Parent Handbook

School Year 2010-2011

Email: firsts_preschool@qwestoffice.net

6845 Shoup Road (719) 495-0146
Black Forest, CO 80908 www.first-step-preschool.com

Childhood is a time of miracle and wonder, of unexpected pleasures, and
unconditional love.
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Welcome to First Step Preschool!

We are looking forward to an exciting and rewarding time with your child.
The learning program here is designed as a social, educational, recreational, and
Christian environment in which children can grow physically, intellectually,
emotionally, socially and spiritually. Teacher-directed and child-directed activities
are provided each day, focusing on all areas of development including a second
language, Spanish.

All of our learning materials and Montessori equipment are age appropriate
arranged in the following areas: Sensory Development, Practical Life, Language,
Mathematics, Science, Art, Music, Books, Blocks, and Dramatic Play Area. We
make sure that we cover all of the State Educational benchmarks for
kindergarten readiness. Our program is reinforced with select Montessori
methods.

We are a Qualistar Rated Site! Qualistar (www.qualistar.org) is an organization
that rates early learning centers in different categories (Learning Environment,
Family Partnerships, Training and Education, Adult: Child ratios, Accreditation,
and Quality Improvement). The learning center uses this information as part of
its continuous quality improvement process. Parents can learn about the quality
of a learning center using this invaluable Qualistar Rating process.

Our Philosophy

First Step Preschool is owned and operated by Black Forest Community
Church, United Church of Christ. This Christian, non-profit preschool offers
activities and programs to persons of all faiths and creeds. Our program is Christ-
centered, but not designed to limit access only to persons of Christian faith. We
do not proselytize or make any attempt to convert the families we serve. We
encourage diversity in our classrooms and in our effort to enhance your child’s
learning community.

Our philosophy at First Step Preschool is to offer a high quality educational

program in a Christian environment that is safe and exciting for a child to grow
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and develop. First, as teachers, we try to create a love for learning in all
students. We hope this fosters a life-long desire to learn. We work towards the
development of the whole child in all intellectual areas of growth including
spiritual, mental, physical, social, and emotional. First Step Preschool offers a
curriculum that will get children ready for kindergarten.

Our learning environment provides developmental growth in concepts,
cognitive, problem solving, fine and gross motor skills, self-help skills, whole
language, alphabet/phonics, math, science, art, music, and Spanish. In each
area of development we encourage hands-on creativity and self-expression,
always giving freedom to explore, contemplate, imagine, initiate and become
active in the learning process.

We begin the school day with a prayer, and later in the morning we continue
with a prayer before snack. Students who do not wish to participate in prayer are
asked to observe a moment of silence. Daily circle time focuses on the teaching
of all of the above and more. We also provide opportunities for self-expression
and communication skills enhancement. One structured activity is show-and-tell
once a week. As educators, we recognize the significance of our education:
intertwining scholastics with Christianity. As early childhood educators, we
recognize the importance of a child’s formative years: they are crucial. Our goal
is to promote life-long learners.

Within a Christian environment, the children practice the ability to function
cooperatively in the classroom setting. We provide ample opportunity for
interactive play. Play time for children influences the intellect, the emotions, and
the body of the child; play is a child’s work. Through interactive play activities,
the child clarifies his/her understanding of the world, enriches his/her
vocabulary, and satisfies their need for feeling important and enjoying success.

Classes

Classes are held Monday through Friday, mornings and afternoon. There is a
two day per week program for 3 year-old children and they MUST be potty
trained. There are two, three, or five days per week programs for 4 and 5 year-
old children. We offer a Lunch Special where parents can sign up daily, monthly,
or as needed so that the child can stay an extra hour during lunch. This is from
11:30 a.m. until 12:30 p.m. Children bring their own lunch, and this is a good
time to develop social skills and enjoy an extra recess.

The half day program is offered from 8:45 a.m. until 11:30 a.m. or 12:30 p.m.
until 3:15 p.m. Our school has an open enrollment policy. All children between
the ages of 3 to 5 years of age are admitted to our program as long as:
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e The school is able to meet their needs.

e Space permits.

e Without regard to race, religion, national origin, sex, parental status or
impairment (in compliance with the Americans with Disabilities Act).

e Children are 3 years old by October 1% of the current school year.

e Children are toilet trained.

We offer an extended care session on Fridays called Friday Fun. This is open
to any preschooler enrolled at First Step Preschool and their siblings who are
3 years old and toilet trained through age 6 years. Kindergarten siblings are
welcome to join us. You may sign-up on the clipboard located on the wall in the
hallway next to the office or sign-up by phone, starting Monday morning
beginning at 8:45 am and no later than Thursday.

In the event that D-20 announces a 2 hour delayed start time on a Friday, Friday
Fun will be cancel for that day. The starting time will be at 10:45 am and will
end at 1:30 am. Children will need to bring a healthy lunch instead of morning
snack since we will be eating at 12:30 pm. Lunch special will be cancel for the
day.

Services Offered for Special Needs Children

The facility is wheelchair accessible, equipped with changing tables and
handicapped bathrooms. First Step Preschool works closely with families anytime
a specific concern arises which may interfere with a child’s learning. We will
inform and assist families with references and appropriate channels for further
evaluation of your child if needed. This applies to any family regardless of the
school district they will be attending.

Admission Procedure

Before you register your child, we ask that parents visit the school with their
child so they can have a brief tour of the classrooms and grounds. This visit will
enable the child to explore the classroom environment first hand. We will have
some time to visit in the office and have an interview. We can discuss the school
services, expectations, policies, and any questions.

Registration

A Physician’s Statement of Health medical form, a Colorado Department of
Health Certificate of Immunization form, and First Step Preschool Registration
paperwork must be completed and signed by parents for each child for every
school year the child is enrolled in the program. We must have this before your

Revised 7/26/2010 © 2009 by First Step Preschool, Geanina Brown
Page 5 of 16



child will be accepted at the center. To reserve space in any class, a $65.00 non-
refundable registration fee shall be paid upon enrollment for each child. If there
is more than one child in the same family, the registration fee for the second
child is $55.00.

Tuition

Tuition is due by the 5t of each month. A late fee of $5.00 will be
assessed whenever tuition is paid after the 5" of each month. Tuition
and late fee must be paid by the 15" of the current month in order for

your child to continue attending classes for the remainder of the
month. Please notify the Director if you are experiencing financial difficulty.

Payment schedule and/or tuition assistance may be considered on a case-by-
case basis. A 10% discount reduction in tuition is give to families with more than
one child enrolled. Please make your checks payable to “First Step Preschool”.
They should be placed in the “tuition box” in the hallway area. Checks may also
be mailed to the preschool address. A $25.00 processing fee will be
charged for any returned checks. Payment in cash must be made within
five days after the notice for the insufficient funds returned check. The
student may not continue in the program if the payment in cash has
not been made after five days.

Please note that tuition is based on the estimated operating expenses for the
entire school year. The calendar includes approximately 35 weeks of school.
Prompt tuition will be expected as long as your child is enrolled in a class,
regardless of how many days he/she actually attends the school that month. No
credit on tuition is given for schedule school holidays or vacation periods. Special
arrangements may be made only once during the school year for credit on tuition
payment if a child misses two or more weeks of school due to an illness. The
Director must be notified of this absence in order to approve a tuition reduction.
The Director must also be notified two weeks in advance if you decide to
withdraw your child for any reason. This notification, along with two weeks’
tuition payment, is necessary upon disenrollment of a child.

Class Sessions

Class Days Age Class Times Fees
Mon., Wed., & Fri. 3,4&5 8:45 am - 11:30 am or $168.00 per month
12:30 pm = 3:15 pm
Tues. & Thurs. 3 8:45 am —11:30 am $127.00 per month
Tues. & Thurs. 4 &5 8:45 am - 11:30 am $127.00 per month
Mon., Wed. & Fri. 4 &5 8:45 am - 11:30 am $168.00 per month
Mon. through Fri. 4 &5 8:45 am — 11:30 am $295.00 per month
Lunch Special 3,4&5 11:30 am — 12:30 pm $2.50 per day
(bring lunch)
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Friday Fun (Option1) | 3,4,5&6 11:30 am - 3:15 pm $14.50 per Friday
Please pack lunch and
an afternoon snack.

Friday Fun (Option2) | 3,4,5&6 12:15 am - 3:15 pm $12.50 per Friday
Please pack an
afternoon snack.

Holidays and School Closures

We follow Academy School District 20’s schedule with a few exceptions, i.e.
teacher’s workdays and parent-teacher conferences. Please see the First Step
Preschool calendar for details. The school is closed during the following holidays:
% Labor Day
Veteran's Day
Columbus Day
Fall Break
Thanksgiving Break
Christmas Break
Martin Luther King, Jr. Day
Presidents’ Day
Spring Break
Memorial Day

R/ X/ R/ R/ X/ R/ R/ X/
L XS X X IR X X IR X X X 4

e

*

Inclement and Excessively Hot Weather

The First Step Preschool policy regarding inclement weather is to follow
School D-20 for any snow closures or 2 hour delays. If D-20 has cancelled school
for the day, we will be cancelled. If D-20 announces a 2 hour delayed start time,
the morning session will start two hours later. The starting time will be at 10:45
am and will end at 1:30 am. If D-20 schools are sending children home early
because of accumulating snow, our afternoon session will be cancelled.

You will be notified if the afternoon session is cancelled. Decisions on closures or
delays are broadcast by 6 a.m., and early release decisions are made by 10:00
a.m. by D-20. It is necessary for parents to listen to the radio or
television on snowy mornings.

Should excessively hot or cold weather occur during the school day, planned
indoor activities will replace outdoor time. It is the parents’/guardians’
responsibility to ensure that their child has sunscreen lotion for up to eight hours
before coming to school. Children are not allowed to bring sunscreen lotion to
school. Please remember to always send coats, hats, snow boots, and mittens
for cold weather.
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Parking

Please do not park in front of the Log Building where the church office is
located. Our parking lot is very busy, so please keep your child with you at all
times. Please remember to drive at a slow speed and to allow for space between
rows of cars.

Sign In and Out

You must sign your child in and out of the school each day he/she attends
preschool. The sign-in sheet is located on the parents table. This is required by
law. First Step Preschool will not be responsible for any child who has not been
signed in when he/she arrives for the day.

Arrival and Departure

The entrance and exit to the preschool is on the back lower level of the
preschool building. If there is a lot of snow or ice on the stairs, you may enter
through the front of the building if you see the door open. Please accompany
your child to and from the classroom. Children cannot be dropped off early or

picked up late. There is a $1.00 extra charge for each minute following

dismissal that a parent is late in picking up a child. Please bring the late
charge with you when you do pick up your child and place it the “Tuition Box.” If

there is a need for your child to be dismissed early on a particular day, please
inform us ahead of time. Please do not park in front of the Log Building where
the Church office is located.

Procedure for Children Not Picked Up

In the event a child is not picked up at all, the child will be taken home under
the care and supervision of the Director. The Director will continue to attempt to
notify the parent, guardian, or emergency authorization.

Late Arrivals

In the event that a child arrives late to school and the class is away from the
school, the child will be supervised by the Director or stay in the adjoining class
under the supervision of teachers. If all classes are away from school, you need
to wait with your child until the class is back at school. Our parking lot is very
busy; please keep your child with you at all times.
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Release of Children

No child will be released to a person not authorized by the parent/guardians,
or those specifically designated on the Identification and Emergency Information
form. We will have to be informed in advance if an “unknown” person (not
authorized on the enrollment form) is picking up your child. Even if this is a one-
time occurrence, we do not accept phone calls. You must inform us in writing.
If the person authorized is not recognized by one of the teachers or Director,
picture identification will be required. Your child will not be released under any
circumstances if we do not have written instructions. Pick-up authorization can
only be given to persons 18 years or older. Remember, we must have written
authorization for changes in this respect.

Visitors

All visitors, including parent volunteers and those parents visiting the session,
must also sign in and out of the building on a visitor’s sign-in sheet located next
to the bulletin board in the smaller classroom. This is required by law.
Anytime a visitor or stranger enters the building, the Director or teacher will
approach the visitor by asking them to identify themselves with an ID and the
purpose of their visit, and have them sign in on the visitor’s sign in sheet. Any
person who is unable to identify themselves or who does not have a legitimate
reason to be at the preschool will be asked to leave the building. If the person
refuses to leave the building, we will call the police.

We like to have the parents volunteer at least one time during the school year.
You can volunteer as many times as you want to. You can also help the teachers
by taking things home to prepare ahead of time for them.

Supervision of Children

The children will be under the supervision of a teacher at all times whether
the children are indoors or outdoors. All teachers are responsible for the safety,
care, comfort, and supervision of each child in their care. The Lead Teacher will
check attendance with the sign in and out log at the beginning of each session.
The teachers will count the children every hour during the session. The Lead
Teacher is responsible for the safety, care, comfort, and supervision of each child
in his/her care. The last teacher to leave the building will check all school rooms
with the sign in and out student log to ensure that all children are picked up
before she leaves for the day.
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Discipline Policy

First Step Preschool operates on the premise that young children are never
“bad”. The types of inappropriate behavior most often seen in children (including
temper tantrums, refusal to cooperate, hitting other children, and failure to
follow rules) are usually the result of the child’s level of development. A child
may simply lack the social-emotional, cognitive and physical skills to comply with
many adult demands. For these reasons our staff uses the following guidelines
for promoting positive behavior and for responding to problem behavior.

Acceptable Ways of Disciplining Children: The policies at First Step regarding
discipline do not mean that the staff wants to permit inappropriate behavior from
the child. Instead, the staff wishes to mold or change the behavior using positive
guidance techniques:

1. We take the time to develop with children age-appropriate expectations. We
do not expect children to understand and follow complex rules.

2. When an inappropriate behavior occurs, our staff will guide the child into
what is appropriate. We do not punish a child.

3. Disciplining a child is done with consequences. We believe in children making
their own choices; however, it is vitally important that the staff clarify these
rules and consequences beforehand. For example, “Johnny I noticed you're
finished with the blocks, I'd like you to please put them away.” If Johnny says
“No”, the teacher will state the consequence. “Johnny you may choose to pick
them up now or pick them up when the other children go outside to play.”

4. Anytime an inappropriate behavior occurs, a teacher explains to the child, at
eye level, why the behavior is not appropriate and then directs the child to
what is appropriate or acceptable behavior.

5. When a conflict arises between two children, a teacher will interact by having
each child acknowledge the other’s feelings by using a peace flower, and then
guide them into a problem-solving situation. "How could we make this better
the next time?” “What could we do about it?”

6. At First Step Preschool, we do not hit, paddle, shout or yell at the children.
Hitting is often misunderstood by a young child who does not always see the
connection between a slap and some action on his/her part. Hitting as a form
of punishment rarely stops an inappropriate behavior, but does cause
confusion and anger. Yelling usually frightens children and damages a child’s
self esteem.

Snacks and Lunch

Children need to bring a morning or afternoon snack (including drink), and a
sack lunch when they are signed up for lunch. We encourage you to provide your
child with nutritious food such as: fruit, vegetable, protein. We also encourage
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sugarless snacks and lunches, and reducing high fat content items, as we feel
this is nutritionally sound for better learning. Please do not send gum, candy, or
soda. We can not refrigerate the children’s lunches. Small ice packs are useful to
keep things cool if needed. We do encourage good hygiene habits before and
after snack and lunch time. We encourage the children to “eat their own food”;
we do not allow the sharing of food. Please let us know of any food allergies
your child may have developed.

In the event that D-20 announces a 2 hour delayed start time, the morning
session will start two hours later. The starting time will be at 10:45 am and will
end at 1:30 am. Children will need to bring a healthy lunch instead of morning
snack since we will be eating at 12:30 pm. Lunch special will be cancel for the
day.

Bringing Things To Show

Please do not allow your child to bring toys from home unless something is
related to the learning theme in class. Should your child bring personal items
such as toys, or money to school, these must be stored in the office before class
begins and remain stored until dismissal. We will not be responsible for any lost
or broken toys. If your child would like to bring a visitor to school, share a
special book or a family pet with the class, please discuss this with the teacher
beforehand. We do not allow play guns, knives, or weapons for any occasion.

Home and School Communication

A monthly Newsletter and Class Calendar of activities will be distributed on the
last day of school of each month for the month ahead. The Newsletter and Class
Calendar will also be available on the website www.first-step-preschool.com.
You will want to refer this information regularly. Notes, reminders, and wish lists
may also be found in cubbies throughout the school year. Check the parents’
table for class sign ups and informational handouts.

Parent/Teacher Conferences

We hold Parent/Teacher Conferences once a year. Please check the school
year and monthly calendars for dates. A Parent/Teacher Conference may be
conducted at any time during the school at the request of the parent, teacher, or
Director of the school. If there are any concerns or problems, please let the
Director know so we can fix it. If we do not know, we cannot help you with the
concern. We are always open for suggestions for improvement.
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Clothing

We request that all children bring a complete change of clothing to be kept at
school at all times to be used in case of spills, paint messes, illness, or other
situations when clothing may become soiled and uncomfortable. Please place
your child’s spare clothing in a Zip lock bag labeled with their name and turn in
to the teachers during the first full week of school.

Jackets, sweaters, hats, snow boots, and gloves should be labeled with your
child’s name and sent to school daily. The weather in Colorado changes quickly.
Outdoor play is a part of our daily activities unless extremely bad weather is
present. We discourage open-toed sandals and cowboy boots on our playground
for safety reasons and because they restrict free movement.

Walks

Walks for exercise and nature walks are considered an integral part of the
educational program and will be taken periodically around the school. There will
be teacher supervision for all walks. Your permission for your child to participate
in the walks is part of the registration agreement.

Television and Video Viewing

Because the program is only part of the day, video and television are not part
of our daily schedule. Any movies planned for classroom use must be
educational. The movies are always screened by the Director or teachers before
viewing. We will only watch G-rated movies and Christian oriented videos.

Photos taken at the Preschool

We like to take photos of the children during different activities through out
the school year. These pictures could be used for evaluation purposes,
publications, our Web site that we like to keep updated for preschool purposes.
We might also use a video recording for evaluation purposes as needed.

Emergency Closure

Emergency closures due to building malfunctions, weather, and evacuation in
case of fire, tornado, or any disaster will be conducted as follows:

1. A phone call to parent or guardian to pick up child.
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2. If unable to contact parent or guardian, we will call emergency persons
listed on your child’s emergency form to come and pick up your child.

3. If unable to contact a friend or relative, your child will stay in the care of
the Director or his/her teacher in the adjoining building, Black Forest
Community Church, until contact with a parent or guardian has been
made.

Monthly fire drills are conducted and emergency exit plans are posted in each
classroom. Twice a year we conduct tornado drills as well. We will take the
children to the boys and girls bathroom were there are no windows and we will
instruct them to sit against the wall with their hands over their heads until is
safe.

Emergency Procedure

Emergency procedure due to lost or missing children will be conducted as
follows:

1. Building will be checked.

2. Outdoor area will be checked.

3. Black Forest Police and Fire rescue will be informed.

4. Parents/guardians will be informed.

5. The Center for Missing Children will be contacted.

Health

We want to maintain a healthy environment in the classroom. Children with a
temperature over 99 degrees, intestinal disturbances accompanied by vomiting
and/or diarrhea, any undiagnosed rash, sore or discharging eye(s) or ear(s) or
profuse nasal discharge, and coughs that sound full of congestion, should not
come to preschool. If a child’s health is in question when he/she arrives for the
day, the parent will be asked to take him/her back home. Please keep us
informed if your child has been exposed to or developed any contagious disease
so we can, without identifying your child specifically, let other persons know.

Birthdays

We like to celebrate your child’s birthday with a special announcement, a
birthday song, and a birthday crown during the circle time. If children wish, they
can bring a favorite picture, baby album, or something special to them to share
with the class in a group. Due to food allergies, we do not allow cakes, cupcakes,
etc., in the school. Those children, who cannot eat the cupcakes, cakes, etc., will
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feel left out or excluded. Instead, parents might consider bringing in stickers,
erasers, pencils, or other fun and safe items for their birthday child.

Illness

Should your child become ill at school, we will contact the parent, guardian, or
emergency person listed, in that order, so the child can be picked up within an
hour. The child will be removed from the group to rest on a cot or mat with a
pillow and blanket with an available teacher or the Director until the parent or
guardian arrives.

Medications

If your child needs medication while at the school, some forms will need to be
filled out by the parent/guardian, and signed by the child physician, First Step
Preschool Nurse and the Director. Medication Administration Forms must be filled
out completely and must follow the instructions on the prescription label.
Medications must be kept in the original container. Medication will only be
dispensed and recorded by staff trained in Medicine Administration. Medicines
and drugs will be kept in a storage area inaccessible to children and according to
pharmacy instructions.

Accident or Injury

In the event of a child accident or injury, we will call 911 right away and then
the parent or guardian. If an injury is not life threatening, and we feel a
physician is needed, we will contact the parent or guardian first or emergency
contact person by phone. In some instances, the parent or guardian may be
called at work to have a look at an injury and use your discretion concerning
your child. This is one reason why it is very important to update new phone
numbers. The parent/guardian will take full responsibility for any transportation
or medical expenses. All of our teachers are CPR, First Aide and Universal
Precaution certified.

Filing a Complaint about Child Care

Our facility makes every effort to provide a safe and healthy environment for
our children. In the event you believe a violation of any rules or regulations
occurs at our center, a complaint may be made to the State Licensing
Department.

Colorado Department of Human Services
Division of Child Care
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1575 Sherman Street
Denver, Colorado 80203-1714
(303) 866-5958 or toll free 1-800-799-5876.

Child Abuse Reporting

The professional staff of First Step Preschool is required by law to report any
suspicion of child abuse to the Department of Human Services or Youth and
Victim Services. A report to these services will be made if any staff member of
our center has reasonable cause to know or suspect that a child has been
subjected to abuse or neglect. Once the report has been made, investigators
have the right to interview staff and children in care and to obtain names,
addresses, and telephone numbers of parents and children enrolled in the
school.

Department of Human Services:

105 North Spruce

Colorado Springs, CO 80905

(719) 444-5700 weekdays and nights: (719) 475-9593

Especially for Parents

Parents are invited to observe in the classroom or through the observation
windows at any time. Parental assistance in the classroom, fundraisers, or other
volunteer positions is greatly appreciated. Parents who wish to volunteer or
substitute in our classrooms on a regular basis must take In-Class training with
the preschool teacher or Director. State law requires volunteers that participate
regularly to fill out appropriate forms. Everyone must go through background
checks, and fingerprints that are required by all staff.

School Supplies

Throughout the school year, First Step Preschool consumes a lot of paper
products. We ask each family to help our school by donating the products listed
below. Please check for any reminders of needed products after Winter Break
and also for unexpected shortages. Thank you.

Supply list:

v GIRLS and BOYS

v 8 rolls of paper towels in August and January

v 1 box of 5 oz. paper cups in August and January

v 6 glue sticks

v 1 one inch plain color binder mark with your child’s name

v 1 pack of 3 ring plastic inserts

v $15.00 for treasure box items purchased; this will be billed to your first

invoice.
PLEASE SEE LIST IN THE NEXT PAGE
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v
v
v
v

v
v

GIRLS

1 Pack white paper

1 Bag multicolor pipe cleaners

2 Dry erase marker (order less)

1 Box of Kleenex

3 16 oz bottles of finger paints (Red, Green, Orange)

1 child size scissors (Fiscar)
BOYS

v 1 Pack white paper

v 1 Box colored chalk

v 1 Bag of Google Eyes

v 1 Pack of Play Dough

v 3 16 oz bottles of Finger paints (Blue, Yellow, Purple)
v 1 Pack of colored paper

These donations are very helpful to our program.

First Step Preschool is a non-profit organization, serving as a mission of and
owned by the Black Forest Community Church. The preschool is licensed by the
State of Colorado through the Department of Human Services. First Step
Preschool has been serving the Black Forest Community for over 20 years.
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