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The Institute’s History  
The Institute is a locally established school in Little Rock, AR founded in 2019 by a 
mother who understood the importance of a quality education with an added passion 
for the emotional development of our young learners. The school’s mission is to “serve 
families with compassion, empathy, and excellence.” Today, we are vibrantly growing 
and looking forward to many more years of service in the form of instruction, kindness, 
love, friendship, and mindfulness.  

Philosophy of Education  
The Institute presents all learning objectives from a perspective of empathy and 
mindfulness. The Institute’s Reggio Emilia-inspired environment provides an enriching 
learning experience for all students. Children are immersed in a stimulating, academic 
community like no other and exposed to an emergent curriculum, rich in the creative 
arts, inquiry-based learning, and intellectually challenging opportunities. Children are 
given the tools to express themselves, with a natural method of achieving language, 
literacy, social, emotional, physical and cognitive milestones.  



The Institute’s Philosophy of Education is as follows:  

• We believe that mindfulness, strong moral character, excellence, 
empathy, and a life long love of learning are pillars of a well-rounded, 
successful child and adult. 

• We teach and facilitate instruction by allowing students to have direct, 
hands-on experiences with people, objects, events, and ideas. 

• We encourage children to discover the world around them by exploring 
and playing. 

• We support children as they play and guide their learning as we interact 
with them throughout the day. 

• We seek to build long-term, trusting relationships with children because 
we believe that those strong bonds anchor learning and development. 

Goals for Faculty  
The administration of the school will endeavor to provide:  

• A safe, orderly, and wholesome environment that is conducive to learning  

• A well-qualified, mindful staff committed to education and excellence  

• The best educational curriculum with the tools needed to facilitate learning  

• A superior education which equips instructors for the development of moral 
character in the lives of the student entrusted in our care  

• Teaching to the whole child: body, mind, and emotions  

• Opportunities that will equip students to become strong leaders who serve 
others 

The faculty of the school will endeavor to:  

• Work with students, parents, and community to provide an atmosphere of 
mutual respect and trust  

• Challenge students, parents, and fellow staff members by word and moral 
example  

• Instill into the heart of our students the attitudes of seeing the best in 
themselves and others 

Goals for Students  
We would like each of our students to strive to meet the following goals:  

• Conduct themselves in a respectful manner by practicing good character and 
being empathetic to others around them 

• Succeed academically, physically, and emotionally by learning the teachings set 
forth by our curriculum and our staff  



Cooperation Agreement  
The Institute is a Private school with a unique educational philosophy. By 
choosing The Institute, parents agree to support all policies and principles as 
conveyed in this manual. Parents may contact administration to discuss any 
questions or concerns regarding our policies.  

Nondiscrimination policy  
The Institute admits students of any race, color, national and ethnic origin to all 
the rights, privileges, programs, and activities generally accorded or made 
available to its students. The Institute does not discriminate on the basis of race, 
color, national and ethnic origin in administration of its educational policies, 
admissions policies, scholarships, athletic and other school administered 
programs.  

ACADEMIC INFORMATION  

ADMISSION CHECKLIST  
Thank you for enrolling your child at The Institute. The following list is a helpful guide 
for completing the admission process.  

Entrance Age Requirements  

• Preschool  

• Students ages three and four must be completely potty trained before 
the first day of school placement. 

• Students ages three or four with a birth date after August 1 will be 
required to repeat K3 or K4 due to the Arkansas State Age Requirements 
for Kindergarten. 

• Elementary 
• Kindergarten students must be five years old by August 1  
• First grade students must be six years old by August 1  

New Enrollment 
• Parents and Students  

• Interview with administration  
• Read and sign the The Institute Policy Manual Agreement form to 

document agreement with all policies, procedures, and educational 
philosophies. 

• Items for all Students  
o Student interview and application completed and approved 
o Copy of birth certificate before the first day of school 
o Copy of current immunization records before the first day of school 
o Medical Liability Release Form 
o Playground Liability Release Form 



o Video/Photograph Release Form 
o Medication Form (if applicable) 
o The Institute Financial Agreement 

• Additional Items for Transfer Students 
o Former school records (report cards, IEP’s, etc.) 
o Previous achievement test records 
o Completion of an entrance test for elementary level students if required 

by administration 

Re-enrollment 

• Parents/Guardians must re-enroll their student(s) for each school year. Re-
enrollment packets are available in the school office.  

COMMUNICATION WITH PARENTS  
The Institute teachers understand the importance of parental involvement in their 
students’ education experience. Below are a few ways our dedicated teachers try to 
keep parents informed about learning experiences in the classroom:  

• Daily Behavior Charts 
For preschool and kindergarten students, our teachers provide a daily behavior 
chart to help parents monitor the progress of their child’s social, emotional, 
behavioral, and academic learning needs.  

• E-mails 
Much of our school’s calendar and activity information is communicated in 
emails. Parents should provide an email address that they check on a daily basis. 

• Parent Text Alerts 
The Institute will send text alerts to each parent/guardian to communicate 
essential information. Text alerts are usually reserved for unusual circumstances 
such as school closings.  

• Parent-Teacher Conferences 
Parent teacher conferences are held twice a year to enable parents and teachers 
to fully discuss the development of each student. The conferences provide an 
opportunity for parents and teachers to strengthen the ties between the home 
and school.  

• School Website 
Basic information about our school and policies can be found on our website. 
Parents should check our website on a regular basis for constant access to all 
student data such as attendance records, lunch orders, progress reports, 
homework assignments, and behavior goals.  



• Take Home Folders 
Preschool and elementary students will have a designated take home folder. 
This folder allows parents to quickly determine if school papers should be left at 
home or returned to school.  

• Other 
Parents are welcome to contact the classroom teacher anytime they have a 
question about their child’s educational experience. Teachers will be glad to 
return phone calls or email after school or even schedule an informal conference 
to help keep parents informed of their child’s progress.  

GRADING SCALE (ACADEMICS) Preschool Scale  5

Preschool children do not receive report cards. They are evaluated on skills mastered 
during the school year.  

Kindergarten Scale  

E Excellent 
S Satisfactory 
N Needs Improvement U Unsatisfactory  

Elementary Scale  

A B C D F  

Core Academic Subjects  

90-100 
80-89 
70-79 
60-69 
59 and below  

Fine Arts, Conduct, Penmanship, and Physical Education  

E Excellent 
S Satisfactory 
N Needs Improvement U Unsatisfactory  

An “I” indicates an incomplete or missing assignment for the grading period. 
Incomplete work at the end of a grading period may result in a zero percentage grade 
for each missing assignment.  

GRADING SCALE (CONDUCT)  
Student conduct is graded at the end of each nine week period. Classroom conduct 
rubrics are used to disaggregate student demeanor into the following categories: 
academic, attention, behavior, and social. One overall grade is determined using the 
following scale:  



E Excellent 
S Satisfactory 
N Needs Improvement U Unacceptable  

HOMEWORK  
Homework is a fundamental part of a school program. Homework benefits the student 
in the following ways:  

• Allows the student time to practice new skills  

• Provides opportunities to enhance critical thinking methods  

• Develops time-management skills  

• Assimilates the student’s responsibility for his own learning  

The amount of homework varies by the student’s developmental skills or grade level. 
The homework agenda purchased through the school office provides a record of daily 
homework assignments for parents to review. Students are expected to complete all 
homework assignments within the designated time frame provided by the classroom 
teacher.  

PROMOTION/RETENTION  
The Institute strives to meet the academic and emotional needs of every student. While 
teachers may provide notifications of low achievement scores, parents are also 
encouraged to monitor their child’s learning through speaking with their teacher on a 
regular basis. Students who struggle in core academic areas such as reading, phonics, 
language, or math might be required to attend tutoring. If a student receives a failing 
grade for the final average in a core subject area, administration will schedule a 
conference with the parents to evaluate the promotion or retention of the student.  

REPORT CARDS/PROGRESS REPORTS  
Progress reports are emailed to parents at the approximate midpoint of each quarter to 
give parents and students an assessment of academic development. Report cards are 
issued at the end of each nine weeks grading period.  

STANDARDIZED TESTING  
All elementary students are assessed using various testing rubrics multiple times each 
year. Test scores are used for curricular decisions and programming. Results of the tests 
are provided to parents, and a copy of the results are placed in the student’s permanent 
school file.  

ABSENCES/TARDINESS  

ATTENDANCE  



In order for students to gain the most from their educational experience, it is best if 
they arrive at school on time and attend all classes regularly. Daily attendance is a vital 
part of student success.  

Students should not miss more than 12 days per semester. Excessive classroom 
tardiness and/or absences may prohibit promotion to the next grade level or future 
enrollment at The Institute.  

Agape’s policy on absences/tardiness is as follows:  

• Only the following absences are deemed excused:  

• Family Emergencies  

• Unavoidable Medical Appointments  

• Illness of student-parents should notify the school office by 9:00 a.m. on 
days  

when the student is absent due to sickness  

• Other- absences cleared with administration and the classroom teacher  

When returning to school, parent(s) should send a signed note/email with 
a brief explanation of the absence.  

• All other absences are considered unexcused.  

Tardiness  

• Students arriving after 8:15am will be considered tardy and must be 
signed-in through the front office by their parent.  

• Six days of tardiness within a quarter will require parental consultation 
with administration before the student is admitted to class  

Students are responsible for completing all missed assignments within an 
appropriate time frame provided by the classroom teacher. They should 
not expect delays in test schedules due to an absence prior to test day. 
Consideration to circumstances will be provided if a student misses 
several consecutive days.  

EARLY CHECK-OUT  
Parents/Guardians must sign-out students through the school office for a 
child to be eligible to leave the classroom/campus during the scheduled 
day. The office will notify the classroom teacher, and students will meet 
parents in the office for departure.  

WITHDRAWAL  
Parents choosing to withdraw a student from the school permanently 
should contact the school office and complete a withdrawal form for 
administration. All outstanding payments and fines must be paid. 



Textbooks and library books should be returned. Permanent records will 
be released after all school accounts are settled.  

DISCIPLINE AND CONDUCT STUDENT EXPECTATIONS  

Students at The Institute are expected to conduct themselves with self-control in a 
respectful manner. 

Students are expected to:  

• Show respect to adults and peers  

• Quickly obey their authority figures (teachers, school administration, school staff)  

• Submit to those in authority  

• Always be honest  

• Take responsibility for their own actions  

• Exhibit manners at all time  

• Use language and bodies in a manner appropriate for school 

DISCIPLINARY ACTIONS  
The discipline code has been put in place to guide students when an infraction 
has been made. Disciplinary actions will vary depending on the severity of the 
infraction and may include:  

• Verbal discussion  

• Time of reflection 

• Student report form issued  

• Parent contact  

• Parent conference  

STUDENT REPORT FORMS  
Student report forms will be issued if certain infractions have been made. These 
infractions include, but are not limited to:  

• Intentional disrespect to an authority figure  

• Intentional harm to a peer  

• Excessive talking during class  

• Roughhousing  

• Improper conduct 



• In the instance of a report being issued, the teacher (or authority figure) will 
contact the parent directly to let them know a report form is being brought 
home that day. The form must be signed and returned by the parent the 
following school day. Two report forms in one semester will result in a 
mandatory parent-teacher-principal conference.  

DRESS CODE  
BASIC UNIFORM 

Students’ clothing reflects their character and their personality. For this reason, we do 
not enforce a formal dress code but do ask that families consider the safety and comfort 
of their child when dressing for school. 

EMERGENCY PROCEDURES  

EMERGENCY DRILLS  
As part of a crisis management plan, students and faculty regularly practice earthquake, 
fire, intruder, and tornado drill procedures. All students are expected to follow the 
instruction and direction of their classroom teacher(s). Students are expected to take all 
drill procedures seriously and obey in a cooperative manner.  

INCLEMENT WEATHER/CLOSURE  
In the event of inclement weather or any other unforeseen event in which school must 
dismiss/close at an unscheduled time, parents will be notified through parent text alerts, 
emails, and the local KTHV television station.  

SCHOOL SECURITY  
The Institute building is locked at all times. Visitors are only allowed admission through 
the office entrance. Security cameras are located on the exterior of the building. 

FINANCIAL INFORMATION  
ACCIDENT INSURANCE  
The Institute does not provide insurance for students.  

FINANCIAL ASSISTANCE  
Please contact the Institute office for full details for applying for financial aid.  



FINANCIAL OBLIGATION  
Parents of students withdrawing/dismissed from The Institute are still financially 
responsible for all tuition payments and fines accrued per a financial contract regardless 
of the exit date.  

FINES/DEBTS  
Parents are financially responsible for all accrued fines that include but are not limited 
to: 

• Lunch fees 

• Aftercare fees 

• Tuition payments  

Records and report cards will not be released to the parents or to transferring 
schools until all financial obligations are satisfied.  

LOSS/DAMAGE TO SCHOOL PROPERTY  
Any cost to repair or replace school property that is lost or damaged by a 
student, regardless of intent, will be allocated to his account, and parents are 
financially responsible for all fines/debts.  

RETURNED CHECKS  
There will be a $30 charge for any returned check.  

TUITION PAYMENTS  
Registration packets from the school office provide an itemized tuition analysis. 
Parents should carefully review all registration fees, tuition fees, payment 
schedules, and payment due dates that relate to their family’s needs prior to 
signing the financial contract.  

Below are additional details for tuition payments:  

• All tuition payments may be made via check, cash, or credit card through 
the school office 

• Payment plans are for tuition only. All other fees (e.g. lunch fees or 
aftercare fees) are due when billed.  

• Students with outstanding accounts from the previous semester or school 
year may not be eligible for re-enrollment until all financial accounts are 
satisfied.  

Institute HOURS  



• Early Morning Drop-off begins at 7:30 a.m. Students arriving at school must stay 
with their parent/guardian until the building opens at 7:30 a.m.  

• The regular school day begins at 8:15 a.m. and lasts until 3:15 p.m. Monday 
through Friday.  

• Afternoon loading line is from 3:15 p.m. to 3.30 p.m.  

• Aftercare begins at 3:30 p.m. and lasts until 6:00 p.m. 

• AFTERCARE PROGRAM  
The Institute provides an after school program for students whose parents are 
unable to pick them up by the end of the regular school day. Aftercare begins at 
3:30 p.m. and lasts until 6:00 p.m. Any student not picked-up by 3:30 p.m. will 
automatically be sent to aftercare, and all charges will be billed to your account. 
All students must be picked-up by 6:00 p.m. to avoid an additional $1 per 
minute late fee. During aftercare, students are provided an afternoon snack, 
recess and study hall time. Please contact the office for a complete pricing 
schedule of daily, weekly, or monthly rates for our aftercare program.  

ARRIVAL/DISMISSAL PROCEDURES  
All preschool and elementary students will be dropped-off and picked-up at the 
educational building. If someone other than those designated by the Parent/
Guardian is picking-up a student, a written note should be submitted to the 
office at drop-off. 

Please note:  

The safety of our students and staff is priority; therefore, a 15 M.P.H. speed limit 
is required while on the The Institute campus. Please also note that cell phones 
are not permitted to be used in any Arkansas school zone. Please do not cut in 
or out of the drop-off or pick-up traffic line. This is extremely dangerous due to 
the foot traffic during this time. 

**BIRTHDAYS  
Parents are welcome to send snacks/refreshments to school in celebration of their 
child’s birthday. Please notify the classroom teacher in advance. Refreshments will be 
served during lunch time. Due to food allergies, no peanut products, or byproducts can 
be served.  

CELL PHONES/ELECTRONIC DEVICES  



The Institute recommends that no electronic devices are brought to school. Any 
electronics that are brought must remain in the student’s backpack and not be seen or 
heard during the entire school day. Violations will result in the electronic device being 
kept in the office until the parent is able to repossess it. The Institute is not responsible 
for any lost, broken, or stolen electronic device that a student brings in his backpack.  

CHANGES IN POLICY  
The Institute’s administration retains the right to make revisions to any policy for the 
benefit of the administration, faculty, or student body. Written notices will be provided 
to families if such changes should occur within a calendar school year.  

DISTRIBUTION OF OUTSIDE LITERATURE OR SALES  
Parents or students must obtain approval from administration before distributing any 
literature or products to be sold on school campus.  

DOCUMENT REQUESTS  
When requesting forms such as recommendation letters, transcripts, or other school 
records, please allow one week for the school office to complete the request(s). No 
documents will be processed or released if any delinquent tuition payments or other 
fines/debts are unsettled.  

FIELD TRIPS  
Throughout the school year, classes will take field trips to enhance the educational 
experience. These outings are privileges for students that might be earned by 
demonstrating appropriate academic and behavioral objectives in the classroom. A 
pattern of unfavorable behavior or academic achievement may prevent your child’s 
participation on field trip days. Parents will be notified in advance if the teacher and 
principal deem their child ineligible to attend.  

FIELD TRIP FORMS MUST BE SIGNED BY PARENT/GUARDIAN FOR THE CURRENT 
SCHOOL YEAR.  

**FOOD IN CLASSROOMS  
Due to severe food allergies of our students, no peanut products are permitted at 
school. Students may bring approved drink containers and fill with water to keep at 
their desks. Special snacks or refreshments are only allowed at the discretion of the 



classroom teacher. No gum or candy is allowed without the classroom teacher’s 
permission.  

LOST ITEMS  
Unclaimed items in the lost and found box that are not labeled with a student’s name 
may be donated.  

LUNCHES  
Students have thirty minutes per day for lunch. They may bring a sack lunch, order a hot 
lunch, or have lunch with their parent(s).  

• Sack Lunches 

• Hot Lunch/Milk Orders  

  

MESSAGES/TELEPHONE USE  
Should a parent need to speak to the student or teacher during a school day, he/she 
will need to leave the message with the school director. Class time will not be 
interrupted unless an emergency has occurred. Students’ use of the office telephone to 
contact their parent during the day is limited to emergencies as well.  

PETS  
No animals/pets are allowed on school campus during school hours unless permission is 
given by administration.  

PICTURES  
Group pictures will be taken in the fall of each year and individual pictures will be taken 
in the spring. Notifications of the date and cost will be provided in advance.  

PUBLIC DISPLAYS OF AFFECTION  
We believe it is important that children engage in a respectful manner while functioning 
as family toward each other as members in the larger family at The Institute. The pattern 
of early dating or demonstrating any public displays of affection are not acceptable at 
school or during school functions.  



SUMMER PROGRAM  
The Institute provides a summer program for both preschool and elementary students. 
This program is an option for parents who need child care during summer months or for 
parents who wish to help their child avoid the summer slide in academics. A summer 
program includes a daily Bible, math, reading, and language class. Students also attend 
weekly field trips and are involved in fun science experiments. Please contact the school 
office for pricing and availability of our summer program.  

**VISITORS  
Parents are welcome to help in their child’s classroom. All visitors should sign-in through 
the school office and wear a visitor’s badge at all times. This includes all volunteers as 
well as parents who are visiting a classroom, conferencing with a teacher, or having 
lunch with their child.  

HEALTH/MEDICAL POLICIES  

COMMUNICABLE/CONTAGIOUS DISEASES  
A student diagnosed with a contagious disease will not be allowed to return to school 
until the student has been fever free for 24 hours without the help of medication. The 
following illness will require a physician’s written consent to be readmitted to the 
classroom: chicken pox, fifths disease, impetigo, measles, mumps, pink eye, pinworms, 
pneumonia, ringworm, scabies, shingles, swine flu, whooping cough. If a child vomits 
he/she will be sent home immediately and must not return until at least 24 hours has 
passed.  

COVID -19   
To help prevent the spread of COVID-19, The Institute is following the guidelines set by the 
CDC, https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/guidance-for-
childcare.html and the Arkansas Department of Human Services, Early Childhood Division, 
https://humanservices.arkansas.gov/about-dhs/dccece. In addition, the use of masks by all 
teachers and a routine deep-cleaning of surfaces and toys will be preformed daily. 

HEAD LICE  
School screenings for head lice may be conducted if the need arises. Students found 
with head lice will be sent home and allowed to return after they are free of both lice 
and nits.  

IMMUNIZATION  
Students enrolling in the preschool or elementary program must provide immunization 
records prior to the beginning of school. All immunizations must correspond to the 

https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/guidance-for-childcare.html
https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/guidance-for-childcare.html
https://humanservices.arkansas.gov/about-dhs/dccece


current Department of Human Services guidelines for preschool and elementary age 
students. Please contact the school office for detailed information.  

MEDICAL EMERGENCY FORM  
All parents enrolling a student in the preschool or elementary program must complete 
the Medical Emergency Form. Parents are responsible for maintaining accurate contact 
information (e.g. name and phone number of doctor and emergency contacts).  

MEDICATIONS  
Parents/guardians must complete the medication form before any prescription or 
nonprescription medicine is administered at school. All medications must be given to 
the school office. Students should not have any medications or medical equipment in 
their sole possession at any time on school campus.  

PROCEDURE FOR CONTACTING PARENTS  
In the case of small, superficial cuts or mild discomfort due to slight illness, the school 
office will administer first aid. Documentation of the injury report form or phone calls 
will be provided to parents. In the case of major injuries or extreme discomfort due to 
illness, parents will be notified and asked to collect their child.  

**Due to COVID-19, at this time, The Institute is not allowing parents or visitors into the 
building. In addition, outside food may not be distributed to students. Students should 
provide their own meals and snacks. 


