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Operating Policies and Procedures
Mobile 


Mission Statement:  The Little Tree Preschool (LTP) is private preschool program that offers children a rich and nurturing environment where learning opportunities are maximized and diversity is valued.

General Information:  

LTP is a project of The Learning Tree, Inc, in collaboration with the University of South Alabama Department of Psychology, Mobile County Public Schools, and Volunteers of America.

The Learning Tree, Inc. is a not-for-profit private school that was founded in 1983 to offer high quality educational services to children who need more intensive individualized supports than their local school systems can provide.  Since then, the school has responded to a variety of children’s needs by expanding its programs to serve children across the state through centers located in Mobile, Jacksonville, and Tallassee; as well as through consultation services to local school systems in other cities in Alabama.  In addition, the school operates The Little Tree Preschool in Auburn, in collaboration with Auburn University’s Dept. of Psychology and The Little Tree Preschool in Jacksonville in collaborations with Jacksonville State University.



Curriculum: A curriculum will be developed for each student using several quality resources.  Student assessments such as the Brigance Early Inventory of Development, The ABLLS-R Assessment, and teacher observations will be conducted for the children with developmental delays.  Objectives for the peer mentors will be based on the Alabama State Department of Education Preschool Standards and when ready the Alabama State Department of Education Kindergarten Standards in order to get the children ready for Kindergarten.  Other readymade curricula may be purchased to aid in the progression of learning.  Any curriculum purchased will be research based with a high success rate of learning.


Application and Enrollment:

Application and enrollment will be done through LTP.  Parents of all children will need to complete a LTP application and return it to the Center.  Children with developmental delays will also need to complete all forms required by Mobile County Public School System (MCPSS).  

All children will be admitted on a “needs” basis. Consideration will also be based on allotment of space per room and balance of the classrooms.  Children with developmental delay will need to qualify for special education through MCPSS.  A waiting list shall be maintained for those for whom space is not currently available, and children will be selected based on a lottery system. 

We do reserve the right to make child selections based on staffing needs and the needs of the other children served. Children with sibling’s currently attending the center will be given priority.

Peer Mentor Children: Neurotypically developing children accepted into the program are to be in the center for the full day.  These children will receive individualized attention and plans are written for them to aid in their success when they enter the public schools.  Excessive absence, tardiness, or early pickup may result in dismissal from the program.  **Please see Absence and Tardy policy.
*** All Parents will be required to sign a contract of services and agreement.

Children with Developmental Delay:  As with the Neurotypically developing children, children with developmental delays should also be at the center for a full day.  If it is apparent to the team and parents that a child cannot complete a full day, half-day services may be considered.  If the team decision is to have the child participate in half day programming, efforts will begin within 60 days to slowly transition the child to a full day schedule.  

All participants in our program must comply with all aspects of the program and sign a contract provided by LTP to insure compliance is understood. This includes center-based and parent training services. All methods used to treat children with developmental delays are based on the research done in Applied Behavior Analysis (ABA).  LTP does not utilize “fad therapies”, or those that have no empirically validated efficacy in ABA professional literature.  Special diets must be prescribed by a physician for medical purposes (i.e., food allergies, etc.) and be accompanied with the lab results from the test.  Those not prescribed for said purpose will not be implemented by the program. 

Non-compliance with the contract provided by the center and agreed to by the parent, with center-based or parent training services may lead to dismissal from the program. Parent input is valued, but the center will not deviate from the ABA research based practices that have been proven to work with this population of children.  If a parent seeks outside assistance that utilizes other forms of treatment, LTP must be informed and a team meeting will be held to determine and maintain consistency among the different environments.  All visitors brought into the center at the parents request may not interfere with the program LTP has in place for a child, and the visitor will respect and comply with our methods while in the center.  

Parent Training: Parents must comply by allowing LTP staff to come to their home, a mutually agreed upon place, or parents will come to the school to conduct a minimum of 1 session per week with time depending on child and family needs. The parents also must agree to provide an additional 5 hours of intervention each week for their child, under the guidance of LTP staff. It is the responsibility of the parent(s) to either provide this service themselves or to hire additional staff to do so. If parents are asked to collect data for interventions in the home, it is imperative that it is completed and completed accurately to best serve each child attending LTP.

Non-compliance with either center-based or parent training will result in the dismissal of the child from LTP and placement in another preschool program by MCPSS. 

Alternative Methods of Treatment: There are many methods that are considered “fads” in treatment of children with autism and other disabilities.  LTP will not participate in these methods as they are not research based and have no validated efficacy. WE WILL ONLY PARTICIPATE IN REASEARCH BASED METHODS AND WILL NOT DEVIATE FROM THIS.

Hours of Operation: LTP will be open Monday through Friday for all students.  LTP hours of operations will be 8 a.m. until 3 p.m.  If a child with developmental delays needs to come a half a day to start with they will be in the center from 8 a.m. until 12:00 p.m.  There will not be a half day program offered in the afternoons. If a child comes half a day we will fade this as soon as possible to maximize the benefits of an intensive full day program.

Documents to be on file:
- Student application
- Contract of compliance of services 
- Any assessments from outside agencies including MCPSS 
- Current child immunization card (blue form to be obtained by child’s physician)
- Current medication form with current medications to be administered signed by parents.

Holidays: LTP will be open year round. LTP will follow MCPSS Holiday Schedule throughout the year.  We will be closed one week at the beginning of summer and one week at the end of summer.
A holiday schedule will be provided to the parents at time of enrollment.

Closing Due to Weather: In the event of inclement weather, LTP will follow the schedule of the MCPSS closings.  Please listen to LOCAL television and radio stations for closings.  Parents will be called during the day to come pick their child up if the weather is appearing to become dangerous and MCPSS are letting out early.

Arrival and Departure: 

An adult must accompany each child to a LTP staff member before leaving the building.  All other non-enrolled children entering the center must be accompanied by that same adult at all times. Little Tree staff will not be responsible for any non-enrolled children.  Children must never be left before ensuring they are with a LTP staff member. Unfamiliar individuals will be asked for I.D. before LTP will release a child from the center. LTP will not release a child to an unauthorized person. A parent is not to take a child from LTP without a staff member’s knowledge.

Tardiness and Absences: 

Tardiness:  All children should be at the center by no later than 8 AM so the teachers can start their daily lessons. If a child comes in late the adult dropping the child off may be asked to wait in the hallway with the child so not to interrupt the activity already taking place. The adult will also be responsible to help the child put personal items away as the staff will be busy helping with current activities.  Tardiness will be considered as arrival after 8:00 AM (8:01 AM is considered tardy). For every three times per quarter a child is tardy, this will be counted as an unexcused absence. Parents will have the opportunity to drop their children off between 7:45 a.m. and 8:00 a.m. LTP will use the clock in the entrance way of the center for the purpose of recording arrivals, so personal clocks and watches should be synchronized to it. A tardy slip will be given every time a child is tardy in order to allow the parents to keep track of tardies. 

Early Pick-Ups: Children may not be picked up after 2:15 pm, parents will need to wait and go through the carpool line if they arrive after 2:15 pm.  If the child must be picked up after this time it must be cleared with the director before the pick-up time.  We prefer children not be picked up early but Dr.’s visit and emergencies are understandable.  If LTP staff notice a pattern of early pick up a team meeting will be held and regulations may be placed on pick-up.  

Absences:  LTP will allow 4 unexcused absences for all children per quarter. Excused absence is that for which a physician’s excuse is provided within 72 hours of the child arriving back to school. School closings due to weather as outlined above will be the only reason for an excused absence due to weather. All other absence related to weather will be considered unexcused.  If the power at the center goes out, and remains off for more than one hour, parents will be called to come and pick their child up. This will not be considered as an absence.  If a staff member calls the parent to pick their child up due to illness the absence for the day called and the following day will be considered excused, all other days following will need a physician’s excuse to be considered excused. It is understood that parents take vacations with their children and as long as these have been pre-arranged and LTP is provided with at least one week’s advance notice, these vacation days will not be considered as unexcused.  However, if it is determined that excessive “vacation” days are occurring to the detriment of the child, the parent may be notified that they will be counted as unexcused.  

*Religious holidays not included in the above closing schedule for the Little Tree will also be considered excused. As with the above vacation policy, let us know of any upcoming holidays at least a week in advance.

If a child has been absent for two weeks and we have not been contacted by the parent, the child will be removed from the school roster. Clothing items may be picked up from the center within the allotted time frame. Please see the clothing section below. 

*If a child is going to be absent please call the center to let the staff know that they will not be in on this day.  

Late Fee:  All children should be picked up within 5 minutes of the end of their scheduled day.  There will be a charge of $5 if the child is picked up after that 5 minute period and a dollar per minute after that.  This will apply to ALL students. LTP will use the clock in the entrance way of the center for this purpose, so please make sure clocks have been synchronized to this time. Parents will be asked to sign a notice of late pickup on that day. If a parent chooses not to sign this notice, the late fee will still be assessed. This amount will need to be paid by the following Monday or the child will not be admitted back into the center until payment has been made.  Failure to pay will result in dismissal from the program because the days the child is not in the center due to failure to pay will be considered unexcused absences.  While calling to advise the center that you will be late is appreciated, the late fee will still apply.  

Please inform all participants dropping off or picking up the children of these policies.  Statements of being uniformed will not be accepted.  

A CUMULATIVE TALLY OF ALL TARDIES, ABSENCE, AND MONTHLY LATE FEES WILL BE PROVIDED ON EACH MONTHS INVOICE.  THESE MAY BE DISCUSSED WITH THE CENTER DIRECTOR.

Illness: Current emergency telephone numbers must be provided.  Parents will be notified when children are ill and need to go home. Children are to be picked up immediately when sick in order to reduce health risks to the child, other children, and 
staff.  If parents cannot be located, the person(s) listed as an Emergency Contact with daytime/work phone numbers will be notified. Parents are responsible for updating and keeping all contact information current.


Please notify LTP if a child contracts a communicable disease or has been exposed to such a disease outside the center.  Parents of other children in the classroom will need to be notified by LTP administration, the child’s name will not be given out.  

Children will be sent home for, and should be kept out of the center, for the following reasons:    (Adapted from the Center of Disease Control guidelines)

· Fever of 100 degrees and higher
· Vomiting
· Colds (breathing difficulties, heavy wheezing, yellow/green nasal discharge and/or prolonged cough)
· Sore throat (yellowish or white spots in back of mouth or throat)
· Rash (undiagnosed rash other than heat or diaper rash)
· Communicable diseases such as:
· Coxsackie Virus, Measles, Mumps, Chickenpox, Pink Eye, Impetigo, Parasites, Head Lice, Diarrhea
· If child requires a urine or fecal sample for testing this must be done at home or in a physician’s office.

In a situation where there is a suspected illness not covered under these guidelines, the administrative staff may call parents for a telephone conference and/or for parents to pick up the child.

Temperatures will be taken under the arm.  When using this procedure with an oral thermometer a degree must be added to the reading for accuracy. No temperature will be taken orally or rectally. 

Re-admittance to the center:
· Strep throat- 24 hours after an injection or 48 hours after the start of oral medication
· Chickenpox- all lesions are dry and crusted
· Pink Eye- 24 hours after treatment begins
· Impetigo- (blisters with honey-colored crusts) - at least 24 hours after the start of medication.  If there is no improvement in 48 hours, the child should be reassessed by a physician.
· Parasites- bring the pediatrician’s written negative results.
· Head Lice- after treatment has started and there are no nits (eggs) in hair.
· Diarrhea- after a firm bowel movement
· Vomiting- 24 hours after vomiting has subsided.
· Fever- Temperature must be in normal range for 24 hours without fever reducing agents such as Tylenol, Advil, or Motrin.

Documentation verifying treatment should be brought to LTP Director. Parents are responsible for keeping up-to-date information regarding doctors and the name of an emergency contact person. A current Blue Immunization card must be on file for each child. An expired Blue Card is unacceptable.

Emergency Plan: In the event of an emergency requiring urgent medical attention, when the parent cannot be contacted, and in the judgment of LTP a physician is required, one may be called at the parent’s expense.  

Minor Accidents:  LTP will administer first-aid including cleaning wounds unless parents advise otherwise in writing.  Unless a release has been filled out by the parent LTP will only use soap and water to clean wounds.  

Incident reports will be completed at the center for all injuries and the parent will also receive a notice of the incident

Vaccinations: LTP is a private not for profit preschool.  Vaccinations are required and a current immunization records  

Medication: It is highly recommended when receiving medication from a pharmacist, that you request the medicine be divided into two bottles: one for daytime use at LTP and the other for home.  LTP will not administer prescription medication not labeled by a physician, and all medications are to be labeled with the child’s name, date and directions. Over the counter medication will not be administered unless it is brought in its original container labeled with the child’s name. No medication will be given with out parent’s written permission on the Authorized Medication Form. Medication will only be administered by a LTP staff member that has gone through proper medication administration medication. 

Medication which needs to be measured will need to be brought with measuring device (teaspoon, etc.) attached to the bottle with rubber band.

Medication Reduction Plan:  Many children entering LTP will be taking behavior altering medications.  It is LTP policy that once the child enters LTP a medication reduction plan begins. LTP would like to see ALL children at the center behavior medication free. LTP will work with the child’s physician and provide any documents or data to support the reduction of a child’s behavior altering medication. If LTP is required to administer any behavior altering medication it must first pass through The Learning Tree, Inc’s Rights Protection Committee (RPC) and Instructional Support Review Committee (ISRC). 
It will be the parent’s responsibility to learn their child’s program and work with LTP in reducing behaviors that require medication. If LTP sees that a child’s medication is directly interfering with treatment an immediate team meeting, including the parents, will be called and a decision will be made whether medication is a hindrance to the treatment of the child and what plan will be enforced by The Little Tree.  


Tuition Payment for Typical Children: LTP is a non-profit organization. Tuition for Peer Mentors will be covered by fundraising efforts of The Little Tree, donations are always accepted. Tuition for children with Developmental Delays tuition is provided thru arrangement with MCPSS. All children will be subject to LTP fees.

1. [bookmark: a]Tuition will be $75.00 a week. Payment must be made no later than Tuesday of every week. A late fee of $5.00 will be charged to accounts not paid by Wednesday. Children may not attend the remainder of the week until payment is received. Non attendance due to lack of payment will be calculated as an unexcused absence.   A payment schedule with pro-rated payment for short weeks will be provided at the beginning of the school year.   

2. A registration/supply fee of $75 is payable at the time of enrollment and annually thereafter.  This registration fee will be used to partially assist with the purchase of supplies and equipment. The registration fee is non-refundable and is in addition to tuition.  

3. All parents must pay a one-time yearly fee of $25 dollars for LTP Parent     Association Dues.  

4. For Children with Disabilities a fee of $100 will be assessed at the beginning of the school year and at the start of the second semester (after the holiday break).  This fee will go to directly to each child’s program supplies to cover cost accrued to offer intensive individualized instruction.


4.  If a check is returned for non-sufficient funds (NSF), $25 will be charged to the parent.  Payment for the returned check and the NSF charge should be made immediately by cash, cashier’s check, or money order.  After two NSF checks have been returned, payment for tuition and fees from that point forward is required in cash, cashier’s check, or money order.

5.  Please include the child’s name on the Memo line of all checks.  

Clothing: When dressing your child for school, please remember that he/she will be using paint, glue, markers, playing in sand, etc.  Please dress children in comfortable play clothes (Flip flops are not a preferred choice of footwear as this may cause accidents).  Please label all clothing and personal articles. If items are not labeled, a Little Tree staff member may label the item for you as discretely as possible.  An extra set of clothes (Shirt, Pants, Socks, and Underwear) appropriate for the weather are required to be kept at school.  It is advisable also to keep an extra pair of old shoes at LTP.

When un-enrolling your child, please make sure that you take all clothing articles and other personal items with you.  LTP will keep them in a separate area for one month, and after this we will consider these items donated to the center. 

Outdoor Play: Children will spend some time outdoors each day, weather permitting.  Please dress child accordingly.  Children who are too ill to go outside should not be in attendance or should have a doctor’s note explaining why the child should not go outside but is still allowed to attend school.

Meals and Snacks:   Meals are available through the MCPSS Food Nutrition Program. All children will be eligible to purchase lunch from the cafeteria at the set rate of MCPSS. All children purchasing lunch from the school will need to fill out an application to be turned into MCPSS allowing each child to have a specific number to keep track of lunches. Parents may also choose to provide lunch for their children.  LTP has a refrigerator that food may be stored in.  Please do not send items that need to be heated.  Food brought to the center for lunch must be already prepared and ready to serve. Grapes or any other round objects that may cause choking much be cut in half. Any items such as lunch boxes, containers, and drinking utensils must be labeled with the child’s name on it. 

Nutritious Snacks are to be brought each day by the parent for his/her child.  Water will be provided by LTP.

Naps:  LTP will allow at least 1 hour per day for nap/rest.  All children will be required to lie down for 45 minutes before being allowed to get up.  The child is not required to sleep but must rest.  Parents will need to provide or purchase from the center a nap mat.  These mats will be sent home every Friday to be washed and sent back the following Monday.  The Little Tree will not provide sleeping mats so it is imperative that a mat comes with the child every week.   

Transportation:  Transportation to and from LTP is the responsibility of the parent(s).
A drop off and pick up procedure will be given to the parents on night of parent orientation.  Adherence to this procedure will be monitored and strictly upheld.  

Field Trips: Field trips may be taken throughout the year with parent permission and parent participation.  If a parent does not sign a release form permitting the child to go on a field trip then the child will stay at the center with a staff member. If all staff is needed for safety of the children on a field trip then children not attending the field trip will be asked to stay home for the day. Children will not attend field trips without parent permission and the field trip permission form signed.  

Parents may be asked to volunteer to drive children on a field trip.  If the parent chooses to do so, proof of vehicle insurance will need to be on file at LTP.

Bringing Items from Home: Unless requested by the teacher; toys, games, videos, books, and other play items are not to be brought to LTP.   If items are brought from home they will be put in the child’s backpack and left there for the remainder of the day.  LTP is not responsible for any items brought from home that are lost or broken.

Birthdays: Birthdays may be celebrated at LTP.  If parents bring items for a birthday party they must have prior approval from the classroom teacher.  When bringing refreshments, there must be enough for every child in the classroom.
Outside birthday party invitations: In order for The Little Tree staff to pass out birthday invitations at school the child’s entire class must be invited. Also, The Little Tree will not pass out just one or two invitations to children in other classes. If a parent wishes to invite only select children from the school he/she will need to do so personally.

Potty Training: LTP recognizes that not all children entering the center will be potty trained.  It is the responsibility of the parents to provide pull-ups (NO DIAPERS), baby wipes, underwear, and any other materials needed in the toilet training process. An individual area labeled with the child’s name will be provided so that parents may bring these items in bulk if they wish.

LTP Parent/Teacher Association: All parents are required to participate in LTP Parent/Teacher Association.  Meetings are held quarterly and will be set at the beginning of the school year by the PTA’s Officers.  A schedule of meetings will be given to all parents at the time of enrollment. At least one representative from each family must be present at these meetings. 

Parental Concerns:  Parental concerns are to be discussed with the Program Director or the designee in the event the Director is unavailable.  If the need for a conference is determined, one shall be scheduled at a mutually convenient time.

LTP operates with an Open Door Policy.  Parents are welcome to stop by and visit in their child’s classroom at any time.  However, pre-scheduling would be appreciated so as to avoid conflict with naps, activities, etc. ALL visitors need to sign in and notify the Director of their presence before entering a classroom.  If an activity is going on that might be disrupted by a parent or visitor, the parent or visitor may be asked to wait in the hallway until the activity is finished.  NO visitor shall be in the hallway watching the children without the Director or acting Director knowing of his/her presence (this is for the safety and confidentiality of all of our students).

Grievance: If a parent has a grievance with a staff member, director, or an issue with The Little Tree it must be conveyed (by setting a meeting) to The Little Tree that there is an issue so it may be resolved.   If a parent is unable to resolve the matter with the Program Director they may contact the Regional Director of The Learning Tree. Slander or gossip without following these procedures may lead to dismissal from the program.

LTP is a Tobacco Free Environment. This includes smokeless tobacco, cigarettes, pipes, and cigars. This includes our building, parking lot (in or out of car), playground, and perimeter of property. (Continuous violation of this policy may result in dismissal from the program)

***The Little Tree Preschool is an At-Will school.  We reserve the right to dismiss at any time for non-compliance of The Little Tree Mobile’s Policies and Procedures. 
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