
ST. PAUL LUTHERAN PRESCHOOL HANDBOOK

OUR PHILOSOPHY

We believe the most effective influence in a child's life can be realized when the church, home and school work together. We believe that each has an immediate and direct influence on the developing child. St. Paul Lutheran Preschool is an important ministry of the St. Paul Lutheran Church congregation in nurturing children in the Christian faith and reaching out to bring others to Christ. We also consider St. Paul Lutheran Preschool to be an extension of the home and partner with the parents. We believe that every child can reach his full potential at his own individual pace, in a developmentally appropriate preschool program.

OUR MISSION STATEMENT: Sharing God, Touching Lives, Everywhere!


Our preschool is a place of Christian service to many and a positive influence for all. We are a loving educational environment that nurtures spiritual, social and academic growth. 


OUR PURPOSE

St. Paul Lutheran Preschool strives to provide quality preschool Christian education for the children of surrounding communities, neighboring Christian churches, and the St. Paul Lutheran Church congregation. Our Preschool teaches the fundamentals of the Christian faith. This preschool meets or exceeds the standard for early childhood education required by the State of Illinois.

Our state-certified Preschool staff provides a curriculum that encompasses all eight of the developmental areas: religion, language arts, math, social science, fine and gross motor skills, music and art. Monthly and weekly newsletters, personal notes, communication via phone and e-mail, and parent/teacher conferences keep parents informed of the child’s progress.  We believe that open lines of communication are necessary to ensure the success of our program.


We set high standards for cleanliness, friendliness, and professionalism. A pick-up and drop-off system will be implemented for the preschool classes with your child's safety our highest priority. Parents are requested to park on Seminole, entering through our preschool's private entrance. For the safety of the children please walk them into the classroom and also come in after class to pick them up. There will be a sign-out procedure followed for pick-up only. For our parents who have older children in our school, we ask that you come in to pick up your child or arrange with the classroom teacher for an older sibling to do so.  We will not release any child except to the parent or guardian, unless notified by the parent, either in person, in writing or by a personal phone call to the office as to who will pick up the child. A photo ID may be requested.

ACCREDITATON


St.  Paul Lutheran Preschool, as part of St. Paul Lutheran School (Pre-kindergarten through 8th grade) is one of over 1,500 Missouri Synod Lutheran schools in North America and one of 77 schools in the Northern Illinois District of the Lutheran Church-Missouri Synod. Our school maintains standards in accordance with the Illinois State Board of Education and is officially recognized according to Policy and Guidelines for Registration and Recognition of Non-Public Elementary and Secondary Schools. St. Paul Lutheran School, including its preschool program, has been fully accredited by the National Lutheran School Accreditation Commission (NLSA) after a vigorous process of self-evaluation and validation by a certified accreditation team. Teaching personnel are certified with the State of Illinois or are in the process of receiving certification. Qualified Christian teachers teach God's Word in and with a prescribed course of study leading to entrance into high school.

SMOKE FREE

St. Paul Lutheran Preschool is a smoke free facility. Smoking is prohibited in or around the facility.

SANITATION

Washable equipment, furniture and toys shall be cleaned and disinfected with an appropriate germicidal solution and rinsed with water at least monthly or as necessary. Carpets are vacuumed daily. Bathrooms are cleaned daily and between classes when needed. Tile floors are cleaned every other day or as necessary. 

GENERAL INFORMATION

We offer daily opportunities for spiritual, academic, social and physical growth. We begin each day with prayer. We incorporate into our themed units Religion, Social Science, Large Muscle Development, Fine Motor Skills, Reading and Math Readiness, Music, Safety Awareness, Quiet and Active Play, Story time, Creative Dramatics, Painting, Water Play, Art, Listening Skills, and Cooking Skills.  Community resources are utilized in the classroom whenever possible.  The children prepare and sing songs for our school's Wednesday Chapel services followed by a Saturday or Sunday Church Service.  Dates for these events will be announced throughout the school year and the entire family is invited to attend.

In addition to state-certification in an educational or related field, our preschool staff is trained in first aid, the recognition and prevention of child abuse, the prevention and management of communicable diseases and CPR. Staff also attends periodic in-services on pertinent issues such as child development; behavior modification or curriculum up-dates. Our preschool may be closed on these days. 

Any person may report a suspected or witnessed violation by the preschool to the Illinois Department of Children and Family Services at 1-800-25-ABUSE. All of our staff members are mandated reporters of child abuse.  If staff members have suspicions that a child is being abused or neglected, they MUST make a report to DCFS.  The safety of the children is always our first concern.   The Child Abuse Hotline is 1-800-25-ABUSE.
To cover pertinent operational rules and regulations, the classroom teacher will provide the parent or guardian with written information about the program and activities of the preschool. This information will include contact information of your child’s teacher, as well as the preschool name, address, telephone number.  The teacher will provide the parents with a school-wide directory.  The directory is confidential and may not be shared with others without permission of the parents on the list. Our school’s directory will not include the name or telephone number of any parent, custodian, or guardian who requests that they not be included.

DAILY SCHEDULE
Our daily schedule is flexible enough to provide adaptability when necessary but structured enough to provide predictability for the children.  In our preschool program a typical day will include the following spiritual, academic, social and physical growth opportunities:
· Jesus Time, Bible Stories

· Group Time-weather, calendar and theme activities

· Learning Centers with math, science, social studies and language arts

· Phonics activities

· Manipulatives

· Computer activities

· Snacks

· Stories, Listening center activities, Big Books and Literacy activities

· Songs, Musical instruments

· Dramatic, puppet and finger play

· Book writing/illustrating and Journaling

· Art activities

· Gross motor development-in gymnasium and outside playground 

Preschool Schedule for Half and Full-Day Students

	8:20-8:50

Gathering Time
	Parents drop off, children put away coats & backpacks, wash hands, morning attendance, job selection, lunch count, morning prayer and play exploration with select toys and centers

	8:50-9:00 

Bathroom Break
	Use the hallway restrooms, wash hands and get a drink from the water fountain

	9:00-9:10

Morning Meeting
	Calendar, Pledges to American and Christian Flag, morning devotion and prayer

	9:10-9:30 

Jesus Time
	Bible stories with related songs, finger plays, dramatic play, take home activities and Parent Letters

	9:30-10:00 

Outdoor Recess/Gym
	Basic locomotive activities and large muscle play, using secured playground or equipment in school gym

	10:00-10:15

 Morning Snack
	Wash hands, locate place-setting, distribute food items brought in by assigned child, pray, ENJOY and clean-up.

	10:15-11:00 

Work Time (Themes) & Centers
	Group time: Thematic academic activities (letters, numbers, graphing, science and social studies), turn-taking through oral communication, song an movement activities

Centers:  Students’ choice to explore any of the classroom’s designated centers to reinforce academic instruction

	11:00-11:15

Dismissal for Half-Day Students
	Prepare for home; clean-up, prize time, backpacks, parents pick-up and sign their child out 

	11:00-11:30

Prep for Lunch/Lunch
	Bathroom, wash hands, place-settings, get waters, milks, etc. 

Pray, eat & clean up


	11:30-12:00
Recess/Bathroom Break
	Outdoor playground or indoor gross-motor activities followed by regular bathroom routine

	12:00-1:00

Quiet Time
	Quiet relaxation and rest for all full-day students in designated rest area, use of quiet time mats with soft music for background noise

	1:00-1:30

Gym
	Developing healthy bodies through stretching and physical exercises, use of gym equipment and group games 

	1:30-2:00

Story Time 
	Literature based activities including picture books, chapter books and student illustrated classroom books, designated Library Time and Computers once a week

	2:00-2:15
 Afternoon Snack
	Wash hands, locate place-setting, distribute food items brought in by assigned child, pray, ENJOY and clean-up.

	2:15-2:45 

Work Time (Themes) & Centers
	Group time: Continued instruction and concept reinforcement based on the morning session of academic activities

Centers:  Designated centers for journaling and other fine-motor experiences

	2:24-3:00
Dismissal for Full-Day Students
	Prepare for home; clean-up, prize time, backpacks, parents pick-up and sign their child out (second school bell at 3pm)

Children scheduled for aftercare will be walked down to BASC Area


DAYS AND TIMES

Half-Day Option (Core Curriculum)
Morning sessions with a two (T/Th), three (M/W/F), or five day option from 8:20-11:00am.
Full-Day Program 
Any child may be enrolled for a full-day option that continues instruction with afternoon sessions until 3:00pm.


ENROLLMENT AGE

The child must be 3 or 4 years old by September first to participate in the preschool classes. The principal and classroom teacher may however, make slight exceptions to this requirement.

                                           STAFF-CHILD RATIO
The ratio of preschool staff to children, as recommended by the Illinois State Board of Education, for preschool programs of 3 and 4 year olds is 1:10.

TOILET TRAINING POLICY


St. Paul Lutheran Preschool recommends that all children enrolled in preschool be “toilet-trained” when school begins. Children should wear fabric underwear to preschool. “Pull-ups” or any disposable product is acceptable on a case-by-case basis, when approved by the classroom teacher. 


“Toilet Trained” by definition is: The learned process to control elimination of urine and stool. It implies that the child is capable of:

1. Lowering and raising of pants/slacks/tights and underwear without assistance.

2. The ability to hold urine, and urinate several times a day.

3. The ability of the child to tell others that it is time to go to the bathroom.

SCHOOL YEAR AND CALENDAR

The school year will run from August to June for the preschool classes. We are typically closed several days throughout the year for teacher workshops. We will be closed for Parent-Teacher conferences in November and May, Thanksgiving break, and Christmas break, Columbus Day, Martin Luther King, Jr. Birthday, President’s Day and Easter/Spring Break. Preschool students may use St. Paul’s Before school care (7:00-8:20am) and After school care (3:00-6:00pm) Program, Monday through Friday unless otherwise noted.

BEFORE & AFTER SCHOOL CARE (BASC)

St. Paul Lutheran School operates an early drop-off program available to our Pre-K 3 and Pre-K 4 students. The Before and After Care or BASC Program runs Monday through Friday during the academic school year. While attending the early drop-off and extended care, children will be supervised by at least one member of St. Paul Lutheran School staff, certified in first aid and CPR.


The fee for BASC is four dollars ($4.00) for each half hour or increment thereof, according to the clock.  Parents will purchase a punch card in $20.00 and $70.00 increments.  This will help with billing and keep a better record of payments.  Parents utilizing the BASC Program will bring their child into our school, dropping off and picking up from the BASC area located in the church basement.  Parents must be admitted by an intercom buzzer, signing their child into and out of the program for that day.  
ENROLLMENT PROCEDURE

Parents and child(ren) are invited to visit the preschool classroom, meet the principal and teacher and receive a registration form, class brochure, class supply list and medical statement.  Completed registration forms can be mailed or returned to our school office with a check for the registration fee. Make checks payable to St. Paul Lutheran School. The child's birth certificate and medical statement is due in August (following state guidelines on this requirement). The registration fee is non-refundable.
TUITION
Payment Process
1. Tuition payment will be handled by "Smart Tuition" management services as agreed upon in the contract between St. Paul Lutheran School and Smart Tuition. All families will be signed up with Smart Tuition and monthly payment plans determined between the company and the family. Exceptions to this are for those families who pay tuition entirely at or before registration. Late tuition notices will be sent out by "Smart Tuition" and a copy of all correspondence sent to the Principal. If further action is necessary, the Principal will contact the family involved either by phone and/or letter and action taken as deemed necessary by the Principal, and as approved by the Board of Education.

2. Fees associated with the operation of the school and its programs will be collected at the time of registration.

3. No official records will be issued by the school at the end of the school year until all fees and tuition have been paid in full.

4. Activities requiring fees; e.g.; field trips need to have those associated fees paid on time so the necessary arrangements can be made. Students with unpaid fees will not be allowed to participate in those activities.

Tabitha Tuition Assistance

“Now there was at Joppa a certain disciple named Tabitha, which by interpretation is called Dorcas: this woman was full of good deeds and almsdeeds which she did.” Acts 9:36 
Just as its namesake was always helping those in need, this program is designed to assist those families who need help educating their children by providing assistance with tuition. There are four types of assistance: scholarships, delay grants, work grants, and waivers. 

Families applying to the Tabitha Program must prepare an application package. The Principal will assist them in its preparation. Once completed, the Principal forwards it to the Tabitha Review Committee for their evaluation. This committee will promptly act and make a recommendation to the Board of Education for their timely action.  The Principal will then inform the family of the Board’s response.
TAX EXEMPT INFORMATION

Our tax-exempt number is available upon request to any parent.

EMERGENCY SCHOOL CLOSING

In the event that the school has to close for a weather emergency, parents will be notified through a phone-chain procedure utilizing the school directory. Also, several local radio and TV stations will air the closing information. Each year as the winter season approaches, more information will be made available in the News & Notes weekly school newsletter to remind parents and students about the emergency school closing procedures. Emergency school closing information is also found on the St. Paul website: www.stpaulwildcats.org.
NOTICE OF NON-DISCRIMINATORY POLICY

St. Paul Lutheran Preschool admits students of any race, color, religion, national or ethnic origin to all the rights, privileges, programs, and activities generally accorded or made available to students at the school. It does not discriminate on the basis of race, color, religion, or national or ethnic origin in administration of its educational policies, admission policies, and athletic or other school administered programs. St. Paul Lutheran Preschool will not discriminate on the basis of race, color, religion, or ethnic origin in the hiring of its certified or non-certified personnel.

ABSENCE POLICY


St. Paul Lutheran Preschool expects all children enrolled in Preschool to attend all classes.  In the event your child will be absent, please call our school office number (708) 867-5044; leave your child's name and reason for the absence on the answering machine or with the school secretary. This allows us to keep a handle on the various illnesses going around and allows us to answer any parental questions regarding an illness appearing in the classroom. Communicable disease must be reported to the school office or teacher so that other parents can be informed of exposure.
STUDENT RECORDS

Students' records are open only to the particular child's teacher, the principal, an authorized representative of DCFS, and the child's parent or legal guardian.

SUPERVISION POLICY

A major responsibility of the staff is to ensure the health and safety of each child entrusted in our care.  Staff persons are alert to the safety needs of their children, anticipate possible hazards, and take necessary appropriate precautionary and preventable measures.  At no time will a child be left unattended.  Staff will supervise children at all times.  If a child becomes ill, they may be isolated in a section of the room not in use, but within the sight and hearing of a staff member.

PARENT PARTICIPATION/RESPONSIBILITIES POLICY

We are committed to partnering with our families. We strongly encourage parents to participate in all aspects of their child's preschool program. Our main focus is your child. We publish a monthly Preschool newsletter and a weekly News & Notes school newsletter to keep parents informed of the happenings and activities throughout the school. A monthly snack list is also available to parents. Parents are responsible for reading all materials sent home and discussing activities with their child.  Many of these home and school communications are also found on the school website at www.stpaulwilcats.org . All of these forms of communication help both home and school understand the activities, progress and needs of the preschool students.  
Parents are strongly encouraged to communicate problems or concerns related to our program to the teacher and/or principal. An appointment will be arranged at the earliest possible time to discuss any matter. The classroom teacher can be contacted through e-mail, the school office or teacher’s cell phone.  Parents will be provided with detailed contact information during registration.
Parents may participate in a variety of activities offered by the preschool. Some examples are: room parent, holiday class parties, volunteers, field trips, special day activities, book order organizer, library aide or yearbook. Grandparents and other family members are welcome to participate in our program. Parents are encouraged to share personal interests including hobbies, talents, cultural backgrounds, favorite recipes, etc. 

It is the responsibility of the parent to: 

1. Bring your child to preschool on time.

2. Pick-up your child after class on time.

3. Parents are responsible for the supervision of their child before and after drop off/pick up.

4. Notify the classroom teacher if your child is absent, arriving late or leaving early.

5. Notify the classroom teacher, in writing, if your child is going home with a classmate.

6. Provide your child with sufficient sleep and food before class.

7. Keep your child home if he/she is ill. See Management of Illness Policy.

St. Paul will release children only to persons on the release form provided by the parent.  If an emergency arises please contact our school office at (708) 867-5044.  The children’s safety is our priority!  Staff will not release the child to anyone, including parents who appear under the influence of drugs or alcohol.  Emergency contacts will be called to transport the child home.  Police will be notified if necessary.

If there are custody issues involving your child, you must provide our school with court papers indicating who has permission to pick up the child.  St. Paul Lutheran School may not deny a parent access to their child without proper documentation.

COMMUNICATION GRIEVANCE POLICY

It is vitally important that you as parents/guardians communicate your needs and desires regarding your child's development openly and honestly with your child's teacher. You are encouraged to discuss any developmental milestones you have encountered and share any other information that may be appropriate. If you have any problem or concern about our preschool program or your child's progress, please contact your child's teacher first. If the problem or concern is not resolved to your satisfaction, please contact the principal. Your concern is our concern.

Parents are asked to review the following guidelines when addressing a problem or concern.

1. Avoid gossip and rumor.

2. Does it really concern you? If not, do not become involved.

3. Put the best construction on everything.

4. What does God say in the Bible, His Holy Scripture?

5. What is Christ-like behavior?

CONFERENCES AND EVALUATION

Twice a year the preschool offers parent-teacher conferences, in November and May, to discuss your child's behavior, progress, social and physical needs as documented on a progress report.  If an in-person conference cannot be scheduled, a telephone conference may be substituted.
SNACK
The snack program is supported through the donations of the preschool families.  Each month an assigned snack schedule is sent home which assigns students to various days. The children take turns bringing in and sharing a healthy snack with their classmates. Milk and water are provided. Some healthy snack suggestions include: fruits, popcorn, pretzels, vegetables, cheese, raisins, yogurt, and crackers. Please no candy, gum or peanuts may be served for the daily snack. Cookies and cupcakes are only accepted on designated “Birthday Snack Days.”  

The parent is responsible for notifying the teacher of any food allergies. Prescription EPI-PENS will need to be accessible to your child’s classroom teacher, either in your child’s cubby or carried to school in their backpack daily. Written instruction and permission for allergies and special diets must be placed in the child's admission file. In the event a child forgets to bring a snack on the assigned day, a written reminder will go home asking for a prepackaged replacement snack for the preschool snack cupboard.
FOOD ALLERGIES


More and more children are experiencing food allergies. Packaging is not always clear when identifying ingredients that may be suspect. A variety of food is made with machinery that may expose a child to an allergic reaction.  Please read labels and avoid snack items that contain nuts or are made on machinery containing nuts.  Children with allergies do participate in the monthly snack rotation. A written medical/health plan must be on file for children with food allergies.

HAND WASHING


All children will wash their hands with soap and running water upon entering the classroom, after each trip to the bathroom, after any contact with bodily secretions, before preparing or eating food, and when returning from large motor activities. The use of hand sanitizer does not eliminate the need for proper hand washing.

MANAGEMENT OF ILLNESS

St. Paul Lutheran School provides children with a clean and healthy environment.  However, we realize that children become ill from time to time.  If this is your child’s first group experience, it is possible that they may experience more frequent illnesses at the beginning before their immune system becomes more active.  We observe all children as they enter our program to quickly assess their general health.  We ask that you not bring a sick child to the preschool room.  They will be sent home!  Please plan ahead and have a back up care plan in place if you are not able to take time off from work/school.

A child with any of the following symptoms will be immediately isolated and discharged to the parent or emergency contact:

· Temperatures of 100 degrees F-in combination with any other signs of illness.

· Diarrhea (more than three abnormally loose stool within a 24 hour period)

· Severe coughing (causing the child to become red in the face or to make a whooping sound)

· Difficult or rapid breathing

· Yellowish skin or eyes

· Redness of the eye, obvious discharge, matted eyelashes, burning, itching

· Untreated skin patches, unusual spots or rashes

· Unusually dark urine or grey or white stools

· Stiff neck with an elevated temperature

· Evidence of untreated lice, scabies or other parasitic infestation

· Vomiting more than once or when accompanied by any other sign of illness

· Sore throat or difficulty swallowing

Any child demonstrating signs of illness not listed above will be isolated and carefully observed for symptoms.  The parent will be notified.  If a child does not feel well enough to participate in the preschool activities the parent will be called to pick-up the child.  Anytime a child isolated they will be kept within sight and hearing of a staff member.  The cot and any linen used will be washed and disinfected before being used again.

Parents will be notified by a letter home if children have been exposed to a communicable illness.  Children will be readmitted to the preschool after at least 24 hours of being free of fever and other symptoms.  If they are not symptom free a doctor’s note will be required stating that the child is not contagious.

MEDICATION


Prescription medication: The parent must complete an “Administration of Medication” form sign and date it. This form will be kept on file. A form is required for each medication. The preschool shall secure and follow the written instructions of a licensed physician, an advanced practice nurse certified to prescribe medication, or a licensed dentist. The prescription label also serves as written instructions as long as the following are met: the label contains the child’s full name, a current date (within the last 12 months), the exact dosage to be given and the means of administration. The prescription label must be attached to the original container. The medication instructions on the container and parent instructions should agree on the time and dosage of medication. In the event of a discrepancy, medication will be administered by the instructions on the container. We suggest getting the prescription in two containers, one to be left at preschool and the other at home.  Medications will be stored in a designated area inaccessible to children.


Non-Prescription medication: The preschool staff will not administer aspirin, fever reducing, cough or cold medications. 


BEHAVIOR MANAGEMENT

           
A successful program of discipline teaches self-discipline. The students of St. Paul Lutheran Preschool will learn appropriate behavior in a loving, encouraging and positive environment.  Our goal is for every child to display appropriate behaviors in the classroom, hallway, bathroom, gym area, playground and on field trips.

Our preschool utilizes a behavior management system as the means of discipline within a Christian setting. The staff employs the continuous use of positive reinforcement with fair and consistent rules to reinforce and promote the development of self- regulated behaviors. Since most young children are still learning the meaning and effects of positive self-control, many opportunities will be given and reinforced to promote self-control behaviors. 
Our Classroom rules are:

1.
We take turns.
2.
We listen.

3.
We raise our hand

4.
We keep all our body parts to our selves.

Our program is paced with activities that will hold a child's interest. The classroom is designed for learning and the developmental needs and ages of the students are factored into our behavior management system. We are dedicated to promoting a positive self-image in every child. If a behavior is unacceptable it is conveyed to the child how it is their behavior that is unacceptable…not them or their feelings.  In order to better understand your child’s behavior, we ask that you report any upsetting experiences, etc. to the teacher.  This will help us address any situation, better meeting the needs of the child. 
When discipline measures are necessary, our procedure is a process of steps, reinforced visually by a colored-card system to help the child learn through the situation. Please note: Depending on the severity of the situation, some steps may be eliminated.

1.  Verbal warning.  The appropriate behavior is stated or modeled for the child.
2. Redirection.  The child is directed to another activity or play area. The child is told the next step in the process if the same behavior persists.
3. Consequence applied.  The child will be told that they have not earned their prize for that day.  Discussions on how to earn the prize for tomorrow will take place. The teacher will notify the parent at pick-up time of this step.                       

* A time-out procedure or the removal of a student to the principal’s office will be used only if the child’s behavior is extremely disruptive or harmful to themselves or others.

DRESS CODE

Children should attend preschool in casual play clothes that will not worry the parent or child in the event the clothes become soiled. Additional clothing: hats, gloves, mittens, boots, and book bags should be clearly marked on the inside with your child's complete name. Socks and rubber-soled shoes must be worn at all times. Socks must be worn with sandals. Dress shoes without rubber soles for girls are not permitted for daily preschool activities.

OUTSIDE PLAY/RECESS

Fresh air and exercise are important in every child's development. The children at our preschool go outside for scheduled recesses whenever the weather permits. We use 20/90 degrees F as the basic guideline; the wind chill must be 20 or above. Consideration is also given to humidity, ozone levels, pollen count, lightening, rain or ice. That means even in winter, your child should come ready for outdoor play: boots, mittens, coats, hats, snow pants, etc. 

Please note: if your child is well enough to come to school, then your child is well enough to go outside. Remember a virus, not cold weather, causes colds.  If your child has a medical reason for not going outside, the preschool will be happy to comply with a parent's request when presented with the physician's written instructions.


SHOW AND TELL

The children practice oral speaking skills, audience skills and listening skills when participating in a curriculum based “Show and Tell.”  They also become comfortable speaking in front of a large group. When it is your child’s turn to participate in this scheduled activity, they may bring toys, books, family pictures and any other items of interest to talk about.  Pets may visit the classroom if the parent is willing to bring them, assuming responsibility for the conduct of the pet. Our preschool program models the teachings of Jesus Christ, therefore toy guns, light sabers, swords, or any other weapon used for fighting, violence or warfare may not be used for Show and Tell. We are consistent, persistent, and insistent regarding this policy. Should a child forget an item on his/her designated day, the child will have an opportunity to speak about a pet, family members, favorite TV show, etc.

CLASS INVITATIONS

The feelings of all enrolled children have high priority in our preschool. The children talk to one another in large and small group activity time. They know who is invited to play together, who is invited or not invited to birthday parties, etc. This preschool has a policy of full inclusion. Invitations are to be given to all the children. 

DONATIONS

As your child develops mentally and physically, please consider whether books, toys or outgrown play/dress-up clothes may be appropriate for use in our preschool.

FIELD TRIPS and IN-HOUSE PROGRAMS

 Field trips and in-school programs will be planned to help supplement our curriculum. Some of these events are free. Others charge a fee per child. In some cases, siblings and parents may also be charged a fee. Occasionally, an activity requires a "flat fee" charge. This means all children in the class are charged the fee whether they attend or not. Children and parents are encouraged to attend all field trips and participate in all in-house programs. In the event a child is absent, the fee may or may not be returned depending upon the event planned.

ACCIDENTS/EMERGENCIES

St. Paul Lutheran School has devised several procedures to follow in the event that an emergency occurs while your child attends preschool.  In the event of a fire or tornado, staff follows written instructions posted in each classroom, describing emergency evacuation routes, and the procedures to be followed to assure that children have arrived at the designated spot.  In order to prepare children for the unlikely need to evacuate our school does conduct fire drills and periodic weather drills.  Should we need to evacuate due to fire, or loss of power, heat, or water, parents will be contacted as soon as possible to come to pick up your child.  If a parent cannot be reached, we will contact the emergency contacts as listed on your child’s enrollment information.

In the unlikely event there would be an environmental threat or a threat of violence, the staff will; secure the children in the safest location possible, contact and follow the directions given by the proper authorities and contact the parents as the situation allows.  An incident report would also be provided to the parents.

There is always one staff member present that has received training in First Aid/Communicable Diseases and CPR.  In the case of a minor accident/injury staff will administer basic first aid and loving care.  If injury/illness would be more serious, first aid would be administered and the parents would be contacted immediately to assist in deciding the appropriate course of action.  If any injury/illness is life threatening, the Emergency Medical Services (911) will be contacted, parents will be notified, and a staff member will accompany the child to the hospital with all the health records.  Staff may not transport children in their vehicle.  Only parents or Emergency Medical Services will transport the child.

An incident/injury report will be completed, and given to the person picking up the child, on the day of the incident/injury, if any of the following occur: the child has an illness, accident, or injury which requires first aid; the child receives a bump or blow to the head; the child has to be transported by emergency squad; or an unusual or unexpected event occurs which jeopardizes the safety of the child.  If a child requires emergency transportation, the report shall be available within 24 hours after the incident occurs.  
VOLUNTEERS
Many volunteers are needed to carry out the mission and purpose of St. Paul Lutheran School. Our curricular and extracurricular programs often depend on assistance from parents for successful implementation. Please sign up at the school office to volunteer for an activity which needs you! Thank you for volunteering!

· Expectations for Volunteers

We expect that the attitude and behavior of our volunteers will reflect the Christian philosophy of St. Paul. We expect that volunteers will speak well of the school and the teachers during your volunteer experience and when you leave.

We expect volunteers to understand that St. Paul school is a professional environment and it is important to keep your observations of the students and the teachers confidential. It is imperative that volunteers not discuss student behavior with other parents. It is the teacher's job to report to parents a child's academic or behavioral needs. 

We expect volunteers to be aware of the potential conflict of interest should they work with their child in a small group of children.  We expect volunteers to make every effort to be fair and impartial in their treatment of all children. 

We expect volunteers to sign in and sign out in the office and to remain in the area in which they are serving. It is distracting to students and to teachers to have volunteers make unannounced visits or observations, even from the hallways. 

We expect volunteers to allow the professional staff to handle discipline situations. If a child's safety is at risk, you may intervene, but the incident should be reported to the Principal or the teacher immediately so it can be handled by school personnel. 

We expect that volunteers to check with the Principal and/or the teacher before soliciting student help or participation in activities.

We expect that volunteers will not bring younger children with them when they volunteer, unless arrangements have been made with the Principal ahead of time. If this is the case, you will be expected to supervise your younger children carefully. 

Volunteers will be expected to submit to a background check in order for St. Paul Lutheran School to maintain a safe environment for our students, staff, and other volunteers. 

PARENT-TEACHER LEAGUE

All parents who have children enrolled in our school are automatically members of our school's Parent-Teacher League (PTL). Our PTL meets bi-monthly during the school year except during Advent and Lent. 

The PTL purpose is to better acquaint parents with our school, to promote a wholesome relationship and understanding among parents and teachers, to assist parents in equipping themselves in their responsibility over their children, and to assist our school financially in some of its needs. An annual fee is assessed for each family to help fund various PTL projects and functions.
W.I.L.D.K.A.T.S. SUMMER DAY CAMP
	W.I.L.D.K.A.T.S. is a fun-filled summer program for students entering Kindergarten through 6th grade. Camp runs from 7:00AM until 6:00PM. from June through August. W.I.L.D.K.A.T.S. is an acronym for Wild In the Lord Discovering Kids Active Throughout Summer.
Camp is designed for students to nurture faith and friendships through the motto "Let us go forward and walk the walk and talk the talk in Jesus Christ." This motto sometimes quietly, and other times delightfully loud, encompasses students through their day camp adventures. Each week is filled with carefully designed education, workshops, field trips, swimming, outdoor activities and crafts to help integrate this motto into every day practice. Applications for the program are available in the school office. 
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