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Griffin First Assembly Early Childhood Learning Academy 
2000 West McIntosh Road 

Griffin, GA 30223 

770-227-2080 

dkimbrel@griffinfirst.org 
 

POLICY AND PROCEDURES 

(REVISED July 2017) 

 

MISSION STATEMENT 

Griffin First Assembly Early Childhood Learning Academy will provide an excellent 

educational program in a Christian environment.  Through age-appropriate activities, we will 

emphasize God’s love and help each child develop spiritual, intellectual and physical growth, 

social interaction and a positive self-image. 

EDUCATIONAL PROGRAM 

An ongoing educational program is designed for each room in accordance with the age level 

of each child.  Programs focus on social, emotional, spiritual and educational development.  

Children are encouraged to further develop their fine motor and perceptual skills. 

ENROLLMENT PROCEDURE 

Parents should contact the academy office to receive a registration form.  We will accept the 

application with a non-refundable registration fee of $50.00 per child but no more than 

$100 per family.  The following completed forms are required by the State of Georgia before 

a child can begin his/her first day. 

▪ Child enrollment form:  This must be complete to ensure the availability of emergency 

phone numbers and parental consent for emergency medical care. 

▪ Child immunization record (Georgia Form 3231 only) 

▪ Four-Year-Old ages and up require the Vision/Dental/Hearing Screening completion 

(Georgia Form 3300 only) 

▪ Tuition agreement signed 

▪ Policy acknowledgement form signed 

 

*** All life changes should be brought to the Director’s attention as soon as possible (death, 

separation, divorce, layoffs, moves, etc.).  This is important to the safety and transition of the child. 
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To withdraw your child(ren) from Griffin First Assembly Early Childhood Learning Academy, a written 

notice must be given to the office at least 10 days prior to the child(ren)’s last day.  Tuition will 

continue to be applied unless a written, 10-day notice is given. 

 

TUITION 

Registration Fee (all ages)…………………………………………………………………. $50.00 

Yearly Classroom Supply Fee (Two through Five Year Olds)………………….  $25.00 

………………………………………………………………(charged to account the first day of school) 

2’s – 3’s Book Fee……………………………………………………………………………. $50.00 

……………………………………………………………...(charged to account the first day of school) 

Pre-K 4 Book Fee………………………….…………………………………………………            $150.00 

……………………………………………………………...(charged to account the first day of school) 

 

FIRST CHILD 

Infants – 24 months (Infant Department)…………………………………………..  $125.00 

Two – Three Years of Age (K2 & K3 classes)……………………………………… $125.00 

Four – Five Years (Pre-K4 class)……………………………………………………….. $125.00 

 

SECOND CHILD 

Infants – 24 months (Infant Department)………………………………………….  $120.00 

Two – Three Years of Age (K2 & K3 classes)……………………………………..  $120.00 

Four – Five Years of Age (Pre-K4 class)…………………………………………….. $120.00 

 

GCA Morning / Aftercare 

6:30 a.m. – 7:45 a.m. / 2:30 p.m. – 6:00 p.m…………………………….………. $40.00 / week 

…………………………………………………………………………………………………..…(or $10.00 per day) 

(LATE FEES DO APPLY TO GCA STUDENTS) 

 

HOLIDAY WEEK RATES (K4 – 6TH GRADE)………………………………………..….. $100.00 / week 

………………………………………………………………………………………………..……..(or $25.00 per day) 

SUMMER CAMP………………… (Registration 1st – 6th $225.00)………………………… $100.00 / week 

…………………………………………(Registration K4-K5 $125.00)…………………...$100.00 / week 

 
Tuition is due every Monday if you choose to pay weekly or the first day of the month if you choose to 

pay monthly.  Tuition will be considered late on Wednesday at 8:30 a.m. if you pay weekly and on the 

third week day of the month if you pay monthly.   A $5.00 per week / per child late fee will apply.  

Dismissal from the academy may result if tuition is not paid by the end of the second week.  

 

Furthermore, the policies and procedures for Griffin First Assembly’s Preschool Academy regarding 

payment of your child’s enrollment includes the following: 

     “Any account more than 30 days in arrears will be sent to collections.  Reinstatement may occur 

on a space available basis when all fees have been paid.  Tuitions must be paid in full bi-annually by 
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the end of the calendar month of June and December regardless of whether paying weekly or 

monthly.  Any account not paid in full bi-annually will result in an immediate dismissal.”   

 

With every new academic school year it is important that you resolve any balances with the 

Preschool Academy prior to your child being able to attend as planned for the upcoming school year.  

This is for any entity of Griffin First Assembly’s Schools and or Griffin Christian Academy and High 

School as provided below: 

     “It is the policy of Griffin First Assembly of God not to enroll a child in one department when a 

balance is owed by the family to another department.”  Please be sure that you have paid any due 

tuition balances prior to the new academic year beginning to ensure your child’s active enrollment is 

not prevented or interrupted.   

 

Tuition refunds will not be given if the child is absent or suspended from the academy.  Only one ½ 

fee week per family will be given per year.  Parents must fill out a ½ fee request form in the office 

before the deduction will be applied.  The account must be in current standing for a family to receive 

the ½ fee week and the child(ren) must have been enrolled for at least 6 months. 

 

IRS STATEMENTS 

The academy will provide you with our taxpayer identification number and an end of the year 

statement on your child care expenses. 

HOURS OF OPERATION 

Griffin First Assembly Early Childhood Learning Academy is open Monday through Friday 

from 6:30am to 6:00pm.  Pick up will not be acceptable after 6:00pm.  In the event of 

inclement weather conditions, the academy will not be in operation, but you will be 

contacted by telephone as soon as the decision to close is made. 

 

Breakfast is served from 7:00am-8:30am.  Children who wish to eat breakfast must be here 

no later than 8:30am.  All children are expected to be at the academy no later than 8:30am.  

A doctor’s excuse MUST be provided if the child enters the academy after 8:30 to NOT be 

charged the late entry fee for that date.  There will be a $10.00 late fee applied if the child 

is late entering their class.  This helps us ensure all children have eaten breakfast as 

provided by the Georgia Department of Early Childhood Learning Center, an accurate lunch 

count is provided to the cafeteria, and each class can maintain and keep a consistent 

academic schedule.   

If your child will be absent for more than 3 days, please call the academy.   
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LATE FEES 

Parents whose children arrive past 8:30am must pay a $10.00 late fee upon arrival, unless 

a signed doctor’s excuse is provided.  

 

Pick up after 6:00pm is unacceptable.  Parents whose children remain past 6:00pm must a 

pay late fee of $5.00 per minute beginning at 6:01 pm.  Any late fee not paid upon arrival 

will be billed to each child’s account for that date with the time of pickup recorded. 

 

HOLIDAYS 

The Early Childhood Learning Academy will be closed for the following holidays: 

New Year’s Day 

Good Friday 

Memorial Day 

Independence Day 

Labor Day 

Thanksgiving Days (Thursday & Friday) 

Christmas Eve 

Christmas Day 

When one of these holidays falls on a weekend, we will observe it on Friday or Monday.  

Notice of such closings will be posted.  Parents / Guardians are still required to fulfill the full 

week’s tuition agreement. 

HEALTH POLICY 

The policy of Griffin First Assembly Early Childhood Learning Academy is to maintain and 

protect the health of all children and to reduce the risk or spread of disease and illness to 

the children.  The teacher may send any child home whose health seems questionable upon 

arrival at the academy or anytime during the day. 

 

Children will be sent home for the following illnesses: 

Severe sore throat, inflammation and drainage of the eye, fever, rash, vomiting, diarrhea, 

communicable diseases or conditions (i.e. pink eye, chicken pox, ringworm) and other 

illnesses having potential to affect the health of other children.  Any child who has been sent 

home due to any of the above listed conditions (sever sore throat, inflammation and 

drainage of the eye, fever, rash, vomiting, diarrhea, pink eye, chicken pox, ringworm) may 
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return to the center only when a doctor’s statement is provided to ensure that the child has 

been treated and or found to be clear of the disease or condition in which they were treated.   

 

Head lice detection will provide that the parent be notified and the child be picked up from 

the center at that time in order that a treatment can be administered immediately and the 

child may return 24 hours after the first treatment.  Parents will need to provide proof of 

administration for the first occurrence by presenting the packaging from the FDA approved 

treatment to the Director upon return to the center.    A second occurrence of head lice will 

result in the parent providing a doctor’s statement indicating that the child is free and clear 

of all nits, eggs, and live lice prior to returning to the center.  

 

If a child becomes ill at the academy, the parent or designated person shall be notified to 

pick up the child immediately. Until that adult arrives, the child will be isolated from the 

other children, but within sight and hearing of a staff person.  Any child remaining in the 

center one hour after calling a parent or guardian for early dismissal due to sickness will be 

charged $10 for every 15 minutes thereafter until the parent or guardian arrives.   

 

The parent/designated person must arrive within one hour of receiving information 

concerning the sick child or be charged $10.00 for each 15-minute period past the one hour 

time frame. 

 

It is our policy that tuition payment is made for absences due to illness. 

 

If the child is found to have a communicable disease (pink eye, chickenpox, ringworm, 

scarlet fever, lice, etc.) the academy must be notified.  The director will notify all parents with 

children in that class. 

 

The Health Department will be notified.  Confidentiality is assured. 

 

If a child with a suspected illness is taken to a doctor and found to be well, a doctor’s note is 

required for readmission to the academy. 
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If a child is sent home with a fever over 101.0 they must remain out of the academy for a 

24-hour period or until the child has returned to a normal temperature for 24 hours. 

 

EMERGENCY MEDICAL PROCEDURE 

The following procedure will be used in the event a parent cannot be reached and a child 

has become severely ill, involved in an accident, or other emergency situations which require 

medical attention: 

▪ The emergency contact listed in your child’s file will be called.  If the parents or the 

emergency contact cannot be reached and your child needs medical treatment, 911 

will be called to come to the academy to care for the child.  The director, assistant 

director, or acting person in charge will go with the child to the hospital and remain 

with the child until the arrival of the parent. 

▪ An employee or staff member of the academy will continue to try and contact the 

parent. 

▪ The emergency doctor for our academy is McIntosh trail Family Practice Associate, 

P.C., Dr. David Van and/or Vickie Van, 747 South Hill Street, Griffin, GA 30223, 770-

228-5407. 

 

 BITING or AGGRESSIVE BEHAVIORS 

Griffin First Assembly Early Childhood Learning Academy understands that aggressive 

behavior (such as biting, pulling hair, scratching, pinching, etc.) in young children is typical in 

normal early childhood development; however, we also believe that it is in the best interest 

of both the children placed in its care and its employees to set limits for aggressive 

behaviors that have the potential to harm others.  Therefore, the following procedure will be 

taken: 

▪ Teachers will on a regular basis make it a part of the curriculum to talk to children 

about appropriate ways to deal with feelings of frustration and anger.  Emphasis 

should be placed on using words and language rather than aggressive behaviors. 

▪ Upon observing a biting or aggressive behavior incident the teacher will first attend to 

the bitten or injured child, comforting the child and cleaning the area of the bite, 

scratch, or affected area gently with soap and water.  Ice should be applied for a 

short period if bruising occurs.  The teacher will also remove the child who did the 
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biting or aggressive behavior from the setting in which the aggression occurred and 

in an age-appropriate manner help the child understand that the behavior is not 

acceptable.  In NO event will we condone or allow either an adult or another child to 

bite or reciprocate any behavior that was delivered as a disciplinary method. 

▪ The teacher who observes aggressive behavior will document the behavior on the 

Daily Behavior Report and report the incident to the director and the parents of both 

children involved. 

▪ The parent of the child who initiated the aggressive behavior shall be notified that 

aggressive behavior cannot be tolerated by the academy and that the staff of the 

academy will work together with the parent(s) to modify the behavior.  The staff and 

parents should devise a plan to try to modify the behavior.   Aggressive behaviors can 

result in the child receiving multiple days of dismissal in conjunction with continued 

incidences leading up to or resulting in final dis-enrollment from the Academy.  

Aggressive behaviors by children older than three years should be viewed as more 

serious than an infant/toddler and may result in more rapid, temporary or permanent 

dis-enrollment in extreme circumstances. 

▪ Griffin First Assembly Early Childhood Learning Academy will not identify the child 

who did the biting to the parents of the bitten child and may not give out medical or 

other information on the biter. 

▪ The academy director will be responsible to follow up to ensure that the teacher and 

parents of the biter are communicating regularly and that the behavior is under 

control.  Staff will review the classroom environment to make sure that there are 

sufficient toys and other projects so that the children are interacting appropriately 

and that the environment is adequately controlled.  Once a biter has been identified, 

the teachers should make all reasonable efforts to monitor the child and try to 

prevent repeated episodes. 

▪ In the event a parent is asked to temporarily remove the child from the academy for 

repeated aggressive behavior, the child may only return to the academy after the 

parent(s) have discussed with the teacher and the academy’s director steps taken to 

try to avert the behavior.  It must be clear that the parents are actively involved in 

trying to discourage the behavior.  In some cases, the parent may be asked to keep 

the child out of the academy for a period of time, starting from one day and up to 
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approximately two weeks, until the aggressive phase has passed and/or until it is 

determined by the Director that permanent dismissal is required.  This is strictly for 

the safety of the other children. 

 

Exceptions:  It is understood in setting this policy that each child is an individual and those 

behaviors vary in type and degree and may be a one-time result of influences beyond control 

of parents or teachers.  It is intended that parents discuss these situations with the 

academy staff and that in certain circumstances exceptions to this policy may be made.  

Since each incident must be viewed in context, it may be that appropriate actions are less or 

more severe than those set forth in this policy.  In no event should a child be permitted to 

remain in the academy if, in the judgment of the academy director, the child poses a real 

threat of harm to other children.  In no event will tuition costs be waived with the result of 

required days of dismissal as needed to allow parents to help stop the behaviors.   

 

MEDICATIONS 

Parental Authorization:  Except for first aid, personnel will not dispense prescription or non-

prescription medications to a child without specific written authorization from the child’s 

physician or parent.  Such authorization will include, when applicable: 

▪ Date 

▪ Full name of the child 

▪ Name of the medication 

▪ Prescription Number, if any 

▪ Dosage 

▪ The dates to be given 

▪ The time of day to be dispensed 

▪ Signature of the Parent 

 

Dispensing Medication:  Written authorization to dispense medication will be limited to (2) 

weeks unless otherwise prescribed by a physician.  Medication shall only be dispensed out 

of its original container, which must be labeled with the child’s name. 

Storage of Medication:  All medications will be kept in a locked storage cabinet out of reach 

of children.  Medications requiring refrigeration should be brought in a leak-proof container 
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(i.e. zip lock bag).  Medications which are no longer to be dispensed will be returned to the 

child’s parents immediately. 

 

  ACCIDENT REPORTS 

Each teacher has fast access to a first aid kit and other injury supplies.  In the event of an 

accident the teacher will attend to the injured child first.  Finally, the teacher will fill out an 

accident report, the director will sign it, and a copy will be made for the parent. 

 

  CHILD ABUSE 

Griffin First Assembly Early Childhood Learning Academy is legally mandated to report 

suspected abuse and/or neglect to the Department of Family and Child Services. 

 

 

  DIAPERING 

We ask that each parent supply their child’s diapers and wipes.  Your child’s teacher will 

inform you when your child’s supply is low. 

 

  TOILET TRAINING 

At Griffin First Assembly Early Childhood Learning Academy we base our potty training 

practices on the following philosophy: 

▪ Learning to use the toilet is an important self-help skill for toddlers. 

▪ We consider potty training to be a process that will help children gradually master 

toileting as a self-help skill.  We want potty training at our academy to be a non-

stressful experience that is appropriate to each child’s individual development and 

involves the child, parents, and caregivers.  We believe that when children are in 

group care, parents and caregivers must work as partners so children can be 

comfortable, confident, and successful while they learn toileting skills. 

We will take the following steps to support the best possible potty training experience for you 

and your child: 

▪ We will work with parents to ensure that toilet training is consistent between home 

and our program.  We will use written material and a conference before a child 
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actually begins the process.  Parents and caregivers will maintain communication 

about progress and will share any concerns or questions they have. 

▪ We will consider beginning the potty training process when there are indications that 

a child is ready.  Our program has a set of readiness questions that both caregivers 

and parents use to tell when a child is ready to begin potty training.  We don’t begin 

the process for other reasons (such as expense of diapers, convenience, age of child, 

comparison to other children, etc.) if the indications show that the child is not ready. 

▪ We will never force a child to sit on the potty.  Under no circumstances will a child be 

tied or strapped to a potty. 

▪ We don’t bribe children to use the potty.  We cannot cooperate with a parent’s 

attempts to promise children treats or rewards if they use the potty. 

▪ We will not punish or shame children in any way for accidents.  We recognize that 

accidents are part of the learning process and may be attributed to many factors.  

Children will never be forced to clean up the mess because they made it. 

▪ We will not allow children to remain in wet or soiled clothing following accidents.  We 

will change them immediately into dry clothing.  This demonstrates respect for the 

child, acceptance of accidents as inevitable, and understanding that young children 

do not learn by intimidation, fear, or shame.  We will need an adequate supply of 

clothes during the toilet training process to keep the child dry all day, and we will give 

parents clothing guidelines. 

▪ We will not agree to practices that violate state regulations about potty training or 

that conflict with our philosophy and potty training practice. 

 

FOOD SERVICE AND NUTRITION 

Griffin First Assembly Early Childhood Learning Academy is in compliance with USDA 

Nutritional Guidelines.  Meals and snacks with serving sizes are dependent upon the age of 

the child and are in compliance with nutritional guidelines as established by the U.S. 

Department of Agriculture Child Care Food Program.  Meals and snacks vary daily and 

additional servings of nutritious foods are offered to children over and above the required 

daily minimum.   
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Griffin First Assembly Preschool Academy reserves the right to enforce that NO child shall 

bring drinks from home that include caffeine; such as coke products, energy drinks, coffee, 

black tea, etc.   

 

Feeding Children Under One (1):  A signed written feeding plan for children under one (1) will 

be obtained from the parents.  Parents should update instructions regularly as new foods 

are added or other dietary changes are made.  As soon as the child is ready for solid foods, 

the child shall be fed from individual spoons and individual containers or dishes.  The child 

will not be fed directly from the original baby food container if the contents are to be fed to 

the child at more than one meal or to more than one child.  The feeding plan will be posted 

in the child’s assigned room.  The academy will hold and feed infants less than six (6) 

months of age, and older children who cannot hold their own bottles or sit alone.  Baby 

bottles will never be propped; the infant’s head will be elevated while feeding the baby.  As 

soon as the child exhibits a desire to feed himself/herself, the child will be assisted and 

encouraged to feed himself/herself and to drink from individual cups. 

Baby Bottles and Formula:  Parents should supply the formula or expressed milk for baby’s 

bottles.  All baby bottles will be clearly labeled with the individual child’s name and marked 

with the current day’s date.  Only the current day’s dated formula will be served.  Baby 

bottles may only be used in Infant classes for up to one year of age; thereafter, walking 

infants (12 months and older) should be transitioned to sippy cups. 

Toddlers and Cups:  Parents should ensure that their child’s sippy cups are clearly labeled 

with their child’s first name and last initial daily.   Children may continue to bring a sippy cup 

up to until the end of the two-year-old classroom; thereafter, standard cups will be provided 

with all snacks and meals.  Baby Bottles may NOT be used in the toddler classes as all 

infants should be transitioned prior to entering the two-year classroom. 

Menus:  The academy will provide a monthly menu listing all meals and snacks to be served.  

The menus will be posted in each room and on the bulletin board located near the front 

door. 

Modified Diets:  When a child requires a modified diet for medical reasons, a written 

statement from their doctor should be on file, (such as soy milk, lactose free milk, almond 

milk, water only, etc.)  When a child requires a modification in diet due to religious reasons, 

a written statement from the parents to that effect should be on file. 
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DISCIPLINE POLICY 

Griffin First Assembly Early Childhood Learning Academy believes that parents are a child’s 

first teacher.  Young children are totally dependent on others to meet their needs and teach 

them what they need to know.  Because of the importance of family in the life of children, 

our teachers and caregivers will enlist the parent’s help in working with the children with 

challenging behaviors.  We understand that each family and their discipline styles are 

different; however, we feel that it is important for children to have a safe, predictable, 

structured environment at school, and for that structure and expectation level to be carried 

over to the home.  If children are permitted to behave one way at home and then one way at 

school, confusion will be present.  We feel that communication is very important.  When the 

academy and the families work together, the child is the biggest winner.  A daily behavior 

report will be sent home in the child’s folder each day.  Please take note of the teacher’s 

comments and talk with that teacher or the director if you have any questions or concerns.  

If at any point the child’s behavior becomes aggressive, violent, abusive or continuously 

defiant, the parent(s) will be contacted immediately to help intervene.  If a child is a 

disturbance to the academy and classroom on a continual basis, the parent may be asked 

to withdraw their child from the program.  All avenues and consideration will be explored 

before this option is recommended. 

 

2017/2018 Academic Year – Sign Sponsorship Program 

Griffin First Assembly Preschool Academy, Griffin Christian Academy and Griffin Christian 

High Schools are giving local businesses and families the opportunity to place signage on 

the grounds of Griffin First Assembly, home of Griffin Christian School.  There are three 

locations and three levels of sponsorships available.  Please ask us about our sponsorship 

opportunities within the Preschool Office or by contacting Morgan Seigler at 

mseigler@griffinfirst.org.   

 

VISITORS AND OBSERVATIONS 

Parents and other visitors are always welcome to visit and/or observe the program.  For the 

safety of our children, all visitors must report to the academy director’s office before 

entering a classroom.  Visitors may NOT be allowed to disturb the classes during nap times.  

mailto:mseigler@griffinfirst.org
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My signature below certifies the following statements: 

▪ I have read, understood, asked questions concerning, and agree to abide by Griffin 

First Assembly Early Childhood Learning Academy’s Policy and Procedures. 

▪ I have read, understood, asked questions concerning, and agree to abide by Griffin 

First Assembly Early Childhood Learning Academy’s tuitions and late fees, both 

morning and afternoon. 

▪ I have read, understood, asked questions concerning, and agree with Griffin First 

Assembly Early Childhood Learning Academy’s Emergency Medical Procedure.  My 

signature further certifies my agreement with and permission for this procedure to be 

carried out for my child(ren) when enrolled at Griffin First Assembly Early Childhood 

Learning Academy  

▪ I have read, understood, asked questions concerning, and agree with Griffin First 

Assembly Early Childhood Learning Academy’s discipline policy and procedure.  I will 

abide by it as long as my child(ren) attends the academy. 

▪ I am fully aware that it is my responsibility to inform Griffin First Assembly Early 

Childhood Learning Academy of changes in home, work, address, phone numbers, etc. 

 

 

_____________________________________________  _______________ 

Father’s or Guardian’s Signature      Date 

 

_____________________________________________  _______________ 

Mother’s or Guardian’s Signature      Date 

 

 

Please return this signed confirmation to the Academy Office within seven (7) days to be 

kept on file with your child’s completed application and registration in order to maintain 

enrollment. 


