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This handbook outlines the philosophy, policies, and guidelines used in
operating our preschool programs serving children ages 3 to 0 years. There 1s
a copy of licensing rules i the sign i area.

2. Vision

2. Mission Statement

2. Philosophy

3. Quality Education Components

3. The Reqggio Inspired Approach

4, Curriculum

Vision

Last updated 7-21-08 1



Christ the /t//fy 51/‘(} Chitthood Loarning Center Presohool Handbook

Our Vision is that at each level of development all children are given
the tools needed to be successful students with the skills necessary
to be well-rounded, well adjusted life long learners.

Mission Statement

At Christ the King Early Childhood Learning Center our mission is to
develop children with active and creative minds, to recognize that
each child is an individual, and to provide a quality, age appropriate
Catholic educational setting for young children in our parish and
surrounding community. We stress the total development of each
child: spiritualy, intellectualy, socialy, emotionaly, and physicaly with
positive, compassionate and caring relationships to enhance the lives
of our families.

Philosophy

Our philosophy of education is inspired by the Reggio Emilia
approach to learning, which emphasizes that all children are
competent, capable, curious learners that come to school equipped
with skills and knowledge. The teachers view themselves as
facilitators of each child’s education so that through guidance,
direction and encouragement the child will extend their knowledge by
means of hands-on active exploration, involvement and manipulation
of their environment. We also emphasize the environment as a child’s
“third teacher”. We provide an aesthetically pleasing and interactive
environment.

Spiritually we believe that positive, compassionate, and caring
relationships enhance the lives of young children. We here at Christ
the King Early Childhood Learning Center through prayer, ritual, and
tradition hope to build a trusting relationship with your child and
family. Our spiritual teachings are grounded in the traditions of our
Roman Catholic faith and the mission of Christ the King Parish. The
center is devoted to enhancing the lives of children through a
developmentally appropriate curriculum, which focuses on the child
first.

Quality Education Components
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The strength of our program is the dedication of our staff. We believe how you
look at children impacts how you teach children. We support the teachers with
training, resources, and freedom to create a unique learning experience for
children. We provide many opportunities for the teachers to share ideas and
grow professionally. Our teachers create a caring and nurturing atmosphere and
foster each child's creativity and positive self-image. In preschool, education
must offer a fine balance between "structure" and "freedom of choice". The
children are allowed to reach out to fulfill their natural curiosities and to explore
the obvious. The teachers observe and interact with the children; they guide and
direct them to further grow by enhancing their experiences. Our program
provides this balance by allowing the children to be free to explore, while
offering the stability and security that they need.

The Reggio Inspired Approach

The image of the child: all children have potential, construct their

own learning, and are capable.

¢ Community and syst em: children, family, teachers, parents, and
community are interactive and work together.

¢ Interest in environment and beauty: school and classrooms are
beautiful places

¢ Collaboration by teachers: team, partners, working together,
sharing information while developing projects.

¢ Time is not set by clock: respect for children's pace.

¢ Emergent curriculum/projects: child -centered, following their
interest, returning again and again to add new insights.

¢ Environmental stimulation: encourages activity, involvement,
discovery, and using a variety of media.

¢ Documentation: observing, recording, thinking and showing
children's learning.

Summarized by Dr. Rebecca Isbell
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Curriculum

Christ the King Early Childhood Center seeks to support the development of

the whole child: physically, socially, cognitively, and spiritually. We recognize

that children are active learners, who construct their knowledge through hands

on exploration and experiences. We value that children learn and represent

their knowledge i multiple mtelligences; bodily kinesthetically, spatially,

musically, linguistically, inter-personally, intra-personally, logical /
mathematically, and scientifically. We present many opportunities for active

| earning while our t ea cthendadsal chlll a n ob
as well as for the whole class. Our teachers observe and listen to the children

for projects of interest. Teacheros t
the children, colleagues and parents. Projects can be short or long term

depending on the mterest of the children.

The teacherds recognize that pl ay i s
development. Play 1s where a child explores, experiments, and observes life.

Our center provides a balanced schedule of small and large group activities as

well as active and quiet times. Children are provided a child ni t i at ed 0 w¢
timed everyday. This gives the chil d
critical thinking in their play scenarios. Our classrooms are arranged with

multi-aged grouping, we believe 1t provides a homelike social atmosphere for

our children. We make every effort for your child to have the same full time

teacher for the three years they are in our preschool program because we

believe 1n the concept of primary care. We will also place siblings in the same

class for their healthy emotional development.
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6. Staff Qualifications

6. Staff Retention

6. Program Expectations of Parents

7. Parent Involvement
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Handbooks and Enrollment Tour

Back to School Night
Sign In Sheet

Parent Teacher Conferences
Parent Phone Calls
Program Evaluation
Sign-In Sheets

Daily Reports

Special  Notice

Arrivals and Pick-Up

Concerns
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Staff Qualifications

Our greatest strength  is our staff. All of our Early Childhood
Professionals are committed to our parish and our program. Our
full time preschool teachers have several years of experience and
many of them have a degree in  Early Childhood Education

® Each staff person is thor oughly screened by the diocese and the
Division of Family Services. New employees receive an orientation
and are aware of program policies and procedures.

® All staff is required to attend a minimum of 12 hours of
workshop training, which includes Adult/C hild CPR certification.

® All staff members are required to have a medical exam upon
employment and annual TB tests.

® All staff members are required to attend the “Protecting God’s Children”
workshop training provided by the diocese.

Staff Retention

We have had minimal turnover in our full time teaching staff. The
majority of our teachers have been here over 5 years. This is possible
for several reasons;

1. Our parent board has a retention plan which supports teacher
recognition, a pleasant work environment, just wages, and
educational improvement.

2. Our parish offers and subsidizes the just wage and benefit
package.

3. The strong sense of recognition and commitment we receive
from our parish and pastor.

Program Expectations of Parents

This handbook discusses what we will offer and provide for your child and
family. We also wish for you to know what we expect from you as partners
in educating your child in this program. We expect parents:

X To be honest and open when communicating with us

x To treat our children and staff with respect
x  To follow the policies and procedures of this handbook
x To attend all parent conferences and school programs

% To be on time to pick up your children

Parent Involvement
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Parents are the most significant adults in a child's life. They are the first and

primary educators | OUwUT | PUWET DPOEUI O w8 OUUwWBOYOOYI Ol ¢
childhood education is essential for their success. We strive to create mutual

respect between parents and teachers- our doors are open to parents at all times.

Parents are the single most important influence in a child's life. The greater a

parent's communication with the teachers and involvement in the classroom, the

greater will be the child's opportunity to learn and grow, both at home and in

school. The early years from birth - 6 years is when the brain develops the most.

The foundation is laid now and you are the cornerstone, which is why we

encourage and welcome your involvement in any way possible.

We know how difficult parenting can be and we understand that new parents
OlTEWI 1 OxwPOwEI EOPOT wprbPUI wEDI i1 UI OCwETIT UOuU
development. We as early childhood professional educators value your
observations, experiences and understanding of your child. We can support you
with our experience and resources. We wish to work in support of your family.
61 wxUOYPEI wUITUOEUW OxxOUUUOPUPI Uwi OUwadluw !
education. The ways for Parents to stay involved include:
o Serve on the parent advisory board
o Volunteer to go on field trips
o Bake or assist for preschool celebrations
o Volunteer to share special talents or skills with the children
o Volunteer professional services (computer skills, nursing, accounting,
teacher training, landscaping, carpentry, etc.)
. Work on a spruce up week-end
. Come and read to the children, your

them a song or game
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Communication

Handbook and Enrollment Tour 1

Every family coming into our program is given or emailed, a handbook and an
enrollment tour.

Back to School Nighti

Held once a year in August before our nine- month programs begin, families
enrolled in all of our early childhood programs are invited.

Parent Teacher Conferences-

Scheduled twice a year; in the fall and spring. The conferences are held in the
late afternoon and evening in the preschool classrooms. To request a conference
at any other time please contact your child’s teacher.

Parent Phone Callsi

Parents are welcome to call and check on their child. However we ask that you
limit the calls to during naptime between 1:00 and 3:00. If there is an emergency
and the line is busy, you can call the Infant/Toddler center at 816- 363-5313 or
the director at 816-363-4888 X 132.

Program _Evaluation I

We value your input and suggestions into our program. Parent surveys are
occasionally distributed at parent teacher conferences. These surveys are
reviewed by the parent board and used in evaluation of our program.
Sign_In_Sheet i

There is a message area on the sign in sheet where you may leave a message
for the teacher or she may leave you a note. Please check this area when you
pick up your child.

Daily Reports-

Each preschool teacher has an email address for sending communications and a
wipe board on the wall in the community room where teachers summarize the
day’s activities. If there is pertinent information specifically on your child, we will
leave you a note in your parent mailbox.

Special __Notice-

We post reminder notices for special events on your child’s class wipe-board and
the large parent bulletin board both located in the community room.

Arrival and Pick-Up-
We encourage all parents to exchange information with staff in the morning
and/or in the afternoon.

Concerns i

* If you have a question or concern regarding your child please speak to your
child’s teacher.

* If you have a question on finances, you may contact bookkeeping.

* Any policy questions contact the director.

* If you have a complaint please see the grievance procedures section of this
handbook.

Last updated 7-21-08 8



10.

Christ the /t//fy 51/‘(} Chitthood Loarning Center Presohool Handbook

Program s, Ratios and Hours

10.

Preschool Programs
Staff/Child Ratios
Hours

Holiday Closings

11.

Weather Closing

11.

Phone Numbers

11.

Arrival

12.

Late Arrival

12.

Transition

12.

Separation

12.

Background and Virtus

12.

Withdrawal from the Program

Last updated 7-21-08 9



Christ the /t//fy 51/‘(% Chittthood Loarning Centor Presohool Handbook

Programs, Ratios and Hours
We offer the choices of Full Day Preschool, Partial Day Preschool, or

Morning Only Preschool. There are also partial week choices of 1-2-3-4-5

days a week in each program.

Staff/Child ratio 1 staff person to 8-10 children

The Full Year Preschool Program is open Monday thru Friday 7:00
a.m.1 5:45 p.m.

The full year preschool program is located at 404 W. 86™ St. (in the house
across the church parking lot). It is offered 5 days weekly all year except
holidays and staff in-service days.

The Morning Preschool Program is open Monday thru Friday 8:00a.m.

T 11:30a.m. It is offered 5 days weekly all year except holidays and staff in-
service days.

School Day Preschool is open Monday thru Friday from 8:00a.m. -3:15

p.m. It is offered 5 days weekly all year except holidays and staff in-service.

Holiday Closings: All childcare 1s closed completely for the
followmg holidays:
New Years Eve & New Years Day

Good Friday Me mor i al Da
Fourth of July Labor
Thanksgiving & the Friday foll owi
Christmas Eve & Christmas Day

Di ocesan In-service Day (TBA) [ 1

THERE IS NEVER A REDUCTION IN RATES FOR
HOLIDAYS OR INSERVICE DAYS. Part time days are not
available to be switched to accommodate a missed day due to a
holiday or in-service.

Last updated 7-21-08 10
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Weather Closing

In case of perilous inclement weather we may Open Late , Close Early
or Close All Childcare at the discretion of the director. If our power is
down then our phone lines are also down and per licensing requirements we
would be required to close.

When we Open Late we will open at 9:00 a.m. If we Close Early we will
call parents at work and advise them of an early pick-up deadline. If we
Close All Childcare you would either call and listen to the message or if the
phone lines are down the phone will be dead and that would be the signal
also that we are closed. We will try our best to get it posted on the TV along
with the el ementary school, but
please dial 816-363-5313 or 816-363-4888 ext 132 and listen to the

message.

Phone Numbers

Christ the King Early Childhood Infant/Toddler Unit 816-363-5313

Di r e c fficer 81636362888 #132

Christ the King Grade School 816-363-1113

Christ the King Parish Office 816-363-4888

Pastor 816-363-4888

Debbie Harris Missouri Dept of Health Rep 816-350-5467

Pat Burbach Diocese of Kansas City St. Joseph 816-756-1850

Arrival

The preschool is always locked please ring the bell for admittance. All
children are to be signed in by an adult, for licensing and lunch count it is
required. Morning Preschool and School Year Preschool Programs are to
be dropped off no earlier than 7:45 a.m. and no later than 8:15 a.m.

Last updated 7-21-08 11
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Late Arrival

We wunderstand each familyds | ifestyle
these variations. We ask that you respect the routine of our children as a

small community and avoid dropping off at eating or sleeping times in the

day. Children who arrive past 12:00 p.m. need to be fed lunch prior to their

arrival at school. Unless it is absolutely necessary, please do not bring your

child during naptime.

Transition

Transition into our program is essential for the comfort level of your child
and you. You may take several days over a week to bring your child for
visits at various times of the day. You can stay with them as they become
acquainted and comfortable with our routine.

Separation

Parents are encouraged to stay long enough to ease their child into the

routine of the morning. If there is a continual problem with a child

separating (not uncommon for a child who is new to a group setting), please

follow staff advice. Separationhappens often throughout
childhood years. Please listen to your teacher, which sometimes may mean

a quick separation and departure is necessary, allowing the staff to comfort

and redirect your chil d. asklydustdyoraar s d o n ¢
longer period of time or to leave sooner to help your child adjust.

Background and Virtus

All parents and grandparents need to complete the screening form for a

background check and also attend Virtus training in order to volunteer in the

school . The Virtus training also refe
offered through the church often monthly. Contact the director for times and

locations of the next training.

Withdrawal from the Program

Families must give two weeks written notice when withdrawing from our
program. You will still be charged the fees of the last two weeks and will be
obligated to pay the fees if you move before the two weeks are up.

Last updated 7-21-08 12
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Enrollment Policy
Enrollmentisopent o chi |l dren agedés 3 to 5 year

color, or creed.

Special Needs
We accept children with special needs who have an IEP and as long as it

does not put an undue burden on the program. We need to be informed upon

yourinquiryofy our c¢chi |l désdé diagnosi s.

Enrollment

Enrollment consideration is given to families who are active members of our

parish.

Active parishioners are:

A Persons registered and on file in ¢t
A Attend Mass regularly here at Chri st
AFamilies interested in sending their children to our grade school.

A Families from other parishes and t he

A Have recorded weekly contributions t

Requirements to send your child to kindergarten at CTK

A If you are Catholic, and want your child to go to Kindergarten in our

school. You need to enroll and become an Active Parishioner per above.

In order to be a tithing family you will need to have tithed for 1 year before
enrolling your child in the elementary school. Please speak with the finance
manager well in advance to make sure to follow all of the requirements.
Enrollment takes place in the spring of the year that your child goes to
Kindergarten. Non-Catholic families who want to send their child to our

school must pay tuition and also enroll in the spring.

Last updated 7-21-08 14
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Enrolling your child

Before a child may start our program we require a tour with the director.
This must be made by appoimntment, at which time we will go over program
policies and procedures and exchange personal information about your child.

Forms

Each family must complete and return the following forms these are updated
annually or as needed. Please always notify the director anytime there is a
change on the form i.e.; phone numbers, emergency pick-up.

1. Enrollment Form
The registration form requests personal information regarding your child and
your family. Please complete all areas front and back of the form and sign.

2. Blue Bookkeeping Form

This form must be turned in with your registration fee and deals with
financial responsibility. Your child will not be able to start until this form is
returned and the fee paid.
2a. Automatic Deduction Forms

Your childcare fees can be automatically deducted from your bank account
please contact the business manager at 816-363-4888 X 121 to make
arrangements.

2b. Credit Card Charge
You may also charge your fees to your MasterCard or Visa. Please contact
the business manager at 816-363-4888 X 121 to make arrangements

3. Medical Form
The front page of the medical form states your child can be in a group care
setting and is free of contagion. Your doctor must fill out and sign the form
to be admitted to group care. Pl ease
immunization information. The city and state both require each child be
current and stay current on their immunizations to be admitted into group
care.

3a. Medication Form
The back page of the medical form is a non-prescription medication
permission slip to also be signed by the doctor. This form must be
completed for us to administer over the counter medication to your child.

Last updated 7-21-08 15
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3b. Individualized Care Plan*
This form is for children who are diagnosed with a special need; physical,
emotional, or behavioral. The physicians and therapist dealing with your
childbés individual case must compl ete
for your child to start our program. We would also appreciate as much
written information as possible.
3c. Asthma or Respiratory Assessment
This form is to be completed for any child who has asthma or any other
respiratory condition that requires ongoing treatment.

4. Lead Testing Form
Children need to have a lead test performed before enroliment and every
year after. Your doctor does this testing.

5. Contract

e The contract is a signed statement that means you understand and
agree to follow the policies and procedures of this program.

e You agree we have an established method of communication, to our
iliness policy.

e This contract also contains a permission slip for us to photograph,
videotape, or record your child. We use photographs, video, and
audiotape for assessment and documentation purposes only.
Photographs of the children may be posted throughout the preschool
area, and sometimes displayed at special church events.

e We may also display photographs when our program presents a
training workshop. Occasionally, pictures of our students appear in
the Wednesday magazine, the Catholic Key, or the Kansas City Star.

e There is also a permission slip on this form that allows us to use your
childbés photograph on our website.

Fees and Payments Schedules

Fees are the major source of income for our program.
Each family must understand the importance of fiscal responsibility and how
this can directly affect the quality of care and education for the children.

When you enroll in our program we have a covenant of responsibility

between us. You must pay on time in order for us to meet our expenses.
Payment is due on Friday for the coming week.
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Any family who has not paid by Tuesday noon will have a $10.00 late
charge applied. Payment is due in full by Friday or your child may not

be admitted for care on Monday morning. Payments are never allowed

to be more than two weeks past due without special arrangements made

in advance. Your child will NOT be admitted to care the Monday
following the second week with no payment until payment has been
made in full.

There is no reduction in fees for absences, weather problems, holidays or

incidences beyond our control. Please budget for 52 weeks of the year.

Please deposit payments in the payment box located in the sign in area.

Pl ease give any cash payments to your
you will be given a receipt.

U | f t her e S a financi al probl em,
Manager or the assistant. The Business manager will consult with the

director. You may reach the Business manager Deborah Hall at 816-363-

4888 x 121 or the assistant at x 125 from 8:30a.m. through 4:30p.m.

a If financial arrangements have not been made you will be notified by
bookkeeping, the director, or written notice that your child may not return.

In order for you to be reinstated you must pay two weeks in advance as a

deposit. The extra week is held and cannot be used as a payment until your

last week of care.

Annual Activity Fee

There is an activity fee, which is non-refundable, due by the first of July
every year, for current, or returning students and upon enrollment for new

students.
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Field Trip Fees

We will take field trips averaging one per month; the cost is $5.00 6 $10.00.

Reminder notices will be posted please pay for the field trip in advance.

Returned Check Fee

We will notify you immediately if we have a returned check. You will be

assessed whatever the bank charges us.
If we have multiple checks returned within a short period of time, we will

insist that future payments be made in cash or by money order.

Late Pick Up Fees

If your child is not picked up by 5:45 a late charge will be assessed. If we
have not heard from you or are not able to reach you, 5:55p.m. we begin by
calling the phone numbers of all family members, and the emergency
contact persons on your enrollment form. If we are unable to reach a person
who is authorized to pick up your child by 6:45 p.m., then we are required to

call the police.

There is a $2.00 per child per minute late pick-up fee for being late. This
must be paid at the time or in the morning or your child will not be allowed
back into school. The center stops paying the teachers salary at close-
5:45p.m. Two teachers are required to stay with the child; therefore the late
fee is paid directly to the teachers who have given you their time. If there is
a problem with consistent late pick up we will ask for a conference to see
how to resolve the problem. If after a conference, a continued late pick-up

problem or refusal to pay dismissal will be enforced.
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Safety Policies

Authorized Pick Up

For safety reasons, only persons who are 16 years of age and older can pick
the children up from the center. Please do not send school age siblings in to
pick up your preschooler. We will release a child: Only to those listed in
the authorized to pick up area of the enrollment form that have photo
ID for verification.

Divorce /Separation

In the event of a divorce or separation, we need a copy of the custodial
arrangements and an Ex Parte Order of Protection (if one exists) for our
files. We will follow the court custody agreement only.

Parking
Parking is located on the west side of the building.

Seat Belts and Restraints

Please be sure your child is in the proper car seat or seat restraint in the back
seat. The law in Missouri states that children under four years of age
must be seated in the proper safety seats. Also, children should not be
sitting in the front seat, where there are air bags. As advocates for
children, we will bring it to your attention if your child is not in a car seat or
sitting in the front seat. Leaving your child in a car unattended under the age
of 10 years is also against the law in the state of Missouri. Parents, never
leave your child unattended in your car at any time. We are mandated
reporters and would have to report what we see to the police and/or
DFS. Please do not leave your cars running under any circumstance. Cars
running are dangerous for your family and other families who are walking
in! Do not leave your keys or purses in the car. We have had car burglaries
while parents were in picking up their children.

We feel strongly about these issues, you will receive a warning and if it
happens again, it is reason for dismissal.

Accidents and Emergencies

Children routinely suffer minor scrapes, bumps and bruises while playing. If
your child has a minor accident or injury, we will take the following steps:
Comfort and calm the child

If there is bleeding, we put on gloves and stop the bleeding; wash the cut
or scrape with soap & water.

Apply ice and/or bandage if necessary.
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Complete an accident report in duplicate. One copy for you and one for
our records.

More serious Injuries
If your child has an injury (non-life threatening), which involves a deep cut

or abrasion, a bump on the head, a possible sprain, we will call parents
immediately. You will make the decision on what type of emergency

treatment.

Allerqgic reactions

If your child has an allergic reaction or ingests a poisonous substance we

will call Poison Control immediately and follow their recommendations.

First Aid

Universal precaution will be used when treating any accident or illness that
involves body fluids, (blood, vomit, urine). Gloves and appropriate
sanitizing materials are on site. Our first aid Kit is located in the medication

cabinet. We keep Tylenol and Benadryl on hand for emergencies.

Serious IlIness or Accident
In case of serious emergency, we will call 911 and administer first aid.

The parents will be called immediately (or the emergency contact, if we

are unable to reach a parent). A staff person will accompany the

ambulance to the hospital with the signed medical authorization notice.

The staff member will remain with the child until the parents arrive.
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Safe Environment

The following provisions are followed to ensure a safe environment for our
children:

¢ Cleaning and chemical abnetsppl i es are |
¢ Medication is stored in a | ocked cal
& S mdrkeenvironment

¢ Furnace and storage areas are kep
¢ The building is exterminated ofte
Student Accident Insurance

We do carry student accident insurance. This policy will only pay for
expenses not covered by your familyds
of the policy.

Fire Inspection

The KCMO Fire Marshall o6s Office and t
inspect our center annually.

Fire/Tornado Drills

Fire and tornado drills will be held monthly. Children exit through assigned

doors with their teacher and class for fire. Children go to the basement for

tornado drill.

Field Trip Safety 5

t |
n

5 We will only select safe and age apj|
5 We wil |l mai ntain at |l east a 1 to 4 1
5 Wal king field trips we wil/| have an

S5 The first aid kretakenaneathtrggpmer gency f or 1

5 Each child will wear a t-shirt with the school name, address, and phone
number.

5 For field trip transportation, we contract with a local bus company. Each
adult will be assigned a group of specific children.

5 Bef oring ondhe lpuatine tlead teacher will count the children and
take role verbally and visually.

5 Missouri does not reqguire seat belt
children are transported in accordance with Missouri State law.
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Health Policies

Medical Form

Each child must have a health form stating that they are a well child and
current on all immunizations. Always let us know when your child has had a
new immunization; we submit these records to the state health department
annually.

Medication Form

Located on the back of the health form we can only administer over the
counter products per this statement. *Asthma, special needs, and severe
allergies require an Individualized Care Plan from the physician.

Lead Test

Your child must be lead tested upon enrollment and every year annually.
Dressing Safely

Children should wear soft- soled flexible shoes, which cover the whole foot.
Tennis shoes are best. Dress shoes and boots are not safe for running and
climbing. Shoelaces must be a safe length. Sandals and jellies are also not
very practical for children to play outside.

Weather policyp

p We go outside daily per our | icensi
of Health.

p We wi || e i ot dnle stay for e short peod ibiuig below 20*

(including wind chill) and above 90* (including heat index).

p Chil dren need to be dressed for t
recommended beginning in June (please
Sunglasses would also be appropriate.

p I n the summer, we wi | | avoid going
p.m. This is the time of day when the UV rays are strongest.

p There wil/ be a few days weekly t he
and water table in the summer during these hours.

p We wil | al ways apply sun Db-dhiasc k and
sunglasses, and hats.

p Parents must provide sun block | abe
medication form so we may apply the sun block.

p Fresh air in the winter and summer ;
Parents of children with colds sometimes think being outside will make it

wor se. The air outside iIs much heal't

are re-circulated indoors. Children will only be allowed to stay inside with a
signed and dated note from their physician.
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Medication Policy

Medication can only be administered per the over the counter medication
Il nstructions on your <chil dmelicatioe al t h f
sheet; these are located on a clipboard in kitchen near the cupboard where
the medication is stored. Please be sure the form is complete and signed the
first day medication is to be administered, if needed the rest of the week you
just need to initial. Forms are changed weekly or when there is a change in
dosage or frequency. If your child is on medication only given at home,
we also need to know the name, dosage, and the last time it was given.
This is very important in case they would have an allergic reaction.
Medication Storage3

3 Refrigerated medi cation shoul d be
Tupperware container mar ked fAMedi ci ne:c
3 All prescription medication must be in the original container with dosage

Instructions.

3 Over the counter medication is to be stored in the locked cabinet in the

Kitchen.

3Pl ease write your chil dés name on tlI
caddie.

3 All medicine must go home every day.

Toileting

We have scheduled bathroom times; however children are allowed to use the
bathroom anytime. A staff member will supervise the children while they
are using the bathroom. Licensing rules do not allow children to use the
bathroom with the door shut. We must be able to supervise them at all
times. All children in the morning only preschool program must be
completely toilet-trained. We have no facilities for changing diapers or pull-
ups regularly.

Special needs children are exempt from this policy with an IEP, and if
accommodation can be made in all other areas of development.
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Nutrition s

5 We believe good nutrition is essent
follow the USDA Adult & Child Food Program guidelines.

5 Our goal i's for mealtime to be a pl

never force children to eat, we will only offer and encourage.

5  Withdrawal of food is never used as a discipline action.

5 Teachers are present at al l meal s.

5 Morning Snack consists of fruit and
5 Afternoon snack consists of enri chi
water.

5 L unc h dedand igdelivened from the school cafeteria.

5 Menus are posted in the sign in ar e:
5 Pl ease have your physician notify wu

has any food, drug, or fabric allergies.

5 | f al | e megve wild need an endivedealvzesl care plan for your

child.

5 |I'f we are unable to meet the dietar
wi | | have to provide your childds | unq
5 I f your child is | actose intWl erant

will not substitute juice or water for milk without a written note from the

doctor. We do not serve flavored milks.

5 We are building nutrition habits at
introducing a new food at least 10 times to young children. Sometimes it

takes that long for them to adjust to texture. We encourage the children to

take a family bite together.
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Developmental Screenings
If your child displays a significant developmental delay or has a difficult

behavioral problem, they will be referred for professional screening or

observation. The following steps will occur:

y We wi || notify parents that we suspe¢
y You and your c¢childdéds teacher will m ¢
y We will all share our observations
y We wi || provide you with a referral

y Parents, who refuse to seek qualifi

other referral agency, will need to look for an alternate care setting. And, if
necessary we are mandatory reporters and must report any negligence to the

Division of Family Services.

Referral Agencies

Childbdés physician or appro

Childrends Mercy Devel opme
rict
y

priate hee:
nt al Me di ¢
_ Your Local School Di st
_ The Family Conservanc

Assessments

Daily we provide age appropriate opportunities for increasing and
supporting the emerging development and skills of the preschool children.
As a tool to assess the evolution of the skills needed for school preparedness,
we use the Missouri State Standards based assessment provided by the
Catholic diocese. This assessment is also a tool used to gather information
for their portfolio. The Portfolio contains; work samples, photographs,
anecdotal records, and individual goals and plans for your child. Your
chil dés teacher is regularly observini

devel opment. This iIs the story of your
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Parent Conferences

Conferences are held twice yearly; the assessment and portfolio will be used

to show your <childbés devel opment. Por
leaves our program. Staff, are accessible to parents anytime, if you have a

concern you may want to make an appointment or call during naptime to

speak with the teacher for a more private and lengthy conversation.

Pl ease donoét hesitatensoabauseyauny ¢
development or well being with our staff. The more information and
clarification we can provide, the more often it helps to resolve any anxiety or
conflict.

If you feel the school has made a mistake or acted in a way that
worries you, we need to know about it so we can rectify or clarify the
situation.

Remember that what happens in the classroom will be handled in the
classroom. If there is an argument between children- a child is injured or a
child causes damage to personal property- ethically we will not divulge the
name of the child. The staff will speak with the child's parents and we will
see that amends are made. Please contact the teacher if the issue is in the
classroom and has not been addressed to your satisfaction.

If you are still not satisfied please speak to the director and she will
set up a meeting at a mutually convenient time.

Hearing and Speech Screenings

We wi | | of fer hearing and speech scr
Group. The screenings for Pre-K children will be in September or October.
The screening for 3 and 4 year olds will be in March or April. The fee

should be paid in advance of the date of the screening.

Height and Weight
We weigh and measure the children in September and April. This is charted.
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lliness Policies

The health of our children and staff is a primary concern. IlIness affects our
families and staff, physically, mentally, and financially. Our illness policy is
based on state licensing regulations and input from the Kansas City Missouri
Health Department. Our health policies are strictly enforced.

The criteria for excluding children from our program are the requirements

mandated by the Missour.i Depart ment of

The reeadmi tt ance policy S our progr ami
superseded by a doctordéds excuse stat.i
be readmitted to group care.

A written doctoros not e -addmittanceetqui r ed

override the policy. There are no exceptions to the exclusion rules.
Families who challenge or ignore our illness policies will be issued one
written warning and if it happens again, we will ask you to find alternative

care that meets your needs.

Plan ahead for IlIness

Y Group care is an ideal pl ace for the
Y Young chil dr en -6dimegayeal | an average of
Y Al | families must plan ahead for il
have at | east two fami |l eesimdgiondber s non ¢

Y Check with your employer about thei
for ill children.
Y I f your child is il/ keep them home

what is wrong, so we can watch the other children for similar symptoms.

Y Some ill nesses need to be reported
IlIness Forms

When your child is sent home due to illness, you will receive an illness

form. The form states what action ha

symptoms, and when they can be readmitted to class. We will also place the
information in the health log.
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Exclusion from Care for Iliness
A child who develops any of the following symptoms will be sent home:

i Chicken pox

[ Di amultiplesta@ols

i I mpetigo and ringworm

i Difficult and rapid breathing

| Sore throat or trouble swall owing

[ Fever of 100* orally, 99* auxiliary,
[ Gray or white stool s

I Head or body | ice

i Headache or stiff neck

Il Unknown rash or bumps

I Yell ow skin or eyes

I | nf e c tyeaich ob skin brightuyallow, dry or gummy areas on the

skin

[ Mattered or redness of the eyelid |
i Coughing severe and frequent especi
the face

| Unusual or dar k col ored wurine

[ Vo mimoré thmrgonce or combined with any of above symptoms
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Readmission

The standard rule is 24 hours out. Children must be able to follow the full

daily routine to be back in school. This means; if your child is sent home at

1:00 p.m. they will be allowed back in school at 1:00 p.m. the following day.
The only way they may return before t
statement, which must state they are not contagious to the other children.
However, if you bring them back and symptoms reappear (i.e. fever,
vomiting, lethargy, diarrhea, they will be sent home again.)

[ Vo mi t i n2ghourssince the last time

[ Fever I 24 hours fever free

[ Di ar r h e hoursdigesting solids

[ Conjunct i v-i2Zdhous on@nBhionck Evy e)

[ | mp e RingdWworme 24 hours on antibiotic

[ Sor e or $24hoerpon dantibiotio a t

[ Di ffi cul t ySignednots fvom physiciami n g

[ Un k n o w nSigmednstérfrom physician

[ Sti ff nec Sigednae fromephysicgarc h e

[ Un u s k&dcolated urine - Signed note from physician

[ I nfected or c Bignalhote frgmahyseciBn of s ki n
[ Gray or whi t e Signen hot froeng@ghysgitno o | s

[ Difficult or -S8igoglnow@ frob phgseiagnh i n g

[ Yel Iskinwregeh - Signed note from physician

[ Severe and f r &gnedeote fromphgsicignh i n g

[ Head or Compldtaly nitfiecec e
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Bedding, Clothing & Supplies
Bedding

You need to provide a full size crib sheet and a blanket, marked with your

childbdés name. We provide the cots an
needed basi s. You must take your chi

and bring back on Monday.

Clothing
Coat hooks and cubbies are located in the entry area. Identifiable by their

name and picture. Each child must have a complete change of clothes (which
includes, pants, shirt, underwear and socks), appropriate for the season
(please mark name in permanent marker). If we do have to change their
clothes, we will send the soiled clothes home in a plastic bag. Remember to
bring more clothes back the next day. We also ask you bring an old jacket
or sweater in case there is an unexpected change in the weather.

Seasonal Dressing

During the winter months, we do go outside and children should wear coats,
gloves or mittens, hats, and snow boots. We will not go out for long periods
of time if it is below 20* (including wind chill) and above 90* (including
heat index). Please dress your child appropriately for active play and the
weather. Please send sun block in the spring and when needed. Label with
your <c¢chil dbébs name on the bottl e. Pl ac
Medication form.

School Supplies

Each family will have a list of school supplies to bring by the end of

September. The list is posted on the parent info board.

Last updated 7-21-08 34



Christ the /t//fy 51/‘(} Chittthood Loarning Centor Presohool Handbook

Discipline Policy

Discipline Policy

We have a non-punitive discipline policy. Physical punishment is not used.
Our goal is to create an environment where the child is stimulated and
involved in order to reduce the frustration that can occur in a group setting.
Other techniques used are re-directing a child to another activity and
modeling behavior that we would like the children to follow. We tell the
children when we like the behavior they are showing so that behavior is
likely to occur more often.

We help each child develop self-control, rather than teacher- or parent-
imposed control, and we help the child learn to express feelings verbally
rather than striking out physically.

Discipline methods used with children are always discussed with the child's
parent(s). In cases of special problems, the staff may work with the parents
over a period of time to discover the cause of the problem and an effective
way to deal with it.

In the unusual case of a child's behavior requiring special consultation and
there is lack of cooperation on the parent's part, we reserve the right to
dismiss the child from the Center.

We believe that discipline is a long process that must be continual, before
the behavior is adopted, resulting in the child understanding the sense in
acting a certain humane way. Physical, emotional, and verbal punishment
will not be tolerated. Each child is treated with respect and patience. Our
philosophy is based on NAEYC developmentally appropriate practices

Anticipation-all ages
First we try to anticipate any discipline problems we could have with young
children.

We do this by; regularly evaluating;
4 our schedul e
a4 the environment,

our transitions,

Qo

A4 classroom activities to make

A& We arrange the childrenods
allows a variety of choices in equipment and activities.
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Hesitation- used for all age groups

When there is no physical aggression involved the children will be given the

opportunity to work out the problem without teacher intervention at first.

a |If the argument escalates the teach
the problem for and identifying the feelings involved with both parties.

A& Then the teacher will help the <chil

problem.

Redirection
We use redirection as our main strategy for our children up to three years.
a | dre istahm argument over a toy or activity, we can redirect the

child/children to another toy or activity.

Time Out

Time out is used primarily when a child is out of control.

a |I'f a child is having a tantrum and
to sit in a designated cool down area until they regain control.

A They can return when they are ready.

Behavioral Problems

o

a | f there i s a consistent behavior al

counseling or screening.
a Fail ur e ingandshaeak individualined caré plan can result

in dismissal.
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Biting Policy

b Usually between the ages of 1 and

years, children may experiment in biting.

b Biting is a nor mal b eh atoddleoand f or a
preschoolers who can't express their feelings or frustration in words.

b I nstead they show these feelings by
b St aff me mber s t ake an active rol e

monitoring and supervising children at all times.
b Children, who are bitten, wil/l recei
b The child who bites wild/l receive co
effort to stop the behavior.
b Ongoing communication beoftheellh t he ¢
who is biting is vital and expected in order to attempt to stop the behavior
from continuing.
b When a biting incident occur s, t he
following:
¢ To comfort and hold the child who has been bitten.
¢ Wash the wound thoroughly with soap and water
¢ Apply ice to the wound.
¢ Tell the child who was bitten that he/she should tell the other person how
they feel.
¢ Tell the child who was bitten to tell anyone who they think is going to
hurt them " No! " “"Stop don't bite me
¢ Tell the biter" You may not bite people, it hurts, and we do not hurt our
friends at school. We need to use our words to get what we want.
¢ Fill out the accident report on the child who was bitten, explaining the
incident and please remember that information about the biter and the
bitee are confidential. We never reveal the names of the children
involved in a biting incident. This policy is strictly enforced and is matter
of ethics in our profession
¢ The teacher will contact the parents of the injured child by phone before
they pick up if possible.
¢ The teacher will write a note to the parents of the child who bit and make
a copy for the child's file.
¢ The director will be notified when there has been a biting incident.
¢ If a child bites a second time we will begin a specific observation to see
if there is a pattern to the behavior; time of day, person, area of the room,
etc.
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¢ If the biting continues their primary caregiver/teacher will use a
"shadowing" technique. This means keeping the child close to them
during care-giving, classroom, and outside routines.

¢ If the biting becomes frequent and/or severe we will have a meeting with
parents and bring in an Occupational Therapist at parental expense to
observe and follow their recommendations

¢ Dismissal from biting is at the director's discretion and may happen on
recommendation from therapists or consultants.

b When we have a biting problem it cr
program. The staff are doing the very best they can to be vigilant, but we

take care of groups of children and care-giving routines in the day may make

it difficult to always catch the biting child before they bite again.

b Biting wusually occurs when the tea
another child.

b The par ent ecwashitten drehugset andconderded. w h

o] The parents of t he chil d wh o bit
embarrassed.

b As adults we need not add to the s
children or staff. These behaviors will not be tolerated.

b Please remain calm and understand that we are dealing with very young

children who do not yet have the social emotional or language skills to be

consciously deliberate and mean. They are simply responding on a very

basic level.

b The | es s athebitengichild therquickeethe behawior stops.

b So parents please remember we wil/l
happens. It will be necessary for you to talk about it later with your child,

but please no punishment.

b If y our rownh will discuss ssolutmris dhet are more age

appropriate.

b You must remember that someti mes th
hit or violated the other child's personal space.

b We emphasize working with both chil
so without reinforcing negative behavior patterns.

b The teacher may ask the biter to ho
injured their classmate.
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Grievance Procedures

In any community, the establishment and development of respect, and the
successful resolution of grievances, requires parents and staff to
communicate honestly, openly, and courteously with each other. Here at
Christ the King parents can expect the staff to respect their diverse opinions,
aspirations, and perspectives. In turn, parents are expected to respect the
staff as professional people. An effective working relationship will result in
the best possible outcomes for the children.

We would rather you discuss your concerns with us rather than have you
dwell on them without resolution. We consider it detrimental to our
program for parents or staff to circulate inaccurate information about
children, staff, and the program. We will always try and come to a mutual
agreement that is in the best interest of the children, parents, and staff. If for
any reason we cannot satisfy your needs then we will recommend that you
locate a new provider who would be able to meet your needs.

If you have a grievance please arrange a time to speak to the teacher and let
them know you have an issue you would like to discuss. Remember we will
not discuss these issues in front of the children or your own child. The first
steps are:

1. Let the teacher know of your grievance or concern.

2. If your concern or grievance is not resolved you need to speakéo t
director.

3. Arrange a time to speak to the director. (816) 343388 #132

4. 1If you have talked to the director and still feel you have not been
heard or understood then you may contact the pastor at-866-
4888.

5. The pastor might possibly suggest a meetingth you and the
director.

If you are still not satisfied you may call the Diocesan School Office 1
(816) 756-1850 and our Missouri Department of Health Licensing agent at
(816) 350-5459.
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Dismissal

Our policies were designed using the number one questioni Wh at i

t he

c h i Witk guidetinesofrom the Missouri Department of Health

Licensing Regulations, NAEYC Accreditation Criteria, and the Diocesan

and Parish policies. If you have a question in a policy area, check the

handbook, it states our policies directly. When you sign the contract at

enrollment you have stated that you accept our policies and procedures.

Our program reserves the right to request the withdrawal of a child from our

care for any one of the following inappropriate behaviors, which includes,

but is not limited to:

¢

Failure to seek professional services for a serious physical, cognitive,
emotional, or behavioral problem displayed by the child or failure to
follow the prescribed plan.

Consistent disregard for our illness policy.

Consistent late payment or failure to pay

Consistent late pick-up of your child

Consistent disregard for any program policy stated in the handbook

If your child is not adjusting to group care within a reasonable
amount of time

A parent who displays continual disrespect of our staff or the

children.

We reserve the right to change the policies of this handbook at anytime. This booklet

does not supersede any Diocesan policies.
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