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ABOUT CAPITOL SCHOOL OF AUSTIN 
Capitol School of Austin (CSA) began in 1990 as Austin’s first private, non-profit 
organization for young children with language and learning differences. With 
determination and a dream, founder and speech-language pathologist Amy 
Cunningham built the language-based program that began with only 3 students. 
Since its inception, CSA classes have filled an educational gap for hundreds of 
Austin-area children, pre-school through the 4th grade, with average to above 
average learning potential and diagnosed speech, language or learning difficulties. 

 
At present, there are students in 5 classes (3 years – 4th grade) at CSA. Students 
are assigned to classes based on their cognitive ability, social need, language level, 
and past academic performance. We have children with identified receptive/ 
expressive language disorders, apraxia, attention-deficit disorder, auditory 
processing disorder, pervasive  developmental  disorder  (PDD),  high- 
functioning autism spectrum disorders, and  dyslexia.  Capitol  School  is  
organized around early intervention models suggested by research on young 
children with delayed development. 

 
Additionally, CSA provides weekly group occupational therapy to preschool 
students and weekly speech pathologist-led library time to all our students. School 
age students also receive weekly Sportball, which is a ball skills-based curriculum. 

 
Teaching Staff at CSA is comprised of state-licensed speech language pathologists 
or special educators, most of whom  hold  master’s  degrees.  All  of  our  
teaching assistants  hold  bachelor’s  degrees.  A  registered  occupational 
therapist, music therapist, and licensed speech-language librarian round out the 
staff. 

 
Capitol School is overseen by a highly involved, all-volunteer Board of Directors 
with  diverse  professional  backgrounds.  Board  members   include   the   
school’s founder, previous CSA parents and other professionals. 

 
The administration team manages the day-to-day operations of the school 
programs. The team consists of the school director, school founder and an 
administrative manager. Together, the administration team is responsible for every 
aspect of the CSA program and the campus, including managing human 
resources, parent and community relations, and the facilities. The director 
oversees the Campus Leadership Team, and reports at all Board of Directors 
meetings. 
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CONTINUOUS IMPROVEMENT 
In an effort to continuously improve and better communicate school policy with 
parents, the following changes were made for the coming school year: 

▪ Updated school calendar/dates.
▪ Updated drop-off and pick up procedures - see separate insert
▪ Changes related to COVID precautions are highlighted in red. (late

pick up fees, use of playground before school, field trips, tuition
deposits, individually wrapped snacks/treats for events, etc.)

▪ New illness precautions - see separate  insert.

If there is any material that is not clear to you or if you have suggestions for 
improving this handbook, please contact Jeannette Young at 
Jyoung@capitolschool.com. 

VISION AND MISSION 
Input from the staff, administrators, parents, and community representatives 
provided the basis for a shared vision for student learning at Capitol School. The 
shared vision is stated in the vision statement and in terms of desired results for 
student learning and performance indicators. 

VISION STATEMENT 
Capitol School of Austin expects to continue to: 

▪ Provide a quality program for children with speech, language, and
learning differences without regard to social and economic boundaries;

▪ Hire exceptional, qualified staff;
▪ Improve and refine instructional design and delivery to ensure that all

students can reach their full potential;
▪ Support and serve as a resource for families with children who have

language-based learning differences.

Our vision drives the school’s direction and purpose as defined in our mission 
and beliefs. Annual surveys are used to review our success at accomplishing our 
vision, address gaps between the vision and service levels, or to refine the vision 
to reflect changes in the profile of our program. 
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MISSION 
The mission of Capitol School of Austin is to provide an enriched therapy- 
based, learning environment where children with speech, language, and learning 
differences can reach their full potential. 

 
BELIEFS 

We believe that: 
▪ Language is the foundation for learning; 
▪ Children with speech, language, and learning difficulties can have 

average to above average learning potential; 
▪ Early identification and intervention are fundamental to successfully 

helping children with language-based disorders; 
▪ Students with speech and language delays learn most effectively through 

multi-sensory instruction; 
▪ Small student-teacher ratios enable individual student needs to be met 

more effectively; and 
▪ Many children with learning difficulties go undiagnosed and experience 

self-esteem, social, and academic challenges. 
 

STUDENT PERFORMANCE 
CSA relies primarily on curriculum-based methods for monitoring progress. The 
centerpiece of our system is the Individual Treatment Plan (ITP), developed by 
CSA staff and administrators. Skills are sequenced according to instructional 
necessity (for school-aged students) and/or typical developmental expectations 
(generally for our pre-school students). Every student at CSA has an ITP that 
indicates the skills he or she has mastered and the skills that are still developing. 
Each student’s ITP is developed at the beginning of the school year and updated 
at two points during the school year. To complete and to update the ITP, CSA 
teachers conduct informal and formal assessments of individual students. Mastery 
is indicated by spontaneous generalized performance of the stated goal. Data 
regarding mastered skills are indicated on the student’s ITP and communicated to 
parents during the October and May parent conferences. A parent conference in 
February will be held to discuss mid-year academic assessment (for school-age 
students), personal development and future school placement. Skills that are still 
developing are carried over to the next reporting period. 

 
We also use standardized tests to evaluate student progress. Each student is given 
at least one standardized language test yearly. Tests are selected based on 
individual student abilities. We also request that parents disclose other relevant 
test results, such as achievement test data, neuropsychological findings, results 
from neurological exams, and other data that may assist us in planning for the 
child’s experience at CSA. CSA includes standardized test results as part of 
student’s ITPs when applicable. Finally, students in K- 4th grade (Levels 3-7) will 
be assessed using Measures of Academic Progress (MAP), a computer generated 
norm-based test that reveals how much growth has occurred between testing 
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events and, when combined with national norms, shows projected proficiency. 
Results will be shared with parents to discuss projected growth while a student is 
at Capitol School and to be used in future educational settings, unless otherwise 
asked to be exempt by a parent or strongly recommended against by a classroom 
teacher. 

 
PLAN FOR INSTRUCTIONAL REFORM 
CSA has developed our ITP curriculum over a period of 30 years and has adapted 
as new information/research becomes available. Our Plan for Instructional 
Reform aims to increase the quality of instruction using research-based 
methods and strategies: 
1. Curriculum and ITPs are reviewed and updated annually to reflect changes 

in research. 
2. Staff attend annual conferences and continuing education workshops in 

order to stay up-to-date on instructional strategies being used with 
students with speech, language and learning differences. 

3. As a fundamental part of lesson planning and instruction, teaching staff 
adapt published curriculum materials and lesson plans to use a multi- 
sensory approach to instruction. Qualitative assessment and observation 
are used regularly to make modifications to instructional strategies. 

4. Administrative staff observe weekly in classrooms and give both written 
and verbal feedback to teachers regarding strategies used. 

5. CSA’s annual staff evaluation system allows for improvement goals and a 
professional development plan to be established. 

 
BOARD OF DIRECTORS 
The Board of Directors establishes and reviews the policies and procedures 
implemented at Capitol School of Austin. In addition, the members approve 
the hiring of the Director and review all budget matters. 

 
If you have concerns, we would expect that you have first addressed them with 
your classroom teacher. The Director is an additional resource with whom you 
may address your concerns. If your concerns have not been fully addressed, 
members of the Board of Directors are available to answer questions or 
address any concerns a student’s family may have. Contact any member of the 
Board by mail at 2011 W. Koenig Lane, Austin TX 78756, or call the office at 
467-7006 and a Board Member will contact you. Visit www.capitolschool.com 
and click About Us for a list of current board members. 

 
DIRECTOR 
The Director reports directly to the CSA Board of Directors and is 
responsible for carrying out policies established by the Board, developing 
procedures, and maintaining school accreditation. Responsibilities also 
include supervising, directing, and providing in-service training of staff, 
parent counseling and communication, and participation in fund raising 
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efforts for the school. The Director will work closely with the CSA Booster 
Club. 

 
ADMINISTRATIVE MANAGER 
The Administrative Manager is the first point of contact for the school. 
Responsibilities include answering the phone, processing mail, collection of 
tuition and fees, sending home communications to parents and staff, coordinating 
parent volunteers and conducting intakes for prospective families. The 
Administrative Manager assists with all marketing and fund raising activities. 

 
CLASSROOM STAFF 
The classroom therapist (“teacher”) is your child’s “learning facilitator.” Certified 
bachelors and masters level speech language pathologists and special educators are 
utilized in classrooms as lead teachers. Responsibilities include making the learning 
experience exciting and rewarding for each child. Each teacher prepares and 
implements an individual treatment plan for each student. In addition, the classroom 
teacher is responsible for working with other professionals associated with your 
child (physicians, occupational therapists, psychologists, etc.). The teachers also 
participate in all fund raising efforts of Capitol School of Austin. 

 
TEACHING ASSISTANT STAFF 
The teaching assistant is responsible for carrying out teacher-directed activities 
during the school day and will participate in all fund raising efforts for the school. 
The teaching assistant reports directly to the teacher she or he assists. 

 
OCCUPATIONAL THERAPY STAFF 
The Occupational Therapy staff will provide group OT services or classroom 
consultation on a weekly basis for the preschool classes. They are available to 
consult as needed for the school age classes. The group OT service offered 
through Capitol School is not meant to take the place of your child’s individual 
OT services. 

 
PARENTS 
Parents are an integral part of the school program. Your child’s self-image, 
behavior, and motivation to succeed depend on everyone working together. You are 
encouraged to participate in all school activities, from writing in your child’s 
notebook to attending parent/teacher conferences and parent education meetings. 

 
Capitol School of Austin is a non-profit, tax-exempt 501(c)3 organization whose 
annual expenditures exceed income from tuition. Each family who enrolls a child in 
Capitol School is responsible for participating in all fund raising activities. 
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CURRICULUM 
Capitol School of Austin’s language program is designed to encourage learning through 
experience. The curriculum is based on developmental and academic skills. Speech and 
language, cognitive, pragmatic, and motor skills, as well as positive self-esteem are 
stressed on a daily basis. Each child’s strengths and weaknesses are evaluated, and an 
Individual Treatment Plan (ITP) is developed based on each child’s learning needs. 
The Texas Essential Knowledge & Skills guidelines are used when planning Upper 
Level classroom curriculum. 

 
An Individual Treatment Plan is a set of goals that a child is working to achieve during 
each semester. Advancement to the next level in CSA’s curriculum is determined by 
several factors, including a students’ completion of a level’s goals across three ITP 
segments (including at least two of the following areas: Receptive Language, Expressive 
Language, Pragmatic Language) at a rating of “3” (Occasional prompts), a student’s 
chronological age and their peer relationships. Parent conferences are scheduled each 
semester to discuss progress. Parents should plan to attend conferences on scheduled 
conference days. See school calendar for dates. 

 
PARENT/TEACHER PHONE CONFERENCES 
If you have questions, concerns, or ideas, please do not hesitate to contact your 
child’s teacher by calling the school office and requesting that the teacher 
contact you. The teacher will return your call within 24 hours. If you have an 
emergency, the teacher will contact you the same day. Please do not call the teacher at 
home or at the private practices at which some of our teachers work in the afternoons, 
unless your child’s teacher has given you the number and permission to do so. 
Also, please refrain from calling or texting your child’s teacher during school 
hours as all staff are instructed to keep their cell phones silenced during 
classroom instruction. 

 

DAILY/WEEKLY WRITTEN COMMUNICATION 
You can expect to hear from your child’s classroom teacher as outlined below: 

 
Pre-school: Daily Note or Talk Tag 
Kindergarten: Notes 1x/week 
School Age: As Needed 
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CLASSROOM OBSERVATION : 

DUE TO THE PRESENCE OF COVID, VISITORS WILL BE LIMITED TO ESSENTIAL VISITORS ONLY. All 
VISTORS MUST BE SCHEDULED IN ADVANCE AND A HEALTH CHECK WILL BE PERFORMED BEFORE 
BEING ADMITTED TO THE CAMPUS. 
Family members and outside professionals are encouraged to observe in the 
classroom. Visits during instructional time are permitted with the director’s and 
teacher’s prior approvals, and such visits shall be limited in frequency and 
duration so as not to interfere with the delivery of instruction nor disrupt the normal 
classroom environment. Parents and professionals can make an appointment through 
the school office a minimum of two days before coming for 
a visit. This courtesy allows the visit to benefit everyone. Please limit visits to 30 
minutes and leave younger children at home. Parents are asked to schedule a meeting 
with the teacher if you would like to discuss your visit. 

 
ADMISSION/DISMISSAL REVIEW COMMITTEE (ADRC) 
Capitol School of Austin’s Admission/Dismissal Review Committee (ADRC) meets 
to admit children to the program, to recommend dismissal from the program, to 
formulate a behavior plan if needed, and to recommend additional testing or 
therapies in order to best address the student’s needs. 
Recommendations for additional therapies or testing may be requested at any time 
during the student’s enrollment. All children enrolled in Levels IV-VII must have 
a complete educational evaluation unless otherwise recommended by the ADRC 
team. 

All children enrolled in the program of Capitol School of Austin are subject to 
review as the need arises. Any change in the ITP made by the committee will be 
discussed in a conference with the parents, teacher, and if, appropriate, the Director. 
Teachers may request the formation of an ADRC committee if a child is not 
progressing at a satisfactory rate, or if the child is unable to demonstrate behaviors 
appropriate for the classroom. 

 
INDIVIDUAL TREATMENT 
It may be necessary for your child to receive individual occupational therapy, physical 
therapy, behavioral therapy, play therapy or speech therapy sessions. The teacher will 
discuss these recommendations with you. Capitol School offers individual 
occupational, speech, and reading tutoring on site for an additional fee through the 
Children’s Clinic. Parents and Capitol School therapists can determine the best time 
of day for therapy sessions – before, during, or after the school day. 
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We are also happy to provide a list of other Austin-area specialists not affiliated with 
Capitol School. However, CSA Board policy does not permit outside therapists to 
provide treatment on campus unless the therapist has contracted with Capitol School to 
use CSA facilities through a fee-based Facility Use Agreement. Keep in mind that the 
cost for this fee is often passed on to the parent from their individual therapy provider. 
Treatment during instructional time may be permitted with the director’s and teacher’s prior 
approvals and a Facility Use Agreement in place before the requested visit. Classroom 
treatment visits shall be limited to a maximum of 60 minutes per day and up to 5 days per 
week so as not to interfere with the delivery of instruction nor disrupt the normal 
classroom environment. Only one outside therapist can be scheduled in a given 
classroom at a time. 

 
The ADRC may determine that a student may benefit from having an individual aide to 
assist him or her during the school day. These individual aides are hired by Capitol 
School and funded entirely by the student’s parents. There is a limit of one individual aide 
per classroom, although it is possible that this aide is shared between two students. 

 
 

TUITION DEPOSITS & INSURANCE 
Capitol School requires a contractual commitment from families for the entire school 
year and are obligated to pay the annual tuition and fees in full. No portion of 
tuition/fees paid or outstanding will be refunded or canceled in the event of absence, 
withdrawal or dismissal from the school. In view of this obligation, a Tuition Refund 
Plan is mandatory to protect your yearly financial obligation to CSA. Participation in 
the Tuition Refund Plan is required unless the full annual charges are paid at the time 
of registration, in which case the Plan is elective. 
A one month deposit is required upon registration in the program. This deposit 
represents your commitment to Capitol School for the upcoming school year and again, 
this tuition deposit is non-refundable. 

The one month deposit is applied to May of the coming school year. Once the deposit is 
paid, parents make monthly tuition payments. 

 
 

TUITION 
Tuition is due on the first day of each month. Invoices for tuition are not issued. 
Tuition will be processed by Automatic Draft on the first day of each month. If 
paying by check, please drop in the office or place check in an envelope marked 
“Office”. You are welcome to send the envelope in your child’s backpack and the 
teacher will bring it to the office. The office will provide a monthly receipt for days 
attended at the end of each month of service to be filed with your insurance company 
for reimbursement. Capitol School does not file insurance claims. 
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Late Tuition Payments: Tuition payments will be considered late if received after 
the 7th calendar day of the month. An initial late fee of $15 will be assessed to any 
account with a payment received after 3:30 p.m. on the 7th calendar day of the 
month. An additional late fee of $3 per day will be assessed until payment is received 
in the office. 

 
If the tuition payment is not received by the 15th day of the month, you will be 
notified that your child is unable to return to CSA until payment has been received 
in full (late fees are to be included). If payment is not received, you will forfeit your 
child’s spot to children on the waiting list and your account will be turned over for 
collection from an outside collection agency. 

 
RETURNED CHECKS 
The office will notify you in writing immediately upon receipt of any check returned 
for insufficient funds and an initial fee of $25.00 for the first returned check and 
$50.00 for the second returned check will be assessed. Payment for the amount of the 
returned check and the returned check fee will be due the following day. An 
additional fee of $5.00 per day will be applied for each day payment has not been 
received following notification. If more than two checks are returned due to 
insufficient funds, checks will no longer be accepted for payment. Thereafter, all 
payments will have to be made in cash or money order. 

 
THERAPY RECEIPTS 
Capitol School’s program is based on daily group speech language therapy (insurance 
code: CPT-92508) and therapy is integrated into each day. The office provides original, 
signed therapy receipts via email the first week of every month after service has been provided. 
This receipt is provided for families to submit a claim to their insurance company for coverage. 
Contact your insurance provider for specific filing instructions. There is a $3 charge to replace a 
misplaced receipt. If your account is not up to date, no receipt will be issued. Students who 
attend CSA but do not have a speech or language diagnosis, will not be issued a receipt for 
insurance reimbursement. 

 
ENDOWMENT FUND 
The Board of Directors has established a separate endowment fund to provide 
scholarship money to assist families who are not able to meet Capitol School of Austin’s 
tuition and fees. In addition to scholarships, the endowment fund will be used to 
maintain the OT program offered at Capitol School. Donations to this fund are tax 
deductible. 

 
Veselka Scholarship Fund: Another way to support our tuition assistance program is to 
make a donation to the Veselka Scholarship Fund. When CSA parent, Shelly Veselka, 
passed away in the spring of 2015, a fund was established in his memory by his wife 
Brenda. Shelly and Brenda’s daughter Victoria attended Capitol School for several years. 
Your donation ($50 suggested) will be added to the scholarship fund to help families with 
low incomes send their child to Capitol School. 
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DONATIONS 
Capitol School will gratefully accept any items from home for craft projects, 
children’s books, and play and language activities. Supplies are also gladly 
accepted. Please make sure all donated items are complete and in good condition. 
Donors will be provided a CSA contribution form which can be used as a 
donation receipt for tax purposes. 

 
FUNDRAISING 
Because Capitol School’s tuition and fees do not meet the expenses of the 
program, various fundraisers are conducted each year. It is expected that every 
family enrolled at the school will participate fully, as the fundraising events 
directly benefits students enrolled at Capitol School. 

 
 

For the 2020-21 school year, there are several events planned throughout the 
year, however, due to the presence of COVID, these events may be held 
virtually. The first is a Fall Family Festival which is scheduled for Saturday, 
October 24, 2020. Another event is our "End of Year" Giving Campaign and 
finally there is our annual fundraiser. We are currently working on a virtual 
event, "Gala in a Box", date to be determined. 

 
The best way you can help the school is to attend all CSA 
fundraising events and invite other family members and friends to 
join you. For additional information about any of the events, please feel 
free to contact the office. 

LIBRARY 
The Capitol School of Austin library is for use by students and staff ONLY. 
Once each week, all students will visit the library with their class. Books will be 
checked out during that time and may be taken home to enjoy or may be kept 
at school to read during free time. Books must be returned to the library on or 
before the next visit in order to check out another book. 

 
If a book is lost or damaged, parents will be fined $10.00 in order for the 
library staff to replace the book. 

 
MOTOR ROOM 
For safety purposes, the Motor Room and equipment are to be used by CSA 
staff only. Parents and children are asked not to use the Motor Room or 
equipment unless accompanied by a CSA staff member or approved by the 
Director. 
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PLAYGROUND 
DUE TO COVID, THE PLAYGROUND WILL NOT BE AVAILABLE FOR BEFORE SCHOOL USE AT THIS TIME. 

CSA families are welcome to use the playground before school begins at 8:15 
a.m. Please notify the office when you arrive. Children must be supervised by a
parent at all times. Please put away any toys or equipment, leaving the
playground as you found it.

NOTICE OF ASBESTOS CONTAINING MATERIALS 
Because of the age of CSA’s main building, you need to be informed that some ACM 
(Asbestos Containing Material) is still located within the building (please see attached letter at 
the end of this document). The materials identified as ACM are located in various areas of the 
building with the majority being in the old floor tiles. These materials must not be 
intentionally disturbed and are harmless if left undisturbed. Most of the areas have been 
encapsulated (covered by new tiles) or are covered by carpet and padding. All known areas 
with ACM are inspected periodically and additional measures will be taken if needed to 
protect the health of staff and building occupants. If you have any questions or notice 
accidental disturbance of these areas, please notify the office immediately. 

PARKING 
Staff members will have assigned parking spaces. When visiting the school, 
parents are asked to park in spaces 1 - 5 located along the North end of the 
property facing Koenig Lane or in spots 23 – 27 facing the main building. 
When picking up or dropping off your child, please do not park in the spaces 
used for car pool or in designated handicapped spaces unless you have the 
proper identification. 

MONDAY LETTER 
Every Monday throughout the entire school year, you will receive a letter from 
the office via email. A hardcopy, if requested, can be sent home with your child in 
the backpack. Please make a habit of reading this letter each Monday so you will 
be informed of any important events, happenings around the school, etc. Each 
Monday Letter will have a calendar of dates for your convenience. 

Please check your child’s backpack daily for other information from the office. 

EMAIL 
For your convenience, all Capitol School teachers and staff have a school email 
account. Please note that teaching staff do not access email during instruction 
time and are not required to access email after scheduled work hours; school 
policy is to reply to email within 24 hours. Because of this, important 
information should be shared with your teacher via a handwritten note sent in 
your child’s backpack or by calling the school office and leaving a message for the 
teacher. 
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ATTENDANCE 
A child’s success depends upon regular and consistent attendance at school. Children late 
to class or frequently absent will have difficulty adapting to Capitol School’s structure. If 
your child is going to be late or absent, please call the office and leave a message. Capitol 
School follows requirements established in the Texas Education Code with regards to 
absences and tardiness. Students will be considered tardy if they arrive 15 minutes late to 
class. Late arrivals can be disruptive and distracting to other students as well as teachers. 
Please be considerate of all students and arrive on time. State law requires that “a student between 
the ages of 6 and 18, as well as students enrolled in prekindergarten and kindergarten 
attend class 90% of scheduled school days to receive credit. Absences are tallied by day.” 
Capitol School will maintain accurate records of all student absences and tardies in our 
Levels 3 and above. 

 
Five (5) unexcused absences in one month are considered excessive and may jeopardize 
the student’s progress; a conference with the Director will be required. Parents will be 
notified in writing when their student has five or more absences in one month. This 
notice will become part of the student’s permanent file. If the situation is not corrected, 
then a corrective action plan will be implemented. Students will be counted absent if 
arriving after 10:30 a.m. for insurance purposes unless related to an outside medical 
therapy or medical appointment. 

 
Ten (10) tardies are equal to one absence. Parents will be notified in writing when their 
student has 8 or more tardies in one reporting period and a conference with the Director 
will be required. Students receiving over ten tardies will be considered unacceptable. If 
the situation is not resolved, then a corrective action plan will be implemented to help the 
family improve. Some privileges at Capitol School are associated with promptness as 
positive reinforcements. 

Corrective Plan for Excessive Absences/Truancy 
Under the Texas Education Code, a public school is required to file a complaint after 10 
unexcused absences within a 6-month period or 4 absences within a 4- week 
period, granted they have tried other preventative measures before filing. Capitol School 
will follow the public school’s responsibility for reporting truancy. After the first efforts 
are made through parent conferences and written notification, a corrective plan will be 
impleme1n.tedA: corrective plan, specifying the consequences of continued truancy, will 

be prepared by the Director and signed by both the parent/guardian and 
the student. The plan will become part of the student’s permanent file. 

2. The parent/guardian will be contacted by phone or text message each time 
the student is absent. If no response is received, CSA will call 911 to 
request that the police department investigate. 

3. A doctor’s note will be required for each absence when the student returns 
to class. Failure to provide the school office with a doctor’s note will result 
in written notification to the parent/guardian and student informing them 



of the next steps if the truancy continues. 
4. CSA may utilize home visits with the parent/guardian, and contact with

additional family members (such as grandparents) to aid in the resolution
of the truancy.

5. CSA will file a legal complaint with the appropriate court.
6. The family may be denied continued enrollment at Capitol School and/or

may be required to enroll their child in another school setting.

SCHOOL HOURS 
Children should be in their classroom no later than five minutes after drop-off 
time. Please note that Friday is early release (1:00 p.m.) for Kindergarten and 
Upper Level classes. DUE TO COVID, WE ARE CURRENTLY NOT OFFERING A LANGUAGE STIM 
CLASS. 

Early Birds 7:30 a.m. – 8:30 a.m. (Mon-Fri) 

Language Development Class (LDC) 

Language Stim Preschool 

Level 1 Preschool 

8:30 a.m. – 12:30 p.m. (Mon-Fri) 

8:30 a.m. – 12:30 p.m. (Mon-Fri) 

8:30 a.m. – 12:30 p.m. (Mon-Fri) 

Level 2 Preschool 8:30 a.m. – 12:30 p.m. (Mon-Fri) 

Extended Day Preschool Program 12:30 p.m. – 3:15 p.m. (Mon.-Fri) 
Levels 3 - 7 8:15 a.m. - 3:15 p.m. (Mon-Thurs) 

8:15 a.m. - 1:00 p.m. (Friday) 

Friday After School Program 1:00 p.m. – 5:30 p.m. (Friday) 
Offered through Joshua’s Stage  Fridays Only 

Joshua’s Stage Program 3:15 p.m. - 5:30 p.m. (Mon-Thursday) 

ARRIVAL/DISMISSAL PROCEDURES - PLEASE SEE NEW COVID 
PROCEDURES REGARDING DROP OFF/PICK UP AND LATE FEES 
To address the limited amount of parking spaces, CSA uses a drop-off and pick up 
system called “Carpool.” Each class has a designated carpool area and time slot. Carpool 
drop-off and pick-up times are staggered so that a limited number of parents are arriving 
at the same time. Please adhere to your class’s scheduled time to prevent a backup in the 
carpool area. A CSA staff member will meet you at your car to escort your child to and 
from the class each day in order for the carpool lane to operate safely and efficiently. 
Please remain in your car. Do not, for any reason, park and leave your car unattended in 
carpool lanes. As a courtesy to other parents, do not engage your child’s teacher in a 
conversation about your child’s day or performance in the carpool line. 
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You are encouraged to turn right out of the parking lots and proceed through the 
neighborhood to insure a smooth, safe flow of traffic.  In keeping with the state “no cell 
phone law” and our continued commitment to student safety, we are requesting that you 
refrain from using your cell phone during drop off and pickup times with the following 
exception: 

A true medical emergency call to 911 

Please note that you will be asked to stop your conversation by either the teacher or 
school administration. 

If you arrive after the allotted time, please bring your child to the school office in order 
to keep classroom disruption to a minimum. A staff member will escort your child to 
class. 

Class Drop Off Pick Up 

 

 

 
 

 

 
 



Capitol School of Austin 

Drop-off / Pick-up Schedule 2020-2021
CLASS DROP OFF PICK UP 
Early Bird – 
Pre-Registered 
students only 
No Drop Ins 

If arriving before 8:05 a.m., park in the circle drive and contact 
the front office.  A staff member will meet you at the front door 
for a health check and walk your child to the classroom.  If 
arriving after 8:05 a.m., join your child’s assigned pick-up 
line/place. 

Your child’s teacher will pick them up from the Early Bird 
room for the start of their school day. 

LDC 
Level 1 & 2 

8:25 a.m. – 8:40 a.m. – Back (South) Parking Lot 
8:25 a.m. – 8:40 a.m. – Back (South) Parking Lot 

M-F 12:25 p.m. – 12:35 p.m. Back (South) Parking Lot
M-F 12:25 p.m. – 12:35 p.m. Back (South) Parking Lot

Extended Day 
Preschool 
Program 

Student will be walked to the Extended Day classroom by their 
teacher. 

M-F 12:30 p.m. – 3:15 p.m. Back Parking Lot / Sport
Court.  Extended Day students will be playing on the
Sport Court from 3:00 p.m. – 3:15 p.m.  If you arrive
earlier than 3:00 p.m., contact the office and a staff
member will walk your child to your car.

Level 3 8:10 a.m. – 8:25 a.m. – Circle Driveway M-TH 3:10 p.m. -3:20 p.m. – Circle Driveway
Friday 1:00 p.m. – 1:10 p.m. - Circle Driveway

Level 4 & 5 8:10 a.m. – 8:25 a.m. – Carpool Line in Front (North) Parking 
Lot 

M-TH 3:10 p.m. -3:20 p.m. – Carpool Line, Front (N.) Pkng. Lot
Fri. 1:00 p.m. – 1:10 p.m. - Carpool Line, Front (N.) Pkng. Lot

Level 6 & 7 8:05 a.m. – 8:20 a.m. – Back (South) Parking Lot M-TH 3:15 p.m. – 3:25 p.m. – Back (South) Parking Lot
Friday 1:00 p.m. – 1:10 p.m. – Back (South) Parking Lot

Friday After 
School/ 
Joshua’s Stage 
Program (L3-7 
only) 

Student will be walked to the Joshua’s Stage or FASP classroom 
by their teacher. 

MON – THURS.     -  5:15 – 5:30 – Back (South) Parking Lot 
FRIDAY 1:00 p.m.  -  3:25 p.m. –Back (South) Parking Lot 

*LATE ARRIVALS – Late arrivals may come through the Circle Driveway beginning at 9:00 a.m. This will allow time for all health screenings to have been 
completed for all students arriving on time.  Office staff will be available to meet your child, complete their temperature check and walk them to class. Call the
office at 512-467-7006 if no one is at the Circle Driveway to meet you at 9:00 a.m.

*LATE PICK UP – Students will remain at their assigned pick-up location.  After 12:40 p.m. (preschool) and 3:25 p.m. (school age), a late fee of $1 per minute 
will be charged.  After the first 5 minutes, the late fee will increase to $10 per minute. 
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If you need to pick your child up early from school, please write a note indicating the 
time your child will be leaving. The last 15 minutes of the day is a time for the 
children to clean their rooms and gather their belongings. If your child needs to leave 
early, please pick him/her up in the office prior to this time period. 

Please Note: Children will not be allowed to leave with anyone other than those 
people listed on the Authorized Pick-up List unless a note is presented to the teacher. 
For your child’s safety, this note must include the person’s name; driver’s license 
number; make, model, and color of vehicle. In the event that someone other than the 
parent will pick up your child once the school day has begun, please call the school 
office and speak directly to a staff member. Otherwise, we will not release your child. 

LATE PICK UP - 
There is a ten minute pick-up time slot beginning at the specified times . If you arrive 
after the pick-up time slot, you must pick up your child at their designated pick up 
place. A charge of $1.00 per minute will be assessed for each minute after the scheduled 
pick-up time for the first 5 minutes. After that, fees will be assessed at $10 per minute. It 
is imperative you are on time for pick up. Late charges are to be paid at the time of pick 
up or the following day. You will be asked to sign a late pick-up slip. 

CLOSING OF SCHOOL 
In the event of inclement weather, Capitol School will follow the Austin Independent 
School District’s (AISD) decision on closing schools or starting on a delayed schedule. 
Listen for school closings or delayed start times on the television and radio. Please refer 
to the school calendar for bad weather make-up dates. If needed, a first bad weather day 
has already been built into the school calendar and will not be made up. A second bad 
weather day will be made up as scheduled. Any further bad weather days will be made up 
at the discretion of CSA’s Board of Directors. 

CLOTHING 
There is no school uniform. Please dress your child in weather-appropriate clothing. All 
children must wear socks, tennis shoes or rubber-soled shoes, and be comfortable enough 
to play inside and out. Because of the size of the pebbles on the playground, sandals are 
not recommended. At Capitol School, children learn by doing. Your child will probably 
get mud, dirt, markers, paint, sand, etc. on their clothing. Keep this in mind when 
selecting your child’s clothing. Always assume your child will be outside. In cooler 
weather, send a jacket, gloves, hat, etc. Please apply sunscreen before bringing your 
child to school during the warmer months. It is also suggested that girls wear some 
type of shorts under dresses. 
Please send an extra pair of clothing (labeled with your child’s name) to be kept at school 
in case of accidents. 
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LUNCHES 
Pizza lunches are available on Fridays only for purchase as a fundraiser for the 
Booster Club and through the Club’s Paypal account; otherwise you will need to 
send a lunch and a drink with your child each day. Because the staff does not 
have time or the facilities to prepare meals for students, it is requested that you 
send lunches which are prepared, mixed and ready to eat. Please do not send 
carbonated beverages or candy for dessert. 

DUE TO COVID, MICROWAVES ARE NOT PERMITTED TO BE USED AT THIS 
TIME. PLEASE SEND FOOD NEEDING TO BE KEPT WARM IN INSULATED 

CONTAINERS. If you send foods which need to be heated in the microwave, it 
is requested that you send items which can be heated in two minutes or 
less. Due to potential fire hazards, classrooms are not equipped with 
microwaves, however, one is available in the cafeteria for brief warming. 
Be sure to include spoons, forks, plates, or bowls if the student needs them 
for lunch. 

SNACKS - DUE TO COVID, ALL FOOD PROVIDED FOR SPECIAL EVENTS/CELEBRATIONS MUST BE 

SENT INDIVIDUALLY WRAPPED. 

Snack time for preschool classes is an ideal time to practice fine motor skills as 
well as to build language skills. School age classes also have a daily snack time 
in their schedule. 

All CSA students bring individual snacks due to significant dietary needs in 
most classrooms. Parents are encouraged to send healthy snacks (yogurt, fresh 
fruit, fresh vegetables, crackers cheese). Please send your child’s snack(s) in an 
individually labeled bag to help the snack process run smoothly and maximize 
language opportunities. You will be notified if there are specific food 
restrictions in your child’s class due to allergies. Please check with your child’s 
teacher before sending any cookies, candy, or cupcakes for special events. 

If your child is allergic to particular foods, please let the office 
know immediately. 

MEDICATION 
Capitol School of Austin does not have a registered nurse on staff. However, 
the school will be happy to work with parents and physicians in administering 
prescription medication to your child if it is necessary for your child to take 
medicine during school hours. We will abide by the parent’s written 
instructions for administering over-the-counter medications; forms must be 
on file in the office before your child can receive medication from the staff. 
All necessary forms are available in the office. All medication must be 
provided in the original container with the child’s name printed on the 
container.  
 Due to the specific population of children Capitol School is designed for, 

many children are on medication for attention problems. We will follow the 
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written instructions of the attending physician, and we may need to be in 
contact with the physician regarding the on-going details for the attention 
problem. Parents will need to sign a release form to allow the staff to contact the 
physician. 

VISION AND HEARING SCREENING 

Texas state law requires vision and hearing screenings for: 4 year olds 
and first time entrants into a Texas child care facility or school, and 
children in grade K, 1, 3, 5, 7 and 9. 

As part of Capitol School of Austin’s admissions and enrollment process, 
we ask for updated vision and hearing screenings for those entering the 
school for the first time, and thereafter in K, 1 and 3. We recognize a 
parent’s right to have this screening done in their child’s physician’s office 
and ask that parents provide the results to the school for their child’s 
permanent record. We contract with both The University of Texas 
Communication Disorders department and OCVT (The Optometry 
Center for Vision Therapy) to provide screenings at school for those 
opting to participate.  In the month leading up to the scheduled 
screenings, parents will be notified of the date of the screenings. We ask all 
parents to communicate their intentions of having the screenings done at 
school and if they opt out, to provide current year screenings by uploading 
them to their child’s School Forms. 

ILLNESS - REFER TO COVID RETURN TO LEARN PLAN 
Children must not be brought to school if they are ill. Parents, or an authorized 
person, will be notified immediately when a child has any signs or symptoms of 
illness. Prompt pick up is required. Parents will be contacted first. Authorized 
persons will be contacted only if the school is unable to reach the parents. A sick 
child should not be brought to school, or will be sent home, for the following 
symptoms: 

1. Fever: A Thermoscan (TM) temperature of 100.4 degrees or greater, or an arm
temperature of 99.4 degrees or greater. Your child may return to school 24 hours
after the temperature has returned to normal without the aid of a fever reducer (Tylenol).
Parents may be notified of a 99 to 100.3 degree fever when accompanied by behavior
changes or other symptoms or signs of illness.
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2. Vomiting: If vomiting begins at school, you will be contacted immediately.

3. Diarrhea: If your child has two or more loose bowel movements at school,
you will be asked to take your child home. Your child should remain at home
24 hours after diarrhea has stopped without the aid of anti-diarrhea
medication. If diarrhea occurs as a side effect of medication, written
confirmation must be presented from your physician.

4. Contagious Conditions: If a child has head lice, scabies, pink eye, impetigo,
or mouth sores, parents will be contacted to pick up their child. Children may
return to class 24 hours after treatment has begun, or as appropriate for the
condition. Notification of a contagious condition in your child’s classroom
will be sent home as determined appropriate by the Office.

5. Influenza (flu): All flu viruses are spread through coughing or sneezing by
someone who has influenza. As such, anyone with flu-like symptoms
should stay home from school and see a physician for diagnosis, treatment,
and instructions about when to return. The symptoms of flu include: fever,
chills, cough, sore throat, stuffy/runny nose, body aches, headache, and
fatigue. A significant number of people who have been infected with this virus
also have reported diarrhea and vomiting. Students must remain at home at
least 24 hours after they no longer have a fever or signs of a fever without the
use of fever-reducing medicine. In addition, we request that parents alert the school
office if a student is diagnosed with the flu so that we can monitor the number
of cases we experience.

6. Non-clear runny nose or signs of a fresh cold: Yellow or greenish
discharge is usually a sign of infection and children will be sent home unless a
physician has determined that the condition is not contagious. When the
runny nose is accompanied by significant behavior changes or fever, the
parents will be notified.

7. Strep Throat: Child may return 24 hours after antibiotic medication has been
administered and temperature has returned to normal.

8. Chicken Pox: Child should remain at home until 7 days after onset of rash or
all sores have dried and crusted.

9. Poison Ivy: Child should remain at home until after the rash has dried and
crusted. All clothing, backpacks, soft-sided lunch boxes, and nap mats, if
applicable, must be washed before returning to school; the Urushiol oil
in poison ivy can remain on these items and spread to surroundings and
other students through simple contact.
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Because allergies sometimes cause symptoms similar to an illness, it is requested 
that you present a written statement from your physician alerting the school of 
your child’s allergies. 

 
In the event that illness/symptoms are exhibited which prevent your child from 
participating comfortably in activities, or if the symptoms/illness require greater 
care than the staff can provide without compromising the health and safety of 
other children or interfering with the educational program, you will be contacted 
to pick up your child. 

 
If a child has any illness diagnosed by the doctor as a contagious disease, please 
notify the school immediately so other parents can be alerted to the fact that their 
child may have been exposed. 

 
IMMUNIZATION EXCLUSION 

 
Capitol School of Austin respects a parent or guardian’s right to make healthcare 
decisions for their children. However, if a student does not have an 
immunization record on file that includes the MMR vaccine, they will be 
excluded from care at Capitol School of Austin during a measles outbreak in the 
state of Texas. This policy is the same for all required vaccines in the event of an 
outbreak of an illness that is declared an emergency or epidemic by the Public 
Health Commissioner according to the State of Texas Education (Title 2 Chapter 
38) which states: 
“The child, who has not received the required immunizations for reasons 
of conscience, including religious beliefs, may be excluded from school in 
times of emergency or epidemic declared by the commissioner of public 
health.” 

 
 

FIELD TRIPS - ALL FIELD TRIPS ARE TEMPORARILY SUSPENDED DUE TO COVID PRECAUTIONS. 

Field trips, coordinated with the curriculum, are planned during the school year. 
Parents driving on field trips will need to provide a copy of a current insurance 
identification card and a copy of a valid driver’s license. This information must be 
on file in the school office before driving on a field trip. The coverage needed is 
listed below: 

 
Bodily Injury - $100,000/$300,000 
Property - $25,000 
Personal Injury - $5,000 

 
 

BOOSTER CLUB 
Goals of the Booster Club include supporting students and faculty with fund 
raising and providing volunteer assistance through coordinated efforts with CSA 
administration. As a member, you will have a vote in how Booster Club funds are 



Page 22 CSA Parent Handbook 2020-21  

allocated. The Booster Club also exists to promote support and community 
amongst CSA families. The group meets monthly (daytime & evening meetings 
times are offered) and all CSA families are encouraged to take advantage of this 
support system. The CSA Booster Club sells poinsettias as their fall fundraiser. 
You will receive information in your child’s backpack and in the Monday Letter. 

 
Membership to the Booster Club is open to all parents and guardians of students 
enrolled at Capitol School of Austin. Annual membership is $25.00 per family. 
Memberships can be purchased at any time during the year. See the Monday 
letters for scheduled meeting dates. Minutes from the meetings will be sent to all 
members via email. 

 
NEWSLETTER 
Capitol School of Austin publishes a newsletter two times each year. The mailing list 
is continually updated. Please advise the office of any friends, family members, or 
professionals you would like to receive a copy of the newsletter. Volunteers are 
needed if you would like to assist with the newsletter. 

 
BIRTHDAY CELEBRATIONS -DUE TO COVID, ANY BIRTHDAY SNACKS MUST BE 
INDIVIDUALLY WRAPPED IF SHARED WITH THE CLASS. 
A birthday is an exciting time for children. If you wish to send a birthday snack for 
your child’s class, please check with your child’s teacher for suggestions. A good 
alternative to birthday favors is for the birthday child to present the school library 
with a favorite book. The teacher will provide time for the child to open the package 
and “surprise” the class with the book. A commemorative bookplate with the child’s 
name and birth date will be placed in the book. Please do not send birthday party 
invitations for distribution at school unless all children in the class are invited. 

 
The Geoffrey Bennett Book Collection: Another way to commemorate your son 
or daughter’s birthday is to make a donation to the Geoffrey Bennett Book 
Collection. When CSA parent, Geoffrey Bennett, passed away unexpectedly in the 
spring of 2008, a fund was established in his memory. Geoffrey and his young 
preschool-aged daughter, Ruth Bennett, had a mutual love for books and spent 
many hours at Book People; thus a collection of books by his favorite authors has 
been added to Capitol School's library. You are invited to stop by the library with 
your child to view the collection and choose one of the books to remain in the 
library as a permanent celebration of your own child’s birthday. A commemorative 
bookplate will then be placed in the book and your child will have the opportunity to 
be the first one to check out the book from the library. Your donation ($15 
suggested) will be added to the memorial fund to buy additional book titles, make 
upgrades to the library or use for special area curriculum needs. 

 
PETS ON CAMPUS 
For the health and safety of all children, pets may not be brought onto 
CSA property unless pre-approved for show and tell purposes and 

  accompanied by a parent.  
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HOLIDAY POLICY 
Capitol School does not focus on religious holidays as part of its curriculum. 
Children will be allowed and encouraged to share their various traditions/cultures 
with the class throughout the year; however, there will be no teacher directed 
activities regarding religious holidays. Emphasis will be placed instead on 
common moral values (giving, kindness, friendship, etc.). 

 
PHOTOGRAPHS/VIDEOTAPES 
Photographs and videos taken during class for testing or instructional 
purposes will not be released to the public. In the event that photographs or 
videotapes are to be used for purposes other than directly related to education 
(i.e. presentation during the fundraising event, website, etc.), a separate release 
requiring a parent signature will be sent home. 

 
NOTICE OF CONFIDENTIALITY OF RECORDS 
Rights to Inspect: A parent may, upon request, inspect the records of their 
child. Capitol School of Austin assumes either parent of the child has the right 
to inspect their child’s records unless legal evidence to the contrary is supplied 
to the school office. 

 
A parent has the right to request an amendment of the student’s records if 
the parent believes that the record is inaccurate, misleading, or in violation 
of the student’s rights. 

 
Such a request shall be made in writing to the Director. If the school refuses to 
amend the records, the parent will be informed in writing. In the case of such a 
refusal, the parent has a right to request a hearing on this matter before the 
CSA Board of Directors. 

 
After the hearing, the school will either amend the record or inform the parent 
in writing of its refusal. Such written notice shall also inform the parent of 
his/her right to place in the records a written statement commenting on the 
records. This written comment shall be disclosed to other persons whenever 
the records themselves are disclosed. 

 
Generally speaking, the school will not disclose therapy/education records to 
persons other than the parent. Auditors of the Comptroller General of the 
United States, the Department of Education, the Southern Association of 
Colleges and Private Schools, and the Texas Education Agency will be allowed 
to review records. 
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The school will disclose records when required to do so by a court order 
or subpoena. The school will document in such cases that the parent or 
eligible student was notified of such action or that such effort to notify 
was made. 

 
In case of a true medical or safety emergency, records will be disclosed to protect 
the health or safety of the student or others. 

 
Officials Who Have Access to Records: The following persons are considered 
to have legitimate educational interest in special students: teachers of the student, 
CSA Administration, members of the Admission Dismissal Review Committee, 
and the student’s attorney. 

 
REQUEST FOR RECORDS 
When there is a request for records from CSA, the school will provide copies of the 
records to the parent to forward to the requesting party. In the event that the school 
is asked to provide information regarding a child, the original will be given directly to 
the parent to forward to the requesting agency, and the school will send the agency a 
letter indicating that the requesting information has been given directly to the 
parents. 

 
Records will be forwarded to requesting institutions and to parents only when a 
parent’s financial account is current. 
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Student Code of Conduct Overview 

Purpose of a Student Code of Conduct 
All Capitol School of Austin students are entitled to basic rights of citizenship 
recognized and protected by law for persons of their age and maturity. Students are 
expected to demonstrate respect for the rights, privileges, and property of others. 

 
Students who violate the rights of others and/or who violate classroom or campus rules 
will be subject to appropriate disciplinary measures. These actions are designed to 
correct misconduct and to promote adherence by all students to their responsibilities as 
citizens in the school community. The Student Code of Conduct establishes standards 
of student conduct and identifies circumstances under which a student may/will be 
removed from a classroom or campus. The Student Code of Conduct provides 
information to parents and students regarding expectations for behavior, consequences 
of misconduct, and procedures for administering discipline. It is not a contract and can 
be amended by the Capitol School of Austin Administration at any time. The Student 
Code of Conduct will be available in the Director’s office. 

 
Teachers may impose campus or classroom rules in addition to those found in the 
Student Code of Conduct. These rules may be posted in the classrooms or given to the 
parents. Parents will not necessarily be informed of classroom infractions. Violations of 
the Student Code of Conduct will be documented by teachers and other professional 
employees. 

 
Expectations for Student Behavior 
Schools are places of learning. For individual students and schools as a whole to 
succeed, courtesy, respect, and diligence are essential and are required. In general, each 
student is expected to: 

1. demonstrate courtesy and respect for others. 
2. behave in a responsible manner. 
3. be honest. 
4. attend all classes, regularly and on time. 
5. be prepared for class; take appropriate materials and assignments to class. 
6. be appropriately dressed and groomed. 
7. obey all campus and classroom rules. 
8. demonstrate respect for the rights, privileges, and property of others. 
9. cooperate with school staff in maintaining safety, order and discipline. 
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The Disciplinary Authority of Capitol School of Austin 
The Disciplinary authority applies: 

ï during the regular school day 
ï while the student is participating in any activity during the school day on school 

grounds 
ï while the student is in attendance at any school-related activity, regardless of time 

or location 
 

Disciplinary Consequences 
When administering discipline, school personnel will treat students fairly and equitably. 
Discipline will be based on a careful assessment of the circumstances of each case, 
reviewing factors such as: 

1. seriousness of the offense 
2. student’s age 
3. frequency of the misconduct 
4. student’s attitude 
5. potential effect of the misconduct on the school environment 

 
Parents who have questions and/or concerns regarding disciplinary techniques or 
applications should address their concerns to the teacher or administrator, as 
appropriate. 

 
The following examples of discipline management techniques represent a range of 
consequences that may be used, alone, or in combination for misbehavior that violates 
the Student Code of Conduct. 

ï Oral Correction 
ï Cooling-off time or “time-out” 
ï Seating changes within the classroom 
ï Counseling by the teachers or administrative personnel 
ï Parent-teacher conferences, telephone calls, emails, and/or letters 
ï Behavioral contracts 
ï Sending the student to the office or other assigned area 
ï Excluding student from school for the remainder of the day 
ï Expulsion from school 
ï Emergency removal 
ï Referral to outside agency and/or legal authority 
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Student Code of Conduct Violations That Will Result In an 
In-School Consequence or an At-Home Suspension 

 
The following Student Code of Conduct violations will result in an in-school 
consequence or an at-home suspension if the student commits any of the following 
offenses on school property. 

 
1. Engaging in conduct that can cause injury or damage to person(s) or 

property. 
2. Engaging in conduct that contains the elements of intimidation or “bullying” 

behavior. 
3. Leaving class, school grounds or school-sponsored events without permission 
4. Using profanity, lewd or vulgar language, obscene gestures, or possessing 

materials that are pornographic or obscene. 
5. Scuffling or fighting. 
6. Stealing or possession of stolen property. 
7. Engaging in ethnic, racial, or religious slurs or other derogatory or offensive 

remarks addressed to others. 
8. Engaging in any misbehavior that gives school officials reasonable cause to 

believe that such conduct will substantially disrupt the school program. 
9. Possessing or using matches or a lighter. 
10. Possessing or using a pocket knife. 
11. Possessing, using, or exhibiting school supplies or any other item in a manner 

that threatens to inflict or actually inflicts bodily harm to another person. 
12. Violating safety rules. 
13. Disrupting the school environment or educational process. 

 
Emergency Expulsion 
A campus administrator may order immediate expulsion of a student if the administrator 
reasonably believes that the action is necessary to protect people or property from 
imminent harm. 

 
Personal Development Progress Report 
The Personal Development Progress Report is one more tool to help us communicate 
and monitor your child’s overall needs. The Personal Development Progress Report is 
provided to parents along with ITPs each reporting period (three times per year) on an 
as needed basis. The primary goal of this report is consistency in how we communicate 
concerns about a child’s behavior to parents, as well as, how and when staff members 
implement specific interventions. A third component of the process is to determine at 
what level certain behaviors become too difficult to accommodate in our group setting. 
A copy of this report follows. 

 
Capitol School curriculum goals already address many behavioral issues, and this report 
serves to provide an overall picture of your child’s behavior on a 1 to 4 scale, with 4 
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being a child who exhibits age-appropriate behavior and a score of 1 indicating a child 
who exhibits continued or increased difficulty in negative behaviors despite individual 
instruction. 

 
Good teaching practices used across all CSA classrooms, such as verbal prompting and 
redirection, make-up the universal support indicated at the left-hand side of the diagram 
at the top of the report. The far right side of the diagram indicates behaviors in need of 
ongoing 1:1 instruction. We would like to see the majority of our students receiving 
scores of 3 and 4, however we anticipate some students receiving a score of 2, 
particularly those students who are newly enrolled in our program. 

 
If your child receives a score of 2 on their Personal Development Progress Report, you 
can be assured that many interventions have already been tried in the classroom. Further 
steps that may occur at this time include: an Admission, Dismissal, Review Committee 
(ADRC) being formed and classroom observations begun by team members with 
recommendations to follow; a request for outside intervention such as a behavior 
specialist; a consult with an occupational therapist; and/or a parent teacher conference 
scheduled. If your child receives a score of 1 on their report, the student will most likely 
be asked to leave Capitol School. 

 
We are fortunate to have many resources available to us, including consulting behavioral 
specialists (available at parent expense), as well as our team of gifted teachers. We also 
consider you, as the parent, a vital member of the team. 
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Information Technology Resources at Capitol School of Austin 
Acceptable Use Policy 

 
The school’s information technology resources, including internet access and email, are 
provided for educational purposes. Adherence to the following policies is necessary for 
continued access to the school’s technological resources. 
Students must: 

1. Respect and protect the privacy of others. 
▪ Use only assigned accounts. 
▪ Not view, use, or copy passwords, data, or networks to which they are not 

authorized. 
▪ Not distribute private information about others or themselves. 

2. Respect and protect the integrity, availability, and security of all electronic 
resources. 

▪ Observe all network security practices. 
▪ Report security risks or violations to a teacher or administrator. 
▪ Not destroy or damage data, networks, or other resources that do not 

belong to them, without clear permission of the owner. 
▪ Conserve, protect, and share these resources with other students and 

Internet users. 
3. Respect and protect the intellectual property of others. 

▪ Not infringe copyrights (no making illegal copies of images, music, games, 
or movies). 

▪ Not plagiarize. 
4. Respect and practice the principles of community. 

▪ Communicate only in ways that are kind and respectful. 
▪ Report threatening or discomforting materials to a teacher. 
▪ Not intentionally access, transmit, copy, or create material that violates the 

school’s code of conduct (such as messages that are pornographic, 
threatening, rude, discriminatory, or meant to harass). 

▪ Not intentionally access, transmit, copy, or create material that is illegal 
(such as obscenity, stolen materials, or illegal copies of copyrighted 
works). 

▪ Not use the resources to further other acts that are criminal or violate the 
school’s code of conduct. 

▪ Not send spam, chain letters, or other mass unsolicited mailings. 
▪ Not buy, sell, advertise, or otherwise conduct business, unless approved as 

a school project. 
Students may not: 

1. Design and post web pages and other material from school resources. 
2. Use direct communications such as IRC, online chat, or instant messaging, 

Facebook, Instagram, Twitter, or similar services. 
3. Connect to Capitol School networks from their own personal device(s) including, 

but not limited to: phones, tablets, music players, computers, or smart watches. 
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4. Install or download software. 
5. Use the resources for non-educational purposes. 

 
Consequences for Violation. Violations of these rules may result in disciplinary action, 
including the loss of a student’s privileges to use the school’s information technology 
resources. 

 
Supervision and Monitoring. School administrators and teaching staff monitor the use 
of information technology resources to help ensure that uses are secure and in 
conformity with this policy. Administrators reserve the right to examine, use, and 
disclose any data found on the school’s information networks in order to further the 
health, safety, discipline, or security of any student or other person, or to protect 
property. They may also use this information in disciplinary actions, and will furnish 
evidence of crime to law enforcement. 

 
Note to Parents: Please discuss these rules with your student to ensure he or she 
understands them. These rules also provide a good framework for your student’s use of 
computers at home, at libraries, or anywhere. For more information, see 
www.cybercrime.gov. 
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TEXAS LANGUAGE LEARNING ALTERNATIVES, INC. 
2020-2021 PERSONAL DEVELOPMENT PROGRESS REPORT

 NAME:___________________________ DOB:______ Reviewer: ______

Date: _________
Universal Support Group Support Individual Support 
4 3  2 1 

Turnbull, et al., (2002) 

KEY 

4 = Child exhibits age-appropriate behavior/attention 
▪ Behaviors are decreased with minimal redirection/intervention

3 = Child exhibits occasional difficulty in behavior, attention, work skills, etc.
▪ Improvement is noted with intervention
▪ Negative behaviors are decreasing with intervention
▪ Attention and/or work skills are improving with intervention

2 = Child exhibits more frequent or intense difficulty in one or more of the following: attention, work skills, 
independence, social skills, aggression, non-compliance, disruptive behaviors 
▪ Child requires 1:1 teacher attention
▪ Behaviors are not improving with intervention

1 = Child exhibits continued or increased difficulty in negative behaviors despite individual instruction 
▪ Child’s behavior significantly affects a teacher’s ability to teach others in the classroom
▪ Child’s behavior endangers self or others

COMMENTS 
1st REPORTING PERIOD 

2nd REPORTING PERIOD 

3rd REPORTING PERIOD 

Number of Students Served 

Intensity of Services 



 

 
Capitol School of Austin 

2011 W Koenig Ln, Austin, TX 78756 
 
 

August 9, 2020 
 

To: Parents and Faculty 
 

RE: Asbestos Management Plan 2020 
 

This is a notice to verify that Capitol School of Austin 2011 W Koenig Ln, 
Austin, TX 78756 is in compliance with the Asbestos Hazard Emergency Response 
Act (AHERA) and the Federal Asbestos containing Materials in Schools regulation. An 
Asbestos Plan is available in the Administration Office for your review, if needed. 

 
This notice certifies as the school's annual written notification to parents, teachers and 
employee organizations of the availability of the management plan(s)/exclusion 
statements. §763.93(g)(4) 

 
 

The Texas Asbestos Health Protection Act (TAHPA) and the Texas Asbestos Health 
Protection Rules (TAHPR), codified in 25 TAC §295.31 et. seq. The federal Asbestos- 
Containing Materials in Schools regulation, promulgated under AHERA, is adopted by 
reference under §295.31 of the TAPHR. The Asbestos-Containing Materials in 
Schools regulation is codified in 40 CFR Part 763, Subpart E. Copies of these laws 
and regulation may be obtained through any office of the department. 

 
 
 
 

Amy Cunningham 
Capitol School of Austin 
2011 W Koenig Ln 
Austin, TX 78756 

 
 
 
 
 
 
 

2011 W. Koenig Lane, Austin, Texas 78756 Ph: (512) 467-7006 FAX: (512) 467-7025 capitolschool.com 

 
 



 

Capitol School of Austin 
Learning Environment Plan for Kids with Special Learning Needs 

General 

• Capitol School of Austin has designated their administrative staff (Executive Director, 
Director and Office Manager) as the group that is responsible for responding to COVID- 
19 concerns. Information on how to contact this team will be clearly communicated to all 
staff and families who attend this program or who will provide therapy on this campus. 

 

• Although TEA and CDC do not currently require universal in-school screening,  
Capitol School staff will: 

 

o  Conduct a temperature check when child arrives at school each day.    

o Ask parents and caregivers to confirm that the child does not have a fever, 
shortness of breath or new cough.  Parents/caregivers will be encouraged to 
monitor their children for signs of infectious, illness every day.   

o Make visual inspection of the child for signs of illness which could include flushed 
cheeks, rapid breathing or difficulty breathing (without recent physical activity), 
fatigue or extreme fussiness 

 
COVID-19 Symptoms for Screening (list does not include all possible symptoms) 
o Cough 
o Shortness of breath or difficulty breathing 
o Fever (greater than 100 degrees F) or chills 
o Fatigue 
o Muscle or body aches  
o Headache 
o Sore throat 
o Loss of taste or smell 
o Diarrhea 
o Nausea or vomiting 
o Congestion or runny nose 

 
• A forehead temperature check of all staff, children and others entering the campus will 

be conducted daily. 
• Whenever possible and developmentally appropriate, there will be no group or pairs 

work requiring children to regularly interact within 6-feet, recognizing this is not possible 
for early childhood students and some kids with special needs. 

• Capitol School of Austin will engage children in supervised handwashing for at least 20 
seconds at least two times each day. Staff and children will wash hands after using the 
restroom and before eating.  Staff will also encourage handwashing after “blowing your 
nose”, coughing or sneezing.  
 



• Children attending the program on-campus, will be provided instruction on appropriate 
hygiene practices and other mitigation practices.   

 
• Consistent with TEA guidance and the actions taken by many organizations across 

the state, staff and children for whom it is developmentally appropriate will be 
encouraged to wear personal protective equipment (such as face coverings) when it 
doesn’t interfere with providing or receiving of services. 

 
o Individuals (children and staff) will provide their own personal protective 

equipment (e.g., face coverings) although there will be PPE available on-site as 
needed. 
o Face coverings will be required by all staff in hallways, between classes and at 

the beginning and end of the school day when picking up/taking children from/to 
cars.  

o It is most likely not developmentally appropriate for the young children at Capitol 
School to wear face coverings, due to age and special needs. 

o Information will be provided to staff and children on proper use, removal and 
washing of cloth face coverings if utilized. 

 
• Whenever possible, children, teachers, and staff will maintain consistent groupings to 

minimize virus spread in the school. Groups will not intermix and will be assigned 
designated rooms, restrooms and playground space. 

• Visitors and volunteers will not be permitted unless necessary and authorized. A health screening 
will be administered to any visitor or volunteer admitted to campus.  All visitors and volunteers will 
be required to wear a face covering. 

• Parents picking up their child early will need to call ahead. Upon arrival, the parent 
should notify the office through the entry buzz-in system at the main door. The child will 
be brought out to the parent. 

 

Arrival 
 

• Parents will be restricted from walking children inside the school building. 
• Arrival times will be staggered and separate entrances to be utilized for different groups. 
• Hand sanitizer or hand washing stations to be placed at entry/exit points. All children will 

engage in supervised handwashing for at least 20 seconds upon arrival and at least 2 
times each day.  

• Upon arrival, all children will be directed to their assigned room. 
• Staff reporting times may need to be adjusted to assist arriving children. 
• Ideally, the same parent or designated person should pick up and drop off the child every day.  If 

possible, older people such as grandparents or those with serious underlying medical conditions 
should not drop off or pick up children, because they are more at risk for severe illness form 
COVID-19. 

 
 
 
 
 
 
 



Rooms 
 

• Children will remain in their classroom as a group and staff will rotate to the group for 
instructional purposes if needed. 

• Children will not be brought together with those in other groups for shared instruction or 
mixed with other groups for activities. 

• Consistent with TEA guidance, desks (or seats at a table if used) will be placed a 
minimum of six feet apart. As much as possible, children will face the same direction 
rather than facing each other. 

• The number of children in each group may range from 2 to 12 depending on 
recommendations of government authorities. For planning purposes, classrooms will be 
programmed for an average of approximately 6-7 students in each standard classroom. 

• Each classroom will be outfitted with the following: 
o Informational graphics will be posted in highly visible locations.  

o Refillable individual hand sanitizer that contains at least 60% alcohol 
o Access to CDC/EPA approved disinfectant wipes/solution 

 
• Classroom “centers” will be removed to allow for social distancing and adequate working 

services to be provided. 
• Eliminate communal supplies. Each child will be required to provide his or her own 

individual supplies. 
• Staff will reduce individual manipulatives to the extent possible, increasing the utilization 

of technology.   
• It is important to comfort crying, sad and/or anxious children and they often need to be 

held.  Staff and children should have multiple changes of clothes on hand in the event 
that their clothes become contaminated with secretions from the child. 
o Staff can protect themselves by wearing an over-large button down, long sleeved 

shirt and wearing long hair up off the collar.   
o Staff should wash their hands, neck and anywhere touched by a child’s secretions.  
o Staff should have the child change clothes if secretions are on the child’s clothes.   
o Staff should change their shirt if there are secretions on it, and wash their hands 

again.   
o Contaminated clothes should be placed in a plastic bag until washed.  

 
 

Clean and Disinfect 
 

• Staff will routinely clean, sanitize and disinfect objects and surfaces that are 
frequently touched, especially toys and games. This will include cleaning objects 
and surfaces not ordinarily cleaned such as door knobs, light switches, sink 
handles, drinking fountains, countertops, nap pads, desks, tables, chairs, cubbies 
and playground structures.  

• Use of shared objects (toys, games, art supplies) will be limited when possible, or 
cleaned between use.    

• All cleaning materials will be kept secure and out of reach of children. 
• A schedule will be developed for increased, routine staff cleaning and disinfection (see table 

below).  
 
 
 



 
AREAS BEFORE EACH USE AFTER EACH USE DAILY (END OF 

DAY) 
WEEKLY 

PLASTIC 
MOUTHED 

TOYS 

 CLEAN CLEAN,DISINFECT  

DOOR/CABINET 
HANDLES   CLEAN,DISINFECT  

PLAY ACTIVITY 
CENTERS    CLEAN 

DRINKING 
FOUNTAINS   CLEAN, DISINFECT  

COUNTERTOPS  CLEAN CLEAN,DISINFECT  
TABLES CLEAN,DISINFECT CLEAN,DISINFECT   
COMPUTER 
KEYBOARDS  CLEAN,DISINFECT   
PHONE 
RECEIVERS   CLEAN  
TOILETS/SINKS   CLEAN,DISINFECT  
MACHINE 
WASHABLE 
TOYS 

   CLEAN 

CLASSROOM 
FLOORS  CLEAN 

(SWEEP/DAMP 
MOP) 

  

RESTROOM 
FLOORS  CLEAN/DISINFECT 

(DAMP MOP)   
UTENSILS & 
DISHES  CLEAN,DISINFECT   

 
Specials (art, music, PE): 

 
o Art projects will be designed to be taught in the child’s classroom or outside. 
o Physical education Lessons will be limited to activities not involving physical contact with 

other kids or equipment until advised otherwise by state/local public health officials.  
Activities will be conducted outdoors as much as possible. 

o Music activities will be designed to be taught in the child’s classroom. Children will remain 6 feet 
apart while singing or playing an instrument.  Class will be held outdoors if weather permits. 

 
 
Restrooms 

 

• Each group will be assigned a designated restroom. 
• Occupants will be limited for the use of toilets and sinks. 
• Implement a system to identify the number of occupants using each restroom to mitigate 

exceeding maximum occupancy. 
• For example, each child will have a name card. Child will place their card on an available 

hook outside the restroom prior to entering. If a child approaches the restroom and no 
hooks are available, they would wait outside at a designated spot. 

 
 
 
 



Transitions 
 

• Children will travel corridors as far to the right as possible. “Stay Right, Stay Safe.” Physical 
guides will be provided such as tape on floors or sidewalks and signs on walls, to promote social 
distancing. 

• DO NOT institute any corridor usage policies or circulation paths that would disrupt 
emergency egress routes or prevent students from seeking the nearest exit, or confuse 
students in the event of an emergency. 

Lunch  
• Use of space for lunch will be scheduled such that groups do not overlap.   

• Children will bring their own meals or individually plated meals will be served in the 
classroom. 

• Seats at tables in lunchroom will be marked to allow for social distancing.   
• All food service items such as plates and utensils will be disposable.   
• Pre-packaged boxes or bags will be offered at any event instead of buffet or 

family-style meals. 
• Microwaves will not be permitted in the cafeteria or classrooms. 
• Lunch visitors will not be permitted. 
• Hand sanitizer will be provided at entrances and exits of lunchroom. 

Outdoor Activities 
 

• When feasible and appropriate, it is preferable for students to gather outside rather than 
inside, because of likely reduced risk of virus spread outdoors. 

• Recess activities shall maintain their class groups and attempt to maintain social 
distancing from peers. 

 
 
Sick Children 

 

• Based on a health assessment, Capitol School of Austin will determine if and when a 
child needs to be sent home. 

• Parents will not be permitted to enter school to pick-up an ill student. 
• Children who are ill should be picked up within 30 minutes and no later than 1 hour. 
• Students displaying symptoms (i.e. fever, coughing) will wait in an isolation room until a 

parent/guardian arrives to pick them utilizing a separate outside entrance.  Children will be 
isolated in a non-threatening manner and within line of sight of adults and for the shortest period 
of time possible.  

• See CSA’s plan in case of illness or exposure to COVID-19 (below) 

Events 
 

• Events (e.g., Meet Your Teacher, holiday celebrations, Back to School night, etc.) may 
occur virtually rather than on campus depending on the current climate. 

• Meetings between parents and staff should be conducted virtually or 1:1 with appropriate 
PPE (face masks and physical distancing).  



 

Typical Departure  
• Pick up times will be staggered. Separate entry/exits will be used. 
• Parents will be asked to wear a mask and remain in their car when picking up 

their child. A designated staff person will walk children to/from cars. 
• Children will be given hand sanitizer before getting into their parent/guardian’s car. 
• Parent walk-ups will not be permitted, they should remain in their cars.  Ideally, the same parent or 

designated person should pick up and drop off the child every day.  If possible, older people such 
as grandparents or those with serious underlying medical conditions should not pick up children, 
because they are more at risk for severe illness form COVID-19. 

 
 

In case of illness or exposure to COVID-19 
 
CSA has a plan if someone is or becomes sick. 

 
□ CSA has an isolation room (OT office) that will be used to isolate a sick child. 
□ The office will contact a parent/guardian to pick up their child at the outside entrance 
to the OT office located on the sidewalk to the left of the school’s north wing (doors 
closest to Koenig Lane). 
□ CSA will follow CDC guidance on how to disinfect our building if someone becomes 
sick. 
□ If a sick child has been isolated at CSA, we will wait 24 hours after the child has 
gone home (or as long as possible) before cleaning and disinfecting the area.  

 
 
If COVID-19 is lab confirmed in a child or staff member, CSA will: 

 
□ Contact our local health authority (Call 512-972-5560) to report the presence of 
COVID-19 in our facility. The local health authority will advise us on appropriate 
procedures. 
□ Close off areas used by the person who is sick. 
□ Open outside doors and windows to increase air circulation in the areas. 
□ Wait 24 hours before you clean or disinfect. If 24 hours is not feasible, wait as 
long as possible.   
□ Clean and disinfect all areas used by the person who is sick, such as offices, 
bathrooms, and common areas as directed by the health authority. 
□ Continue routine cleaning and disinfection.  
□ Consistent with school notification requirements for other communicable diseases, 
and consistent with legal confidentiality requirements, Capitol School will notify all 
teachers, staff, and families of any child in the program if a lab-confirmed COVID-19 
case is identified among children, teachers or staff who participate in any on-campus 
activities.  

 
 
 
 
 
 



CSA will not allow employees or children with new or worsening signs or 
symptoms listed above to return to campus until: 

 
• In the case of an employee who is diagnosed with COVID-19, the individual may return 

to work when all three of the following criteria are met: 
o at least 24 hours have passed since resolution of fever without the use of fever-

reducing medications 
o the individual has improvement in respiratory symptoms (e.g., cough, 

shortness of breath); and  
o at least 10 days have passed since symptoms first appeared; or 
o If the employee or child has symptoms that could be COVID-19 and wants to return 

to campus before completing the above self-isolation period, the individual must 
obtain a medical professional’s note clearing the individual for return based on an 
alternative diagnosis or present one negative COVID test. 

 
 

• CSA will not allow an employee or child with known close contact to a person who is lab- 
confirmed to have COVID-19 to return to campus until the end of the 14-day self- 
quarantine period from the last date of exposure, or if they have ONE negative COVID 
test. 

• If staff members believe they have had close contact to someone with lab confirmed 
COVID-19 but are not currently sick, they should STAY HOME for 14 days after 
exposure.  

• If a parent believes that they or the child has had close contact to someone with COVID- 
19 but are not currently sick, they should should STAY HOME for 14 days after 
exposure.  



 




