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________________________________ (Your program name goes here)
Early Childhood Education Program

_____________High School

Family and Consumer Sciences Department

Career/Technology Education

(Address)
__________________
Instructor

(email and contact information)
(Adapted from Woodland High School, Houston County High School, Loganville High School and Habersham High School 

Parent Policy and Procedures Manuals)

Purpose and Goals
· To provide a laboratory for high school students who have a genuine interest in children and are dedicated to helping educate preschoolers with the best resources available.

· To provide an environment that will enrich the growth and development of the preschool children involved.  This includes the child’s physical-motor, intellectual-cognitive, and personal-social-emotional development.

Philosophy of the ____________ High ECE Program


We believe that children learn by doing.  Through active interaction with their environment, children make observations and learn concepts, continually adding pieces of information to what they already know.  Using developmentally appropriate practices as established by the National Association for the Education of Young Children (NAEYC), we provide a positive, nurturing environment which encourages children to become enthusiastic, lifelong learners.  Recognizing that children develop socially, intellectually, emotionally, physically, and morally in predictable stages, we seek to meet the child on his or her level and move forward.  Discovery, exploration, and repetition are some of the teaching methods utilized to promote successful learning.  We create a comfortable place for preschoolers to build social skills and kindergarten readiness skills in a school setting.
OBJECTIVES FOR PRESCHOOL CHILDREN
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To continue development of:

· A sense of trust

· Initiative

· Autonomy/independence

· Self-expression

· Self-awareness

· Creativity

· To make a more gradual transition from home to school

· To become familiar with group setting

· To enjoy being a part of a group

· To create an interest and joy in learning

· To become more aware of and to understand more about the world of which one is a part

· To gain power and control over one’s own body

· To form pleasurable friendships with peers and adults

· To realize that school, like home, is a place where one can be loved, feel secure, and be cared for and protected

· To become more aware of one’s self as a worthwhile individual

· Readiness skills in language, math, art, science, dramatic play, music, and movement

· Preparation for an easy transition to Kindergarten
Philosophy of Language Development


Preschool is such an exciting time for children and their caregivers.  These children are on the brink of a long journey of formal education.  I feel great pride that you chose us to help prepare your child for this wonderful adventure.  We are looking forward to this partnership with you.


Here at the ______________ Preschool Child Development Center we believe literacy and language development are the foundation for growth in all curriculum areas.  Because your child is a beginner, we will focus on letter recognition, sounds, rhyming poetry, and writing skills.  In our language rich environment we will have daily time scheduled for specific language arts and read-alouds.  Many activities will be provided to help your preschooler develop skills needed for reading and writing.  These include assembling puzzles; matching shapes and colors; creating patterns with beads or blocks; categorizing objects according to shape, number or size; and dictating stories to the teachers.  Some of these activities do not sound much like preparation for reading.  However, the necessary skills for reading and writing such as visual discrimination, listening, fine motor skills, and eye-hand coordination are deeply embedded in many of our lessons.  


Because parental involvement is so important and can make such a difference, the following list gives suggestions to increase success for your child in literacy development:

· Let your child see you read.  Give value to reading.

· Set aside sacred time to read to your child daily.  It should feel special.

· Read with enthusiasm!  Use character voices and expression.

· Use your finger or the child’s finger to follow under the words.

· Teach your child how to handle books properly.  Books are important!

· Discuss the pictures.  Ask you child what they think will happen next.

· Talk about what words mean.  Memorizing site words is not necessarily reading.

· Let your child sit next to you or on your lap so that he/she may see the text, as well as pictures.

Welcome to _____________ High Preschool

During the first few weeks of school, don’t be disturbed if your child:

· Is shy and clings to you
· Is aggressive and won’t share
· Hits and refuses to take turns
· Tires easily and cries a great deal
· Resists using the school bathroom, has accidents
· Doesn’t talk much about what happened at school
These are all symptoms of tension and stress in a new situation, and will disappear as your child becomes used to the teachers, other children and the classroom routines. Be sympathetic and supportive.  Some research suggests that it takes children this age up to 8 weeks to fully adjust to a major change.
YOU can help by:

· Allowing the child bring in a security object (blanket, etc.)

· Letting the child just stand and watch, knowing observation is one way of participating.

· Not putting pressure on the child to produce something to take home

· Not pushing the child to conform to routines without time to adjust

· Allowing lots of time for personal routine, a nourishing breakfast and a pleasant, safe ride to school

· Having a cheerful, positive attitude as the child leaves you, either at home or at school, such as: “Goodbye, I’ll see you later!”

· Encouraging talk about school by asking specific questions, such as:

“Did you play with the _____today?” or, “What was for snack today?” rather than “What did you do today?”

Remember always, the more relaxed the parent, the more relaxed the child.

Enrollment Process for _____________ Preschool
Child Development Center
____________ High School admits preschoolers regardless of race, religion, color, national or ethnic origin whose parents will accept the policies and regulations of the school system.

1. The maximum number of preschoolers in the program will be held to ____.

2. Once the program is filled for the semester, interested preschoolers’ names will be kept on a waiting list according to date and offered openings as they occur.

3. Special needs children shall be given equal consideration for acceptance.

4. Though toilet accidents happen, preschoolers are expected to be toilet trained when preschool begins in order to be admitted to the program.

Schedule and Hours of Operation

Preschool will begin ________ in the fall, with open house occurring approximately one week before opening day.  Open house will be held ________________.  
Preschool will be in operation from ______until ______ on _________________________________.  

Preschool is closed any day ​____________ High school is closed. In addition, when __HS has a delayed opening or early release, there will be no preschool.  You will be given a schedule with weekly themes of all our intended school days. The preschoolers will be served a nutritious mid-morning snack on a daily basis.  If your child has special nutritional needs or concerns please contact the director immediately so that arrangements may be made.
Drop off and Pick up


Please deliver and pick up children promptly at the specified time on the schedule. Wait with your children in the car until it is time for class to start. A student-teacher will help your child out of his or her car seat and escort your child to the building. If for any reason you are delayed, please notify __________ by leaving a telephone number and message, _________________ (phone #)

We will escort your child to parent pick up in the same manner.  All children must use an age/weight appropriate government approved car seat. Please park so that you may secure your child appropriately.  

One of the instructors should be notified in writing if someone other than the designated adults is picking up the child.

Attendance

It is important that your child attend school each day.  This will allow the child to follow a routine and to know what to expect each day.  It also sets the example for their following school years.  Please call the director at ____________ to report your child’s absence or inform the instructors in advance of absences.  The nature of this training program’s success relies on the participation of the children.
Inclement Weather or Other Emergency


If inclement weather or other emergency should force ___________ High School not to open, the preschool will also be closed.  Local radio and television stations will be notified for announcement of closing.  If weather or other emergency forces us to close early, a parent or emergency contact will be notified to pick up children.

Clothing


Because of the wide range of activities at _____________ Preschool, it is recommended that children be dressed in washable, comfortable clothing.  Children are taken outside daily, weather permitting, and should be dressed appropriately for the day’s temperature.  Please mark coats and sweaters with the child’s name.  


Please send a change of clothing (underwear and socks included), in a gallon zip-lock bag labeled with your child’s name, to leave here at school.  If wet or soiled clothes are sent home, please return a clean set the next morning.

Service to Parents


We have a small observation area with two-way mirrors which allow parents to watch as their child interacts with others.  Parents are allowed to observe their children as often as they like.  Please pull your car around to the side of the building and park.  Enter through our preschool play yard and our back classroom door and do not let your child know you are observing.  It is best if your child does not know you are there if you are to see uninhibited behavior.  If possible, avoid bringing other children with you when you observe.  We have a very large high school enrollment this year and there will be a large group of students in the classroom under the instruction of one of the directors.  
Discipline


It is considered an important part of our responsibility to assist children in the development of self-control and social skills that will enable them to function well in a group setting.  Children usually respond when clear, consistent instructions are given and their efforts are reinforced in a positive way. Each day a behavior chart will be sent home with your child. If your child receives a sticker (regardless of color) then he/she had a good day.  If the block is colored yellow then you should speak with your child about what happened at school.  There will be a note attached as well describing the incident.  If the block is colored red then a parent conference is requested to discuss the incident. It is very important that you speak to your child each day about their experience in order to keep good communication lines open. 

DISCIPLINE   POLICY
In disciplining our students we use positive guidance.  The following steps will be taken in order to assist children in learning how to solve problems they encounter at preschool.

Modifying Instruction and Environment
When a behavior problem arises in the classroom, our first step is to modify the instruction and the environment.  Often problematic behavior occurs because of something we, as teachers, have overlooked or miscalculated.  For example, excessive restlessness or talking during rug time may be an indication that the instruction is inappropriate, either too boring or too advanced.  Running in the classroom might be corrected by moving objects into running spaces, thereby breaking up open areas and lessening the temptation to run.

Modeling and Problem Solving
If problems continue after teachers have done all they can by changing the environment or instruction, we move to modeling and problem solving.  Because children are in the process of learning to interact with others, many of the situations they encounter in the preschool are foreign to them.  Often times children act in inappropriate ways simply because they don’t know how else to act.  As teachers, we try to model correct behavior, so children can witness alternative behaviors.  For example, if children are fighting over a popular toy, teachers might enter into play together and, loudly enough for the children to hear, model an appropriate problem-solving dialogue:


“May I use that block?”


“I’m using it right now, but I’ll be sure to give it to you when I am finished.”

Children often begin imitating the behavior modeled by adults as they seek to better understand social interaction.

We try to teach children that they have a right to use the toys in the preschool (assertiveness), but that it is important to consider the needs of others as well (peace-making).  We never tell children that they have to give a toy they are using to someone else, but we may establish guidelines for the use of popular toys:

“We’ll sing the alphabet song and count to twenty.  Then it will be Anne’s turn for the cash register.”

In this way, we try to sensitize children to the needs of others, while acknowledging that their own needs are important as well.

Direct Instruction With Positive Statements
When direct instruction is necessary, we use positive statements.  Instead of saying, “Stop running in the classroom,” we say, “Please use your quiet inside walking feet.”  This accomplishes two things.  First, children don’t feel a harsh rebuke in a positive statement, and second, a negative behavior is replaced with a positive one.  Asking children to stop running gives them no idea of what our expectations are.  The positive statement, on the other hand, tells them exactly what we expect - quiet walking.

Making Choices and Recognizing Consequences
In addition to positive statements, we present children with choices.  For example, if a child refuses to come to the rug, we say, “You may walk to the rug, hop to the rug, or be carried to the rug.”  Because all these choices are acceptable to the teacher, the child is truly free to choose as he wishes!

Ultimately, refusal to make choices or to do what the class is doing results in this choice: 

“Would you like to join the class or sit outside alone with me?  If you choose not to do what the rest of the class is doing, you choose not to be a part of the class and you miss out on the fun we are having.”   It generally takes only a few seconds of waiting outside with teacher before a child chooses to re-join his laughing classmates in their play.

Teachers stress to children that there are good choices and bad choices, and both have their consequences.  Making good choices usually results in good things and good feelings, while making bad choices usually leads to unpleasant things and unhappiness.

We try to let natural consequences follow actions when doing so does not endanger the children.  For example, if a child chooses to throw his food during snack time, he does not get to refill his plate from the serving bowl.  In choosing to throw his food instead of eating it, he missed the satisfaction that might have come from a tasty treat.

No Physical Punishment
If children are hurting themselves or others, or if they are being disruptive in the classroom, teachers may physically restrain them outside the classroom, but under no circumstances are children physically punished or verbally berated.  Confidentiality is strictly observed and children’s feelings are respected.

If a child’s disruptive behavior is prolonged or becomes out of control, students may be isolated with a teacher and parents may be contacted. 

In making decisions regarding discipline, we seek to foster the kinds of attitudes and habits conducive to a democratic society.  Our discipline goal is not to train children to obey the adult in charge as quickly as possible, but rather to weigh options and make the choices they know will bring happiness and success to themselves and others around them.  We hope to provide tools that enable our students to be effective leaders, not indifferent followers.

Payment of Tuition

The monthly tuition fee of $_____ is due on the first preschool day of every month.  After the 10th you will receive a notice.  There will be a $___late fee charged after the 10th day of the month.  There will be a $____ fee for checks that are returned as a result of insufficient funds.  After the second returned check, we will only accept cash payments.


__________ Preschool depends on tuition payments to operate the preschool and laboratory training environment.  Please note that a one month notice is required before taking a student out of our preschool program.  Otherwise, tuition is due.
Termination

If you plan to discontinue your child’s enrollment at ________ Preschool Child Development Center, please notify the director immediately.  Children on the waiting list need to be contacted as soon as possible.  


______ Preschool Child Development Center and _________ High administration reserve the right to dismiss children in this program who behave consistently inappropriately or whose family members behave inappropriately toward staff or other parents.  
General Rules

1. Parents must agree and fully support, verbally and in action, all school policies, teachers, administrators, school board policies and procedures, including all discipline procedures.  This includes supporting and fully cooperating with the teachers and administrative staff of the ________ High School Child Development Center.

2. Important messages must be written to the staff, not given verbally.

3. Toys belonging to the child should be left at home unless requested for use with a scheduled activity.  Exceptions may be made for special “security” possessions only after speaking with the director.

4. Children may not bring food, candy, gum, or anything to drink to school.  Please finish breakfast at home or in the car.  The exception to this rule is at birthday time.  Parents are welcome to bring a special snack to celebrate if prior arrangements are made with the staff. Make sure all snacks are cleared with the director in order to avoid issues with children who have severe allergies. 

5. The children will have a folder sent home every day in their bag.  Please read all newsletters, behavior chart, and other handouts for important announcements.

6. Keep the staff informed of any important changes in the home that may affect the child’s behavior at school.
7. Children are expected to be obedient to all school staff members.
8. Common courtesy and respect for other people must be shown at all times.

9. Rough housing, including wrestling and karate-type play is prohibited for the protection of children and teachers.

10. Please refrain from remaining in the lab area to socialize with the staff.  The teachers must be observant of the children at all times.  
11. It is the parent’s responsibility to supply and maintain accurate record information.  If you should have any changes in address, phone, or emergency contact please notify the director immediately.  

Health and Safety Regulations

1. Children must have an immunization form on file in the director’s office immediately after preschool begins.  Parents are required to keep all information up-to-date.
2. We are not allowed to administer medication to the preschoolers, but you may leave the medicine in the nurse’s office. 
3. Please keep your child home when ill.  A staff member will call the parent(s) to pick up the child if signs of illness are shown.

4. Special forms will be sent home for parental approval before the child will be allowed to go on a field trip.
5. Shoes must be worn to preschool and remain on throughout the school day. Shoes should be limited to close toed style.  Our playground has mulch and is unsuitable for sandals.
Description Policy for the Exclusion of Ill Children
Colds and Influenza

Incubation period is 1-3 days.  Symptoms:  fever, chills, aches and pains in back and limbs, sore throat and cough.  Exclusion from school:  3 days.  Return to school depends on recovery.  Child should be free from heavy cough and heavy nose discharge.  No fever for 24 hours preceding return to school.
Strep Throat, Scarlet Fever

Incubation period is 2-7 days.  Exclusion from school:  may return after recovery but must have permit from a doctor.  Other children in home may attend school if they have been immunized.  Call your family doctor regarding school attendance.

Chicken Pox

Incubation period is 14-21 days, usually 16-18 days.  Symptoms:  small water blisters on back or chest, slight head cold, may or may not have a fever.  Exclusion from school:  7 days after spots appear and all crusts are dry.

Conjunctivitis (Pink Eye)

Any inflamed or discharging eye is considered to be contagious and the child should be excluded from school until fully recovered or until released by a doctor.

Ringworm of the Scalp

Incubation period is 10-14 days.  Symptoms:  scaly, bald patches on the scalp.  Exclusion from school:  the Bartow County Health Department makes special regulations.
German Measles/Rubella
Incubation period is 14-21 days, usually 16 days.  Symptoms:  mild fever, rash, and enlargement of glands behind ears and back of neck at hairline.  Exclusion from school until fully recovered.

Measles

Incubation period is 9-11 days.  Symptoms:  rash on 13-15th day, cold with watery eyes, cough and fever, rash on face which spreads down body.  Exclusion from school:  for 7 days after appearance of rash and the absence of fever or other symptoms.
Mumps

Incubation period is 12-26 days.  Symptoms:  fever, swelling of one or both glands in front of ears (occasionally glands under jaw swell).  Exclusion from school:  until all swelling is gone, usually about 10 days.

Impetigo

Incubation period is within 5 days.  Symptoms:  crusted, moist sores, usually on face and/or hands.  Exclusion from school:  may attend school if under doctor’s care and sores are covered.

Hepatitis

Incubation period is 10-40 days, usually 25 days.  Symptoms:  fever, headache, nausea, loss of appetite, fatigue, abdominal discomfort.  Later there may be jaundice. 
Exclusion from school until fully recovered.  Permission to return to school must be signed by family doctor or the Health Department.

Head Lice

Symptoms:  small, egg-like nodules accompanied by small lice in hair, itchy scalp.  Prescribed head treatment is necessary initially with home and school areas treated (such as bed linens, dramatic play area).  A repeated treatment for the larvae is required in approximately 2 weeks.  Permission to return to school must be signed by family doctor or the Health Department.

Allergic Reactions
Should your child have an allergic reaction to bee stings, pollen or anything else that requires immediate attention, please send a card with the procedure to be followed to the director.

Fever
A child with temperature taken under the arm(pit) over 99 degrees or an oral temperature over 100 degrees should be kept home from school.

Behavior

If a child has a combination of the following behaviors, it should be strongly considered to keep the child at home:  looks or acts differently, awake much of the night, crying, unusually tired, pale, has lack of appetite, nauseous, irritable or restless.

Respiratory

The following symptoms should exclude a child from school:  breathing difficulties, wheezing, initial onset of colds with watery eyes, drainage along with sneezing, colds with yellow-green nasal discharge and prolonged cough.

Diarrhea

Characterized by frequently watery or green-colored bowel movements, which are not related to medications or food reactions would warrant staying home.

Sore Throat
If a child’s sore throat needs culturing because other signs are present he or she should be excluded from school.

Parent Involvement
All parents are cordially invited to become involved with our program as much as your schedule will allow.  We understand that work commitments will prevent many of our parents from participating in our program; however, it may be possible for you to find opportunity from the list below.
· Volunteer to help with class parties for national holidays.
· Provide treats for the class for your child’s birthday.

· Observe your child in the natural preschool environment.
· Read to your child every day!

· Volunteer to come in as a guest reader during story time.
· Participate as a special guest and share information about your job.

· Look over the year’s weekly themes.  Is there a week where you would love to share your expertise or bring something in to enhance the lessons?

· Other ideas?  Let’s talk!
School Supply List

Please send the following items with your child on the first day of school.

· Change of clothing to leave in cubby at school (underwear, socks, pants/shorts, shirt) in a gallon zip-lock with child’s name printed.
· 1 box of tissues
· 1 package of construction paper
· 1 container of Clorox style wipes

· 1 container of antibacterial hand soap

· 2 pads of 1st grade writing tablets (one for school use and one for homework)

· 1 box zip lock gallon size bags

· 1 zipper pouch pencil bag

SUGGESTED PARTY FOODS
We would like to control the amount of food and favors children receive at their holiday class parties or birthday parties.  

Parties will take place during scheduled snack time at 9:55 and are limited to 30 minutes.  Please let us know a least a week in advance if you plan a birthday party.

We appreciate your help in making our classroom parties a success.  Thank you so much!

Suggested Foods:

Ham rolls

Miniature muffins

Pretzels

Teddy Grahams

Sandwiches – (cut in shapes are fun)

Fruits

Cheese cubes

Cupcakes, with only ¼” icing please (children have to be scrubbed down after eating 
icing)

Ice Cream in individual cups

Pink Lemonade

Oatmeal Cookies

Vegetables and Dip

Crackers and Sliced Cheese

Raisins

Pizza Chips

Chips and Dip

* No nuts or peanut butter
* Ask about children with allergies

* No red food color

* Limit icing

* No hard candy

* No loose or unwrapped candy
Staff

Instructor/Director:
______________
Assistant Director:
______________

Teachers:
 
______________
Career and Technology Education Supervisor:
______________
Principal:
______________
Assistant Principal:
______________
Assistant Principal:
______________
Assistant Principal:
______________
Example Theme Chart
	WEEK
	
	THEME
	
	SUB-THEMES
	

	
	
	
	
	
	

	Sept 18-21
	
	Welcome To School
	
	

	Sept 25-28
	
	I'm Me, I'm Special
	Aa, 1, Red, Circle

	Oct 2-5
	
	My Five Senses
	Bb, 2, Yellow, Square

	Oct 8-12
	
	No Preschool - Fall Break
	***
	

	Oct 16-19
	
	Transportation
	Cc, 3, Blue, Triangle

	Oct 23-26
	
	Food, Nutrition, & Health
	Dd, 4, Green, 
	Rectangle

	Oct 30-Nov 2
	
	Fall & Halloween
	Ee, 5, Orange, Star

	Nov 6-9
	
	Weather & Seasons
	Ff, 6, Purple, 
	Oval

	Nov 13-16
	
	America/Thanksgiving/Native Americans
	Gg, 7, Brown, Diamond

	Nov 19-23
	
	No Preschool - Thksgvg Break
	***
	

	Nov 27-30
	
	Pets
	
	Hh, 8, Black, Rhombus

	Dec 4-7
	
	Opposites
	
	Ii, 9, White, Heart

	Dec 11-14
	
	Fairy Tales & The Holidays
	Jj, 10, Grey,Sphere

	Dec 18-Jan 4
	
	No Preschool - Winter Break
	***
	

	Jan 8-11
	
	Eric Carle Extravaganza
	Kk, 11, Pink, Cylinder

	Jan 15-18
	
	Kings, Queens, Castles, & Things
	Ll, 12, All, Cube

	Jan 23-25
	
	Root'n Toot'n Wild West
	Mm, 13, All, Cone

	Jan 29-Feb 1
	
	Dinosaurs
	
	Nn, 14, All, All
	

	Feb 5-8
	
	A Bunch of Munsch
	Oo, 15, All, All
	

	Feb 12-14
	
	Valentine's Day/Friendship
	Pp, 16, All, All
	

	Feb 19-22
	
	Air & Space
	Qq, 17, All, All
	

	Feb 26-29
	
	Dr. Seuss
	
	Rr, 18, All, All
	

	Mar 4-7
	
	Bugs to Birds
	Ss, 19, All, All
	

	Mar 11-14
	
	Farm Life
	
	Tt,20, All
	

	Mar 18-20
	
	Spring & Easter
	Uu, All
	

	Mar 25-28
	
	Community Helpers
	Vv, All
	

	Mar 31-April 4
	
	No Preschool - Spring Break
	***
	

	April 8-11
	
	Safety Week
	Ww, All
	

	April 15-18
	
	Reptiles & Amphibians
	Xx, All
	

	April 22-25
	
	Under the Big Top
	Yy, All
	

	April 29-May 2
	
	Going to the Beach
	Zz, All
	

	May 6-9
	
	Graduation/Summer
	Review
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