
 
Parent Handbook 

 

 

Welcome to Mainspring Schools! Our goal is to work with you to help your child enjoy 

childhood, gain social skills, develop language and analytical skills, and learn self-confidence. 

Parent involvement in a child’s school life is the single biggest factor in how well a child does in 

school. That is true from preschool through high school graduation. 

 

We want you to be involved in your child’s school life at Mainspring Schools. We will send 

home information about what we are learning so you can work on it at home, too. We have 

monthly Parent Suppers where you can meet your child’s teachers and school friends and learn 

firsthand what we are doing. We have a Parent Advisory Council that would love for you to join 

them. And you are always welcome to visit the school…just drop by; no need to pre-arrange. 

 

Established in 1941, Mainspring is considered by many to be a model program. A volunteer 

Board of Directors governs the agency. We are a 501 (c) (3) non-profit agency. 

 

Mainspring Schools is funded by tuition paid by parents, WorkForce Child Care Solutions 

(CCS), the City of Austin, Travis County, the USDA Child Care Food Program, the United 

Way/Capital Area, the Housing Authority of the City of Austin, fund raising, and contributions 

from local businesses, community groups, or individuals.   

 

School contact information: 

  Mainspring Schools  

  1100 West Live Oak Street 

  Austin, Texas 78704 

  Phone: 512-442-2301 

  Fax: 512-912-1731 

 

Executive Director: Jason Gindele 

Educational Director: Brendan Wells 

Director of Family Services:  MJ Korpela 

Early Head Start Program Director: Barry Rivera 

Business Manager: Colin Denby Swanson 
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NON-DISCRIMINATION 

It is the fundamental policy of Mainspring Schools 

not to discriminate on the basis of sex, color, race, 

political or religious beliefs, national or eth 

nic origin, age, sexual orientation, or disability in 

any area of its operations. Reasonable 

accommodations will be made for persons with 

disabling conditions.  

 

APPLICATION & ENROLLMENT 

Applicants may have to be on a waiting list. The 

Wait List is worked in date order. Mainspring 

maintains a ratio of 75% of children using the 

childcare subsidies available through WorkForce to 

25% full pay children. These ratios are factored into 

enrollment decisions. Sibling enrollments take 

priority, as a courtesy to our existing parents. 

Enrollment of staff children is also prioritized. 

 

When an opening occurs, Mainspring conducts an 

intake interview and enrollment orientation with the 

parent(s) before the child begins attending the 

school. 

 

Applications are taken in 

person. Plan to spend 2 

hours for this enrollment 

process.  

 

TUITION 

Regular monthly tuition 

rates are as follows and are discounted 10% for 

each subsequently enrolled sibling: 

 

 

 

 

 

 

Your child’s tuition payment is due on the first of 

the month, and is late by the third school day of the 

month. Payment can be made by check or money 

order. Checks should be made out to: Mainspring 

Schools. We cannot accept cash. Please place 

tuition payments in payment box in the front 

hallway. 

 

POLICY CHANGES 

This Parent Manual lists policies that are in force. 

As policies change Mainspring will notify you in 

writing and will obtain your signature that you were 

notified of policy changes. Parents can discuss any 

questions or concerns about our policies and 

procedures with the Center Director or Executive 

Director at any time. Simply stop by their offices 

with your comments. We review and update these 

policies every year. 

 

LATE PAYMENTS 

Late payments can result in loss of childcare. We 

must report late payments to external funding 

sources. Please discuss late payments or other 

problems in advance with the Mainspring office 

staff.  

 

Nonpayment of tuition is grounds for immediate 

dismissal.  

 

MAINSPRING ACCEPTS CHILDCARE 

SUBSIDIES 

Assistance to pay your tuition is available through 

WorkForce. Their requirements are that parents 

must be income eligible, working, in school, or in a 

job training program (or combinations of these) for 

at least 25 clock hours per week, or 12 semester 

hours. Families eligible for tuition subsidies must 

stay registered with WorkForce, which requires a 

lot of attention. The Director of Family Services at 

IMPORTANT:   This parent handbook contains information essential for you to know as a 
Mainspring customer and a parent. Please read it completely and carefully. Please come and 
speak to us if you do not understand the policies or procedures.  
 
 
 
 
 
 
 
 
 

  $1,200 (Infants: 0-18 mos.) 
  $1,130 (Toddlers: 19-35 mos.) 
  $  950 (Three-Five Year Olds) 
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Mainspring will be glad to help you with your 

WorkForce enrollment. 

 Parents using WorkForce to help pay their tuition 

must notify the school of any change in income, 

work status or family size within 10 days of the 

change, as this may affect the family’s eligibility for 

the subsidies.  Parents enrolled through WorkForce 

must notify WorkForce of changes in addition to 

notifying Mainspring.  

If you lose your WorkForce funding, or have a gap 

in it, you are responsible for paying Mainspring 

Schools the lost money at the Workforce rate.   

 

The Director of Family Services can help you 

search for a new job, obtain training, or connect 

with other resources. 

 

 

CHECK ACCEPTANCE POLICY 

Please deposit payments in the box in the front 

hallway. Only money orders and checks are 

accepted. We do not accept cash payment for 

tuition. If you pay by check, we may ask to see your 

Texas driver’s license. Also, your current name, 

address, and phone number should be printed on the 

check. Mainspring Schools cannot accept third-

party checks. 

 

 If a check is returned, all future payments must be 

money orders or cashier’s checks. All returned 

checks are also be subjected to a $15 check-

processing fee. Any returned checks must be 

immediately reimbursed, in full, by money order or 

cashier’s check, or your child cannot attend 

school. Returned checks that are not reimbursed 

will be given to the District Attorney for collection 

after five days.  

 

MAINSPRING ENDING CARE 

Mainspring Schools reserves the right to end care 

for any child at any time. Typical reasons would be: 

Parents not paying tuition in a timely manner, 

parents who consistently drop off and pick-up late, 

children who are exhibiting violent or aggressive 

behavior, parents who knowingly provide 

misinformation, parents who do not get their child 

routine health services, including immunization (or 

provide a letter documenting a religious or 

philosophical exemption), and so on. The executive 

director’s decision is final on all terminations. 

 

 

HOURS 

Mainspring’s hours are 7:30 a.m. to 5:30 p.m., 

Monday through Friday, year round. Children must 

be at the school by 9:00 a.m. Children arriving after 

9:30 will not be accepted for the day unless the 

parent has called in advance. We stop serving 

breakfast at 8:30, so children who arrive after 8:30 

should have already eaten breakfast. 

 

We care so much about arriving on time because 

important educational things happen early in the 

day here. Also, when one child comes in late, it 

disrupts the class. It is important to get our children 

into consistent routines as we prepare them for 

school success once they move on to Kindergarten. 

 

 

ARRIVAL AND DEPARTURE 

Each child must be brought all the way into the 

classroom in the morning to a teacher. Children 

brought in diapers should be dropped off with a dry, 

unsoiled diaper to start the day.  

 

Parents need to pick up their child in the classroom. 

This policy is for the safety of the children and to 

allow teacher-parent communication. Please be sure 

that the teacher knows that your child has arrived or 

that you are picking your child up. Children must be 

signed-in and signed-out by the parent each day. 

Please remember, when you arrive at the school you 

are responsible (i.e. liable) until your little ones are 

signed in on the classroom sign in sheet. At pickup 

time, once they are signed out, they are under your 

supervision. Staff will remind students to stay with 

their “grownup” and will reinforce the rule that 

grownups open doors.  

 

If you have older children with you at morning drop 

off or afternoon pick-up, they must stay with you. 

Childcare Licensing expects that all children are 

under adult supervision and they expect that no one 

is wandering through our building. 

 

We are a cell-free zone. Please end all calls before 

you enter the building. Your child has been waiting 

all day to see you and it’s so disappointing if you’re 

distracted. Further, we want to facilitate 

conversation between parents and teachers, and cell 

phone conversations interfere with that, as well.  
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If the child is to be picked up by someone other 

than an authorized person, the parent must notify 

the school in advance, in writing. A list of persons 

authorized to pick up the child is kept in each 

child’s file; please inform the school in writing of 

any changes. 

 

 Mainspring forms completed by the parents at 

enrollment include a list of people authorized to 

pick-up your child. Individuals placed on that list 

are assigned to one parent or the other, as the 

parents choose.  To remove someone from the list, 

the parent who added the individual must be the 

parent that removes them. Mainspring will adjust 

this policy as necessary to comply with court orders 

presented to us and maintained in our files. 

 

If Mainspring has a copy of active 

custody/visitation orders, the list of individuals 

authorized to pick-up will coincide with the 

visitation schedule.  

 

If you send someone from your Pick-up list to pick-

up your child, and we do not recognize that person, 

they will be required to show identification before 

they are allowed to take a child from the school. We 

will photocopy their driver’s license, or other form 

of ID. If the school has not been notified of a 

change in writing, the child will not be released. 

This is for everyone’s protection. 

 

We cannot not refuse to release a child to a parent 

without court orders. We will take no actions 

without court documentation. Unless there are court 

documents to the contrary, both parents have full 

rights to access in the childcare setting 

per Texas State law as reflected in Texas Childcare 

Licensing's Minimum Standards. 

 

Mainspring Schools closes at 5:30 p.m. Parents who 

are not here by 5:30 p.m. to pick-up their child will 

be charged a late pick-up fee. The fee will be 

calculated as follows: 

 

$10.00 for the first minute after 5:30  

$1.00 additional for each minute after 5:31 p.m. that 

the parent arrives. 

 

The clocks on the School’s computer system will be 

the official clock that is used to determine the time. 

Parents and the teacher will sign the late log 

indicating the time.  

 

The late pick-up fee is due the next morning. Your 

child will not be accepted for the day until you pay 

the late pick-up fee. 

 

Even though families are paying a fee for late pick-

ups, they may still lose care for their child(ren) if 

the late pick-ups are recurring. 

 

If parents are more than 45 minutes late, and we 

have not heard from them, Mainspring will call the 

Police, who will call in Child Protective Services to 

come get the child. Mainspring staff are prohibited 

from driving children in their personal vehicles and 

from taking children home with them. 

 

In case of an emergency, parents need to make 

arrangements for another authorized person to pick 

up the child from school and notify the School is 

writing. 

 

OPEN DOOR POLICY 
Parents are invited and encouraged to visit their 

child’s classroom at all times. Prior approval is not 

required. Parents should get a visitors badge from 

the front office upon arrival and let us know when 

you are leaving. 

 

ABSENCES 

Parents are responsible for notifying staff if their 

child will be absent. This includes illnesses, 

vacations, or any other reason for absence. If a child 

is absent for 5 days in a row without notice or 

contact, Mainspring will consider the child to be 

withdrawn.  

 

SAFETY 

Safety standards are maintained and periodic safety 

inspections are conducted, including fire/emergency 

drills. Every precaution is taken to avoid accidents, 

but the agency cannot assume responsibility for 

them. (Please refer to the safety notes in the 

“CHILDREN’S CLOTHING AND 

BELONGINGS” section.) 

 

In the event of an emergency, Mainspring staff will 

call 9-1-1, and perform emergency rescue 

procedures until help arrives. 
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WEAPON FREE ZONE 
Mainspring Schools is a weapon free zone. No 

weapons of any kind can be brought into the School 

or on to school grounds. 

 

GANG-FREE ZONE 
Under the Texas penal Code, any area within 1000 

feet of a childcare center is considered a gang-free 

zone, where criminal offenses related to organized 

criminal activity are subject to harsher penalty. 

 

SECOND LANGUAGES 

Mainspring is not an official dual language 

program. Many of our staff speak other languages, 

primarily Spanish, and will often use Spanish words 

with the children and will teach them basic phrases, 

counting, and so on. We have many 

English/Spanish children’s books. Most of the 

labels around the School are in both English and 

Spanish.  

 

Mainspring will provide translation services upon 

request.  

 

PRODUCT SAFETY 
Parents can find information about product safety 

from the Consumer Product Safety Commission at 

www.cpsc.gov. See the Keeping Children Safe poster 

on the front bulletin board for more information.  

 

EMERGENCY CONTACT INFORMATION 

Please be sure that your home, work and emergency 

addresses and telephone numbers on file in the 

office are always kept up to date. Mainspring must 

have at least two emergency contact persons listed 

in your child’s file who can pick up your child in 

case of an illness or emergency.  

 

You MUST ensure that the phone numbers for each 

emergency contact person are current and local; that 

they have been notified that they are on the list; that 

they may be contacted by the school to pick up your 

child; and that, if called, they should pick up your 

child immediately.  

 

You can update the information in many ways 

including: Notify office staff, notify the teachers, 

email the office staff, email the information to 

info@mainspringschools.org  

 

WHEN YOUR CHILD IS NEW TO 

MAINSPRING 

Upon enrollment, your child will visit their class 

before s/he starts school. This will be scheduled 

with your child’s new teacher. It allows your child 

to meet the teachers and see the classroom. For your 

child’s first day or two at school, you will pick her 

or him up earlier than normal. This process allows 

your child to gradually adjust to the new 

surroundings, and is especially important to very 

young children and children who have not been in 

school before. You are asked to stay with your child 

in the class during this process. When you have to 

go, it is best to tell your child that you are leaving, 

that you will be back, give a hug and a kiss and then 

leave promptly. A parent trying to leave unnoticed 

can be very upsetting to a child in a new setting. 

You can call the school during the day to see how 

your child is doing.  

 

PHILOSOPHY & CURRICULUM 

The curriculum is based on the belief that each child 

is an individual and learns best by experiencing the 

world through active, hands-on play. 

Developmentally appropriate activities that 

recognize both the age and the 

uniqueness of each child are 

provided. Curriculum goals 

provide for the following areas 

of development: social, 

emotional, cognitive, physical, 

language and creative. 

Parents are encouraged to review posted lesson 

plans. The educational curriculum for all children 

includes language development, social awareness, 

science, music, reading and math readiness, creative 

movement, art, and outdoor play.  

Classroom activities are enriched by the use of 

community resources and field trips. Creativity is 

encouraged through many opportunities for artistic 

expression and dramatic play. The needs and skills 

of individual children determine the way the 

program is implemented.  

 

ASSESSMENTS 

 Children’s progress is assessed formally and 

informally so that we can build a curriculum, set 

goals for individual children, and monitor progress. 

Additionally, assessments also help us spot any 

http://www.cpsc.gov/
mailto:info@mainspringschools.org
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developmental issues that might need extra 

attention. Children are assessed within 10 days of 

their enrollment or of moving up to the next older 

classroom. Formal assessment occurs in October 

and May. Mainspring uses the standardized and 

validated Ages & Stages Questionnaire (ASQ) for 

our assessment instrument 

(www.BrookesPublishing.com) . If you do not 

believe that the ASQ captures your child’s 

development accurately, please speak with the 

Family Services Coordinator so we can find an 

assessment method that will best meet your child’s 

needs. 

Informal assessments occur daily. Teachers send 

home notes (daily for infants and toddlers and 

weekly for 3’s and 4’s) that share information about 

a child’s learning and development. These informal 

assessments record the teacher’s observations and 

are always made in settings familiar to your child. 

We want to be sensitive to your family’s culture and 

needs; if these “Daily Notes” need more 

information, or need to be more confidential, or 

other, please speak to the Family Services 

Coordinator. 

Assessment results are shared with parents during 

Conferences with the teacher. If you have any 

special needs during the conference, (e.g., an 

interpreter or grandma wants to come, too) please 

let your child’s teacher know in advance so we can 

plan to meet your needs. Parental input is gathered 

during the conference to develop the Individualized 

Education Plan for future learning. 

Mainspring teachers have been trained on using the 

ASQ assessment; delivering, scoring, and 

interpreting results. Children are always assessed by 

the Mainspring staff that they know and are 

comfortable with or with Mainspring staff present. 

They are assessed in familiar places. 

Assessment results are confidential. People with 

access to the information include the teachers 

working with your child who administer the 

assessment and direct your child’s learning as a 

result of it, the Family Services Coordinator and the 

Center Director who plan school-wide curriculum 

and who bring in special services, when indicated 

by the assessment. The Family services Coordinator 

coordinates and follows-up with referrals.   

Assessments are kept in access controlled cabinets 

in the individual classrooms. We do report school-

wide assessment information to our funders and 

other stakeholders; however, it is always combined 

data. Your child’s data will not be identifiable since 

it is mixed with data from the other children his/her 

age. 

DISCIPLINE AND GUIDANCE 

At Mainspring, we plan interesting activities; have 

plenty of play materials; try to avoid long waits and 

idle times, and interact with the children in a 

positive, considerate manner. Busy, involved 

children tend to need less discipline. The purpose of 

discipline is to help the child learn self-control and 

to satisfy his needs and desires in ways which are 

acceptable to the people around him. Discipline is 

based on an understanding of each child’s 

individual needs and level of development.  

Discipline must be 

1) Individualized and consistent for each child; 

2) Appropriate to the child’s level of 

understanding; and 

3) Directed toward teaching the child 

acceptable behavior and self-control.  

A caregiver may only use positive methods of 

discipline and guidance that encourage self-esteem, 

self-control, and self-direction, which include at 

least the following: 

1) Using praise and encouragement of good 

behavior instead of focusing only upon 

unacceptable behavior; 

2) Reminding a child of behavior expectations 

daily by using clear, positive statements; and 

3) Redirecting behavior using positive 

statements.  

There will be no harsh, cruel, or unusual treatment 

of any child. The following types of discipline and 

guidance are prohibited: 

1) Corporal punishment or threats of corporal 

punishment; 

2) Punishment associated with food, naps, or 

toilet training; 

3) Pinching, shaking, or biting a child; 

4) Hitting a child with a hand or instrument; 

5) Putting anything in or on the child’s mouth; 

6) Humiliating, ridiculing, rejecting, or yelling 

at a child; 

7) Subjecting a child to harsh, abusive, or 

profane language; 

8) Placing a child in a locked or dark room, 

bathroom, or closet with the door closed; 

and 

http://www.brookespublishing.com/
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9) Requiring a child to remain silent or inactive 

for inappropriately long periods of time for 

the child’s age. 

 

 

MOVING TO A NEW CLASSROOM 

When it is time for your child to move to the next 

classroom, and when there is an opening, the Center 

Director or Family Services Coordinator will tell 

you in advance of the move. This gives you time to 

discuss the exciting event with your child. In order 

to make a smooth transition to his/her new 

classroom, your child will visit the new class and 

spend time getting to know the new environment. 

The teachers will arrange for your child to visit 

her/his new class and meet the new teachers.  

 

HEALTH AND NUTRITION PROGRAM 

Breakfast, lunch and a snack (after rest time) are 

served daily. Nutritional values meet requirements 

regulated by the U.S. Department of Agriculture. 

 

Menus are posted on the parents’ bulletin board for 

each class and distributed at the beginning of each 

month. Parents are invited to have lunch with their 

child’s class whenever their schedules permit. 

Please give the school a day’s notice if you wish to 

eat with your child. 

 

Parents are asked NOT to send food from home for 

children to eat at breakfast, lunch, or snack once 

they leave the infant room. It is very difficult during 

“family style dining” for one child to have different 

food.  

 

Mainspring will try to work around food allergies, 

environmental allergies, or dietary restrictions. 

Some limitations to our accommodations include: 

we are not a peanut-free facility and we cannot 

become one and we do not serve only organic food.  

 

Restrictions must be noted in your child’s file and a 

statement from a physician or registered or licensed 

dietitian is required by Childcare Licensing. There 

is a special procedure and a Form which we will 

implement for dietary restrictions.  

 

MILK SUBSTITUTES We serve cow’s milk to 

children who have graduated from formula. When a 

child is intolerant to or allergic to cow’s milk, 

parents must bring us a note from a physician or a 

registered or licensed dietician stating a variance is 

medically necessary and we will substitute soy 

milk. We cannot serve Rice Milk or Almond Milk 

because they contain much less protein and 

therefore, do not meet nutritional guidelines. 

BREASTFEEDING 

We support breastfeeding by: 

 accepting, storing, and serving expressed 

human milk for feedings;  

 accepting human milk in ready-to-feed 

sanitary containers labeled with the infant's 

name and date and storing it in a refrigerator 

for no longer than 48 hours (or no more than 

24 hours if the breast milk was previously 

frozen) or in a freezer at 0 degrees 

Fahrenheit or below for no longer than three 

months;  

 ensuring that staff gently mix, not shake, the 

milk before feeding to preserve special 

infection-fighting and nutritional 

components in human milk; and  

 providing a comfortable place for 

breastfeeding and coordinating feedings 

with the infant's mother. 

Mainspring will provide breastfeeding education 

and support materials to parents upon request. 

CHILDREN’S BIRTHDAYS 
Birthdays are special. Each 

classroom recognizes birthdays 

in simple ways such as a birthday 

crown and singing “Happy 

Birthday.” Each classroom will 

have a single monthly celebration 

for the children born in that 

particular month. We will provide a healthy treat for 

this event. Parents are welcome to join in. Please 

see your child’s teacher for the class birthday 

schedule. Gifts are best enjoyed at home with the 

family. If you have any questions or need 

suggestions, please ask the teachers. 

 

Unfortunately, we can not permit parents to bring 

sweetened snacks to celebrate, i.e. cupcakes, 

cookies, cake, etc. If there are ever any questions, 

please see Mainspring administration. NAEYC 

regulations require all food at school to be pre-

packaged.  
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CHILDREN’S CLOTHING AND 

BELONGINGS 

Every day children must have an extra full change 

of clothing at school. Please label all clothing to 

prevent loss. Soiled clothing will be bagged and 

returned to you for laundering. Please check your 

child’s cubby/locker at the end of each day for 

soiled clothing. Parents are required to furnish 

diapers. Check each day to be sure your child has 

enough diapers.  

 

Children should wear play clothes to school because 

many school activities are messy and children 

cannot fully participate if they are concerned about 

their clothing.  A part of each day is spent outside, 

so children should wear shoes and dress 

appropriately for that day’s weather. Children 

should wear close-toed shoes with grip soles of 

rubber or crepe. Jellies, thongs, sandals, boots and 

slick sole shoes contribute to accidents and cannot 

be worn to school. Children may not wear jewelry 

as it may get pulled or snagged and cause accidents. 

 

Except for special security blankets or like items, 

children should not bring food, toys, jewelry or 

money from home. This policy prevents hurt 

feelings and lost belongings. Mainspring is not 

responsible for lost items.  

 

PHYSICAL ACTIVITY AND SCREEN TIME 
Children older than the Infant Rooms at Mainspring 

go outside twice a day for physical activity, once in 

the morning and once in the afternoon. They are 

encouraged to run, jump, skip, hop, and play in 

every way! (Again, remember they need shoes and 

clothing that is safe for this.) Infants are taken 

outside for shorter periods of time when weather 

permits. 

 

We limit screen time at Mainspring. We do not have 

televisions. The only classroom with a PC is the 4-

year-old classroom. It is our philosophical belief 

that children this age need loving human 

interactions, rich language, and lots of physical 

activity. They won’t get those things while using a 

device. Teachers may bring internet-connected 

devices into a classroom to extend the learning, but 

the teacher will control the device, rather than the 

children. 

 

TRANSPORTATION 

Transportation is provided only for field trips, not to 

and from school and home. Mainspring staff is not 

permitted to drive students or families in their 

personal vehicles, due to insurance regulations. 

 

 

PRIVATE ARRANGEMENTS 
Mainspring discourages parents from making 

private arrangements with Mainspring staff to care 

for their child away from the school. Such 

arrangements make for long hours of difficult work, 

and may confuse relationships with the staff, 

children, and parents at the school.  

 

If in the event this is the case, these arrangements 

are in no way connection with an employee’s job at 

Mainspring, and Mainspring has no liability 

whatsoever concerning the child care, pick-up, and 

transportation provided as a result of a private child 

care arrangement. There is a form in the admin 

office that must be completed. 

 

HOLIDAYS 

The School is closed 9 to 10 days a year. They are 

usually New Years Day, Good Friday, Memorial 

Day, July 4
th

, Labor Day, Thanksgiving Day and the 

day after, and two days at Christmas. Any other 

closings will be announced two weeks in advance. 

 

BAD WEATHER CLOSINGS 
Mainsprings Schools follows the AISD school 

closings for bad weather. If the public schools are 

not in session, we follow the 

closings of the City of Austin. 

If they are not in session, call 

the school’s answering 

machine for up-to-date 

information for closings. 

512.442.2301. 

  

 

COMPLAINT PROCEDURE 

Mainspring views the expression of parent ideas, 

complaints, or concerns as an opportunity to 

improve the program for the children and families. 

Most problems can be solved through an informal, 

cooperative effort. 

 It is best to go first to the person most directly 

involved with the concern. Any time a parent has a 
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suggestion, problem or concern s/he is encouraged 

to discuss it first with their child’s teacher or other 

staff member who is directly involved. If that 

person is unable to use the suggestion, solve the 

problem or alleviate the concern and the issue is not 

resolved, parents are then invited to discuss the 

issue with the Center Director. 

 If the parent is still unsatisfied with the efforts to 

resolve the issue, after discussing the problem with 

the staff listed above, s/he may take the issue to the 

Executive Director. All decisions made by the 

Executive Director of Mainspring are final.  

CIVIL RIGHTS 
People who are eligible to participate in the 

program must not be discriminated against because 

of race, color, national origin, sex, age, disability, 

religion, political belief. If you think you have been 

discriminated against, you must write immediately 

to: USDA, Director, Office of Civil Rights, Rm 

326-W, Whitten Bldg, 1400 Independence Ave., 

SW, Washington DC 20250-9410, or call 202/720-

5964 (voice or TDD). USDA is an equal 

opportunity provider and employer. 

 

 

SPECIALIZED CONSULTANTS 
Mainspring Schools is eager to work with staff and 

families to leverage special services to help children 

and families succeed. Parents should contact the 

Mainspring Family Services Coordinator to make 

arrangements. Specialists often work with children 

in our courtyard area during the school day. When 

parents bring the specialist to the school, they are 

responsible for the relationship with the specialist, 

including all fees. When appropriate, Mainspring 

will contact other community service agencies to 

come to the school to work with children. 

 

 

STAFF DEVELOPMENT 
Your child’s teachers and all other staff at 

Mainspring Schools participate in a coordinated 

staff development program. The program makes on-

site training, college child development courses, 

early childhood education conferences, and 

workshops available to Mainspring staff. 

Mainspring believes that each and every employee’s 

work will improve with additional training and 

education. 

 

FIELD TRIPS 
Field trips are taken to enhance the classroom 

learning by exposing the children to a variety of 

people, places, and experiences. Notice of a field 

trip is posted at least 48 hours prior to the trip. Field 

trips are taken to other locations as appropriate for 

the interests and needs of the children and the 

educational program. Parent permission forms must 

be returned to the school or your child will not be 

allowed to go on the field trip. 

We enlist the services of age and weight appropriate 

logistics companies for field trips. First Aid supplies 

are always taken on trips. Alternate transportation 

arrangements in case of vehicle problems will be 

part of the Field Trip plans. 

Parent volunteers are often needed with field trips. 

Please let your child’s teacher know if you can help. 

 

 

WATER ACTIVITIES 
In the summer, children will 

participate in water play. 

Sprinklers and other forms 

of safe water play are used 

because they are cleaner 

and safer than swimming. Parents 

are asked to provide their child with a 

swimsuit, swim diaper, towel, and 

sun block. If this is not possible, please see the 

office staff and other arrangements will be made. 

All children will be included in water play, whether 

or not parents are able to provide these supplies. 

 

PARENT VOLUNTEERS 
Parents are welcomed and encouraged to be 

classroom volunteers. Volunteer opportunities are 

open to all and volunteers are selected in an 

unbiased way. Your interests and skills will be 

matched to the teacher’s needs. 

 

CLASSROOM ANIMALS 
Occasionally a classroom will have a “pet.” If 

children are allowed to handle the pet, proper 

hygiene practices, including handwashing, will be 

implemented.  

 

SUPPORT YOUR SCHOOL 
Mainspring Schools is a nonprofit, United Way 

agency. Part of the true cost for providing high-
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quality child care is paid by the United Way and 

other funding sources. You can help Mainspring 

Schools by supporting the United Way campaign at 

your work. Our Randall’s number is 220; you can 

link our number to your card. Mainspring welcomes 

donations of money, useful materials, and volunteer 

times from businesses, individuals, or groups. 

Donations are tax deductible.  Additionally, you can 

order from smile.amazon.com and choose the 

school as the charity to support. 

 

STATE LICENSING AND CERTIFICATIONS 
Mainspring Schools is licensed by the Texas 

Department of Family and Protective Services 

(TDFPS), Child-Care Licensing Division.  

A state licensing representative inspects the center 

at least once per year and the most recent inspection 

report is posted on the bulletin board in the entry 

way. You can also review a copy of the “Texas 

Minimum Standard Rules for Licensed Child-Care 

Centers” in the administrative office. To contact the 

local Licensing office, call 512/834-3195 or visit 

their web site at www.dfps.tx.us and click on Child 

Care Licensing. 

 

Mainspring is certified as a 4-Star Texas Rising Star 

Provider by the WorkForce Texas Rising Star 

Program. A monitor from WorkForce visits the 

school four times a year to monitor the program. 

 

ACCREDITATION 

Mainsprings Schools is accredited by the National 

Association for the Education of Young Children 

(NAEYC). Accreditation is voluntary and 

recognizes high quality early childhood programs 

that meet the Associations stringent criteria. 

Mainspring also participates in the quality rating 

improvement system through Texas Rising Star. 

 

REQUIRED CHILD ABUSE / NEGLECT 

REPORTS 
Mainspring policy, state law, TDFPS licensing 

requirements, and Mainspring funders require that 

staff immediately report suspected child abuse and 

neglect. All Mainspring staff are mandated 

reporters. Teachers or other staff inform the Center 

Director and/or the Family Services Coordinator 

that they have called TDFPS to make a report. The 

Executive Director is informed of all reports.  

 

Please understand that the state protective worker 

decides if abuse or neglect has occurred; not 

Mainspring staff. Unless restricted from doing so by 

TDFPS, the parent will be notified if a report is 

made by Mainspring about her/his child. The child 

abuse hotline number is 800-252-5400. 

 

Mainspring staff are required to obtain training on 

abuse and neglect every year. Training will include 

topics like warning signs, identifying abuse or 

neglect, and prevention of abuse or neglect. 

 

The Parent Support Group teaches many techniques 

for prevention of child abuse and neglect. We will 

also provide parents with training on child abuse 

prevention at a monthly Parent Supper. Parents are 

encouraged to connect with the Mainspring Family 

Services Coordinator at any time you have 

questions, concerns, or needs. 

 

If your child is a victim of abuse or neglect, the 

Mainspring Family Services Coordinator will be 

available to provide assistance and/or refer you to 

other assistance or intervention.  

 

EMERGENCY PREPAREDNESS PLAN 
Mainspring has an extensive emergency 

preparedness plan. Parents may see a copy of it by 

requesting it through the Executive Director or 

Center Director. It the event that we must relocate 

to another site because of an emergency (toxic gas 

spill, etc.) we would evacuate to the Public Library 

at the corner of Mary and South 5
th

, within walking 

distance of the School. 

 

 

MAINSPRING SCHOOLS HEALTH & 

EXCLUSION POLICIES 

 

When a child is enrolled, the school must have a 

physician’s statement that the child is able to 

participate in program activities, documentation that 

immunizations are up to date, and completion of a 

required TB questionnaire. The results of the 

questionnaire will determine whether a TB test is 

needed. 

All children enrolled in Mainspring (or any 

childcare center in Texas) must have a hearing and 

vision screening and results must be kept on file. As 

a special service, Mainspring provides free, on-site, 

physicals, and speech, hearing, vision, and dental 

http://www.smile.amazon.com/
http://www.dfps.tx.us/
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screenings for children in the program. Parental 

permission is required for children to participate in 

the health screenings. Mainspring requires an 

annual physical examination. Immunizations must 

be kept up to date as recommended by the 

American Academy of Pediatrics. Children may 

receive immunizations from their own doctor or 

from the public health clinics. Call the Health 

Department at 512-458-7111 for the hours and 

locations of the clinics. A family may chose to not 

immunize or under-immunize due to a medical 

condition (documented by a health professional) or 

the family’s beliefs. Children will be excluded from 

the program if a vaccine-preventable disease to 

which children are susceptible occurs in the 

program. 

 

All Mainspring teachers must have current TDaP 

vaccinations, as well as a negative TB test before 

working at Mainspring.  Additionally, we require all 

teachers working with children 18 months and 

younger to get annual flu vaccinations.  All other 

teachers are strongly urged to. 

 

Mainspring reports contagious diseases to the 

county Health Department, as required by law. 

 

The staff of the Mainspring Schools is interested in 

the health and well being of every child in the 

school. You can help us protect your child’s and the 

other children’s health by following these policies: 

 

1. Children should not be brought to school 

and may not stay at school with symptoms 

of illness such as:  

 Vomiting (not spit-up): More than twice 

in 24 hours 

  Fever of 100.00 or more taken with a 

forehead thermometer and accompanied 

with behavior changes. (Mainspring staff 

may not take oral or rectal 

temperatures.) For infants under 2 

months, any fever means the child 

should be excluded from care. 

 Diarrhea: Two or more incidences of 

watery, uncontrollable stool in 24 hours 

hour no matter what causes the diarrhea 

 Unidentified rash accompanied with 

fever, joint pain, behavior change, or 

breathing difficulty. 

 Contagious skin infections until under 

treatment 

a) If a child is brought to school 

with any of these symptoms, the 

child will be sent home 

immediately. 

b) The child must be symptom-free 

for a minimum of twenty-four 

(24) hours before returning to 

school. 

 Teacher discretion may be used in 

determining whether a child’s behavior 

warrants being sent home for medical 

reasons. We don’t have the capacity to 

provide the comfort and care needed by 

children who are in physical distress, 

lethargic, or displaying other symptoms.  

 

If your child becomes ill or is injured while at 

school, you will be called and asked to immediately 

pick up your child. If you cannot pick up your child 

right away, you need to make arrangements and 

authorize someone else to get your child. If staff 

cannot reach you, we will call others listed on the 

child’s emergency care forms. Sick children should 

be picked up immediately. Ill children will be 

supervised in the office by Admin staff at the 

School until parents arrive. We will do our best to 

be sure they feel safe and comfortable. 

 

A child who has been sent home sick can return to 

school after being symptom free for 24 hours 

without the use of medication (ie fever reducer for a 

fever or diarrhea suppressing drugs for 

gastroenteritis) or with a note from a doctor stating 

that the child is not contagious and is able to return 

to school. 

 

2. Medication may be given at school only if 

the parent fills out an authorization form 

available in the office. An electronic format 

that can be printed or saved is acceptable. 

This applies even to Tylenol or other over-

the-counter medications and external 

medications such as ointments. Please note 

the exact dosage and time due on the 

medication form. Children who are taking 
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medicine sometimes don’t feel well enough 

to be at school. Allergies to medications 

should be noted in your child’s file.  

a) Staff will administer medicine 

according to instruction. Staff may 

need help from parents if multiple 

medications or lengthy procedures 

are involved in administering 

medications. Parents may not ask us 

to administer the medication in ways 

or amounts that are inconsistent with 

the mediation’s label instructions or 

the written instructions of the health 

care professional. 

b) Medication Labels: Prescription 

medication must be in the original 

container and must have the 

pharmacy label with the child's first 

and last names, the date that either 

the prescription was filled or the 

recommendation was obtained from 

the child's licensed health care 

provider, the name of the licensed 

health care provider, the expiration 

date of the medication or the period 

of use of the medication, the 

manufacturer's instructions or the 

original prescription label that details 

the name and strength of the 

medication, and instructions on how 

to administer and store it. Over-the-

counter medication must have 

dosage instructions specific to the 

age of the child, or a note from your 

physician giving permission to give 

the medicine and giving the dosage. 

Medication left at the school will be 

discarded if out of date or no longer 

being given. 

c) Authorization to administer 

medication expires one year after the 

date of the authorization.  

d) Mainspring staff will not give a child 

aspirin or aspirin products. 

e) Mainspring will follow the written 

instructions on the medication label. 

If the doctor changes those 

instructions, written notice must be 

given to Mainspring. Mainspring 

will give medication prescription 

medicine that must be administered 3 

or more times a day. If a medicine is 

prescribed to be administered less 

than 3 times a day, it should be 

administered at home.  

f) Medication is stored in one of 

several places, depending on the 

situation. Medicines requiring 

refrigeration are stored in a medicine 

box in the top, right-hand side of the 

refrigerator in the kitchen.  

Medications needed for extreme 

emergencies (e.g., inhalers for 

asthma) may be kept in the 

classroom, on a very high shelf, 

behind closed cabinet doors, out of 

the reach of children. Other 

medication will be kept in the School 

office, in a locked box labeled, 

“Children’s Medication.” Ask any 

admin person to teach you how to 

access the box.  

g) Mainspring Schools gets parents’ 

written permission to apply the 

following products to their child at 

enrollment: Antiseptic wipes, eye 

drops, Calamine lotion, Vaseline, 

Essential Oil, Teething gel, Diaper 

Cream, Sunscreen, and Bug Spray. 

In most cases parents must supply 

these products. Products must be in-

date, in their original containers, and 

labeled with the child’s first and last 

name. 

h) Mainspring also gets parents’ written 

permission at enrollment to remove 

foreign bodies that may become 

lodged in their child during the day 

(e.g., splinters, bee stingers, etc.) 
 

3. Children should not come to school if they 

are not able to participate in regular routines, 

indoors and outdoors. We do not have 

enough teachers to provide individual 

supervision for one child who needs to stay 

inside when the group is outside. The 

children go outside every day except in 

heavy rain. 

4. Notices will be put up at the school if your 

child has been exposed to a contagious 

disease. Mainspring may have to make 
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temporary changes in its health policies to 

respond to particular situations. If 

Mainspring does not have a specific policy 

for a situation, the Health Department’s 

recommendations will be followed.  

5. Every child receives a health check upon 

arrival at school. Parents should wait until 

the check is completed before leaving.  

6. Whenever your child is absent, please call 

the school to let us know the reason for the 

absence and when your child will be coming 

back to school. Please tell the director if 

your child has a contagious disease or 

parasites so the other parents may be 

notified and preventative measures can be 

taken. 
 

MEDICAL EMERGENCIES 
If your child has a medical emergency while at 

school, we will call 911 for transport to an 

emergency room. Mainspring staff are not allowed 

to drive children in personal vehicles. We will 

immediately phone parents. If unable to reach you, 

we will call every one of your Emergency Contacts 

on your enrollment form. 

 

We will make the decision of which medical facility 

to use based on (1) Parent wishes, and (2) EMS 

recommendation based on proximity, nature of 

emergency (ie, does it require Children’s Medical 

Center?), current waiting time at emergency rooms, 

etc.  Mainspring staff will accompany your child in 

the ambulance if we are unable to reach you. We 

will remain with your child until you arrive.  

Parents are responsible for all medical payments, 

including medical transport. Parents will also be 

charged the late pick-up fees, if they are not to the 

emergency room by the time the School closes. 

 

 

LICE POLICY 

Following the advice of the American Academy of 

Pediatrics and the National Association of School 

Nurses, children with head lice will be sent home. 

They may return to school after two actions:  

1. Proper treatment including commonly 

available drugstore remedies (Nix) or a 

natural remedy (HairClean 1-2-3).  

2. Scheduling an independent consultation with 

the Center Director.  
 

 

CONFIDENTIALITY 

Student records including assessment results and 

health information and family income are 

considered confidential information at Mainspring 

Schools. They are maintained in a locked file 

cabinet. Files are confidential, but are immediately 

available to the Executive Director, Center Director, 

and Family Services Coordinator. Teachers can 

access the information to obtain emergency contact 

info. Information will not be shared without written 

consent. Regulatory agencies and funders reserve 

the right to examine student and family records. 

Upon a court ordered subpoena, Mainspring must 

release records to the requester. Parents can review 

the file at any time. 

 

 

SLEEPING AND REST TIME 
Children rest at the School. Infants are placed on 

their backs for sleeping and sleep on demand. Older 

classrooms rest during the afternoon. The School 

provides rest mats for all classrooms and covers for 

the two youngest classrooms. Mats and resting 

spaces are assigned to individual children. Mats are 

cleaned and disinfected weekly by Staff and mat 

covers are washed weekly. Mat covers are removed 

for storage. Children are never forced to sleep; their 

heads are never covered by staff during rest time. 

Children who do not want to sleep may engage 

quietly with a book or puzzle on their mat during 

rest time. 

 

INFANT SAFE SLEEP 
Mainspring implements infant sleeping practices 

that meet the guidelines of the American Academy 

of Pediatrics, Texas Childcare Licensing, and 

NAEYC. These guidelines were issued to reduce 

the risk of Sudden Infant Death Syndrome (SIDS). 

Mainspring encourages parents to learn more about 

safe sleeping practices including asking the infant 

teachers here for suggestions about how to 

implement them at home. 

 

 Infants under 12 months are always placed 

on their backs to sleep (unless there is a 

doctor’s note specifying otherwise) 
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 If an infant falls asleep in equipment not 

specifically designed for sleep (ie bouncy 

seat), teachers will move the sleeping child 

to an approved sleeping surface. 

 All cribs at Mainspring were replaced in 

2011 to comply with the new standards from 

the Consumer Product Safety Commission. 

Crib documentation is on file in the admin 

office. 

 Pillows, quilts, stuffed toys, and other soft 

items are not allowed in infant sleep 

equipment 

 Infant sleep environments include a firmly 
fitting sheet but nothing else, not even firm 

bumper pads 

 mattress covers in infant sleep equipment 

are tightly fitting and thin 

 We prohibit the use of wedges, unless 

otherwise authorized by the infant’s doctor 

 Lightweight infant clothing sacks or other 

clothing designed for sleep can be used as an 

alternative to blankets 

 Teaching staff ensure that each infant’s head 

remains uncovered during sleep 

 While infants are sleeping, we cannot use  

bibs, necklaces, infant garments with hoods 

or ties, or other items that could potentially 

cause choking/suffocation 

 infant sleep environments are kept clear of 

window blind cords, electrical cords, 

mobiles or toys designed to attach to infant 

sleep equipment, and blankets or sheets, 

which should not be hung on the sides of 

cribs. 

 teaching staff members supervise each 

infant by sight and sound during tummy 

time by and remain within arm’s reach of 

the infant 

 Pacifiers are often recommended as a risk 

reducer for SIDS. 

 

For more information go to the web site of the 

American Academy of Pediatrics, 

www.HealthyChildren.org  

 

 

PARENT PROGRAM & FAMILY SERVICES 

 

The inclusion of family is a key ingredient of the 

Mainspring model.  This family-centered approach 

recognizes that the family is the child’s most 

important influence and that the child is served most 

fully when the family is strengthened and 

empowered.  It also recognizes the significant 

contribution the family makes when working in 

partnership with teachers for the benefit of the 

child. Services are provided to help with the 

challenges of parenting, and opportunities are made 

available for parents to be involved in their child’s 

school experience.  

 

In order for your child to remain enrolled in 

Mainspring, we ask that you attend 8 hours of 

parent training per year. We offer parent 

supper, parent support groups and the 

occasional guest speaker. You may also obtain 

training hours online at the 

http://infanttoddler.tamu.edu/ and provide the 

documentation to Mainspring. 

 

Parent Suppers 

A monthly Parent Supper provides a good meal, a 

time for socializing among parents and teachers, 

and an interesting educational program.  Topics for 

the educational program are often chosen by the 

parents, reflecting their particular interests and 

needs.  Examples of some popular topics include 

child development, fun activities for families, 

reading to your child, positive guidance, brain 

research, household budgeting, and community 

resources for employment, training, and education. 

 

Parent Advisory Council 

At each parent advisory council meeting, members 

meet about concerns, suggestions and ideas to 

continuously improve the school and surrounding 

community. Parents from this group are seen as the 

representatives of the school and are asked to serve 

in leadership functions for the school.  If you are 

interested in joining our Parent Advisory Council 

feel free to stop in for our monthly meeting or stop 

by and see the Director of Family Services 

 

Parent Support Groups 

Parent Support Groups provide an opportunity for a 

smaller group of parents to meet regularly for a 

more extended period of time.  The group can be a 

significant support for parents who feel isolated and 

alone in their struggle to work full time and 

maintain a well functioning family life.   

 

 
The Director of Family Services is 

available to talk with you if you would 
like help understanding child behavior 

or for help with family issues, 
emergency assistance, information 

http://www.healthychildren.org/
http://infanttoddler.tamu.edu/
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 PARENT-TEACHER COMMUNICATION 

 

Parent-teacher 

communication is an 

important part of our 

program. Parent- 

teacher conferences 

are held four times a 

year. Assessment 

results are shared in the Fall and Spring 

conferences. Either the teacher or the parent may 

request a conference at any other time. If a child is 

having special problems at school or if something 

unusual happens to her at school, the parent(s) will 

be notified.  Feel free to request a conference time 

to be arranged. Parents should feel free to ask 

questions about any aspects of the program at 

Mainspring. Your child’s teacher, the Education 

Director, or the Director of Family Services will be 

glad to answer your questions.   

 

Our normal methods of parent notifications and 

communications are: Notes placed in your “parent 

box” in the front entryway and postings on the 

whiteboard in the front hallway. Parents are 

responsible for checking both places daily. 

 

Because parents are an important part of our 

program, you will be asked to evaluate your child’s 

program each year. Your comments are used to help 

us and others evaluate our program and 

performance, and call attention to parts of the 

program that are particularly successful or to things 

that need improvement. 

 

Your Child’s Social-Emotional Health 
Mainspring has a school counselor (also known as 

the Director of Family Services) who is trained in 

assessing and providing interventions around social-

emotional health. She may ask you to meet with her 

and your child’s teacher to consult about your 

child’s social-emotional health and, if appropriate, 

make plans to implement a program that meets their 

needs.  

 

Parents that have concerns about their child are 

invited to schedule such a consultation by speaking 

with the teacher or the Director of Family Services. 

 

Mainspring can also make connections to other 

community mental health resources for children 

with developmental concerns or those who 

demonstrate atypical development, as needed.  
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Parent Manual Acknowledgement 

September, 2015 
 

 

My signature below indicates that I have received and read a copy of the Mainspring 

Schools Parent Handbook. I understand that I must follow the policies and practices 

described in the handbook or my child could be dropped from the school. 

 

 

_________________________________________  ___________________ 

Parent Signature      Date 

 

 

_________________________________________ 

Parent’s Printed Name 

 

 

             

Child(ren) enrolled at Mainspring 

 

 

 


