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Operating Policies and Procedures

Welcome to Faith Lutheran Preschool! Please read through this information carefully and keep it for future reference. This booklet has been designed to help you understand our program and policies.

Brief History of Faith Lutheran Preschool and Mission Statement

On September 6th, 1983 Faith Lutheran Preschool and Parenting Center opened its door to children and families in the surrounding community near 7th street and Camelback, Phoenix, AZ.  Our program is an expression of ministry and mission of Faith lutheran Church to provide a safe, healthy, and stimulating environment for young children and families to learn and grow together. We continuously work toward involving members of our surrounding community who cannot economically afford this educational experience as well as to those who can.  As children under the age of 5 are concrete thinkers, not abstract thinkers, Faith Lutheran Preschool has strived in teaching children important Christian values of love, compassion, forgiveness, and care by building meaningful relationships through daily conversations and interactions among children, parents, families, and staff.

Preschool Philosophy
We provide a stimulating environment for children, infants through pre-kindergarten age, to grow and learn with caring, professional staff.  Age appropriate curriculum is planned for all developmental stages.  Our speciality is RELATIONSHIPS. We strive in our relationships among staff, with parents and children, and between children to provide an atmosphere which affirms our faith in God’s love for each of us.

Enrollment will include an Emergency Contact Information and Immunization Form completely filled out and registration fee paid. A child may be disenrolled on a case by case situation at the discretion of the Director.  Those people on the emergency form under “emergency pick-up” may only pick up children when the parents or guardians give advance notice.

Calendar- The Preschool generally follows the Madison School District Calendar. Our program is open year round, with the School Year officially starting in August.  Children involved in Faith Lutheran Preschool will be cared for except for the typical state holidays and two teacher training days each year.  Faith Lutheran Preschool operates Monday through Friday, 7:30am-5:30pm.
Guidance Technique- We foster recognition of each child’s rights and feelings and intervene with redirection before a dispute occurs as much as possible.  Empathy and self-control are learned behaviors which we encourage. The role of the teacher is to help children learn acceptable ways to achieve the goals they seek. Teachers give children cues and instructions about which behaviors to maintain or avoid and which alternative behaviors may be more successful. A positive approach to guidance is used giving children choices, by using indirect guidance and positive redirection. The staff allows NO type of corporal punishment, verbal, frightening, humiliating or otherwise harmful tactics.

The school’s aim is to provide positive reinforcement for each individual so as to encourage a positive self-image and a desire to participate and learn. We respect each child as an individual who can develop inner controls necessary in the building self-respect and acceptance by the group.
Conferences-may be requested at any time with the teachers or Director.
Parent Participation-   We welcome parent involvement in the program whenever possible and hope parents will share talents and interests with all children.
Snack Time- We continuously strive for a healthy snack menu, and have eliminated all items with hydrogenated oils from our pantry.  We are also doing our best to include fresh and dried fruit, so please let the teachers know if you are interested in bringing in a fresh fruit snack for your child's classroom!     
Field Trips-   Field trips are usually taken twice a year, by the 3, 4, and 5 year old classrooms (Room 1 and Room 2).  The school does not provide transportation to the field trips.  Parent participation is required.

Registration Fee is due at the time of acceptance, then annually thereafter and is non-refundable.  The fee is $100 for the first child enrolled, and $75 for each sibling.

Tuition Payment-   Tuition is due in advance by the 5th of each month.  We accept personal checks, money order, and cash. If tuition is not paid by the 5th of the month, a 10% penalty can be charged.  If more than two months are past due, the child will automatically be dis-enrolled from the preschool with one week notice from the Director.  The Preschool is non-profit, however, to maintain a quality program, we do not change our class make-up when children are absent by filling their places with drop-ins, nor do we decrease staff, therefore, we must have the tuition paid in advance and there are no deductions for absences*. 
Faith Preschool’s Tuition Rates are as follows:
	
	Monthly Fee Schedule 2011-2012 
	

	
	
	
	
	
	
	

	Pre-K Classroom:
	
	
	
	
	

	5 days/week
	
	full day
	$710 
	
	9am-noon
	$380

	4 days/week
	
	full day
	$645 
	
	9am-noon
	$365 

	3 days/week
	
	full day
	$500 
	
	9am-noon
	$315 

	2 days/week
	
	full day
	$385 
	
	9am-noon
	$250 

	
	
	
	
	
	
	

	3/4 year old Classroom:
	
	
	
	

	5 days/week
	
	full day
	$740 
	
	9am-noon
	$395

	4 days/week
	
	full day
	$685 
	
	9am-noon
	$380 

	3 days/week
	
	full day
	$520 
	
	9am-noon
	$330 

	2 days/week
	
	full day
	$415 
	
	9am-noon
	$265 

	
	
	
	
	
	
	

	2/3 year old Classroom:
	
	
	
	

	5 days/week
	
	full day
	$800 
	
	9am-noon
	$400

	4 days/week
	
	full day
	$725 
	
	9am-noon
	$385 

	3 days/week
	
	full day
	$550 
	
	9am-noon
	$335 

	2 days/week
	
	full day
	$445 
	
	9am-noon
	$270 

	
	
	
	
	
	
	

	Toddler Classroom:
	$850 
	
	
	

	
	
	
	
	
	
	

	Pre-Toddler Classroom:
	$875 
	*
	
	

	
	
	
	
	
	
	

	Infant Classroom:
	
	$895 
	
	
	


*(Pre-toddler room is open as needed in winter or spring through the summer)
Waiting List Fee is $50 and is non-refundable.  If an opening becomes available this fee will be used towards the registration fee.
Infants and Toddlers-   Must be enrolled at the full time rate, with exceptions made at the Director’s discretion when enrollment allows.
Sibling Discount- For the 2011-2012 School Year, Faith Preschool will honor a 15% sibling discount for families of two or more children enrolled at the full time rate.  The discount will be applied to the oldest enrolled child each month.  Only one child may be eligible for the discounted rate.
Hourly Rate is $7.00 per hour or any portion of an hour, and is only available to enrolled students or alumni, we do not allow drop-ins.
Late Pick Up- There will be a $10 per 15 minute or any portion charge, beginning promptly at 5:30 p.m.
Tell a Friend about Faith Preschool and if they enroll in our program you will receive a onetime $75.00 credit on your tuition. 
Withdrawal/Disenrollment- A two-week notice of withdrawal is required or tuition will be charged for that period.  A child may be disenrolled at the Director’s discretion.
Alumni-   Will be accepted as long as there is availability in the Pre-K classroom, and it does not cause a disruption to the currently enrolled students.  Tuition will be charged at a  daily rate of $36/day with advanced notice, and $40/day without notice.
*A pro-rated tuition credit for absences of 5 days per year has been established 9-1-94.   Parents keep track of the 5 full or half day absences and at the end of the accrual, a tuition credit will be given or that amount can be used as a donation with a receipt given for income tax credit as a charitable contribution to the Preschool. 

Children must be signed in and out every day.
Children needing extra support may require us to provide extra teacher support in the classroom. In this instance you may be asked to incur the cost of an additional staff member.
Child abuse and neglect

While we hope never to be faced with these situations, it is important that our policy be clearly stated. We are required by law to report to Child Protective Services any suspicious circumstances having to do with a child’s physical, psychological, emotional health or well-being.

Fire and emergency evacuation plan

In case of a fire or other emergency requiring the building to be evacuated, the children will be escorted to the main playground. Parents will be notified by telephone as soon as possible.
Injury, Illness, and Medications-   In the case of injury or sudden illness, emergency help will be called.  Children with active, contagious illness may not be at Preschool.   Medications will not be given at the Preschool by Preschool Staff.    If a prescription medication or even over-the-counter medication must be given during the day, a parent must come to the Preschool to give it to the child.   Many medications can be given before and after school so there should be little need for during-the-day medications.  Some exceptions, as well as medication for hyperactivity, asthma, teething and non-contagious rashes requiring topical medication will be accepted and administered as long as a medical form is on file with the school.   
Faith Lutheran Preschool Illness Policy
We work hard to provide your child with the best care we can offer.  Part of this responsibility includes maintaining a healthy setting for children and staff.  We ask for your help in achieving this goal.  

If children come to school when they are not feeling well, they will be more vulnerable to infection.  Also, young children are very contagious when they first become ill.  It is in the best interests of your child, the other children, and our staff, to keep your child home when he or she is ill.  Below are a few guidelines to assist you.

Children should stay home if they exhibit any of these symptoms:

· Fever (particularly if over 101), accompanied by a sore throat, earache, nausea, listlessness, or a rash.  These could indicate your child is carrying something very contagious.  Most pediatricians advise children are kept out of school at least 24 hours after the fever has passed.

· Diarrhea, which occurs when a child has two or more abnormally loose stools in a 24 hour period.  A child with even mild diarrhea may have an intestinal infection, even if you suspect the cause to be teething or something that he or she ate.  A person with mild diarrhea can still spread infection to someone else.  Diarrhea is particularly serious in babies because they may quickly become dehydrated.

· Vomiting, this occurs when a child forcefully loses the contents of his or her stomach (this should not be confused with spitting up, which children under one year often do).  Vomiting can also lead to dehydration.

· Bad cough or cold symptoms, which can indicate a severe cold, bronchitis, the flu, or even pneumonia.  A run-of-the mill cold is not reason to stay home, but if your child is acting out of sorts, has difficulty breathing, or is dehydrated, check with a pediatrician right away.

· Ear Infections can be contagious, and unless properly treated can cause permanent hearing damage.  After 24 hours on a prescription antibiotic, your child will probably be ready to return to school.

Children need to stay home from school with plenty of rest and increased fluids until free from illness, when normal temperature and FULL STAMINA return.  Otherwise your child is susceptible to have one illness after another, which can be harmful to your child.  Their immune systems cannot fight off other illness when they have not fully recovered from their first.

If your child becomes ill while at school and you are called, please cooperate by picking your child up promptly.  A child needs to be well to be able to participate actively in our program.  Please make sure you have a backup plan for times like these.

We understand that it is difficult to miss work to care for a sick child, and we do everything that we can to prevent the spread of illness in our school.  However, it is a fact that children in group settings will get sick from time to time.  Therefore, your support in keeping illness to a minimum is necessary.

Faith Lutheran Preschool Biting Policy
Our program recognizes that biting is, unfortunately, not unexpected when children are in group care.  We are always upset when children are bitten in our program, and we recognize how upsetting it is for parents.  There are many reasons why children may bite… 

 EXPLORATION- Young children explore by placing objects in their mouths and chewing on them.  Very oral children express their love by chewing on something, because the mouth is very sensitive.  Children at this age do not understand the difference between gnawing on a toy and biting someone either.

CAUSE & EFFECT- Children do not have a well developed sense of cause and effect.  They are just learning that biting hurts.  Some children are shocked when a bitten child cries and may bite again just to test if their action was the cause.

LACK OF VERBAL SKILLS- Young children do not have the verbal skills to express their feelings.  Biting is a very powerful way to get one's way, fight back, or release frustration.

FRUSTRATION- Being a toddler IS frustrating. Think of how many times they fall down, struggle to reach an object only to have it snatched away by another child, or have to wait for diaper changes, feedings, and so on.  We know that biting and other forms of aggression result frequently from an accumulation of frustrating experiences.

TEETHING- When children are teething, it may feel good to bite.  It relieves the pain and the frustration of not feeling good.  This is when teething rings or pacifiers may help.

STRESS- Children may experience stressful events like death, divorce, moving, or a new sibling.  A lack of daily routine, interesting activities or adult interaction is also stressful situations.  Biting is one way to relieve tension.

Our program focuses on effective techniques that address the specific reason for the biting.  Here are the ways we work to prevent biting and how we respond to it when it does happen.

First, we give immediate attention and, if necessary, first aid to children who are bitten.  When a child is bitten, the teachers fill out an incident report (ouch report) and the parents are informed personally and privately that day and given a copy of our incident report.  We also respond to the child who did the biting.  We 

show strong disapproval of biting.  We help the child who bit learn different, more appropriate behavior, and we let their parents know that there is a problem so that we can work together to solve it.

Second, careful observations are done in the classroom where biting is present.  From observations of the child and a conference with the parents, we determine a possible reason (or reasons) the child may be biting.  Our observations and reflections on the program help us identify specific areas that may be contributing to the biting. 

Third, when ongoing biting occurs and we have exhausted all other possibilities we will "shadow" the child who is biting.  By shadowing the child we can hopefully prevent other incidences and redirect the child before biting occurs, showing the child different, and more acceptable behavior.  At this point you may be asked to incur the cost of an additional staff member to "shadow".

Last, if biting continues, you may be asked to withdraw your child from our program completely.  Please keep in mind that the safety of all our children is our priority.
As required by the State of Arizona:
Faith Lutheran Preschool is a Licensed Facility, regulated by the Arizona Department of Health Services located at 150 N. 18Th Ave. Suite 400, (602) 364-2539.  Inspection reports are available online and in the Preschool office upon request.
Liability insurance for the Preschool is in compliance with State requirements, and on file as requested. (State requires general facility insurance at a minimum of $300,000)
Parents have immediate access to licensed areas of the facility where their own child is enrolled, at any time during school operating hours.
Pesticides may be applied as needed throughout the school year.  Parents may request to be notified at least 48 hours in advance, and information regarding the pesticide application will be available in the office.
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