Therefore, 

you are not paying for attendance, you are paying for your child’s place 

in the room. Tuition must be paid in full without deduction for holidays. 

Extended Care students will be assessed a “full day” fee when they are 

present a full day or half day.  

 

Financial Assistance  

The Louisiana Department of Education offers the Child Care 

Assistance Program to families as a means of financial assistance for 

child care. Families that qualify are responsible for paying tuition and/or 

other charges that are not covered by financial assistance. This includes 

any tuition and/or charges that accumulated prior to receiving the 

financial assistance.  

 

CAN NOT RETURN LIST 

Once any of the above-mentioned fees are not met, a student’s name is 

placed on the CAN NOT RETURN LIST.  The Finance Manager will 

place a note on the student’s diaper bag/book-sack notifying parents of 
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the exact amount owed.  The parent then brings a check or money order 

for that exact amount to the administrator or designated staff the next 

business day in order to continue childcare.  All staff are given a copy of 

the CAN NOT RETURN LIST and they must match the amount given 

by the parent to the amount listed on the CAN NOT RETURN LIST. 

 

Financial Dismissal: Your child will be dismissed from the Academy if 

tuition is past due by one week. All accounts must stay current. It is the 

parent’s responsibility to arrange and receive approval from the director 

if alternate payment methods are needed. If a family leaves TCA without 

paying all financial obligations, the Academy has the right to withhold 

end of the year tax identification statements and file legal actions against 

the parents.  

 

TCA prohibits discrimination on the basis of race, color, sex, sexual 

orientation, gender identity, religion, age, genetic information, veteran 

status, and national or ethnic origin. 

 

Any concerns of discrimination may be reported to: 

 

Internal 

 

The TCA Director or Owners   

225-218-4965 

External 

 

US Department of Education Office for Civil Rights    (877) 453-2721 

US Equal Employment Opportunity Commission            1-800-669-4000 

US Department of Justice Civil Rights Division               (202) 295-1500 

 

Withdrawal  

If a written two-week notice is not given prior to withdrawal of the 

child, the family will be held responsible for the month of tuition after 

the written notification is received. All financial matters must be 

concluded prior to withdrawal. The student’s teacher will bag all 
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remaining items so the parent can carry them home the last day of 

attendance. If items are left at the Academy more than one week after 

their final day of care, items will be donated to charity. TCA is not 

responsible for items left more than 5 days. A continuous absence of a 

period of two weeks without payment or notification is considered a 

withdrawal.  

 

Dismissal 

TCA reserves the right to dismiss a child, in its sole discretion, without 

notice, due to the following reasons: 

 

• The Academy cannot meet the physical, mental, or emotional needs of 

the child. 

• The child threatens the safety, health and/or well-being of 

himself/herself or others. 

• Failure by parent/guardian to attend a formal conference requested by 

the Director/Asst. Director. 

• Nonpayment of any assessed tuition or fees. 

• The parent/guardian refuses to have their child examined by a licensed 

health care professional to determine if continued enrollment is in the 

best interest of the child. 

• It is advised by a licensed physician or child psychologist to 

discontinue enrollment. 

• A misrepresentation was made in the enrollment process. 

• Failure by a parent/guardian to adhere to the policies and procedures 

of the Academy and/or causes stress or disruption to the Academy 

staff or operations. 

• Continuous absence of a period of two weeks, without payment or 

written notification. 

• Repeated tardiness (excess of 3 times) in picking up a child at closing 

time. 

• Enrollment packet or required medical records are incomplete and/or 

not updated. 

• Parent/guardian repeatedly (excess of 3 times) fails to sign their child 

in and out daily.  
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• Parent/guardian threatens the safety of the children, staff, and/or 

others. 

• Unresolved concerns about the health or safety of the child which are 

not being addressed by the parent/guardian. 

• Parent/guardian fails to provide adequate supplies for the child, 

including but not limited to, diapers, formula, wipes, and proper 

clothing. 
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Daily Schedule and Routines 

For age specific schedule breakdowns, please contact the director or 

administrative team. 

 

Infants/Toddlers 

The daily schedule for the children is a guide. It provides a framework 

for planning and organizing the daily routine and play activities for the 

children. The daily routines for children may be a little different based 

on the age of your child. Infants follow a flexible routine. They are fed, 

changed, and nap when they need it. Toddlers are changed/taken to the 

toilet before transitions in the day and as needed. Adjustments to the 

schedule are made as your child gets older and his/her needs change. 

You may also notice that as your child gets older, s/he may alter her/his 

own schedule to fit in with the group. Some common changes you may 

notice in your child’s behavior after enrollment in any group care 

situation include altered sleep/wake patterns (staying awake for longer 

hours or napping more frequently for short periods of time) or changes 

in appetite. Keep in mind again that, if needed, the schedule will include 

children’s individual needs based on their age. 

 

Mealtimes: Breakfast, Lunch and an afternoon snack are provided each 

day. As eating is a sensory experience, the children are encouraged to try 

different foods, engage in conversation with their peers, and use 

appropriate table manners. TCA makes every effort to provide your 

child with wholesome, low sugar foods and to introduce your child to a 

variety of food tastes and textures. Menus are posted on the parent 

information bulletin board. 

 

Children who are 12 months and older will be provided meals that are 

being served in the center along with whole milk. Older infants will be 

placed in chairs with trays or a small table with chairs. Toddlers will sit 

at low tables and chairs for all meals. Children in the toddler room (and 

some infants) will use sippy cups, regular cups, and utensils. 
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Sleeping/Rest: All children within the center will sleep/rest in cribs or 

on cots as determined by their age. All basic bedding for infants are 

provided by the center and is washed at the center as well. Parents of all 

children are requested to bring two medium same colored bath towels 

that will fit in the child’s basket and/or cubby. 

 

Infants nap according to their own schedules (Bulletin 137). Infants and 

toddlers under 15 months of age are provided with a firm, tight fitting 

mattress in a crib that meets current safety standards along with a sheet 

and blanket. There will be no pillows, quilts, bumpers, comforters, 

sheepskins, stuffed toys, or other fluffy products in the crib. These 

children will also be placed on their backs to sleep. After 12 months of 

age, other sleeping positions can be discussed with the educator. When a 

child reaches 15 months of age, cot sleeping will be encouraged. 

 

*The above practices are required by the Department of Education 

licensing standards and is supported by the U.S. Consumer Product 

Safety Commission, the American Academy of Pediatrics, and the 

National Institute of Child Health and Human Development.* 

 

All children under the age of four will be provided with a minimum rest 

time of 75 minutes (Bulletin 137). 

 

Older children will be provided an opportunity to rest after lunch. 

Children will be required to rest on provided cots for the duration of the 

resting period. Quiet materials will be available to those children who 

are unable to fall asleep. 

 

Diapering: Parents are required to provide disposable diapers and wipes 

for children in the infant and toddler classrooms. Your child will be 

changed at regular intervals throughout the day and as needed. Store-

bought wipes are used when changing your child; we will use plain 

water and wash clothes for children with a diaper rash. As the use of 

baby powder has been linked to childhood asthma and other respiratory 

difficulties, we will not apply baby powder on any child. 
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Outdoor Play: Weather permitting, all children, including infants, will 

spend a minimum of 30 minutes in daily outdoor play, unless there is 

extreme weather or environmental safety conditions (i.e. temperature 

below 38 degrees, unhealthy air quality, or a heat advisory). It is 

necessary that children have freedom of movement, so it is requested 

that children are dressed accordingly. Shoes and socks are required for 

safety reasons. 

 

Preschool 

All children age two and older will be provided a minimum of 60 

minutes of physical activity per day that is a combination of free choice 

and educator led. As we encourage children to explore through touching, 

moving, listening, and observing, there may be times when his/her 

clothing becomes messy or rumpled. For this reason, we request that 

parents send three complete change of clothing to remain at the center. 

Parents are to be sure to label all articles of belongings. 

 

Upon entering the classroom, the children will also wash their hands 

before playing with open-ended materials available on tables and 

greeting their peers. Each school day encompasses the following 

activities: 

 

● Morning Meeting: The class uses this time to greet one another as a 

classroom community, discuss child friendly news / events, discuss the 

question of the day, and make plans for the day ahead. 

 

● Indoor investigations: Indoor investigations give the children the 

opportunity to explore, observe, hypothesize, question, and discuss to 

clarify their understanding through an activity of their choice. The 

various areas within the classroom offer open-ended materials for the 

children to investigate. The areas include the Maker’s Space and/or Art 

Center, writing, science exploration, monthly cooking activities and 

discovery, dramatic play, math manipulative, library and listening, 

construction and music. Throughout various projects and interests of 
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the children, the materials may be changed to encourage exploration 

and the development of new ideas. The children may also participate 

in small group activities that extend their exploration and knowledge 

of a specific topic as well as encourage child-initiated learning. 

 

● Water Activities: Children enrolled at TCA will have opportunities to 

experience water activities. These activities include the use of water 

tables/buckets/jars in the classrooms and water in cooking activities in 

the classroom. 

 

● Music and Movement: The children will engage in whole-group 

praise & worship and music & movement activities. The activities 

range from playing various instruments, dancing, and listening to 

diverse forms of music. 

 

● Outdoor Investigations: Outdoor investigations provide the children 

the opportunity to explore and investigate the outdoor classroom in the 

same capacity as the indoor classroom. The children are offered 

activities that physically challenge their bodies in natural ways while 

enhancing their gross motor abilities. Activities include but are not 

limited to climbing, balancing, and hanging as well as opportunities to 

work as a team through building or carrying activities. The children 

also have various opportunities to connect with nature through sand 

and water play, gardening, and natural materials found within the 

outdoor classroom. They also have access to tricycles, slides, and 

climbers and are offered many opportunities to work on projects 

similar to what is indoors. 

 

● Literacy Circle: The children engage in whole group discussions 

regarding a presented storybook. The storybook is typically related to 

a project or activity occurring within the classroom. During this time, 

the children are encouraged to comment, ask questions, and discuss 

topics related to the book. 
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● Enrichment: Enrichment activities vary daily and may be completed 

within the classroom or incorporated within an experiment. 

 

Creative Space: Our Creative Space is our Maker’s Space/Art Center. 

This area is dedicated to the encouragement of enhancing imagination 

and bringing ideas to life. We encourage the children to use the available 

open-ended materials to create costumes, tools, toys, and other objects 

they wish to create. We offer the children a variety of materials, 

including recyclables, materials from nature, clay, beads, etc. 

 

Supported Learning: The children are supported within all domains of 

learning throughout daily routines and experiences. We strive to meet 

the needs of all children to assist in their growth and development by 

engaging in developmentally appropriate practice and reflective thought. 

 

● Social-Emotional: We encourage the children to continuously 

compromise with their peers, find solutions to their problems, ask for 

help when needed, use appropriate language to express themselves, 

manage feelings, and form positive relationships. 

 

● Physical (gross and fine): We offer opportunities for the children to 

develop their gross and fine motor skills. They are encouraged to 

challenge their bodies physically through climbing, carrying, pushing, 

pulling, etc. They are also encouraged to challenge and enhance their 

small muscle development, and fine motor skills. Activities include 

but are not limited to writing and manipulating clay/playdough as well 

as buttoning and unbuttoning their own clothing. 

 

● Language: The children are given various opportunities throughout 

the day to develop their language skills. Children will be challenged to 

learn to express their wants and needs as well as learn to use social 

and linguistic clues to understand language. This includes their ability 

to listen to their peers and respond appropriately, use and understand 

complex words, express their own needs, and follow directions. 
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● Cognitive: We encourage the children to be critical thinkers and think 

of themselves as researchers. We allow them to find solutions to their 

problems through scaffolding, to think symbolically through creations 

or pretend play, and to connect personal life experiences to classroom 

discussions and activities. 

 

● Literacy: In preparation for transitioning into kindergarten programs 

in the area, the children are given opportunities to develop their 

literacy skills in organic ways by demonstrating knowledge of the 

alphabet, understand print and its meaning, appropriately respond to 

books, read basic sentences, recognize/identify basic sight words, 

grasp TCA 3-step reading process and demonstrate writing skills. 

 

● Mathematics: In their play, the children use number concepts, show 

knowledge of patterns, basic addition/subtraction, and compare and 

measure objects they interact with. Children learn quantitative 

vocabulary, comparison vocabulary, and concrete one to one 

correspondence through intentional mathematical means which is 

developmentally appropriate. 

 

● Science and Technology: In our environment, the children are 

encouraged to use principles of scientific inquiry skills in various 

forms in an effort to solve problems. We focus on looking at living 

things, the Earth, and properties of objects and materials. 

 

● Social Studies: As part of the TCA Academy, children have a greater 

understanding of their world, the world around them, and connect their 

experiences to other people and places. 

 

● The Arts: The children are creative in expressing themselves through 

visual aids, drama, music, and movement. The children are 

encouraged to be resourceful in the way they express themselves to 

their peers. 
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Class Transitions  

1. Yearly Student Transitions – In August, at the beginning of 

the academic school year, each student will be placed in a class 

based on their birthday. Trinity’s Children Academy follows 

East Baton Rouge’s September 30th birthday deadline when 

determining proper placement for students. 

2. Spacing, Overcrowding or Academic Student Transitions – 

Due to new enrollment, the director may have to adjust classes 

by moving students to another class during the school year.   

Students will be moved based on maturity, self-help skills, 

birthday, and academic ability. 

 

Toilet Learning 

During the transition of diapering to toilet training, it is helpful for 

parents and teachers to work together.  This can be a difficult time, but 

everyone will get through it.  Your child must be both physically and 

emotional ready for toilet learning.  In order for the teacher to partner 

with parents in potty training, the following requirements must be 

present in the student: 

1. The student verbalizes the need to use the restroom. 

2. The student understands when and where to use the restroom. 

3. The student is capable of controlling both bowels and bladder 

muscles. 

4. The student knows to release bowels and bladder when placed on 

the toilet. 

5. The student remains dry 2-2.5 hours between restroom breaks. 

6. The student does not have more than 2 accidents in one day.  (This 

is an indication that the student is not quite ready for toilet 

learning.) 

7. The parent notifies the school in writing that they are in need of a 

Toilet Learning Partnership. 

8. The teacher observes the student for a week for items #1 – #6, then 

notifies the Administrator. 

9. The Administrator sends an approval or denial letter home to 

parents with areas of concern listed. 
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The school administrator makes the final decision on if a student is 

ready for Toilet Learning.  When purchasing pull-ups, make sure that 

they have breakaway tabs.  While we encourage self-help skills for those 

who are potty trained.  Students who soil themselves will be changed by 

a staff member. It is for this reason that we request 3 changes of clothes 

for each student.  Regardless of age, an accident can occur.  For proper 

training time and techniques, contact your child’s pediatrician. 

 

 

Drop-Off and Pick-Up Guidelines  

 

Drop-off procedures are as follows: 

● Adult must sign-in the child using the ProCare on their electronic 

devices 

● Only authorized persons (listed within Procare/authorization form) 

will be allowed to pick up a student. 

● Authorizations are made on registration forms & within the ProCare 

app at the time of enrollment. 

● Parents must send a written notice to the director and teacher when 

an unauthorized adult will pick up their child. 

● A picture ID must be presented at the time of pick up for all 

authorized persons.  

● Unexpected pickups require a phone call from the parent to the 

administrator. 

● Pick up can only be made by persons 18 years or older. 

● The adult is to walk the child all the way into the classroom. 

● Adult and teacher communicate with one another about any updates 

concerning the child. 

 

Pick-up procedures are as follows: 

● Adult must sign-out the child using ProCare on their electronic 

devices 

● Adult and teacher communicate with one another in order to properly 

acknowledge the child is leaving. 
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Late Arrival 

We encourage families to bring children to the preschool before 9 AM. 

We understand that there will be days when a child has doctor’s 

appointments or other commitments that result in late arrival to TCA. 

Parents must bring a doctor’s excuse to the office upon arrival and 

receive a tardy slip to give to their child’s teacher. Arrival during 

transitions, lunch, or nap time often negatively affect the rest of the 

child’s day. The director and/or educator should be informed prior to the 

appointment if possible. Students that continue to be tardy without a 

valid reason will be dismissed from TCA. Class schedules may differ, 

but please keep in mind these approximate time frames: 

 

Breakfast  

8:00 - 8:30 AM (EBR Diverse Delivery 8:30—8:45AM) 

Lunch  

11:00 – 12:00 PM 

Naptime 

12:00 – 1:30 PM 

 

Late Pick-Up 

TCA closes at 5:30 PM. Our EBR program closes at 3:30 PM. A fee of 

$1.00 per every minute late will be charged and due the following 

morning. Repeated tardiness in picking up a child at closing time may 

result in dismissal from the program. Baton Rouge Police and the 

Department of Children and Family Services will be notified and the 

child will be released into their custody if a child is not picked up by 

6:15 PM, one hour past the center’s closing time. 

 

Third Party Release 

Each child’s safety is a primary concern of TCA. Only TCA employees 

may release children to authorized individuals. All employees of TCA 

are instructed to verify any individuals intending to pick up a child. 

 

Individuals picking up children must be: 

● At least 18 years or older. 
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● Authorized in writing by the enrolling parent, as stated on the master 

card and emergency/medical information forms. 

 

● Authorized in writing with a dated note signed by an enrolled parent 

or guardian. 

 

● Willing and able to present a state-issued ID. 

 

Children will not be released to unauthorized individuals or to 

individuals that cannot be verified with photo identification. The 

program will also not release a child at any time to a parent or 

designated individual who is visibly impaired due to alcohol 

consumption or substance abuse (either prescribed or illegal). Copies of 

custody agreements must be provided to the school if there are specific 

instructions for which parent should pick up a child on a specific day. 
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Guidance and Discipline 

 

Guidance 

Our goal at Trinity’s Children Academy is to foster creativity, encourage 

children to explore their natural environment, and allow them to make 

discoveries within a non-threatening atmosphere. Educators facilitate 

children’s learning by actively engaging in activities alongside the 

children as the co-learner. 

 

Child guidance is addressed in a variety of ways to include teaching 

strategies that promote child development of socially-appropriate 

behavior, in consideration of child development. 

 

Environments are engineered to promote child independence through the 

placement of materials that allow for children to complete tasks on their 

own (such as the placement of the sink, soap, and towels). Adults 

encourage child independence through verbal and physical prompting 

toward independence. For example, when helping children with self-care 

tasks, such as hand washing, toileting, or nose wiping, teachers will 

assist children in completing the task while providing verbal guidance 

(e.g., “Let’s wipe your nose” while handing the child a tissue and using 

hand-over-hand to assist the child). 

 

Teacher strategies are used to assist children in appropriate social 

interactions. For example, even the youngest children are encouraged to 

touch a teacher's arm in order to gain adult attention when children are 

preverbal. Verbal children are also encouraged to use this strategy to 

gain attention when adults are engaged in other conversation to teach 

children to wait for a turn to speak (rather than interrupt). Educators 

within the program encourage the development of positive self-

discipline techniques and engage in the following practices: 

 

● Encourage creativity within all projects. 

● Offer various choices when possible. 

● Maintain a positive attitude and high level of professionalism 
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● Are kind, respectful, and composed at all times. 

● Use positive statements when guiding children’s behaviors. 

 ○ Clear statement of the limit: “The blocks are for building.” 

 ○ Redirection: “Let’s go see what Eric is cooking in the kitchen.” 

 ○ Encourage problem-solving and compromising techniques:   

 “How could you use your words to tell John that you would like to  

  

 have a turn with that truck?” 

 ○ Examples of reminder statements: 

  “ ■Remember to sit down when you slide” 

  “ ■Keep the puzzle on the table.” 

  “ ■Use your “inside voice” when you’re inside.” 

 

Our educators refrain from the following practices as these practices 

hinder the positive independent learning of the children: 

 

● Intentionally interfering in a child’s activity unless guidance or 

redirection is required. 

● Modifying a child’s activity. 

● Address a child harshly with intimidation or ridicule. 

● Discussing a child within the presence of the child and/or other 

children. 

● Visiting with other adults while in the classroom. 

● Engage in negative conversations about the children, families, or 

colleagues 

● Physically restrict a child in any way unless the child’s actions would 

bring harm to him/herself or others. 

 

Discipline 

TCA employs a positive method of discipline and maintains a safe, 

nonthreatening environment that correlate with both theories of child 

development and the Center’s mission. Educators engage in the 

following disciplinary practices: 
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● Provide positive logical consequences or choices: (“You are having 

difficulty playing with the blocks without throwing. I need you to 

choose another place to play.”) 

● Model effective ways to express feelings and emotions: (“I do not like 

it when you grab the book from my hands. Please tell me that you would 

like to see it.”) 

● Provide supervision to all children at all times regardless if the child 

has been removed from the group for disciplinary reasons. 

 

There are times when the above techniques appropriate for the situation 

have been tried and the undesired behavior continues. If so, a child over 

the age of two may be instructed to move to a quiet area by 

himself/herself (in the presence of a caregiver) until he/she is able to 

appropriately return to the activity. The child’s age in years will 

determine the number of minutes away from the group. This quiet time 

is intended for the child to regroup and reflect on his/her actions. 

 

The following disciplinary practices are strictly prohibited as these 

practices hinder the positive independent learning of the children: 

 

● No child shall be subject to physical punishment, corporal 

punishment, verbal abuse, or threats by educators, staff, volunteers, or 

parents while on the center’s property. 

● Cruel, severe, unusual, or unnecessary punishment shall not be 

inflicted upon any child. 

● No child or group of children shall be allowed to discipline another 

child. 

● No child shall be deprived of meals or snacks or any part thereof for 

disciplinary reasons. 

● Written or verbal reports to parents regarding conflicts or 

disagreements between children shall not include the name of the child 

or children who were involved. 

● No child will be subjected to spanking, yanking, shaking, pinching, 

extreme temperatures, or other measures producing physical pain. 
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We also do not use any type of verbal abuse which includes yelling, 

offensive or profane language, telling a child to “shut up,” or making 

derogatory remarks about children or family members of children in the 

presence of the child or threatening a child with punishment. Any form 

of punishment that violates the spirit of the following standard of 

discipline is prohibited by anyone on the premises of the TCA. Parents 

are also prohibited from using corporal punishment on the premises of 

TCA. 

 

*Any use of the restricted practices shall be grounds for immediate 

termination of educators/staff.* 

 

Parent/Guardian Behavioral Dismissal  

The violation of any of the following guidelines will result in the 

immediate dismissal of any student enrolled at Trinity’s Children 

Academy: 

1. One week behind in tuition 

2. Student behavior unmanageable  

3. Family member’s behavior deemed inappropriate (profanity, 

loud/aggressive talking, loud/disruptive music in the parking lot, 

inappropriate attire, violence/threats, indecent behavior, etc.) 

4. Not following all academy rules and regulations (uniforms, 

appearance, supplies, etc.) 

5. Endangerment of staff, children, others and/or property  

 

Student Behavioral Dismissal  

Our belief is based on respect for young children. We aim to teach 

children how to manage their own behavior.  Discipline will be handled 

in the following steps: 

1. The class will be reminded of the rules and regulations. 

2. The student will be reminded of the rules and regulations one on 

one. 

3. The student will be set apart from the class in view of the teacher 

with something to play with for one minute per year of age. (4 

years old = 4 minutes) 
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4. The parent/guardian will be notified via Classroom Dojo points 

and/or verbally upon departure  

5. The parent/guardian will be notified in writing if the behavior 

persists. (Unusual Behavior Report) 

6. If 3 or more written reports, the administrator will allow teacher to 

use a 2-week behavior calendar 

7. If behavior calendar indicates that the misbehavior continues, the 

administrator will host a conference with the parent/guardian. 

8. If behavior does not improve, the student will be dismissed. 

 

Trinity’s Children Academy will work with the family to find 

solutions that will improve the student’s behavior; however, if the child 

refuses to follow instructions, he/she will be dismissed from the 

Academy.     

 

Trinity’s Children Academy’s Behavior Expectations are as follows: 

1. I will respect adults. 

2. I will be kind to staff and classmates. 

3. I will take care of things. (furniture, toys, supplies, games, etc.) 

4. I will use soft touches, not fight. 

 

Biting: Biting is a sign of development and are often unavoidable 

occurrences within group child care, especially with toddlers. When it 

occurs, it can be scary, frustrating, and stressful for children, parents, 

educators, and staff. 

 

The following are potential reasons a child may bite: teething, 

impulsiveness, excitement and overstimulation or frustration. 

The educators at the TCA will respond to a child’s biting behavior using 

the following techniques: 

● Give attention to the bitten child. 

● Have the child who did the biting help care for the bitten child (e.g. 

hold the ice, comfort, etc.). 

● With the child who bit, discuss the effects and consequences on a 

developmentally appropriate level. 
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 “ ○Biting hurts. You hurt your friend.” 

 “ ○Why did you bite?” “What is something else you could have   

 done that would not have hurt your friend?” 

● Examine the context in which the biting occurred and look for 

patterns. 

 ○ Was it crowded? 

 ○ Were there too many toys? Were there too few toys? 

  ○ Was the biting child getting tired/hungry/frustrated? 

● Provide reinforced instruction in non-biting responses within social 

contexts. 

● Acknowledge appropriate behavior in potential biting situations. 

● Consider changes to the room environment that may minimize 

congestion, commotion, or competition for toys and materials, or child 

frustration. 

 

Educators will abide by the following procedures if a child is bitten 

(Bulletin 137): 

● Wash the wound with soap and water and apply ice. 

● If the bite breaks the skin, the parent and the Director, Assistant 

Director, or director designee will be notified. 

 

● An accident report will be written and the families of both children 

will be contacted. 

 

When biting changes from a relatively unusual occurrence to a frequent 

and expected occurrence, educators will address the situation with 

additional precautions: 

 

● Record each occurrence, including attempted bites, with the location, 

time, participants, and circumstances. 

 

● “Shadow” children who indicate a tendency to bite. In extreme 

instances where the child is consistently to be shadowed by a staff 

person to prevent repeated aggression, the parent may be notified to 
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remove the child from the school and remain home until the 

aggression subsides. 

 

A consistent approach between home and school is always the most 

effective way to solve any behavior issues. If biting seems to have 

become a pattern for a particular child, staff will follow the guidance and 

discipline policy and procedure. 
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Uniform & Supplies Policy  

 

Student Uniform 

Students in the PreK-1+ thru PreK-4 Classes must wear “FULL 

UNIFORM ATTIRE” Monday through Thursday.  This includes a 

T.C.A. LOGOED royal blue, purple and burgundy shirt or sweatshirt 

with navy blue or khaki pants, shorts or skirts.  A logo on uniform shirts 

is MANDATORY.  Uniform violators will be sent home.  Shorts must 

be worn under all skirts.  (Students spend a lot of time sitting on the 

rug.)  Uniform shirts can be purchased at LA Uniforms – Airline Hwy.  

Call or visit them directly to purchase your child’s shirts.  Pants and 

shorts can be purchased from any clothing store as long as they meet the 

uniform criteria.  Long sleeve logo uniform shirts may be purchased for 

the cooler weather.  Long sleeve shirts worn under a short sleeve 

uniform shirt must be white or the same color as the short sleeve 

uniform shirt. 

 

Friday is the ONLY Free Dress Day.  On Free Dress Friday, students 

cannot wear halter tops, ½ shirts, backless dresses, overalls, skorts, 

spaghetti straps and/or shoes with laces or shoes without a strap across 

the back.  During June and July, Thursdays and Fridays are free dress 

days. 

 

School Shoes 

All students must wear “VELCRO” across the top or back of their 

shoes.  Shoe laces are not permitted at the academy.  The reason for this 

is, it is very difficult for a teacher to tie 7 to 15 pairs of laces repeatedly 

over the course of a day.  It is also very dangerous for young walkers to 

walk around in unlaced shoes for any period of time.  More importantly, 

tying and retying shoes takes away from precious learning time. With 

this in mind, all students must wear shoes with NO LACES and a strap 

across the back for safety. 
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School Pants 

All pants and shorts must have ELASTIC WAIST BANDS ONLY.  

Buttons, zippers, snaps and/or belts are not permitted. This helps to 

expedite the restroom experience. Our students want to be big boys and 

girls, and it is easier for them to go to the restroom with elastic in the 

waist.  It is also very time consuming to unbutton, unsnap, and unbuckle 

7 to 15 students repeatedly over the course of a day. Not to mention 

having to re-button, re-snap, and buckle up again. Skirts and dresses are 

also prohibited. Academy Sports (August & September), Wal-Mart, and 

Uniform Mart sell elastic waist pants.   

 

School Jackets  

Jackets must be labeled with your child’s name.  If you would prefer not 

to write on the jacket, you can safety pin a piece of fabric inside the back 

lining of the jacket with your child’s name on it.  We strongly suggest 

that students wear the same jacket to school daily for easy recognition 

when your child is leaving for the day. 

 

Jewelry & Hair Accessories  

Trinity’s Children Academy is place of learning, playing and exploring.  

Students cannot wear bracelets, beads in their hair, watches and/or 

necklaces to the academy.  These items present a safety issue for all 

students.  Students could place these items in their mouths (swallow or 

choke on them), play with them during class time, allow other students 

to handle or take the items or lose them.  The staff’s primary 

responsibility is supervision and education; therefore, staff are not 

responsible to keep up with, safeguard or supervise jewelry and hair 

accessories.  Boys are prohibited from wearing earrings in either ear. 

Trinity’s Children Academy will not replace lost or stolen jewelry or hair 

accessories. 

 

School Diaper bag/Book-sack 

All students must bring a SMALL diaper bag (Infants) or book-sack (1 

& up) to school DAILY.  Teachers tie soiled clothes and parent notes to 

book-sacks.  A CHANGE OF CLOTHES labeled with child’s first name 



 38 

must be kept in book-sacks at all times in case of emergency.  No 

medicines or hazardous materials can be left in the diaper bag/book-

sack. 

 

Monthly Supplies  

All parents must bring supplies on the first Monday of every month.  

Items must be labeled with child’s first name.  Teachers will send home 

a Monthly Supply Reminder with the items needed checked off.   

         

Diapers 

Each individual diaper or pull-up must be labeled with child’s first 

name, no initials or nicknames.  Parents must send 88 to 96 velcro 

diapers or pull-ups at the beginning of every month.  

 

Baby Bottles 

Parents are responsible for the preparation of bottles.  Enough bottles 

must be prepared to last the duration of the student’s time in the center 

each day.  TCA requires at least 3—4 bottles if the child is present for 

at least 10hrs of the day. Teachers will place the fresh bottles in the 

refrigerator each morning and the used bottles in the diaper bag every 

afternoon.  Bottles with cereal in them can not be accepted.   

 

Baby Food 

Jar foods must be individually labeled with child’s first name and 

supplied monthly or bi-weekly.  A total of 80-85 small jars of food or 

40-45 large jars of food are mandatory each month.  If you decide to 

bring in food biweekly, it is your responsibility to remember when to 

bring in the next supply of food.  Teachers will not remind you when 

your child is low on food. 

 

Boxed Cereal must be individually labeled with child’s first name and 

supplied monthly.  A total of 4 boxes of cereal are mandatory each 

month. 

 

Baby Wipes  
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180 - 200 unscented wipes must be labeled with child’s first name and 

supplied monthly. Due to the fact that wipes become community 

property in the center, it is very important that wipes are unscented for 

the sensitivity of all students ’skin.  Refill packages are acceptable.  

 

Extra Clothing 

It is important that students wear comfortable, washable clothes because 

they are exposed to food and paint spills daily.  Parents must send 3 sets 

of non-uniform changes of clothes in a labeled ziplock bag in case of 

emergency.  Each article of clothing must be labeled with child’s first 

name.  2 of these sets will remain in child’s cubby and 1 set will remain 

in child’s book-sack. (Place each change of clothes in a labeled ziplock 

bag.) Soiled clothes will be tied to the student’s diaper bag/book-sack.  

Please send replacement clothes the following day and give to staff. 
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Child Nutrition 

 

Nutrition Guidelines 

TCA abides by all applicable restrictions and guidelines regarding food 

safety set forth by the Louisiana Department of Health and Hospitals, 

the Louisiana Department of Education, and the United States 

Department of Agriculture. Students are served breakfast from 

7:00AM—8:30AM, Lunch from 11:00AM—12:00PM, Afternoon Snack 

from 1:30PM—2:30PM and Evening Snack upon departure. All lunches 

consist of a meat, fruit, vegetable, bread and milk. A monthly menu is 

posted by the front entrance of all buildings. According to Food & 

Nutrition regulations for a Class A center, parents cannot bring in food 

for students 12 months and older. Class breakfast ends at 8:30AM. If a 

student arrives to school exactly at or after 8:30AM, the parent is 

required to monitor their child during breakfast, and then escort him/her 

to class.  

 

Infant Nutrition 

Infants are required to have a morning feeding before arriving at the 

academy. This is required because their first meal isn’t until 8:00AM. 

Young infants are fed according to their own schedule. The child’s 

eating needs will change and be adjusted to align with the group 

schedule once they grow and begin eating solid foods. The feeding 

schedule is individualized for each infant yet flexible enough to 

accommodate the child’s daily needs. 

 

Bottles 

Parents of bottle-fed babies will need to provide 3–4 8oz prepared 

bottles with nipples and lids that are labeled with their child’s full name 

and date. Unused and empty bottles will be sent home each day. Glass 

bottles are not permitted. USDA allows one month after a child’s first 

birthday to continue with formula. If formula is served past age 13 

months, then a doctor’s note is required. 
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Bottles must follow the following guidelines: 

● Prepared and labeled with nipples and lids daily. 

● Labeled with child's full name 

● All breast milk bottle labels must include the date the milk was 

expressed. 

● All bottles must be picked up at the end of each day. Any bottles left 

in the refrigerator upon closing will be discarded. 

● TCA does not use a microwave oven or bottle warmers to warm 

bottles or infant food. Warm water is used to warm bottles. 

● Bottles may not be warmed to a temperature of no more than 120° 

Fahrenheit. 

● Bottles are used only for breast milk or formula. 

● Authorized by a pediatrician is required in order for cereal to be added 

to a bottle. 

● Fresh breast milk can be stored for 24 hours in the refrigerator or up to 

two weeks in the freezer. Milk that exceeds this time frame is discarded. 

● Cow’s milk is not provided to children younger than 12 months. 

● Whole milk is served only for children of ages 12 months to 24 

months. 

 

Infants receive personalized attention and are held for each bottle-

feeding. Bottles are never propped and never given while in a crib or on 

a cot. Children do not carry bottles or sippy cups while crawling or 

walking. Contents remaining in a bottle are discarded within one hour. 

Parents are notified immediately if the child’s bottle supply is depleted 

and/or inadequate. 

 

Pacifiers 

Pacifiers are allowed at TCA for non-walkers and sleepers. Infants that 

are not yet walking may use pacifiers and any child may have a pacifier 

during nap time. 2 pacifiers are required for infants. Pacifiers must be 

labeled with child’s first name. Pacifiers attached to strings or ribbons 

shall not be placed around a child’s neck or attached to a child’s clothing. 

Pacifier animal buddies are not allowed. 
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Child Health and Child Safety 

 

The Louisiana Department of Education requires a minimum of at least 

two staff on the premises and accessible to the students at all times with 

CPR certification and at least 50% of all staff on the premises must be 

trained in pediatric first aid. All staff are required to complete a 3hr 

course in Health & Safety. Children’s health and well-being are a 

priority in our program. Young children are growing and building up 

their immune systems. Policies are in place to help teach children 

healthy habits and minimize the spread of illness. These policies are 

developed with guidance from a Child Care Health Consultant in order 

to meet state and national health regulations. Parents and staff work 

together to keep children healthy and preventing the spread of 

contagious illnesses and disease. 

 

Sanitation and Illness Prevention 

Trinity’s Children Academy takes precautions to prevent the spread of 

germs and illness. Teaching staff receive Health and Safety training each 

year. Program health and safety policies are reviewed with students and 

volunteers annually. Some of the policies include: 

● Staff and children must wash their hands with soap and water for 20 

seconds after using the toilet and before eating. Staff must wash hands 

with soap and running water before and after changing a diaper, 

assisting a child with toileting, feeding a child or handling food, and 

caring for a child with symptoms of a communicable disease. Children 

wash their hands before & after eating and after they use the restroom. 

● When putting children down for a nap on cots, the cots must be spaced 

at least 18 inches apart and children should be arranged in a head to 

foot arrangement. 

● All toys are sanitized at the end of each day. Toys and objects put in 

the children’s mouth are washed and sanitized daily. 

● Children wash hands before and after water play. Water in the water 

table is replaced each day. 

● Draining or oozing cuts or sores shall be covered. 
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● Blood-contaminated material and soiled diapers shall be put in a 

plastic trash bag and tied then, put in the plastic lined trash bag. 

Staff use the following procedures when handling blood, and blood 

containing fluids and wound exudates of all children in the center. 

 

 1. For spills of vomit, urine, and feces on floors, bathrooms, table  

  tops, toys, kitchen countertops, and diaper changing tables   

  shall be cleaned and disinfected. 

 2. For spills of blood or blood-continuing body fluids and injury  

  and tissue discharges, the area shall be cleaned and  

  disinfected. Gloves shall be used in these situations unless  

  the amount of blood or body fluid is so small that it can be  

  easily contained by the material used for cleaning. 

 

Immunization Records 

We aim to keep your child safe and healthy while in our care. Therefore, 

certain policies and procedures are in place to maintain a clean, safe, and 

healthy environment. We ask that parents keep staff updated on their 

child’s health status. TCA requires a current record of each child’s 

immunizations, which are to be updated as required. 

 

According to the Louisiana State Board of Licensing, we are required to 

follow the state’s immunization schedule according to EPSDT schedule 

as outlined below. Children may be excluded from the center if their 

immunizations are not up-to-date. Louisiana Department of Health and 

Hospitals requires any child who is not immunized due to health reasons 

or family beliefs to be excluded if there is a report within the program of 

any vaccine-preventable disease to which children are susceptible. The 

recommended immunization schedule is below. 

 
AGE IMMUNIZATION 

Birth HBV 

2 Months DTaP, HIB, IPV, HBV, PCV7, Rotavirus 

4 Months DTaP, HIB, IPV, HBV, PCV7, Rotavirus 
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AGE IMMUNIZATION 

6 Months DTaP, HIB, PCV7, Rotavirus, IPV, HBV 

12-15 Months MMR, VAR, PCV7, HAV 

15-18 Months DTaP, HAV, HIB 

4 Years or prior to school entry DTaP, IPV, MMR, VAR 

 

 

Daily Health Inspections 

Parents are expected to examine their child daily prior to arrival and 

report any illnesses, bruises, scratches, bumps, or rashes to the child’s 

teacher. The educators perform daily health checks as the children arrive 

through a visual examination of each child for bruises, scrapes, insect 

bites, rashes, and/or possible symptoms of contagious illness or disease 

(as required by licensing). The educator will request parents ’
explanations for any of the above visible irregularities or symptoms. 

 

Topical Ointments 

Topical products, including diaper rash ointment and medicated creams 

for dry skin are considered topical medications and will only be applied 

when necessary and with proper parental consent. A Medication Request 

Form for topical ointments shall be updated at the beginning of every 

school year. Parents are expected to apply these products before they 

drop-off their child at school. Staff may re-apply the products during the 

day if needed per the instructions. Parents are responsible for providing 

topical ointments that meet the following guidelines. All topical 

ointments are labeled with child’s name. Ointments cannot be used 

without administrative pre-approval.  

 

Illness Guidelines 

Contagious illnesses spread in group care through touch and in the air, 

which makes it very important for ill children to not be around other 

children. Families are often the first to notice signs of illness. Early signs 

of illness may include: 
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 ● Change in appearance (pale, rash, flushed, etc.) 

 ● Change in behavior 

 ● Irritable, tired, or uninterested in usual activities 

 ● Loss of appetite 

 

Parents are encouraged to keep their child at home if he/she is ill and to 

notify the school of any illness that results in a child’s absence. If a child 

becomes miserable at the center without the above symptoms and 

requires one adult to be with him/her, thereby leaving the other adults 

with the rest of the group, the parents will be contacted. 

 

TCA does not provide care for ill children. The school will notify 

parents if their child has an illness that prevents him or her from 

comfortably participating in activities or an illness that demands a 

greater need for care than the staff can provide without compromising 

the health and safety of other children. 

 

When a child develops symptoms of any illness at TCA the following 

will occur: 

 ● The parent or guardian will be immediately notified. 

 ● The child will be isolated from other children if a contagious  

 illness is suspected 

 ● A parent or authorized adult will pick up the ill child within an  

 hour of notification 

 ● Exclusion forms may be provided to the parent if the center  

 suspects a possible spread of illness or disease. 

 

Medication  

Trinity s Children Academy does not administer oral medication to any 

student.  If a child is taking medication and it must be given during 

school hours, a parent/guardian must come to the academy and 

administer the medication. The parent/guardian must document the type 

of medication, the time it was administered and the dosage on the 

appropriate form. 
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Exclusion 

The decision for keeping a child at home or to send a child home from 

TCA is based on the comfort of the ill child, the protection of well 

children and staff, the resources available to the program to meet any 

special care that is required, and the needs of families. Potentially 

contagious individuals, staff or children, are excluded from the center 

until no longer contagious. TCA reserves the right to request a 

physician’s statement of eligibility to return to group care. 

 

With contagious diseases or parasites, a child must be kept at home. 

Some of these are lice, impetigo, measles (red or German), chicken pox, 

mumps and roseola. If a child is under-immunized or the program has 

not received up-to-date immunizations, a child may be excluded if a 

vaccine-preventable disease occurs in the program. 

The waiting periods required after the onset of treatment vary with the 

illness. With many illnesses, children are not contagious one day after 

beginning treatment (e.g. strep throat, conjunctivitis, impetigo, 

ringworm, parasites, head lice, and scabies). For example, if the doctor 

places a child on an antibiotic for an ear or throat infection, the child 

should not be brought to the center until he/she has been on the 

medication for at least 24 hours and is fever-free without over-the-

counter medication. However, sores and rashes must be covered at all 

times to reduce the spread of illness. 

 

The chart below provides the recommended exclusion periods for 

various illnesses. A doctor s excuse does not necessarily determine a 

child s date of return. Periods may be extended beyond those provided 

in the chart or provided by the doctor, depending upon the individual 

conditions. 

 
Symptom Should child/staff stay home? Illness/Infection 

When can child/staff come back? 

Chicken Pox YES When all the blisters/pox have 

scabbed over 

Cold NO (without fever) 
YES (with fever) 

Refer to Fever 
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Symptom Should child/staff stay home? Illness/Infection 
When can child/staff come back? 

Hand, mouth, and foot disease  
(Coxsackie) 

YES Children can return when all the 

following conditions apply: 
-The rash is no longer spreading 

-There are no open sores 
-The child is not drooling due to 

mouth sores 
-The child is not lethargic 

-The child has been fever free for 24 

hours without medication 

Diarrhea (two or more watery 

stools or one watery stools 

accompanied by one other sign of 

illness) 

YES 24hrs from last diarrhea and/or 

diarrhea is resolved 

Ear Infection NO (with doctors’ diagnosis)  

Fever of unknown origin (100 

degrees F oral or 101 rectal or 

higher) and some behavioral signs 

of illness 

YES Free of fever for 24 hours and fever 

reducing medications have not been 

given in the past 8 hours or on 

prescribed medication for 24 hrs. 

Fifth Disease  NO (without fever) 
YES (with fever) 

Refer to Fever 

Giardia  YES  When diarrhea subsides or Doctor 

approves readmission 

Hib disease  YES Well and proof of non-carriage or 

cleared by Physician  

Hepatitis A  YES One week after illness started and 

fever is resolved 

AIDS (or HIV infection) YES Until child’s health, neurologic 

development, behavior, and immune 

status is deemed appropriate (on a 

case by case basis) by qualified 

persons, including the child’s 

physician chosen 

by the child’s parent or guardian and 

the Director.  

 

Impetigo YES When treatment has begun 

Lice YES When 1 treatment has been given 

Meningococcal disease  
(Neisseria meningitides) 

YES  Well and proof of non-carriage or 

cleared by Physician  

Pink Eye YES  25 hours after treatment has begun 



 48 

Symptom Should child/staff stay home? Illness/Infection 
When can child/staff come back? 

Undiagnosed generalized rash YES Well or cleared by child’s physical 

as non-contagious 

Ring Worm NO (keep area covered)  

Roseola YES (with fever) See Fever 

Rota virus YES 24 hours after treatment has begun 

and fever free 

Severe Cold (with fever, sneezing, 

and nose drainage) 
YES Refer to Fever 

Thrush NO (should seek treatment)  

Any child with a sudden onset of 

vomiting, irritability or excessive 

sleepiness 

YES 
 

Evaluated and cleared by a 

physician 

 

 

 

Abuse and/or Neglect               

TCA staff are legally and ethically required to report child abuse to the 

local child protection agency, in accordance with LA R.S. 14:403. If you 

see a child being abused, observe suspicious marks on a child, or a child 

says something to you that causes you to be suspicious, please share this 

information with the director. To report suspected child abuse call 1-

855-452-5437. 

 

**Nothing shall prohibit the court from ordering medical services 

for the child when there is substantial risk of harm to the child’s 

health or welfare.** 

 

TCA strives to create and maintain a safe environment for children. 

Monthly facility inspections are conducted and any issues are reported to 

TCA’s facility services. Daily safety checks are conducted in the 

classroom and outdoor environment. Classrooms are furnished with age-

appropriate furniture from approved early childhood vendors. The 

environment provides safe play areas for children. 
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TCA prohibits the usage or possession of the following items by anyone 

on the premises: alcohol, tobacco, illegal substances, unauthorized 

potentially toxic substances, firearms, fireworks, and pellet or BB guns 

(loaded or unloaded). All of the previously listed items are not allowed 

on the premises, which includes inside the facility, on the playground, or 

on site of any school-sponsored event. TCA’s campus is a smoke-free 

environment and smoking is NOT permitted on, near, or around TCA 

property. 

 

Security Features 

TCA is equipped with surveillance videos for security purposes. 

Families are not provided access to video recordings. When needed, 

video footage can be accessed by TCA administration and the BR Police 

Department to review incidents or complaints. 

 

Emergency and Evacuation Plans 

Children participate in emergency drills throughout the year. Fire drills 

are held monthly, in accordance with the policy set forth by the 

Louisiana State Fire Marshal and the Department of Children and 

Family Services. Tornado drills and lockdown drills are practiced on a 

regular basis. 

 

Emergency and evacuation procedures and plans may be found in each 

classroom as well as in the Director’s office. These plans are reviewed 

and updated annually. For a copy of the center’s emergency plan please 

contact the Director. 

 

If a teacher senses a fire, he/she is asked to immediately pull the alarm 

box. As the center is being evacuated, the teacher should tell the director 

or assistant director who pulled the alarm and describe what prompted 

the person to do so. When the alarm sounds, the police and fire 

departments will be automatically notified. If the alarm does not sound, 

police and fire departments are not automatically notified, then they 

must be notified by telephone immediately. Whether the alarm sounds, 
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or individuals are otherwise notified to evacuate, staff members will 

follow the fire drill procedure. 

 

TCA’s first priority during an emergency is keeping children safe. 

Individuals (including children) are not allowed back onto center 

premises until the director or the on-site fire department official declares 

the building is safe. During a lock down, children and staff are 

evacuated once an all clear is provided by law enforcement. 

 

 

 

Emergency Text Messaging Service 

TCA’s administration will notify parents that have submitted their 

personal cellphone numbers for the following conditions: Armed 

intruder, inclement weather, fire, flooding, and loss of utilities/sewer line 

damage, hurricane, large vehicle crash, and chemical spills. 

 

Inclement Weather 

If inclement weather occurs outside of Center hours, any closure notices 

will be posted using the following methods: 

 

● Text messages and/or e-mail 

● Phone line at 225-218-4965/225-381-1022 

● Academy ClassDojo  

 

If severe weather occurs during school hours and there is a need for 

early dismissal or closures, families will be notified as quickly as 

possible. A minimum of two employees must remain until the last child 

is picked up. 

 

In Tornados/Hurricane situations: All staff must (1) remain calm, (2) 

assemble and sit all children along hallway of academy, (3) students will 

be taught according to age to put head between knees and cover top of 

head with arms, (4) close all interior doors, close and lock all exterior 
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doors and windows (5) tune in to local news bulletins for additional 

instructions, and (6) do not leave the building until notified. 

 

In case of Chemical Leak:  All staff must (1) remain calm, (2) 

assemble and sit all children along hallway of academy, (3) TURN OFF 

A/C or HEATER (4) seal with wide tape all doors and window sills, (5) 

tune in to local news bulletins on TV or radio for additional instructions 

(6) do not leave the building until an “ALL CLEAR” signal is given. 

 

In case of Power Outage:  Weather permitting, students will be taken 

outside for recess during a power outage.  If the weather does not permit 

outdoor play, students will be seated next to the windows for light and 

the doors will be opened.  If the electric is not restored after 30 minutes, 

parents will be called to come and pick up students.  If parents/guardians 

can not be reached, a relative from the Authorization for Release Form 

will be contacted to pick up the child.  

 

Transportation 

TCA does not transport children from home to the Center, or from the 

Center to home, or from any area school to the Center. In the event of an 

emergency that requires an evacuation outside of a safe walking 

distance, TCA will contact parents/guardians. 

 

Non-Vehicular Excursions 

A non-vehicular excursion is defined as a period of time when the 

children are not in the school or play yard and are not in a vehicle. TCA 

considers a non-vehicular excursion a walk with the children in the 

immediate area surrounding the school. Each family is asked to provide 

consent for non-vehicular excursions during enrollment that will grant 

the school permission to include their child on the walk. 

 

Photography, Videotaping, and Digital/Audio Recordings 

TCA maintains a video surveillance/recording system inside and outside 

the building. TCA will take photographs, digital records, video tapes, 

and/or audio recordings of the children for educational and decoration 
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purposes (e.g. photos posted on bulletin boards, in cubbies, social media, 

etc.). Normal care and safeguarding will be given to students ’photo, but 

if said photo/image is lost, stolen or misplaced, Trinity’s Children 

Academy will not be held responsible for the pictures and/or video 

recordings. 

 

Parents are not allowed to photograph, digitally record, video tape, 

and/or take audio recordings during program events without consent. 

Written parental permission for each child is required upon enrollment. 

TCA strongly discourages the placement of classroom photos on 

Facebook or other forms of media without the consent of each child’s 

parents. 

 

 

 

Accidents and Injuries 

 

All accidents and injuries are reported to the TCA administration and 

documented on an accident report immediately, no matter the 

significance. 

 

Parents are contacted immediately in the following situations: 

● Blood not contained in an adhesive strip. 

● Head injury. 

● Human bite that breaks the skin. 

● Animal bite. 

● An impaled object. 

● Broken or dislodged teeth. 

● Injury requiring professional medical attention. 

 

Medical Attention 

All full-time/part-time staff are trained in CPR and First Aid. First aid 

kits are in each classroom and the Center provides Band-Aids® and/or 

ice as needed. 
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EMS is called immediately if: 

● The center believes the child’s life is at risk or there is a risk of 

permanent injury. 

● The child has difficulty breathing, unable to speak, skin/lips look blue, 

purple or gray, 

vomiting blood, significantly dehydrated, or becomes less and less 

responsive. 

● The child has rhythmic jerking of arms and legs and a loss of 

consciousness (seizures). 

● The child has any of the following after a head injury: Decrease in 

level of alertness, 

confusion, headache, vomiting, irritability or difficulty walking 

● The child has increasing or severe pain anywhere, severe stiff neck, 

headache, and fever. 

● The child has a cut or burn that is large, deep, and/or won’t stop 

bleeding. 

*After EMS is called, the child’s parent/guardian is notified.* 

 

If the situation is in need of medical attention, but not necessarily in 

need of ambulance transport, the situation is handled by notifying the 

parent/guardian of the child’s condition. If the parent/guardian cannot be 

reached within an hour of the incident, EMS is called and the child is 

transported to the hospital. 

 

The following situations require medical attention within one hour: 

● Fever in any age who looks more than mildly ill. 

● Fever in a child less than 2 months (8 weeks) of age. 

● A rapidly spreading purple or red rash. 

● A large volume of blood in the stools. 

● A cut that may require stitches. 

● Any medical condition specifically outlined in a child’s care plan 

requiring parental notification. 

 

Accident/Incident/Behavior Reports  



 54 

Incident – If a student is involved in an act that does not result in injury, 

it is categorized as an incident. (For example: frequent wetting of 

oneself, frequent diarrhea, unusual behavior, inappropriate language, 

illness, etc.)  In the event your child demonstrates any of the above, 

TCA will complete the Appropriate Report for the parents to sign 

acknowledging we brought the matter to their attention.  

 

Accident - If a student is involved in an act that does result in injury, it 

is categorized as an accident.  (For example: a scrape, bite, mark, bruise, 

etc.)  In the event of an accident:  

1.  Trinity’s Children Academy will notify the parents/guardians by 

phone and ClassDojo and leave a message. 

2.  If the accident is serious and parents/guardians cannot be 

reached, then individuals from the Authorization Form will be 

contacted. 

3. If injury requires medical attention, then EMS will be called or 

the director will transport student to the hospital listed on 

Enrollment Packet. 

4.  An accident report will be completed by the staff who observed 

the student at the time of the accident. The parent, the staff who 

observed the accident, and the director must sign all accident  

     reports.  

 

Parents must sign the report upon arrival to the center the same day of 

the report.  

 

 

 

 

 

 

 

 

 

 



 55 

Communication 

 
Effective communication with families strengthens the quality of the 

program. Staff-family communication should include opportunities for 

obtaining information about the child in care, and encouragement of family 

involvement within the program. Staff are encouraged to communicate with 

parents through a variety of means including orientation activities, ProCare 

Family Engagement app, ClassDojo, face-to-face conversations, notes, or 

newsletters. Staff are not permitted to communicate with families via 

personal telephones, social media such as Facebook, Instagram, etc. 

 

If parents have a concern, they are encouraged to first talk to their child’s 

teacher. If they do not reach resolution, they are encouraged to utilize 

the chain of command and contact the Director, then the Owners, as 

needed until the issue is resolved. 

 

Classroom Communication 

TCA staff use a variety of methods to communicate with families in 

order to strengthen the connection between the home and school. This 

includes the following: 

● Each classroom has a parent bulletin board containing information for 

your child’s classroom. 

● Teachers provide information via their Classdojo/ProCare Family 

Engagement app 

● Lesson plans are posted in each classroom. 

● Teachers provide information on classroom and school activities in 

which parents can get involved. 

● Parent-Teacher Conferences are scheduled twice a year. Conferences 

are an effective way to update parents on their child’s progress and to 

discuss any areas of child concern. Teachers and parents exchange 

information and set goals for the child. 

● Parents are welcome to arrange additional meetings with their child’s 

educators. 
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** We encourage parents to share with the educator any events or 

information that may be pertinent to the family &/or child.** 

Family Involvement 

 

Trinity’s Children Academy offers several opportunities for involvement 

throughout the school year, such as open house, parental field trips, 

Thanksgiving Dinner, Christmas and Recognition programs. We are 

always ready to listen to parents and eager to involve you wherever and 

whenever possible. Events requiring parental involvement will be posted 

on the parent bulletin boards located near the front entrance of the 

academy. 

 

Volunteer/Visitor Policy 

Keeping an open line of communication between the Center and families 

insures that the best interests of the children are served, both at home 

and at the Center. All parents are encouraged to visit, telephone, and 

send notes whenever they deem necessary. An open door policy for 

families, staff, and the community to visit at scheduled times shall be 

maintained. If a parent needs to discuss a problem or needs more 

detailed conversation, we ask that a conference time be setup with the 

child’s teacher and Director. This will prevent staff from leaving 

children unattended.  

 

All visitors must register in the office and are not permitted in the 

classroom except by prior arrangement. Background checks are required 

for visitors and volunteers working with children. All other visitors must 

be accompanied by a staff person at all times. 

 

Celebrations / Special Events / Birthdays 

Selected holidays and/or celebrations are respected as important events. 

Parents and teachers will work together to plan appropriate and inclusive 

holiday-related events. All student birthday celebrations will be held on 

the last Friday of each month. There will be no birthday celebrations 

throughout the month for one individual student. 
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Good nutrition is vital to children's learning and physical development. 

TCA’s Birthday Celebration Policy has been designed to encourage the 

development of good eating habits that will last a lifetime. All children 

with a birthday during a given month will celebrate on the same day in 

each classroom. All food items must be nut-free and store-bought. 

Home-made items are not allowed. Please let your child’s teacher know 

in advance of your child’s birthday and check for any allergies of 

children in your child’s class. Parents are encouraged to bring healthy 

snacks for children. These snacks can be, but are not limited to: carrot 

sticks, celery sticks, cheese sticks, apple slices, fruit trays, vegetable 

tray, low-sugar beverages, etc. It is solely up to the teacher to 

welcome/provide sugary sweets. This is due to high energy levels from 

children after the consumption of many sugary snacks. Children are then 

no longer able to focus on the remaining lesson for the day.  

 

**Latex balloons, banners and/or signs are NOT allowed for any 

celebrations at TCA.**  

**Any outside food must be store bought (not home-made).** 

 

Babysitting 

The use of employees as private, personal babysitters is not encouraged 

at TCA. The academy is not held responsible or liable once a child is 

placed under the care of any employee. 

 

Gift Giving 

Excessive gifts may add stress and competition between staff and 

families. Home-made items, cards, or notes of appreciation are always 

welcome. Group gifts for the classroom, such as a book for the 

classroom library, are encouraged. Teacher Appreciation Week is a time 

when the parent committee assigns gift ideas and/or themes for each 

day.  

Participation is voluntary. 
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Gifts are not to be given or received with the intention of influencing 

someone, obtaining something in return, or as compensation for past or 

future actions. 

 

 

 

 

General Policies 

 

Policies & Procedures 

While a child is in and/on the premises of Trinity’s Children Academy, 

he/she is required to comply with all rules and regulations of the 

academy at all times; regardless if the designated adult is present. It is 

the responsibility of all staff members to enforce all rules and 

regulations at all times. When a designated adult is escorting a child to 

or from class on the premises of Trinity’s Children Academy, the adult 

is required to hold the child’s hand until they safely reach their 

destination.  

 

Tours 

TCA strives to be a model child care facility, therefore tours are 

welcomed. If a potential parent or staff, or member of the community 

requests a tour, then it shall be arranged by the director or the 

administrative assistant. 

 

 Electronic Devices & Computer Practices 

TCA encourages learning through play and hands-on experiences. 

Computers are not provided for children to use in the classroom. 

Children over the age of 3 years of age, may use computers, digital 

cameras, and tablets for project-based documentation and research 

activities. All computers in which children have access to are equipped 

with monitoring or filtering software that limits access to inappropriate 

websites, email, and instant messaging. Children’s computer usage time 

is limited to 30 minutes per session and no more than one hour per day. 

 



 59 

Programs, Movies, and Video Games 

TCA does not use television programing, movies, or video games as a 

regular part of the curriculum. However, if short video clips/movies are 

used to supplement a project (or during after care hours) the video 

clip/movie must adhere to the following guidelines: 

a. No violent or adult content 

b. Suitable for the youngest child present 

c. If rated, must be rated G; any programming with a rating more 

restrictive than “PG” is prohibited. 

Soap operas, television news, and sports programs aimed at audiences 

other than children are prohibited in the presence of children. 

 

Confidentiality of Records 

TCA will adhere to the confidentiality policy set forth by the Louisiana 

Department of Education’s Early Learning Center’s Licensing 

Regulations. Children’s records (including screenings and assessments) 

are open only to the child’s teachers, the director, an authorized 

employee of the licensing/accreditation agency, or the child’s parent or 

legal guardian. Any person who views a child’s record must do so an 

administrator’s office and must sign the record log. 

 

Below are examples of people who may request confidential information 

on children. 

● Doctors, therapists, or specialists who work with the child on or off-

site 

● Teachers conducting research 

● Educational Settings (child’s potential school) 

Screening and assessment information may be requested by those who 

provide direct services to the child and certain students, researchers, or 

faculty. Information may be shared only with prior written consent from 

the parent that specifies the type of information that will be released. 

 

Employee Background Checks 

All TCA employees must receive a background check that demonstrates 

they are eligible to work with children. In compliance with TCA’s hiring 
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regulations, Trinity’s Children Academy will not employ an individual 

if we have not received the results of their background check. In the 

event that this ever occurs, the program will follow the policies outlined 

in the licensing regulations (see below). 

 

1. An adult staff member for whom a center has a CCCBC-based 

determination of eligibility for child care purposes (or prior to October 

1, 2018, a satisfactory CBC) will be designated to monitor a specific 

person or persons who are provisionally employed staff members at the 

center. 

2. The provisionally employed staff member will never be left alone 

with children. 

3. The assigned staff monitor will sign a log to indicate they supervised 

the provisionally employed person at all times. 

 

Grievances 

If a parent has a concern or has questions regarding daily operations, 

they are encouraged to follow the processes below: 

● Discuss the concern with the child’s educator (primarily child or 

classroom-related concerns). 

● Discuss the concern with the Director (primarily program/policy 

concerns or those unresolved from previous steps). 

● If the concern remains, the Director will schedule a meeting with the 

Owners of the program. 

● If the parent wishes to appeal the policy, regulation, or rule, as it 

applies to their capacity, they may file a PS-48. 

 

Licensing concerns and complaints should be addressed to: 

Department of Education Divisions of Programs Licensing Section 

P.O. Box 3078 Baton Rouge, LA 70821 

Office: 225-342-9905  

Fax: 225-342-9690 

 
TCA strives to provide a high-quality learning environment that embraces all 

families and meets the needs of each individual child. Our policies are 
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developed to align with our program’s mission, state licensing requirements, 

and best practices in the field of early childhood education. For questions 

about the information in this handbook, please see the Director. 

 

Trinity’s Children Academy abides by all legally served court orders.  

We must have notarized copies of certified court orders on file regarding 

parental custody matters. Without such documentation, Trinity’s 

Children Academy can not prevent a mother or father from picking up 

their child.   

 

 

Valuable Information and Emergency Numbers 

 

 

Academy Information  

Trinity’s Children Academy  

7136 Hooper Rd. 

Baton Rouge, LA 70811 

ph: (225) 218-4695  

 

Directors Office Hours: 9AM—5PM *subject to change due to tours, meetings, etc. 

 

Emergency Numbers 

 

Baton Rouge Police:        225-389-2000 

 

Fire Department:        225-383-4425 

 

Poison Control:         1-800-256-9822 

 

Child Protection Services:       1-855-4LA-KIDS (1-855-452-5437)  

 

Crisis Intervention Service:      225-924-3900 

 

 



 62 

*In the event an emergency event on campus, we will follow academy protocol 

(shelter-in-place, evacuate, etc.). If you are parent/guardian please be sure your 

emergency contact information on your MasterCard is up-to-date. Parents will be 

notified through text messages and phone calls if an emergency occurs. 

 

 

Our emergency evacuation location is:  

Abounding Love Ministries      225-356-4484 

7076 Hooper Road 

Baton Rouge, LA 

70811 


