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912.352.2460(fax)
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The Matthew Reardon Center for Autism, Inc. is a 501(c)3 non-profit corporation,
governed by a volunteer Board of Directors, a complete list of whom is available on our website.
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Welcome to the
Early Learning Academy!
Our Learning Philosophy
At the Early Learning Academy, we believe that a child’s play is his work and that children learn best
when having fun! Learning is guided by experienced teachers using incidental teaching in defined activity
centers, providing hands-on opportunities for art, science and sensory play, books, puzzles, math and
literacy materials. We foster a language-enriched environment that encourages social interaction,
creativity, motor development, and exploratory learning.
Our program is designed to foster educational and emotional development for children ranging from
toddlers (18 months) through pre-kindergarten (48-60 months). The Early Learning Academy provides a
superior learning environment for all children and welcomes children with learning differences/delays
(such as autism). We provide supports for every child through low student to teacher ratios, enhanced
classroom staff training and needed therapeutic interventions within the classroom setting. Research has
demonstrated that all children benefit from an inclusive environment where differences are valued and
celebrated.
Our Purposes:
•
•
•
•

To provide an exceptional educational and developmental environment for children
To promote social, emotional, physical and intellectual development in every child
To offer support and early childhood parent education to families, especially to those
affected by autism
To serve as a laboratory research and internship site for Early Childhood, Education and
Behavioral Science Programs at GA Southern and Savannah State Universities.
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COVID -19 Pandemic Policies and Procedures
All policies and general information included in our handbook consist of the entirety of the year. At this
time and until further notice, we are operating under COVID-19 policies and procedures. Due to the
current pandemic, ELA may only permit LIMITED-EMERGENCY parental access to the facility. Any
policies or procedures regarding entering the building, visiting classrooms, etc. are not in accordance
with current COVID-19 policies and procedures. COVID-19 policies and procedures take precedence to
ensure the safety and wellbeing of our children, families, and staff. Thank you for your understanding.
Pick up and Drop off Protocols
Parents are NOT to enter the facility unless it is an emergency or cleared with the director. We are doing
our best to keep our facility virus-free. It is in our children’s best interest we follow these important protocols
during this time. Please share this information with ANYONE responsible for picking up or dropping off your
child.
DROP OFF
• Parents are to remain INSIDE their cars at drop off.
• Remove your child from their car seat and have them sit in the backseat alone until teacher walks up to
the car.
• Teacher will be at the door with the sign in sheet and a thermometer.
• Teacher will walk out to the car, check the child’s temperature, have the parent sign the child in, and
walk the child to their room.
• Teacher will then sanitize the pen and continue on to the next child.
**Children displaying symptoms including, but not limited to sneezing, runny nose, coughing, lethargy,
pale skin, difficulty breathing, chills, watery eyes, etc. OR children with a temperature at or above 100.0
degrees Fahrenheit will not be permitted to enter the building. Children will be asked to return to their home and
quarantine until he/she presents no symptoms and becomes fever free without medication for 72 hours.**
PICK UP
• Teacher will be at the door.
• Parents will pull up and stay IN their cars.
• Teacher will get the child from their room and take them to their parent’s car.
• Parents will sign the sign out book I bring to them.
• For morning and afternoon extended care:
• Parent rings the doorbell and return to their car.
• A teacher will walk to the door, see who it is and bring the child out to the car with the sign out sheet.
**If you need Immediate Assistance: Please ring the doorbell and RETURN to your car. Someone will
be with you shortly**

Infected Persons
• Do not send your child to school if they have a fever, cough, difficulty breathing, chills, runny
nose, watery eyes, sore throat, or sudden loss of taste/smell. Any student or staff member
exhibiting these symptoms will immediately be removed from the classroom and sent home and
must remain home for a minimum of 48 hours.
• Do not send your child to school if, during the past two weeks, they have been in contact with
anyone who is diagnosed with COVID-19 or is suspected of being infected.
• You are REQUIRED to immediately notify ELA staff if anyone in your household presents
symptoms and/or tests positive for COVID-19.
• ELA staff reserve the right to deny access to the facility to any child showing symptoms,
presenting an exposure risk, and/or who displays a fever. ELA staff reserve the right to send a child
Revised 8/5/2020
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home in the event a child begins to present with any symptoms, fever, or illness. Parents are
required to pick up their child within one hour of being informed of their child’s condition(s).
Failure to pick up your child within that timeframe will result in ELA staff calling an emergency
contact.
Exposure
• Families will be notified of potential exposure when a staff/student/ or household member of a student
reports a positive COVID test result.
• Families are strongly encouraged to follow the Department of Public Health (DPH), Centers for
Disease Control (CDC) and other state and federal guidelines regarding self (or family) quarantine
periods when close contact and/or exposure to an individual with a positive COVID test result occurs.
That period is typically referenced as a “14-day quarantine period from the day the individual was
tested and/or had contact with your child.”
• Families shall immediately alert ELA Director of positive COVID test results for any member of their
household.
Positive Test Results
• ELA will notify parents via email and phone calls immediately upon receiving information a
student/staff/or household member has tested positive for COVID-19. Please remember that HIPPA
laws limit the amount of personal information that ELA can share with the families.
• ELA closure will occur according to executive decision as determined using guidelines provided by the
DPH, CDC, and other government guidelines.
• ELA will determine the appropriate reopening date in accordance with the above guidelines and
precautionary circumstances.
• Families are strongly encouraged to follow the DPH/CDC response guidelines regarding self (or
family) quarantine after exposure to an individual testing positive for COVID-19.
Department of Health (DPH)
• The DPH is responsible for contacting families and businesses when an individual’s test report
indicates a positive result.
• DPH determines who they need to contact and will do so accordingly.
• DPH testing is currently “backed-logged” and has been unable to contact all the businesses in a timely
manner due to an influx in positive test results.
Tuition Accrual and Payments
• Tuition is always due on the first school day of each month.
• Tuition at ELA is billed and due monthly. Tuition will NOT be discounted due to COVID-19 or other
public health emergency closures when the closure is less than two weeks. Tuition covers childcare,
holding your child’s place at our preschool, teacher salaries, and facility expense, as well as unforeseen
pandemic-related expenses.
• IF ELA closes for more than 2 weeks, tuition accrual will be pro-rated and/or discontinued until ELA
classes resume.
• Families will be notified of all closures and changes in tuition via email.
• Extended care is never charged if the facility is closed. Examples: vacation week(s), pandemic
situations, etc.
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Hours and Days of Operation
A.
B.
C.
D.
•
•
•
•
•
•
•
•
•
•
•
•
•

Preschool hours are from 8:30 a.m. – 2:30 p.m., Monday through Friday with the earliest
arrival being at 8:15 a.m. and the latest departure being at 2:45 p.m.
Before Care begins at 7:30 a.m.; After Care ends at 6:00 p.m.
The 2020-2021 School Term is Aug. 10, 2020 - July 23, 2021
In 2020-2021, Early Learning Academy will close on the following days: (Appendix ACalendar)
9/4-9/7: Labor Day
10/14: Columbus Day
11/11: Veterans’ Day Observed
11/23-11/27: Thanksgiving Break
12/21-1/5: Holiday Break
1/18: Martin Luther King Day
2/15: Presidents’ Day
3/17: St. Patrick’s Day
3/29-4/5: Spring Break
4/26: No School
5/24-6/4: Early Summer Break
7/1-7/6: Independence Day Weekend
7/27-TBD: Late Summer Break
205 student days

Our Program
The philosophy of the Early Learning Academy is that children learn best when they’re having fun. All
teaching interactions are positive and enjoyable, and children have many opportunities to choose where
in the classroom they want to be and what they want to be doing. Teaching is blended continually into
every activity…. including during meals and recess. Guidance and discipline occur through positive
role modeling, redirection, and reinforcing behavior management strategies aligned with principles and
methodology of Applied Behavior Analysis.
Key Features
•

Safety – always comes first.
o Low student/teacher ratios ensure appropriate supervision throughout the day. There are never
fewer than two teachers present during all activities including naps.

•

Teachers – selected for being happy and energetic, as well as for meeting experience and educational
requirements.
o Teachers are highly trained and carefully supervised.

•

Family-friendly – parent input is always invited and respected.

•

Inclusive –most children enrolled are developing at or above the level that is typical of other children
their age, and diversity of children and teachers is valued.
o Children with autism are also included with individualized early intervention plans that enable
them to learn from their typical peers.
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•

Enriched Learning Curriculum – emphasizes enhancement of language and social skills, which are the
major areas of growth for all young children.
o Additional areas of instruction, appropriate to each child’s age, include independence (e.g., in
eating, dressing, toileting, etc.) and kindergarten readiness (e.g., colors, math concepts, science,
etc.) are blended into everyday preschool activities.

Ages Served and Tuition Fees

•
•
•
•

•

Ages: Toddlers: 18-24 months; Early Preschool: 24-36 months; Preschool: 36 months – 48 months;
Pre-K4: 48 months – 60 months
Times: Academic Program 8:30 a.m. to 2:30 p.m. All children not enrolled in our Extended Care
Program should arrive between 8:15 a.m. and 8:30 a.m. and depart between 2:30 p.m. and
2:45 p.m.
Extended care (7:30 a.m. – 6:00 p.m.) year-round.
Tuition: **
o Academic Tuition: Paid monthly and due on the 1st of each month **
o Toilet Trained: $629 per month
o Diapered: $672 per month
o Extended Care: Additional $50 per week per child
o Annual Supply Fee: $225 one-time fee due upon enrollment or $250 split payments ($125 due
upon enrollment; $125 due February 1st)
**There is no reduction in monthly tuition because of student absences or holidays.
***Children with autism may pay additional fees for early intervention therapies, which may be
insurance reimbursable.
For more information and/or to apply, please contact ELADirector@matthewreardon.org or call
(912)355-9098.

Registration & Tuition Information
Registration 2020-2021 (Registration fee $100, due with application; Registration and Supply fees
are non-refundable)
Registration is open for the 2020-2021 school term. Annual Supply Fee $225 one-time fee due upon
enrollment or $250 split payments ($125 due upon enrollment; $125 due February 1st)
Mid-Year or Late Registration (after the first day of the school year)
New students may register up to one month before the desired start date.
Tuition – Tuition payments for ALL children is due on the first day of each month.
Academic Tuition: Monthly tuition for toilet trained children is $629/month. Tuition for diapered
children is $672/month; diapers must be provided by parents. Toilet training for diapered children will
become a priority at school and home as soon as the child demonstrates readiness. PULL-UPS ARE NOT
ALLOWED.
Tuition and Extended Care Late Fee Policy
Tuition payments received after the 5th of the month will result in an automatic late fee of $35. Children
will not be permitted to return to preschool until the tuition payment and late fees are paid in full.
Extended Care payments received after Wednesday of the current week will result in an automatic late fee
of $15. Children will be exempt from the Extended Care program until the payment and late fees are paid
in full.
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Withdrawal from School
Notice of intent to withdraw from a student’s parents/guardians must be received by the Director of the
school before the 10th of the month preceding the desired last month of attendance. Failure to give adequate
notice will result in additional fees.
Child and Parent Services (CAPS)
We do accept CAPS from families that are awarded by the state. It is the parent’s responsibility to ensure
they file all the necessary paperwork with CAPS, are awarded a scholarship, and understand all CAPS
policy and procedures. Parents are responsible for any payments not made by CAPS due to fault of
noncompliance from the parent.
Nana Grants
We do accept Nana Grants from families that are awarded by the program. It is the parent’s responsibility
to ensure they file all the necessary paperwork, are awarded a scholarship, and understand all Nana Grants
policy and procedures. Parents are responsible for any payments not made by Nana Grants due to fault of
noncompliance from the parent.
Holding Slot Policy
ELA will hold a child’s slot in the program for a maximum of two consecutive weeks. If a child is absent
due to illness, family vacation, etc. we will hold your child’s slot; however, tuition will be due regardless
of the child’s attendance. In the event ELA is closed for holiday breaks, families are required to pay full
tuition for the entirety of the month (refer to Tuition Information). Families receiving CAPS will be
required to pay their subsidized amount for the weeks school is not in session.

Extended Care Program (Before/After-Care)
MRELA offers Extended Care before and after regular hours that provides adult supervision for children
outside of preschool hours. Cost for Extended Care is $50/week. Before-Care offers quiet activities, while
After-Care offers a variety of activities: table games, arts & crafts, outdoor recess, and a soft space to relax.
In order to register your child for either program, you must fill out the Extended Care Registration form
(Addendum #2, pp 14-15) and submit a separate registration $50 check made payable to Early Learning
Academy (one form and check per child). No child will be allowed to use the program without a completed
Extended Care Registration Form. There must be a minimum of five registrations for the program to run. If
you would like to confirm that we’ve received your child’s registration and have met the minimum
requirement, please call us at 912.355.9098.
Extended Care fees are billed weekly and payment is due on the 1st Monday of each week. Extended care
fees may be paid by credit card, cash, money order or check. However, full Extended Care fees are due
regardless of absence or attendance on regularly scheduled school days. Extended Care is a contracted
agreement for the entire year, families are not permitted to choose which weeks to be charged for. Families
will be billed for every week regardless of child attendance. Extended Care fees are prorated according to
school closures.
Extended Care follows the preschool calendar.
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Our Policies
Bulletin Boards
Located throughout the school, bulletin boards provide school news, upcoming events, holiday closing
dates, announcements, and parent resources.
Celebrations
Our practice of acknowledging holidays from different cultures encourages an enhanced understanding of and
respect for different cultures and beliefs of children, families, staff, and community. If your family does not
celebrate birthdays, please let your child's teachers know. If you want to share your culture with your child's
class, you are welcome to do so!
Children are permitted to bring a snack to share with the class on birthdays and special occasions. Parents must
be aware of posted classroom allergies and include a list of the ingredients in the snack. If the item is storebought, keep ingredient list and label on the packaging. If the item is home-made, please include a list of all
ingredients used in the dish. ELA encourages healthy options for sharing with their class and for all fundraisers.
Child Safety and Mandated Reporting
MRELA’s policy of Child Protection was established by the Board of Directors to assist the Academy in
providing a caring and safe environment for all children. There shall always be two or more staff members in a
classroom when students are present.
As “Mandated Reporters” in the state of Georgia, all teachers and administrators of the Matthew Reardon Early
Learning Academy will adhere to requirements of GA Code Section 19-7-5 and other internal standards for
reporting suspected child abuse or neglect. Suspected abuse will be reported to the Dept. of Family and
Children Services. A full copy of both policies is available upon request.

Communication Folders
There will be a communication folder in your child's classroom. Please check it daily for parent letters,
reminders, artwork, and other communications.
Conferences
Parent-teacher conferences occur at least twice a year. During these conferences, we will discuss your
child's strengths, likes and dislikes, and progress. You will receive a written report after the conference.
We will work together to set goals for your child's growth and development. You may request additional
conferences regarding your child's progress at any time. We encourage you to communicate any
concerns. These conferences are mandatory for those parents whose children have autism.
Confidentiality
Unless we receive your written consent, information regarding your child will not be released with the
exception of that required by our regulatory and partnering agencies. All records concerning children at
our program are confidential.
Electronic Media and Television Time
Electronic Media are limited to 20 minutes or less per day per child. Internet sites and software are prescreened to contain nonviolence and high-quality educational content. Our normal daily routine does not
include television watching. We will, on occasion, offer a movie/program that is connected with a special
activity.
Email
We encourage you to provide an email address that you use regularly so that we may send you
announcements, event invitations, e-newsletters, and general updates.
Family Visits, Events & Activities
Family participation is encouraged. Visit our classrooms, volunteer, attend special events, or eat a meal
with your child.

Revised 8/5/2020
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Family events are scheduled throughout the school year. Family events allow families and children time
to share, learn, and have fun. Families have an opportunity to be a part of their child's learning
experience and connect with other families.
Each family is a child's first teacher. We value families as partners in the growth and development of
children in our program. We encourage parents and other family members to be involved in the program,
visit children's classrooms, participate in events, and provide feedback on the program. We offer a
variety of ways in which families can participate in helping us establish and reach our program goals.

Field Trips & Outings
Field trips are not a part of the curriculum for Preschool classes.
Inclusion
We believe that children of all ability levels are entitled to the same opportunities for participation,
acceptance, and belonging in child care. We will make every reasonable accommodation to encourage
full and active participation of all children in our program based on his/her individual capabilities and
needs, providing specific ABA-based therapeutic supports for children with autism spectrum disorder or
other developmental or behavioral needs within the classroom setting.
Mixed Age Group
Children will remain with their classroom peers for the entire academic school year, August-July. Classroom
assignment is based on the child’s age on September 1st. The Dept. of Childhood and Learning (DECAL)
recommends, and ELA agrees, that children should remain with the same classroom cohort for the entire year.
In the case of an academically-gifted child or a child requiring more academic challenge, we will consider
modifying a child’s classroom assignment upon a parent request and parent-teacher consultation. Children may
be mixed with different aged peers dependent upon on their physical and developmental need(s).

Legal Status: Custody and Guardianship
For a variety of reasons, children sometimes do not live with both of their parents. Therefore, it is important for
the administration to know who has legal guardianship of the students attending the Early Learning Academy.
Foster parents, legal guardians other than the parent, and/or other advocates with decision-making powers will
be required to provide legal verification of this status.
Additionally, for children whose parents share custody, it is vital that the school know who has the legal right
to see the student and/or remove the student from school for any reason. Without legal notification that a parent
does not have the legal right to see a student, the school has no alternative but to release the student into the
custody of that parent. If there is a legal document which outlines the legal status of a student regarding adults
who may or may not see or visit, the Early Learning Academy requires that a copy of that documentation be on
file in the student’s school record.

Minor Incident Form
Whenever your child receives a scratch, bump, or scrape, we will fill out a Minor Mishap form with the
specific information. A copy will be put in your child's file and one in their book bag or communication
folder. In the event your child bumps his/her head, we will call you to tell you firsthand of the incident.
Monthly Class Newsletters
This monthly newsletter contains the theme, events, daily highlights, special activities, reminders, and
curriculum objectives for your child's class. Snack assignments, birthdays, and finger plays round out this
important tool.
Multiculturalism
Multiculturalism is vital for all children because it sets social goals and promotes respect for all people
and the environment we inhabit. We utilize books, music, games, and a wide range of activities as aids to
teach our children respect for our world and the diversity of life upon it.
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Non-Discrimination
At our school, equal educational opportunities are available for all children, regardless of race, color,
creed, national origin, gender, age, ethnicity, religion, disability, or parent/provider beliefs, marital status,
sexual orientation, special needs, or any other consideration made unlawful by federal, state, or local
laws. Our educational programs are designed to meet the varied needs of all students.
Open Door Policy
We are delighted to have family members participate in our program. Parents/guardians are welcome to
visit the program at any time during regular program hours. Our Open Door Policy does not mean the
door will be unlocked. For the safety and protection of the children, external doors will be kept locked at
all times.
Our staff will always do their best to speak with parents/guardians. Since staff days are devoted to caring
for children, it is usually not feasible to have a long discussion during regular program hours. If a
situation requires a longer discussion, please schedule an appointment while remaining mindful of what
is discussed with children present.

Parent Advisory Board
This group is an active link between students, parents, and teachers. It is a great way for parents to
become actively involved in the school by sharing ideas, assisting with family events, and other ways.
Toilet Training
The most important factor in making the toilet learning experience successful and as low-stress as
possible is a family/teacher partnership that supports the child.
Research indicates that children cannot successfully learn how to use the toilet until they are physically,
psychologically, and emotionally ready. Many pediatricians say that most children under 24 months of
age are not physically capable of regulating bladder and bowel muscles.
Most positive toilet training occurs only after children show signs of physical control or awareness of
their bodily functions and when they demonstrate an interest or curiosity in the process. We are
committed to working with you to make sure that toilet learning is carried out in a manner that is
consistent with your child's physical and emotional abilities and your family's concerns.
Diapering Procedure used by staff is listed in Addendum #3.
***We ask that you do not send your child to school in Pull-Ups. These send a mixed message to
children. Children need to feel when they are wet. (This ban on Pull-Ups includes the newer Pull-Ups
that say the child will feel wet.)

Transition from Home to School
Prior to your child's first day, you will have an opportunity to tour the center, meet with your child's
peers and teachers, and communicate any anticipated concerns. At this time, please share the best
communication methods that the teacher may use to reach you.
Children are permitted to bring any security item that will help them make a smooth transition, such as a
stuffed animal or special blanket. Please do not allow your child to bring toys, games, gifts, or other
items to school. We will not be responsible for lost or broken toys.

Tuition Assistance
Limited tuition assistance is available for families who meet the application criteria. The application will
require a copy of the most recent tax return. Applications are confidential. Parents who receive assistance
are expected to participate in a volunteer capacity during the school year.
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General Information
Arrival and Departures
Each child must be signed in and out every day in the classroom. Be sure that the teacher recognizes your
child’s arrival and departure before leaving. To avoid unnecessary disruption, please have your child in
their classroom before 8:30. Make sure your authorized pick up list is kept current. Children who arrive
before 8:15 a.m. or depart after 2:45 p.m. will be charged for weekly extended care.
On occasions we have a substitute teacher in your child’s room. Please do not take offense if they ask to
see some identification before they allow you to take your child home. This is for your child’s safety
and not meant to inconvenience you. Also, please explain this policy to anyone that is authorized to pick
your child up.

Late Drop Off
Families are strongly encouraged to bring their child to school on time. On time arrivals ensure your
child has adequate time to arrive, have free choice, and complete their morning tasks such as hanging
their bookbag, washing their hands, and hanging their attendance picture. Arriving late disrupts the
routine of the classroom, teachers, and other students. Please do not bring your child to school after
9:30am. Inform your child’s teacher of any late drop offs the day prior, if possible. Continuous late
drop offs will result in a parent-teacher conference and/or possible expulsion from the program.
Change in Personal Information
The center should be notified immediately of changes in address, phone number, marital status, (copies
of court documents must be kept on file in the event of a custody or marital change), pick-up and dropoff arrangements, etc. The parent agrees to supply correct information, as necessary.
Dress
Children should wear comfortable play clothes, shoes, and socks. Please mark all clothing with name
for easy identification especially jackets, sweaters, caps and gloves. All children will participate in
outdoor play with weather permitting. A child likes and is encouraged to be independent and care for his
or her own needs as much as possible. Clothing that goes on and off and fastens easily helps give
him/her a feeling of accomplishment. It is important to make sure that an extra set of seasonal clothing
is at the school in the event of an accident. To ensure safety on the playground no backless shoes are to
be worn. Children cannot wear hazardous items around their necks. (i.e. necklaces, chains, strings,
ropes, etc.)
Meals and Snacks (Please follow guidelines found in Addendum #4)
Children should bring nutritional snack and lunch food and drinks in a lunch box adequate for the
hours of attendance. Academic School Hours only children will have morning snack and lunch.
Extended Care children should bring additional snack food and drink labeled “Afternoon Snack.”
Please do not send food items that need preparation, as the teacher will not have time to prepare
dishes. The Academy will always have water available for every child.
Transportation
Transportation to and from school is provided by parents. Parents must walk their child into his/her
classroom and must pick their child up from his/her classroom. For Extended Care, parents will drop-off
and pick-up child in designated classroom. Please refer to Arrival and Departure above for more
information about parent responsibilities.
Withdrawal
An intent to withdraw notice from a student’s parents/guardians must be received by the Director of the
Academy before the 10th of the month preceding the desired last month of attendance. Failure to give
adequate notice will result in additional fees.

Revised 8/5/2020

Page 12 of 25

Medications, Health and Illness
Each child must have on file the proper immunization record and report of physical examination. The child’s
immunization must be kept updated and the original copy should be given to the office. There should be no
corrections made on the certificate without an initial from the authorized persons. If your child is ill, and is
unable to obtain the immunization, the doctor or health department must note this on the immunization form.
(Form # 3231).
A letter will be sent home with your child at the beginning of the month he or she is due for an update as a
reminder. You will be given that month to send in the updated form. If your child does not have a current
certificate on file, they will not be able to attend the program. Please make sure that the form has your child’s
name, parent or guardian name, child’s birth date, date of expiration, a physician’s signature, name, and
address of physician or Health Department and the date of issue.
The Academy will notify parents by email and in written correspondence of any communicable illnesses that
have occurred in the school. We ask that parents also notify the Academy if your child has, or has been
exposed to, communicable illness.
Parents will be notified immediately by phone, text and/or email if a child appears to be having an adverse
reaction to prescribed medication. It is the parents’ responsibility to ensure that ELA ALWAYS has accurate
and useable emergency contact information.
Illness
Per state requirements, NO child shall be accepted or allowed to remain at school if the child has the
equivalent of a 101 degrees or higher oral temperature and another contagious symptom, such as, but not
limited to, a rash, diarrhea or a sore throat. Please follow Appendix 1: Illness Guidelines when determining
whether your child is healthy enough to attend school. Children will not be allowed to stay in school if
presenting symptoms outlined in Appendix 1 or otherwise determined to be ill by staff. Parent will be notified
immediately by phone or text when child is ill.
Children determined to be ill while in attendance may be isolated within the classroom, if appropriate, or
relocated to an administrative office with supervision until parent arrives for pickup.
All faculty members maintain current certification in First Aid, CPR and AED. In the case of an accident or
injury during school hours, the following procedures will be followed. Staff members will assess the injury
and determine what actions are to be taken. If the injury is minor, the appropriate level of first aid will be
provided and documentation recorded. The student’s parent/legal guardian will be notified either by phone or
by daily communication log. If the injury is major but not life threatening or is one which requires greater
attention than the staff can provide, then the student’s parents will be notified immediately to determine the
course of action to be taken.
All parents will be notified immediately by written notice if a child has been present in the facility with a
reportable contagious illness. The notice will reflect confidentiality to ensure the child is not mentioned,
however, parents are informed there is/was an illness in the facility.
Medical Emergency
If the student’s injury is life threatening, he/she will be transported by emergency vehicle to St. Joseph’s
Hospital. A staff member(s) will accompany the student at all times. The student’s parents/legal guardian will
be notified immediately.
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Medications
Some students may require medications throughout the school day, and Early Learning Academy provides a
secure place to store these medications. Faculty may only dispense medications that are prescribed by a
physician, packaged in the original container, and with written Consent to Dispense Medication form signed
by the student’s parent or legal guardian. Any changes to a student’s medication (type, dose, frequency, etc.)
must be updated on the consent form and signed by the parent/legal guardian prior to the staff being able to
dispense that medication. A written log of all medications dispersed will be maintained by the Academy.
It is the parent/legal guardian’s responsibility to provide a sufficient supply of any medication that is to be
dispensed at school. Parents will be notified when the amount of medication falls below a one-week supply or
when a medication is past its expiration date; ELA Staff will not administer expired medication.
Administration of over-the-counter medications also requires a signed copy of Consent to Dispense
Medication form. Parents must provide over-the-counter medications, which must be in the original
container/package. A phone call is not acceptable as authorization for administration of any medication.
The Consent to Dispense Medication form is available upon request.
ANY medication change for your child, at home OR at school, should be documented in a note to the school,
whether it is a change in dosage, administration time, or medication. Med changes can affect a student’s
behavior, focus, energy, etc., in addition to potential side effects, and for this reason it is vital that the school
be aware that a change has taken place.
Immunizations
As per the Georgia Department of Public Health, all children attending the facility are required to submit a
valid certificate of immunization (form 3231) within thirty days of enrollment. Parents may also submit a valid
and notarized affidavit of religious objection to immunization (form 2208) from the Georgia Department of
Public Health within thirty days of enrollment. Failure to comply with this policy will result in immediate
suspension of preschool services.
Developmental Screening
In order to ensure that the needs of each child can be met through our learning program, a developmental
screening of each 4-year-old child will be completed and shared with families within 90 days of entry into
program. Research shows that observation and documentation about development increases the detection of
developmental delays or learning difficulties. Initial screening of children will give us a baseline and allow us
to individualize instruction to support each child, to identify possible special needs or learning difficulties, and
to meet program accountability requirements in our state.
The screenings should cover vision, hearing, nutrition, and dental. The following forms can be sued by the
physician: Form 3300, AAP 3-year-old well child visit form.

Emergencies and Security
Your child’s safety and well-being is a primary concern for the Early Learning Academy. To that end,
please observe that:
A. The center is secured so that only staff and families may enter.
B. All children, staff, and visitors (including parents) must wash their hands upon entering the
classrooms.
Evacuation plans for fire drills are posted and practiced monthly by the entire Center. In the case of actual fire,
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students will be evacuated to Advance Academy in the Matthew Reardon Center for Autism building, located
across the parking lot from the Early Learning Academy.
In the event of a true emergency or severe weather, listen to local TV and radio stations for closings. You may
be called to pick up your child due to the closing of the center. Please make sure that all numbers are kept
current for this reason. ELA will follow Savannah-Chatham County Public School System (SCCPSS) Emergency Closing
decisions but may re-open earlier than SCCPSS.
Complete, detailed Emergency and Security Plans are posted and available for parents’ review.

Staff Qualifications
Our teachers are hired in compliance with the state requirements and qualifications as a base minimum. Typical staff
certifications are as follows:
Position Title
Education/Certification
Experience
Academy Director
Master’s Degree or higher
5 years
Lead Teacher
Bachelor’s Degree or higher
2 years
Teacher Assistant
Child Development Associate
2 years
Certification or higher
Teacher Aide
Working toward CDA or higher
1 year
Graduate Intern
Bachelor’s Degree
Apprentice
Teachers participate in an orientation class and ongoing training in the areas of child growth and development, healthy
and safe environments, developmentally appropriate practices, guidance, family relationships, cultural and individual
diversity, and professionalism.
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ADDENDUM #1 – Illness Guidelines
Please keep your child home/do not allow your child to participate in school or in
therapy sessions if he or she displays any of the following symptoms:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Has begun taking antibiotics in the last twelve hours
Has a constant cough
Has symptoms of a possible communicable disease (such as sniffles, reddened
eyes, sore throat, headache, abdominal pain, and fever)
Has a rash or has had diarrhea or vomiting during the previous twelve hour
period.
Level of care or attention needed jeopardizes health and safety of others
Head lice
Runny eyes, watery red eyes, yellow/green discharge once, and when
yellow/green discharge reappears
Ear pain (tugging at ear) and ear drainage (with or without tubes)
Nose or Mouth mucus or sores
Sore throat with or without fever
Stiff neck with fever and/or headache
Rashes when first noticed (with fever or behavior change); skin sores (weepy or
scaly)
Fever
Respiratory: uncontrolled coughing or sneezing, difficulty breathing, wheezing
Abdominal pain (which continues for 2 hours, or has an increase in severity)
Vomiting (two or more episodes in 24 hours)
Loose or watery bowel movements, when it cannot be contained in a diaper or if
the child has three of more episodes in 24 hours
When your child has been absent due to displaying any of the above-noted
symptoms, he/she should not return to school until he/she has been treated and is
well enough to resume normal activities or is without a fever for at least twenty-four
(24) hours without the use of fever-reducing medications.
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ADDENDUM #2 – Extended Care Program Description
and Registration

(Before/After-Care)
Before/After-Care Hours and Procedures: Before-Care begins at 7:30 a.m. After Care
pick-up is no later than 6:00 p.m. An additional fee will apply for each and every late
pick-up. Please see below for the late fee policy. When your child attends After-Care,
please send a snack/drink (labeled “AFTER-CARE”) with him or her to enjoy after
school. If you need to reach the school during After-Care hours, please call the Main
Office. After 4:30, leave a message, and the administrator on duty will periodically
check for any such messages.
Registration: On the form below, you may register your child for extended care. Please
denote before-care, after-care or both by checking off the appropriate boxes. This assists
with staffing schedules. Extended care is $50/week regardless of the number of hours
used. This fee is non-refundable/negotiable (example: extreme weather days, student
absences, etc.).
Late Fee Policy: The pick-up time for the academic program is no later than 2:45 p.m. The
After-Care pick-up time is no later than 6:00 p.m. For any children not picked up by
these times, a late fee will be charged as follows: Pick-up within the 1st 15 minutes
incurs a $20 late fee, and each additional 15 minutes incurs an additional $35 late fee.
Three or more late pick-ups will result in a $50 late fee in ADDITION to the fees
described above. Parents must be mindful that the After-Care staff may have other
commitments. When you arrive late, this impacts two individuals, as two staff members
must always be present in the building. MRELA must also compensate both of these
employees for the additional time. We recognize that there are occasions in which
parents may be delayed. However, it is the parents’ responsibility to ensure that they
have appropriate back-up plans in the event they are not able to arrive when expected.
Deadline: Extended Care Registration forms must be received for any child using the
Extended Care Program. Extended Care program fills up quickly, so get your
registrations in early! If you have any questions or concerns, please feel free to contact
us at ELADirector@matthewreardon.org or (912)355-9098.
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For office use only

Rec’d:

/

/

Check # ________

Extended Care Program - $50/week
2019-2020 Registration Form
This form must be returned with the required $50 registration fee due upon enrollment.
Please make checks payable to Early Learning Academy.

Child’s Name:

Date of Birth:

/

/

Toddler____ Early Preschool _____ Preschool-3 ______ Pre-K4 _____
Emergency Contact Information/Pick-Up Permission:
Home:
Work:
Cell:
Home:
Work
Cell:
Home:
Work:
Cell:
Home:
Work:
Cell:

Parent 1 Name:
Parent 2 Name:
Alternate Contact Name:
Relationship to Child:
Alternate Contact Name:
Relationship to Child:

□ Please indicate your anticipated regular use for Extended Care by checking the blocks below. If
you are using After-Care, please indicate the time you expect to pick up your child (helps us plan
staffing).
Monday
Before-Care
(begins 7:30
a.m.)
After-Care (ends
6:00 p.m.*)

□
□

Tuesday

Wednesday

Thursday

Friday

□

□

□

□

□

□

□

□

* An additional charge will be incurred for late pick-up; please see our Late Fee Policy for details.

Extended care cost is $50/week regardless of how many hours a student attends. These programs
operate on a first-come, first-served basis, and fill up quickly.
Parent Name: _____________________ Parent Signature: ______________________ Date: ___/___/___
Return to: Matthew Reardon Early Learning Academy, P.O. Box 14669, Savannah, GA, 31416
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ADDENDUM #3: Diapering Procedures
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ADDENDUM #4 – Healthy Eating Guidelines
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ADDENDUM #5 – Early Learning Academy Calendar
2020-2021:
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2020-2021 HANDBOOK ACKNOWLEDGEMENT OF
UNDERSTANDING AND AGREEMENT

I have read and reviewed the Matthew Reardon Early Learning Academy Handbook, including all
addendums. I acknowledge and accept the guidelines and policies as set forth in the handbook and by
signing my name, I acknowledge my agreement to abide by the rules, regulations, policies and
standards set by the school and set forth in this handbook.
I further understand and agree that, in the event of withdrawal, I will submit intent to withdraw notice
to the Director of the Academy before the 10th of the month preceding the desired last month of
attendance.

Parent Signature ________________________Date:
This form must be signed and returned to the school administration.
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