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Welcome to the Christian Preschool and Kindergarten Program.  Thank you for choosing our school and entrusting your children to our care. While we cannot cover every subject, this document contains general information that should help transition you and your child/ren into the daily school routine. You are encouraged to contact the preschool office anytime questions or concerns should arise.
· Parent involvement and participation is welcomed and encouraged. 

PHILOSOPHY

Young children have an incredible capacity for learning but need guidance, encouragement, and boundaries lovingly set.  


We embrace each child as a unique individual, a special creation of God; stimulate each child’s emotional, physical, social, cognitive and spiritual growth; and provide developmentally appropriate learning experiences in a loving, caring, Christian environment.  


Established in January of 1976, the Christian Preschool and Kindergarten Program is a ministry of the First Presbyterian Church under the jurisdiction of the Session, the governing body of the Church.  A Christian Preschool and Kindergarten Advisory Committee shares ideas and concerns relating to Preschool affairs.

· 
The School does not discriminate on the basis of race, color, or national origin in admission of pupils, employment of faculty or administrative staff, and the awarding of scholarship funds.

EDUCATIONAL PROGRAM

Instruction is based on the learning theories of Jean Piaget and other accepted authorities in child development and early childhood education.  Educational materials and activities in art, language arts, math, music, physical education, science, social studies and Christian education are provided appropriate to the varying developmental levels of the children.  
Themes or units of study relate to the child and God’s world.  Children explore God’s world through classroom learning centers (blocks, games and puzzles, housekeeping, library, play dough, sand and water play, science table, etc.), indoor and outdoor play areas, resource people and field trips.  At the Christian Preschool and Kindergarten LEARNING IS FUN!
· The Christian Preschool and Kindergarten Program maintains a Certificate of Approval from the Maryland State Department of Education (MSDE).

STAFF

Staff members possess rich and varied backgrounds but share their love for children and dedication to Christian values and quality education.  Teachers must have a bachelor's degree or 120-semester hour equivalence as required by the MSDE for nonpublic schools. All staff members participate regularly in continuing education programs.
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CLASSES

2 YEAR OLDS: (2-day, 3 days with Friday)

Ratio: 10 children/2 staff

3 YEAR OLDS: (2, 3, or 4 day)
Ratio: 15 children/2 staff

4 YEAR OLDS: (3, 4 or 5 day)
Ratio: 18 children/2 staff

KINDERGARTEN:
(5 day) 
Ratio:  20 children/2 staff
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SCHOOL HOURS

2-year-olds: 9:00 – 11:15 
AM Classes: 9:00 - 11:30
4s’ PEEP program: 9:00-2:00



Kindergarten: 9-2:00 
The Preschool and Kindergarten Program is in operation September through May generally following the calendar of the Carroll County Public Schools.  Exceptions to the public-school year are noted in our yearly Preschool calendar.  170 days of instruction are provided for the kindergarten class.  No make-up days will be added to the end of the school year.
ADMISSION


Enrollment is open to students meeting the age requirements for the class for which they are applying.  To be admitted to the 2-year-old program a child must be 2 years old by September 1st.  A child must be 3, 4 or 5 years old respectively, on or before September 1 of a school year to be age-eligible for admission to the 3, 4, or kindergarten program for that school year (COMAR 13A.09.09. 10C.MSDE).  Consideration for Early Admission to Kindergarten will be made on an individual basis.  Requests for early admission must be made through the preschool office. 
The required forms for admission are an application form and Maryland Immunization Certificate.  Student records are available only to staff members and the child’s parent or legal guardian and are released only by written authorization.  

Active First Presbyterian Church members and siblings of current students have priority for enrollment. After that point, classes are available on a first come – first serve basis.  Other applicants receive priority as of the date they register or are placed on a waiting list.


You are invited to call the Preschool office for more information or to make an appointment for a personal visit!

REGISTRATION      


Parents may call the school to register new students for the following school year in January.  Registration officially begins in January for returning and new students.  The registration process is completed when your registration form, immunization form, and registration fee have been returned to the Preschool office by the date indicated on your registration form. Students are assigned to teachers based on available classroom space. Requests for specific teacher assignments are permitted but not guaranteed.    Requests must be submitted at the time of registration. 
TUITION
The Christian Preschool and Kindergarten Program is non-profit.  Tuition and registration fees cover operating expenses of the Christian Preschool and Kindergarten Program. 


The tuition is a yearly amount and is divided equally into nine months for ease of payment. After your initial advance payment (which covers tuition for May), if you choose to pay monthly, the installments are due and payable by the 1st of each month starting September 1st.  It is your responsibility to see that payments are received on time.  Please make tuition payments by mail or at the preschool office during school hours.  Checks should be made payable to the "Christian Preschool and Kindergarten" and sent to 65 Washington Road, Westminster, MD  21157, in time for our receipt by the first of the month.  
Please do not ask teachers to accept tuition payments, send payments in tote bags, or leave payments or correspondence outside in the church and preschool mailbox.  If you have any questions concerning your child's tuition, please discuss them with the preschool director.


 A child is enrolled in the Christian Preschool and Kindergarten for the entire year.  Tuition payments must be kept current for the child to continue attending and to retain their place in the class. 
 Tuition reminders will be sent when tuition payments are late.  A 10% fee of the monthly tuition amount will be charged if the tuition is received after the 5th of the month.  

School closings for inclement weather or absences due to travel, illness, or other circumstances do not erase the obligation to keep tuition payments current. You are responsible for any bank charges in the event a check is returned to the preschool for non-payment.   



Registration Fees are due in advance and are non-refundable.
SCHOOL CLOSINGS  
School Closing Due to Bad Weather:
With regard to school closings due to inclement weather, the Christian Preschool and Kindergarten follows the lead of the Carroll County Public School System.  If Carroll County schools:

· are closed, we will be closed.

· open one hour late, we will open one hour late.
· open two hours late:  2s: 11:00 – 12:15


All other classes: 11:00 - 12:30 (2pm: PEEPs & K)
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When bad weather threatens, please listen to WTTR, AM 1470 or FM 102.3 for the Carroll County Schools’ announcement or call the preschool office or the church office.  The answering system will be updated with information on school hours and/or closings no later than 8:00 AM any day that we must alter the schedule.  (Because of the steep driveway here at the church, an occasion could arise when it might be necessary to close the preschool or open late, even though Carroll County schools remain open or open on time.) In preparing the yearly calendar, the number of school days scheduled includes several extra days for bad weather cancellations.  No make-up days will be added to the end of our school year.  
SECURITY/SAFETY

With the large number of doors/entrances to the church and preschool building and our concern for security, you will find most entrances to the building locked during the school week, except for scheduled meetings and special events.  We regret any inconvenience this may cause but feel this is necessary to help ensure everyone's safety.


Please use the entrance outside the preschool office for admittance to the preschool.  You may exit the building through any of the exits where the doors are self-locking. 


Anyone needing to enter will need to ring the doorbell to gain admittance.  With this additional safeguard, the building should be completely secure. 


In addition to securing the building, the staff will wear ID badges the first two weeks of September.   

The children and staff participate in monthly fire drills so that the procedure is routine if an emergency should occur. Twice a year, they practice an Emergency/Disaster Drill.


The preschool is subject to state fire, health, and safety inspections. There is a written emergency preparedness plan in the event of a major disaster.

RELEASE OF STUDENTS

· Students will only be released to parents or as instructed according to information provided on each child’s emergency information card.

· In the event of an emergency or unexpected situation, a parent may write a note giving special instructions for releasing their child or may call the school with special instructions.  

· If custody arrangements or other legal documents exist limiting the release of a child to one parent or the other, the school must be provided with copies of these documents.

· There is a section on the emergency information card to provide information about special family situations or custody arrangements.
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CELL PHONE POLICY
 As a direct result of our concern for the safety of your children and our staff, the Minister and church leadership of the First Presbyterian Church of Westminster discussed, approved and implemented the following church policy in 2010: “The use of cell phones while operating a motor vehicle on church property while picking up, waiting for, dropping off or waiting for children at the First Presbyterian Church and Preschool does not conform with the church’s desire and responsibility to ensure the safety and wellbeing of all children and church/preschool staff personnel.”

ASBESTOS MANAGEMENT PLAN

In October l986, the U.S. Congress enacted the Asbestos Hazard Emergency Response Act (AHERA).  Under this law, comprehensive regulations were developed to address asbestos problems in public and private elementary and secondary schools.  These regulations require our school to be inspected for friable and non-friable asbestos every three years.


We have made every effort to see that all-necessary asbestos removal and/or inspections have been made to insure the safety and wellbeing of our preschool children as well as others using the Church facilities. 


If you have any questions or would like to review our latest inspection report, please contact the Preschool office (443/289-9019) during normal business hours.
GRIEVANCE PROCEDURE


While we sincerely hope issues will be resolved before the need to resort to a formal grievance procedure, we do understand that mediation should be available.  If a serious issue arises, the situation should be dealt with by the parties involved (i.e. parent to teacher, teacher to parent, etc.).  If there seems to be an impasse, the next step would be to consult the preschool director.  If the issue is still not resolved, the final step would be to contact the church pastor. The governing body of the church would then make a final decision to resolve the issue.
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NO SMOKING
The church and preschool are no-smoking areas for all persons, including staff, members and visitors. This includes school activities, special events, field trips, etc., as well as during transportation to and from such activities. 

CLASS PARTIES
As preschool parents or guardians you are welcome to attend class parties/special days during the school year.  Party assignments are made in one of two ways.  Teachers may assign parties, or you may be offered the opportunity to sign-up for the party of your choice.  As a party parent you and the other parents assigned that day will help the teacher with execution and management of the party.
IMPORTANT - Party refreshments and plans should be shared in advance with your child's teacher.

BIRTHDAY/SPECIAL DAY
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Birthday or special day celebrations should be kept very low key.  The purpose is to honor your child's birthday or special day by giving them special recognition from their teacher and classmates.  Parents are asked to provide a simple snack.  Your child's day may be assigned or decided upon between you and your child's teacher.  The following tips will help make your child's birthday or special day celebration fun for all.
· A parent is expected to help on their child's birthday or special day.  
The preschool staff wants you to be able to enjoy these celebrations with your child.  We do not want them to be overly time consuming, expensive, or a burden in any way.  Please do not hesitate to contact your child's teacher with any questions or concerns regarding our party days, birthday or special day celebrations.
Our staff may not hand out invitations for any party that you may be holding outside of school unless all classmates are invited.
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SNACKS   

 

We try to choose as many nutritional snacks as possible and provide water to drink with snacks.  Occasionally juice or milk may be offered.  Please make sure your child's teacher is aware of any food allergies or other physical conditions requiring special attention.
 IN ORDER TO AVOID ALLERGIC REACTIONS TO SCHOOL PROVIDED SNACKS, PARENTS OF CHILDREN WITH SEVERE ALLERGIES WILL NEED TO SEND SNACKS THAT ARE SAFE FOR THEM TO EAT.


CLASSROOM VISITATION

 
To comply with Maryland State Department of Education guidelines, we cannot allow non-students in the classroom at any time. This exceeds the number of children permitted per class.  The one exception is pre-enrollment visits (when a child is there for only a short time and is in the company of a parent).

CONFERENCES


Conferences: There will be one conference day scheduled during the fall that will consist of a time of sharing information about the child’s progress to date at home and at school.  A second conference scheduled in April will cover an assessment of skills.  You may write a note, request a telephone call or set up an appointment to meet with your child's teacher at any time. 


Interactions and Feedback: To provide the best possible school experience for your child, we ask that any concerns you have about the Christian Preschool and Kindergarten Program be discussed directly with your child's teacher and/or the Director.  We will work to keep the lines of communication open always and look forward to working out any concerns with you.
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DROP OFF AND PICK UP PROCEDURES
When dropping off and picking up students, we ask that you use the two-way Bennett Avenue entrance (only C drop off and pickups will use the ONE-WAY entrance) to the upper parking lot and follow the driveway around the building to the assigned drop off/pickup point.  Staff members will meet the children at the cars and take them to their classes on arrival.  At dismissal times, staff members will return children to cars at pick up points indicated.  
Point A is the gym door, and Point C is the sanctuary door. A sign is posted on each door. The staff will give further instructions concerning your child’s drop-off/pick-up location at Meet Your Teacher. 

If you are dropping off at point A, please form two lines allowing for a third outside lane of cars that will continue around to Point C. 

Cars will take turns at the merge point (which is the island at the corner of the gym facing the playground) creating one line parallel to the gym. Please use utmost caution, as well as courtesy, when merging and crossing over from one lane to another.
To facilitate the pickup of children at the end of preschool sessions, we are asking that parents or designated drivers display windshield cards indicating their child's name, as well as cards for any other preschool children they transport on a regular basis.  Color-coded windshield cards will be distributed at orientation. 

Your patience, understanding and cooperation with these procedures are especially important during the first few weeks of school.  We also ask that you do not hold up the line of cars to discuss concerns with your child's teacher.  

Please watch out for children, teachers, and other pedestrians. Be considerate of church visitors or other drivers who may be unfamiliar with preschool drop off and pick up times or procedures. 

Drive slowly and exercise extreme caution always! Remember: no cell phone use is permitted during pick up and drop off.  It is extremely important that you communicate with everyone that may pickup or drop off your child how to navigate the parking lot during these times.
EVALUATION OF SCHOOL

  
Each year, we ask parents to give us their impressions of our program.  We find these comments most valuable in helping us to look closely at what we do and in helping us to improve the experiences we provide for your children.  We appreciate your input in this.
FIELD TRIPS

Parents must accompany their child on field trips or make arrangements with another adult.  You will be sent a permission slip to fill out and return to your child’s teacher.  If you are unable to accompany your child on a field trip, he/she may be transported by another parent/chaperone.  


PLEASE NOTE: “CHILDREN UNDER EIGHT YEARS OF AGE MUST BE IN A CAR SAFETY SEAT OR BOOSTER SEAT, REGARDLESS OF THEIR WEIGHT” (Maryland’s Child Passenger Law).  If you are not driving, you will need to provide a car seat or booster seat for your child to be transported by another adult/chaperone.  Due to concerns about front passenger seat air bags and the danger they may pose to children, we ask that parents do not use front seats for transporting children for school activities.  We ask that you refrain from smoking as well as using cell phones during all preschool activities and field trips
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NEWSLETTER & CALENDAR


You will receive a newsletter and class calendar at the end of each month to inform you of the activities of the coming month.  It will serve as a guide to your child's day and the various activities throughout the month.  The class calendar will contain: the daily activities, sharers, birthdays, parent helpers, field trips, as well as any days school will be closed.  Please keep this and post it.
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PARENT NIGHT  

Parent Night is held in September.  This is a time for parents to meet with their child's teacher to learn about the school day and program.  Any individual concerns may be taken care of by scheduling a conference with the teacher. This evening is for adults only!
[image: image13.wmf]
PICTURES

Class pictures and individual pictures of your children will be taken during the fall in time for Christmas gift giving.  You will receive more information from the photographer about your child's picture day.
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POTTY TRAINING


We realize that most children are in various stages of potty training.  If your child is in a 2s or 3s class, please send in a complete set of clothes with socks and underwear/diaper, to make accidents less traumatic.  Sometimes, children use a variety of ways to let parents know if they need to use the bathroom; please share this information with your child’s teacher.  We do not require a child to be potty trained but would strongly encourage you to work on this skill.  

Our staff will support this effort in any way we can.  
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TOTE BAGS


Your child should bring a tote bag to school every day to carry items to and from school. If you use a tote bag other than your child's preschool tote, it must be the large, open kind.  Please label any items or clothing to be brought to school with your child's name.  Your child's name should be on the outside of the bag.  Please refrain from attaching anything to the handles of your child's tote bag (i.e. toys, key chains, etc.).
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TWO YEAR OLDS: Modified Schedule
Orientation:   
Parents accompany child

Week One
9:30 – 10:30
Week Two
9:30 - 10:30

Week Three
9:00 - 10:30
Week Four
9:00 – 10:30
Week Five
9:00 - 11:15 
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VISION AND HEARING SCREENING
 The Carroll County Health Department will provide vision and hearing screening of our kindergarten, pre-k and 4s students during the school year.  Younger children will be screened by request.  Parents will be advised in writing of any concerns relating to their child's vision or hearing.  If you receive a form from the Health Department requesting further evaluation by your physician, please return it to school with your doctor's recommendation. 
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GUIDELINES FOR SICK CHILDREN

Red Eyes

When the white part of the eye appears red AND produces a clear, white, yellow, or green crusty discharge:

Your child may have conjunctivitis.  Call your doctor if the discharge is white, yellow, or green and keep your child at home.  Your child may return to school after 24 hours of treatment.  If your child has a watery discharge, he/she does not need to stay home unless there are other signs of an illness such as a rash or fever.
Pink Eye (Conjunctivitis):  stay home on antibiotics for at least 24 hours, until cleared by a physician, or until the discharge is resolved.
Cold / Sore Throat/Cough
Children average three to eight colds per year.  If cold and cough symptoms are associated with a fever or the symptoms do not improve in several days, call your doctor.  Your child may attend school if there is no fever.

A sore throat, with a fever and swollen glands, may mean strep throat.  Call your doctor to have your child evaluated.  Children with strep throat who do not have fevers may return to school after 24 hours on antibiotics.
Strep Throat (Streptococcus Pharyngitis):  stay home on antibiotic therapy for at least 24 hours.
Upper Respiratory Illness (The Common Cold): stay home until the child is without fever, does not appear acutely ill.
Fever (100.4 or Higher)
Your child may not attend school with a fever.

Fevers are usually a sign of infection.  Make sure that you have a thermometer at home and can take your child’s temperature.  Children should be fever free for 24 hours without the aid of fever reducing medications. 
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Exclusion Criteria for Illness

Chickenpox (Varicella):  stay home until all lesions have crusted over and no new ones are seen.
Fifth Disease (slap cheek):  the greatest risk of contagion is before the symptoms begin. Staying home is not necessary.

Stomach Virus (Gastroenteritis): stay home until the person is no longer vomiting and no longer has diarrhea and until the person is no longer ill-appearing or feverish.
Impetigo (staph or strep): stay home until person is on antibiotic therapy for at least 24 hours (preferably 48 hours if staph is likely), area should be covered if possible.
Lice:  stay home until person is under therapy for 24 hours
*The school reserves the right to require sick children to be kept at home and/or to require a note from a physician*Remember the best way to prevent illness is by washing your hands and your child’s hands frequently.  Give your child a separate towel and washcloth.

Non-Discrimination Policy

“It is the policy of the State of Maryland that all public and publicly funded schools and school programs operate in compliance with:
(1) Title VI of the federal Civil Rights Act of 1964; and
(2) Title 26, Subtitle 7 of the Education Article of the Maryland Code, which states that public and publicly funded schools and programs may not:

i. Discriminate against a current student, a prospective student, or the parent or guardian of a current or prospective student on the basis of race, ethnicity, color, religion, sex, age, national origin, marital status, sexual orientation, gender identity, or disability;
ii. Refuse enrollment of a prospective student, expel a current student, or withhold privileges from a current student, a prospective student, or the parent or guardian of a current or prospective student because of an individual’s race, ethnicity, color, religion, sex, age, national origin, marital status, sexual orientation, gender identity, or disability; or
iii. Discipline, invoke a penalty against, or take any other retaliatory action against a student or parent or guardian of a student who files a complaint alleging that the program or school discriminated against the student, regardless of the outcome of the complaint.”
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