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Parent Handbook


Orientation
Pre-K Classes 			Wednesday, Aug. 26, 2020
3 year old Classes			Thursday, Aug. 27, 2020
(Your child’s teacher will notify you of your orientation time during the last two weeks of August.  We look forward to meeting all children on orientation day.  This relieves many hidden fears children may harbor, even those children who have been previously enrolled.)

First Day of School:	 Monday, August 31, 2020

Two medical forms must be completed and returned prior to the first day of class:	*Statement of Health		*Immunization Record

2020-2021 TLC Preschool Calendar/ Holidays
There will be no school on the following days:
September 7, 2020					Labor Day
November 11, 2020					Veteran’s Day
Nov 23-27, 2020					Thanksgiving Break
Dec 21 – Jan. 1, 2021	                                  		Winter Break
January 18, 2021					Martin Luther King, Jr. Day
February 15, 2021					President’s Day
March 22-26,2021					Spring Break

Last day of school 	Thursday, May 27, 2021


Tuition for 2018-2019 School Year
3 year olds			$180 per month
Pre-K classes 			Monthly fees of $225 for 3 days, $300 for 4 days, $375 for 5 days

In addition to a $75 per family nonrefundable registration fee, a deposit of $50 per child is due at registration.  The $50 deposit will be applied to September 2020 Tuition.  Should you choose to withdraw your child before the school year begins, TLC must be notified before August 1st in order for you to receive a refund of your $50 deposit.  No deposit refunds will be issued after this date.

____________________________________________________________________________
Please feel free to call us at (303)450-0119 if you have any questions!


WELCOME!

Welcome to the Good Shepherd TLC Preschool.  We are pleased you have joined us.  We hope this will be a fun and exciting year for both you and your child.

We are anxious to get to know you and your child better.    Read through this handbook carefully and keep it handy for future reference.  Feel free to call us at (303)450-0119 any time with questions you may have.


PHILOSOPHY

The Good Shepherd TLC Preschool is an experience oriented preschool that provides the opportunity for boys and girls to express themselves freely in words, music, dance and play.  We promote a loving atmosphere with Christian emphasis.  We believe: (1) Children are, by nature, curious and want to learn.  (2) Individual learning styles and speeds differ and, given the opportunity, children learn best in their own fashion.  (3) The basis of effective learning is by doing and (4) the basic responsibility of the teacher is the creation of an environment which is responsive to the learning needs and interests of the child.


PRESCHOOL AND STAFF

Good Shepherd TLC Preschool is licensed and its staff is certified by the state of Colorado.  The teachers are also certified in first aid, CPR and universal precautions.


LICENSING INFORMATION

Your child was recently enrolled in a child care program that is licensed by the Colorado Department of Social Services.  The license indicates that the program has met the required standards for the operation of a child care facility.  If you have not done so, please ask to see the license.  TLC Preschool takes pride in its staff and facility; however, if you feel your child has been abused or we have failed to follow standards set by the state, please call the Department of Social Services at 303-866-5958.









GOOD SHEPHERD TLC PRESCHOOL OBJECTIVES FOR CHILDREN

1. To recognize the rights of others.  To wait for turns, listen when others are speaking and share equipment.

2. To acquire good work and play habits by learning to hang up coats, put away toys and complete one task before beginning another.

3. To develop enjoyment of music, stories and poems through listening, discussion, role playing and rhythmic movements.

4. To develop an appreciation of our environment and culture through observance of holidays and seasonal changes.

5. To learn and practice good health habits through discussion, tasting a variety of foods, exercising with music and dancing, as well as restroom use and hand washing independently.

6. To develop verbal skills through show-and-tell, involvement with flannel board stories and puppet play, discussion and playing with other children.

7. To develop large muscle skills through climbing, playing ball, hopping, skipping, balance beam, parachute play and jumping.

8. To develop a sense of independence by listening, following directions and by putting on, buttoning and zipping clothing.

9. To develop creativity through the use of a variety of craft materials, play equipment, story telling, puppet play and a variety of music and rhythm experiences.
_______________________________________________________________

ADMISSION AND REGISTRATION

An intake form shall be completed by a responsible adult for each child enrolled in preschool.  The form will be given to the director, accompanied by a registration fee.  A current health form, signed by a health care professional, a child’s state authorized immunization form and emergency medical authorization form must be supplied for each enrollee by the first day of class.

Each child enrolled in the preschool must be 3 years of age by October 1st for the 3 year old classes and 4 years of age by October 1st for the Pre-K classes.

PROCEDURE FOR UNREGISTERED CHILDREN
Due to insurance regulations, unregistered children are not allowed to remain in the classroom during preschool sessions.
PROCEDURE FOR STUDENT WITHDRAWAL
The parent is responsible for contacting the preschool if their child is withdrawing from the preschool.  A 30 day notification is required.

If the preschool feels they cannot meet the needs of a particular child, the parents will be contacted for a conference with the teacher and director.

PROCEDURE FOR PARENT AND STAFF CONFERENCES
Teachers must keep a written record of observations of each child along with current screening information.  Children enrolled in both our Pre-K and 3 year old classes will receive a written evaluation in February.  Conferences will be held upon request.

FINANCIAL ARRANGEMENT

In addition to an annual non-refundable $75 per family registration fee, a $50 per child deposit is due upon registration. This $50 deposit will be applied to September’s tuition.

The preschool must be notified by August 1st if you decide not to keep your child enrolled for the upcoming preschool year in order to receive a refund of the $50 deposit.  Anything later will be considered less than 30 days notice and no refund will be issued (see below).  The annual registration fee will not be refunded if you withdraw your child.

Monthly tuition is due on the first day of each month.  There is a $5 late charge if tuition is not paid by the 10th of each month.  Because your child’s space is reserved and operating costs continue, no credit is given for absences or vacations.  The yearly tuition is equally divided into the nine months preschool is in session.

TLC’s banking facility charges $30 to TLC for any returned checks showing non-sufficient funds.  This charge will be added to your total amount due.

A 30 day notification of withdrawal is required.  No portion of tuition is refundable if you withdraw your child with no notification.



LATE PICK UP
A $5 fee will be charged for children picked up more than 10 minutes past the scheduled time.  This fee will NOT be charged for the first late pick-up each month.  After one hour, TLC will call the police or social services if all attempts to reach parents/emergency contacts fail.


HEALTH, MEDICAL AND EMERGENCY INFORMATION

MEDICAL EXAMINATION
An annual medical examination for each child is required by the State Department of Social Services.  The Statement of Health form, the child’s state authorized immunization record, both signed by a physician, and the authorization for emergency medical care are required by the first day of classes.

CHILDREN WITH SPECIAL NEEDS POLICY
The Preschool Board has established a medical policy that reads as follows: “Any child with special medical, physical, or emotional needs will be evaluated on an individual basis, and in cooperation with parents, a decision will be made as to whether or not the TLC Staff can meet the needs of the child.”

DAILY HEALTH CHECK
The state requires that the director and preschool staff must report any suspected child abuse.

PROCEDURE FOR ILLNESS
Should a child become ill at school, the parent will be contacted and will be expected to pick up the child.  Please notify us if your child has contracted a contagious disease, so we can notify other parents.  If your child is too ill to go outside, please keep them at home.  In the event of a medical emergency, we will make an immediate attempt to contact the parent.  If the parents or emergency contacts cannot be reached, an effort will be made to contact the physician listed in the medical statement.  All emergency action will be handled at the discretion of the school staff.  Parents will be expected to assume responsibility for any expense.

PROCEDURE FOR EMERGENCY
In the event of an emergency during school hours, parents or emergency contacts will be called to remove the child from the preschool in a timely fashion.  A teacher will remain until every child has been released to a responsible party.  


PROCEDURE FOR EXCESSIVELY HOT/COLD WEATHER
During excessively hot or cold weather conditions, the students will be kept indoors and engage in an appropriate activity.

PARENT INVOLVEMENT
If you plan on visiting your child’s classroom, come in for just a short time to observe your child and the program.  Due to state regulations, siblings may not attend.

A monthly newsletter is emailed with information regarding the monthly activities.  Periodic notes will be sent home with information about special events.

OTHER SCHOOL POLICIES AND INFORMATION

PROCEDURE FOR IDENTIFYING WHERE ALL CHILDREN ARE AT ALL TIMES
Each teacher is responsible for taking attendance and verifying movement of students by counting children throughout the session.

PROCEDURE FOR LOST CHILDREN
In the event a child wanders away from the preschool, every effort will be utilized to locate the child by the director, teachers, church secretary, senior minister and any other responsible adult in the church.  The remainder of the children will be brought into the building, accounted for and overseen while a search is conducted.  After a reasonable time with no success (approx 5 min) in locating the child, the police (911) and parents will be notified.

RELEASE OF CHILDREN
Children in the preschool will be released only to those persons authorized by parents on the intake forms.  If there is a change in persons designated to call for the child, the parents are responsible for notifying the child’s teacher.  The teacher will stay at the school with the children until each child is released to an authorized adult.

SIGN/IN OUT PROCEDURE
Parent or person responsible for preschooler is required to sign the child in and out each day.  A sign in/out sheet is posted near each room.

DAILY CLOSING OF PRESCHOOL
A teacher will not leave the preschool until all of the children under her charge are released to a person designated on the intake form.  Two staff members will remain on the premises until the teaching staff has released all of the children from the preschool.

PRESCHOOL VISITORS
Visitors to the preschool must check in with the church office before going to the preschool rooms.  Each visitor, by the direction of the state, must list their name, address, telephone number and reason for visit.  Parents are welcome to visit a preschool session at any time during regular preschool hours.

PROCEDURE FOR STUDENT MEDICATION
No medication will be dispensed by any teacher during any session.  The only exceptions are for special needs medications for asthma, allergies, etc.  Parents will be responsible for applying sunscreen prior to the child’s attendance at preschool.  Teachers will take precautions regarding the amount of time spent in the sun.


PROCEDURE FOR DIAPERING AND TOILET TRAINING
The preschool policy is that all children enrolled in the preschool must be toilet trained.

PROCEDURE FOR DISCIPLINE
TLC provides an atmosphere of activity and learning.  Positive reinforcement encourages appropriate behavior in children.  Should a problem arise concerning disciplining a child, the child will first be removed from a situation and encouraged to direct his/her energy in a more appropriate manner.  If more stringent discipline is deemed necessary, the child will be placed on a chair within sight of the teacher, and be isolated from the activities of the classroom for a number of minutes equal to the chronological age of the child. The use of physical punishment is NEVER permitted.

PROCEDURE FOR TV AND VIDEO VIEWING
The preschool policy is that TV/Video viewing is not a part of the regular program.  Occasionally, an educational video will be viewed in conjunction with monthly units.  Staff will always be present during any video viewing.

CLOTHING
Comfortable, washable play clothes are best, since we experiment with many different materials, some of which are messy!  We recommend pants/shorts and tennis shoes for both boys AND girls.  We have found that flip flops, crocs and snow boots are unsafe at preschool.  Long dresses, dress up clothes, body suits and belts are difficult for preschoolers to manage.  During cold months, please send your child with adequate clothing.  This includes coats, mittens and head gear.  If your child wears boots to school, please put a change of shoes in your child’s backpack.  When in doubt, overdress your child.  

SNACKS
Children will be served a snack at mid-session.  We will concentrate on healthy and nutritious goodies.  Special snacks can be brought in for children’s birthdays.  To help children who have birthdays in the summer not feel left out, they can celebrate their birthday at school in the spring as an “unbirthday.”  Each teacher has a sign up sheet for snacks posted outside her classroom door.  When bringing snack, remember it must be pre-packaged (not homemade) and that a single juice container is preferable to individual servings.


FOOD ALLERGIES
If your child has food allergies that prevent them from sharing snacks which other children bring, it must be documented on your child’s health form.  In addition, TLC must be provided with specific instructions from the doctor.  Parents will be asked to help supply an alternative snack (goldfish, pretzels, etc.) every day to avoid mix ups.


FOOD
All drinks, gum, candy and other food items should be enjoyed at home.  The only food permitted during class will be the snack items brought for the class to enjoy during snack time.


SHOW-AND-TELL
This is a great time to bring in all sorts of exciting items.  Show-and-tell will begin mid year.  A note will be sent home indicating which dates your child will have show-and-tell.  We suggest you leave any objects that are valuable, easily broken or hazardous at home (including play guns, knives, etc).  Photographs of pets, family members, vacations, etc. are a great idea for show-and-tell.

PETS VISITING PRESCHOOL
For the safety of our preschool children, pets will not be allowed to visit the preschool classes.  Preschoolers will be encouraged to, instead, bring pictures of their pets for their show-and-tell.


TOYS
Toys should be left at home except for items brought in for show-and-tell.  This policy helps prevent loss and breakage of personal possessions.

SOLICITATION
While we understand that many of our preschool families have fundraising activities and/or home businesses, it is our policy that there should be no solicitation of teachers or parents for those activities/businesses at preschool.

INCLEMENT WEATHER
When Adams County School District 12 closes schools due to bad weather TLC Preschool will be closed! If the district calls for a late start TLC be open at the regular time. Parents can determine if it is safe to drive to school from their location.  Any time TLC is closed you will receive an email and we will also post a “school is closed” notice on our Facebook page.  You will not receive a call from your teacher to reflect this closing.  Watch your local TV channels for Adams 12 Five Star School District closings. 









A TYPICAL DAILY SCHEDULE

8:45-9:10  Greeting Time/Free Play
  

9:10-9:30	Beginning Circle
  
	Unit Discussion		Calendar
	Daily Planning		Songs
	Weather		
	Stories

9:30-10:25	Free Play
   
	Creative Toys Lacing
	Easel Paint	  Legos
	Finger Paint	  Books
	Blocks		  Play Dough
	Trucks/Cars	Listening Center
	Play House	Science
	Puzzles	Wooden Boat
	Craft		Special Projects

10:25-10:40	Bathroom/Rest
 

10:40-11:00	Prayer/ Snacks
  

11:00-11:30	Free Play Outside
  
	Games	Sandbox
	Climbers	Ball Play	Paint Brushes
	Tools		Big Wheels

11:30-11:45	Closing Circle
  
	Show-And-Tell	Songs/Finger Plays
	Stories	Rhythms


MONTHLY THEMES

September	Colors
		Name recognition
		Self, Healthy habits
		Safety
		Manners

October	Shapes
		Fall
		Halloween

November	Nutrition
		Five Senses
		Thanksgiving
		Feelings

December	Christmas

January	Numbers
		Winter
		Nursery Rhymes
		Wild West

February	Numbers 
		Valentines
		Presidents
		Dinosaurs

March		Alphabet
		Telephone Numbers
		Opposites
		Community Helpers
		Spring

April		Alphabet 
		Easter
		Transportation
		Rhyming words

May		Animals, Pets, Insects
		Mother’s Day
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