West Side ABC Parent Handbook

[image: image1.emf]


ENROLLMENT:
For your child to be able to apply for enrollment in the South Conway County School District’s ABC Preschool Program, children must meet the following qualifications:

1. Children must be 3 or 4 years of age on or before September 15th.  Children turning 5 after this date will also be considered.

2. A CURRENT immunization record must be presented at application, along with a copy of your child’s birth certificate, social security card, and a copy of a comprehensive health screening. (This form must be picked up from us prior to the screening.)

3. The family income may not exceed 200% of the Federal Poverty Level (FPL).  For proof of income we must have one of the following:

· A letter from the employer stating income

· Latest W-2 forms

· Latest Income tax return

· Latest Schedule C or F (for self-employed)

· Letter from social services agency listing household income

Parents or guardians claiming zero household income must produce a copy of current school schedule documenting enrollment in an educational program or a notarized statement signed by the parent attesting to the fact that there is no household income.

OPENINGS AND SCHEDULE:
Our preschool calendar will follow the South Conway County School District yearly calendar.

A copy of our daily schedule is attached at the end of the handbook along with the school calendar and a list of preschool staff.
IN CASE OF BAD WEATHER, PLEASE LISTEN TO KVOM RADIO STATION 101.7 FM FOR CLOSINGS.

ARRIVAL AND DEPARTURE:
CHILDREN MAY NOT BE DROPPED OFF BEFORE 8:00 A.M.  Teachers are not required to be here until 7:50 and the doors will not be unlocked until 8:00.  CHILDREN MAY NOT BE DROPPED OFF TO ENTER BY THEMSELVES.  THEY MUST BE SIGNED IN AND OUT.  Parents or persons dropping off or picking up children must park in the spaces provided.  Parents are to remain in their vehicle until 8:00 for drop off or until 3:30 for pick up. Parents and children may not wait in hallways or outside classrooms doors.  
Please be here AT 3:30 to sign your child out each day.  Teachers are required to have 30 additional minutes to plan for the following day and children should be picked up at 3:30.  If a child remains in our care after our program ends at 3:30, parents will be charged a late fee of $5.00 per minute starting at 3:45 to be charged until the child is picked up.  Late fees are due in cash at the time the late pick up occurred.  The charge is due to the staff member who stayed with the child.  If late pick up becomes a problem, we will request a conference to discuss your options.

ATTENDANCE:
Children may begin arriving at 8:00 A.M.  You must bring them to the room to be signed in.  Please make sure you bring your child before 8:30 to ensure they are counted for breakfast and lunch.  If your child is not here by 8:30 they will be counted tardy and we must follow the District Policy regarding children that are tardy.  

Our guidelines state that children must attend five days a week from 8:00 to 3:30 in order to be enrolled in the program.  Please remember that we are required to report our attendance to the state.  Those minutes late and those early pick minutes are all added together to count towards absences!!!! Please call us by 7:45, if possible, if your child is going to be absent.  Reason being:

1. We are concerned about your child.

2. Attendance is important in the progress of your child.

3. After 10 days of non-attendance without notice as to why, the center will assume that your child is not returning and your spot will be filled.

We understand that your child may become sick or have appointments to keep but please have them here daily and on time when permissible.  We strongly recommend scheduling appointments after lunch so your child does not miss valuable learning time.

RELEASE OF CHILDREN:
At enrollment, emergency people should have been listed on the enrollment form.  If information on this form changes during the school year, please notify your child’s teacher.  ONLY PERSONS DESIGNATED ON THE FORM WILL BE ALLOWED TO PICK UP YOUR CHILD FROM SCHOOL.  WE ARE REQUIRED TO ASK FOR IDENTIFICATION.

NON-CUSTODIAL PARENTS:

Custodial parents who wish to restrict visits or pick up from non-custodial parents must provided director with a copy of a court order restricting visitation.  Parents are allowed to visit or volunteer only if presence does not disrupt the classroom environment.
COMMUNICATION:
Your child will receive a folder to take home.  This is a way to keep in touch.  Work, notes, progress reports, behavior slips, weekly newsletters, etc. will be sent home this way.  Each month you will receive a monthly calendar listing important events for that month.

BACKPACKS: 
Since we are required to check each backpack that enters the room each morning and our space is limited, backpacks must be stored outside our classrooms on the hooks. Please bring necessary items into the classroom (like folders and blankets).  Children love to put items in them from home and having them in the room makes it hard to monitor what is being brought into the program each day.

CLOTHING:

Students should wear clothing that is comfortable and appropriate for playing especially outdoors during Outside Play. Keep in mind, we will get dirty. Please make sure, if your child dresses him/herself in the morning that he/she has the proper underclothing on.  Clothing that can easily be pulled up and down is preferred.  Overalls and belts make it hard for children to undress themselves if they are in a hurry to go potty.

PLEASE SEND AN EXTRA PAIR OF CLOTHES IN CASE YOUR CHILD HAS AN ACCIDENT. (UNDERCLOTHES, TOP, PANTS, AND SOCKS.)  MAKE SURE YOUR CHILD’S NAME IS IN THEIR CLOTHING.

LEARNING:

Our room is divided into several areas of learning called “Corners or Work Centers”.  These corners are to help your child develop in the following areas:

· Exploring how things work

· Making new friends

· Playing with age appropriate toys

· Looking at books

· Listening to music

· Learning to share toys and supplies

· Participating in activities that are child oriented/directed not adult oriented/directed

· Developing and expanding language skills

· Learning to be creative and self expressive through art and music

· Learning to work and play together cooperatively

A lot of people feel that the children are just playing during this time but please remember that play is a child’s work.  This is where they learn many important skills needed for their years of education ahead.

TOYS FROM HOME:

DO NOT SEND THEM.  Sometimes children will be allowed to bring items from home for special units of study.  We will send notes home when it is acceptable.  Children are allowed to bring an item to sleep with but the item must be quiet and have soft stuffing in it.

OUTDOOR PLAY:
Children will be given the opportunity to develop gross motor skills through outdoor play.  At times the play will be organized forms of play and other times free play.  The director will decide if the weather is permissible. 
ACCIDENT POLICY:
If your child is involved in an accident, you will be notified in writing at time of pick up.  If the accident is severe in nature, every effort will be made to contact parents immediately.  If the accident is determined to be an emergency, then we will follow the emergency plan of action form filled out at enrollment.

HEALTH:
Children must have a current immunization upon entrance.  Your child will be required to have a yearly comprehensive health screening through your child’s family doctor.  Health screenings can be provided through AR Kids First, private insurance, or Medicaid.  If you do not have one of the listed methods, we will help in getting your child’s screening.

GIVING MEDICATION:
According to Minimum Licensing Requirements through the Department of Human Services, medication shall be given to children ONLY with signed parental permission, which includes date, type, drug name, and dosage.  It shall be in the original prescription container, not have an expired date, and be labeled with the child’s name.  The staff will not dispense medications in dosages that exceed the recommendation stated on the medication label.  Please do not send items that are considered over the counter medications such as cough drops, pain relievers and such items.  We are not allowed to give these types of medications to your child.

ILLNESS:
At the beginning of school, emergency people should be listed on the enrollment form.  If information on this form changes during the school year, please notify us.

ONLY PERSONS DESIGNATED ON THE FORM WILL BE ALLOWED TO PICK YOUR CHILD UP FROM SCHOOL.

If your child becomes ill at school, you will be contacted to pick your child up immediately.  In such event, your child will be isolated from other children until you arrive.  Please think about the wellness of the other children before sending your child to school ill.  Some of the guidelines are as follows:

1. A fever (or has had a fever in the past 24 hours)

2. Constant cough, wheezing, nasal discharge, sneezing, vomiting or diarrhea.

3. Symptoms of communicable diseases (these are usually sniffles, reddening of the eyes, sore throat, headache, and abdominal pain, plus fever).

Please do not send your child to school if he/she has had any illness within a 24-hour period.

MEALS AND SNACKS:
Meals will be provided by the South Conway County School District.  The ABC program will provide snacks.  Children may not bring their lunch.  A doctor’s note must be provided if your child has a food allergy and substitutions will be made.  Dietary restrictions must be discussed with the director prior to sending a lunch.
REST TIME:

After lunch, a rest period is provided for all the children.  The children are not required to sleep, but are required to rest quietly on their mats.  We will provide cover for the children but you are welcome to send a blanket if you choose.  Make sure their names are on their items.  These items will be sent home weekly to be washed.

SPECIAL CLASS ACTIVITIES/FIELD TRIPS/BIRTHDAYS/HOLIDAY PARTIES:
Some special class activities may be planned throughout the school year.  The individual teachers will address any additional activities not listed on the monthly calendar.  A permission slip for field trips will be filled out at enrollment IF we are allowed to take trips.

DISCIPLINE:
Modeling desirable behaviors is effective for young children.  If major misbehaviors occur, the staff will implement an effective positive communication and will redirect the child with a calm and understanding manner.

Our goals are for children to become self-disciplined and to develop inner controls that will guide their behavior when adults are not present.  Staff, parents, or other volunteers (to help children build self-control) will use the following techniques:

1. Listening

2. Setting limits

3. Removal from activities

4. In some situations, holding of the child may be needed. (This would include situations in which the child may possibly injure him/herself, another child, or a teacher.)

Discipline will be consistent and individualized for each child.  It will be appropriate to the child’s level of understanding.  It will be directed toward teaching the child acceptable behavior and self-control.  Children will be expected to follow a certain set of rules for maintaining safety and order in our school.  We will work together in the first weeks to establish a set of rules that works for us.

Redirecting the child into acceptable behavior is our primary form of discipline.  However, if the child will not comply “Time-out” will be considered.  The child will be placed in a designated area until he/she can regain control of their emotions and the situation.  If placed in “Time-out”, it will be for one minute per year of age.  Reasons for Time-out include but are not limited to:

· Breaking the rules after being reminded of them

· Continued disobedience

· Doing something harmful to self or another

· Disrespect to staff or others

Behaviors that are severe in action or are harmful to another child will be corrected immediately and written notice will be sent home.

If the classroom teacher, with support from administrators, determines that a child’s behavior is harmful or destructive to himself or others and intensive efforts to reeducate that behavior have failed, then the program will set up a conference to discuss further options.

BEHAVIOR POLICY:
Each individual teacher will set up a “Behavior Policy” that works best for their particular classroom.

BITING:
If biting occurs, a written incident report will be made for each child involved.  Parents will be notified of the occurrence.  Parents will be asked to set up a conference to discuss program options.
FAMILY INVOLVMENT:

West Side ABC encourages all parents to take an active role in their child’s school activities.  We feel that parental involvement is the main component in improving your child’s social and academic development.  We may need you to assist us in school field trips and school projects.  Most importantly, we need you to attend parent meetings or scheduled visits with your child’s teacher.  This is an opportune time for you to become aware of ways to help your child grow and develop.  When you are involved with things inside your child’s school, you can convey a message to your child and others that education is very important.  

Please talk to your child’s teacher about various ways that you can volunteer.  Take home activities will be available to help you assist your child in acquiring the skills needed to make them successful in later years.  We ask that you help us by taking extra care in returning the items the way that they are loaned to you.  If materials become damaged when in your use, we may opt to discontinue the use of these items.

CHILD ABUSE AND NEGLECT:
Under Arkansas State Law, staff of the program as well as related services and parents are mandated reporters of suspected child abuse or neglect.  Your child may be subject to being interviewed by Child Care Licensing Personnel, Children and Family Services Special Investigators, and/or law enforcement officers.  This regulation is meant for the protection of children.  Should these agencies receive a complaint, it is their responsibility to investigate the situation.  This could include talking to children individually or as a group.  The confidentiality of any interview will be maintained.

STATEMENT OF CONFIDENTIALITY:
Any information provided to the preschool program about a child or family status will be treated confidentially and will be used only for eligibility determination and for verification of data.  Any personal information or records used for progress or review of a child will be accessible only to persons in direct relation to a child.

LICENSING:
Under guidelines set forth in the ABC Preschool Program, we are required to follow the Minimum Licensing Requirements set forth by the Department of Human Services.

MISSING CHILD:
In the event that a child becomes missing, the staff will notify the director immediately. Our campus will be locked down and searched.  The child’s parents, police and DHS will be called.   

VISITORS:
Parents are welcome to visit or call the school.  We request that you call during times that teachers and children are not engaged in active learning (Rest time is best).  You may be asked to leave a message and we will return your call.  If it is an emergency, the secretary will try their best to connect you with us.

Your interest and involvement is important to your child’s development and we will do our best to answer your questions and concerns but the education and care of the children is our main priority during the active school day.  If you need to set up a time to discuss something with your child’s teacher, please schedule a conference.

Visitors and volunteers, including parents, must sign in and wash hands upon entering our classrooms.  Only those people who are listed on the pick up list may visit or volunteer.  Please do not bring other persons with you to visit unless you have cleared it with your child’s teacher first.  This is especially true of children not enrolled at the school, as there is not sufficient space or staff to care for other children.  We also ask that you not visit when you are ill or have been exposed to infectious diseases.

All visitors must comply with school policies and may not interfere with the daily activities at the school.  If you must pick up your child during an activity such as lunch, nap, group time, etc. please be careful not to disturb the others.

Please remember the first days of school are big adjustments for parents and children.  When you bring your child to school, we suggest that each parent leave his/her child as quickly as possible so that the teachers and children may adjust to their new environment.

CONCERNS OR QUESTIONS:
If you ever have any questions, please do not hesitate to call.  Phone Number----354-9426.  If you have a concern, voice your concerns to your child’s teacher first.  Next, please inform the director. 
We would like to thank you, as a parent, for your confidence in our staff!  We also appreciate your support in helping your child have a successful first learning experience with us!

West Side ABC Staff:
Cheri Millheim, Coordinator/Director/Lead Teacher
	
	Classroom A

(Room 2)
	Classroom B

(Room 1)
	Classroom C

(Room 416)
	Classroom D

(Room 417)

	Teacher
	Cheri Millheim
	Gay Williams
	Malorie Bates
	Kristi Williams

	Paraprofessional
	Christy Garrett
	Traci Clay
	Lisa Hill
	Amanda Allred


Daily Schedules:
              Classroom A and B
8:00 to 8:30
**Arrival & Hand Washing*

8:00 to 8:20
**Learning Corners*
8:20 to 8:30
**Prepare for Breakfast *Clean Up, Hand Washing & Circle Time

8:30 to 8:50
**Breakfast *
8:50 to 10:15  
**Hand Washing & Teeth Brushing & Learning Corners*
10:15 to 10:20
**Clean Up, Bathroom, Hand Washing & Circle Time*
10:20 to 11:20
**Outside Play*
11:20 to 11:25
**Prepare for Lunch*Hand Washing & Circle Time*
11:25 to 11:55  
**Lunch*
11:55 to 12:10
**Prepare for Rest*Bathroom, Hand Washing & Story *
12:10 to 1:40   
**Rest*
1:40 to 1:55
**Wake Up, Hand Washing & Prepare for Snack*
1:55 to 2:15
**Snack & Story*
2:15 to 2:20
**Hand Washing & Quiet Table & Rug Activities*
2:20 to 3:20
**Learning Corners*
3:20 to 3:30
**Clean Up & Prepare for Departure & Music and Movement Activities**

3:30                   *Departure*
 Classroom C and D
8:00 to 8:30
**Arrival & Hand Washing*

8:00 to 8:20
**Learning Corners*
8:20 to 8:30
**Prepare for Breakfast *Clean Up, Hand Washing & Circle Time

8:30 to 8:50
**Breakfast *

8:50 to 8:55  
**Bathroom & Hand Washing* 
8:55 to 9:55
**Outside Play*
9:55 to 11:20
**Teeth Brushing & Learning Corners*
11:20 to 11:25
**Prepare for Lunch*Hand Washing & Circle Time*

11:25 to 11:55  
**Lunch*

11:55 to 12:10
**Prepare for Rest*Bathroom, Hand Washing & Story *

12:10 to 1:40   
**Rest*

1:40 to 1:55
**Wake Up, Hand Washing & Prepare for Snack*

1:55 to 2:15
**Snack & Story*

2:15 to 2:20
**Hand Washing & Quiet Table & Rug Activities*
2:20 to 3:20
**Learning Corners*

3:20 to 3:30
**Clean Up & Prepare for Departure & Music and Movement Activities**

3:30                   *Departure*
The following pages are information we must have on file for your child to complete the enrollment process.  Please fill out ALL of the information on the colored pages and leave them here with us tonight.  The last page is for you to help us understand your child better and to help us provide the experiences you would like for your child to have.  Please take the time to fill this out and help us improve our program.

Failure to follow these policies will result in a conference with administration concerning the issue(s).

