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PROGRAM INFORMATION
Bayside Presbyterian Preschool and Kindergarten is operated as a part of Bayside Presbyterian Church’s (USA) educational program and as an outreach ministry.  The Preschool is supervised by the Session of Bayside Presbyterian Church.  The Preschool’s Director works with the Administrative Support Ministry and the preschool staff to ensure that quality care is provided in a stimulating and nurturing environment.   Since the preschool is operated as part of a religiously exempt institution, it is exempt from licensure and is conducted under the auspices of a religious institution.  This means that the Church offers protection, support, patronage, guidance, liability insurance and aid to the preschool when needed.  The Church is responsible for ensuring the supervision, protection and well-being of the children in the preschool’s care.
Bayside Presbyterian Preschool is in the children’s wing of Bayside Presbyterian Church which is located at 1400 Ewell Road in Virginia Beach, Virginia (zip code is 23455).  The Toddler class is in Room 302 and can provide care for up to 5 children per day with 2 teachers each day (up to 25 children per week).  The 2 ½’s classes are in Room 304 and has up to 12 children (T/Th class and W/F class) with 2 teachers per day (up to 24 children per month).  All of our 3-year-old classes have up to 14 children with 2 teachers per day (total of up to 42 per week) and are in Rooms 306 (5-day 3’s) and 309 (2 and 3-day 3’s classes).  All of our 4 year classes (4 totaling up to 64 children) each has up to 16 per month and are located in Rooms 307 (4-day 4’s), in Room 402 (4-day 4’s), in Room 308 (5-day 4’s) and in Room 310 (5-day 4’s).  We offer one Kindergarten class which has up to 16 children with 2 teachers per month and is in Room 404.  Our enrollment capacity of all classes together is 171 students.
Recognizing that the first five years of a child’s life is a time of tremendous growth and acknowledging the need for high quality early childhood educational opportunities, Bayside Presbyterian Church established the Preschool Program.  In answer to changing community needs, the program expanded services to include new and additional classes for preschoolers and a Kindergarten.


The goal of this program is to provide each child with a safe a nurturing environment.  The program provides positive learning experiences that actively encourage free creativity, socialization skills, and active participation in curricular activities.  The program is designed to meet the needs of each child on his or her own level and to enable him or her to grow in an acceptable way physically, emotionally, socially mentally, and spiritually.
The Preschool is committed to equal employment opportunity for all qualified persons, without regard to race, religion, color, ancestry, national origin, sex marital status, physical disability, medical condition, or age, to the extent required by law.  This applies to all employment practices, including hiring, promotions, training, disciplinary action, termination, and benefits.

We expect all employees to show respect and sensitivity toward all other employees, and to demonstrate a commitment to the Preschool’s equal opportunity objectives.  If you observe a violation of this policy, you should report it immediately to the Director or the moderator of the Administrative Ministry of the Session.  Violation of this policy may result in disciplinary action, up to and including possible termination.
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All staff members will annually submit a Staff Report Form signed by their physician or health care provider verifying that they are free from any physical or mental condition that would hinder the fulfillment of their job responsibilities.  All new staff members will submit a statement from their physician that they are free from Tuberculosis in a communicable form.  
The Preschool is required to obtain a criminal record check on all employees as an ongoing condition of their employment.  When being considered for employment, persons are asked to sign affidavits that they have not been convicted of any felony or misdemeanor involving child abuse or neglect.  This affidavit is kept on file until the criminal record check is returned by the Virginia State Police.
Employees are covered by the Church’s Workman’s Compensation policy for work related injuries.  Employees injured on the job in any way must report the incident to the Director immediately.  No health or dental coverage is available.
Children will never be left alone, or under the sole supervision of anyone who has not received this background check.  Parent volunteers and Storytime guests are not subject to this record check and are to NEVER be left alone with the children.  It is the responsibility of the Teacher and Assistant Teacher that no child is left alone with anyone who has not received this background check.  Any questions should be addressed by the Director.

FROM THE DIRECTOR:
Dear Parents,


On behalf of the staff of Bayside Presbyterian Preschool and Kindergarten, welcome our new school year!  We all share your excitement as we begin another school year and look forward to sharing many happy learning experiences with you and your child.  Thank you for the trust that you have placed in us in choosing our program for such an important role in your child’s life.


Our program has grown since it first started more than thirty + years ago as a Mom’s Morning Out, staffed by volunteers.  Today, we have a staff of twenty + highly experienced early childhood professionals who offer the best possible educational experiences for your child.  In addition to the Preschool Staff, we are fortunate to have the Church Staff, special guest instructors and our wonderful parent volunteers to assist us in providing your child with a wide variety of age appropriate learning activities.


This Parent Handbook is meant to be an informative guide for you.  We hope that it will help you better understand the policies, procedures and goals that are important to this program. We are exempt from social service licensing because we are a religious institution.  We have worked hard to ensure that each child is provided a warm, loving, stimulating and safe environment for his or her positive growth and development.

We welcome your suggestions, questions and talents.  There are many opportunities to participate in your child’s educational experiences.  Please feel free to approach your child’s teachers or the Director at any time to discuss how you can be a part of our exciting classes!


Again, welcome to the bayside family!

Sincerely,

Kathleen Armstrong

Director






2
ADMISSION POLICIES
Eligibility:

Bayside Presbyterian Preschool and Kindergarten admits students 18 months through Kindergarten of any race, color, sex, religion, and national and ethnic origin to all the rights, privileges, programs, and activities generally accorded or made available to students in attendance to this school.  The Preschool reserves the right to withdraw a child from our program due to physical, emotional, or developmental conditions that interfere with the day-to-day activities of our school.  Students are not allowed to advance to the next age level class during the year.
Classes Offered:

All classes meet from 9:30 a.m. to 1:00 p.m.

1.  TODDLER CLASS:  Children between eighteen months (1 ½) and two years, six months (2 ½) are eligible to enroll in this one day per week class.  Classes are offered each weekday.  Children may enroll for only one assigned day per week.

Each class is staffed by a Teacher and an Assistant Teacher and is limited to five students under the age of 2 ½ years old.  Enrollment capacity is 5 per day with a total of up to 25 children per month.
2. TWO AND ½ CLASSES:  A child must be two years, six months (2 ½) by September 30th in order to enroll in this class.  There are two 2-day per week classes offered (Tuesday, Thursday and Wednesday, Friday).

Each class is staffed by Teacher and an Assistant Teacher with a maximum of 12 students and with a total of up to 24 children.
3. THREE-YEAR-OLD CLASSES:  Children who are three (3) years of age by September 30th and toilet trained (no pull-ups or diapers) are eligible to enroll in this class.  One 2 day per week (Mondays and Wednesdays) class, one 3-day per week (Tuesday, Thursday and Friday) class and one 5-day per week (Monday to Friday) class.

Each class is staffed by a Teacher and an Assistant Teacher with a maximum of 14 students or a Teacher with less than 9 children for a total of 42 students.

4. FOUR-YEAR-OLD CLASSES:  Children must be four (4) years of age by September 30th and toilet trained to enroll in this class.  We off two 4-day per week (Tuesday through Friday) classes, and two 5-day per week classes.
Each class is staffed by a Teacher and an Assistant Teacher with a maximum of 16 students or a total of up to 64 children.
5. KINDERGARTEN:  Children must be five (5) years of age by September 30th.  The class meets Monday through Friday.  
This class will be staffed by one Teacher if the number of students is fewer than 10.  If the numbers of students are between 10-16 there will be an Assistant Teacher also.  The maximum number of students will be 16.
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Enrollment Procedures:

In order to enroll in any class, the following forms are required:

· Enrollment Application and Agreement Form

· Certified Birth Certificate

· School Entrance Physical Examination and Immunization Certification Form (white medical form) completed by the child’s physician based on a physical performed according to the following schedule:

A. 19 to 24 Months:  Within six months prior to enrollment.  An updated 
Immunization form is due by February 15th of each year for children under the age of two years.

B. 2 to 5 Years:  Within twelve months prior to enrollment.

· Emergency Notification Card and Child’s Personal History Form

· Registration Fee

Priority for Enrollment:

Class Enrollment for the next school year begins in January.  Priority is given on the following basis:

1. Students currently enrolled in the program and their siblings.

2. Children of members of Bayside Presbyterian Church.

3. Children who are on the school’s waiting lists who have not been placed in a class.

4. Remaining spaces are filled on a first come, first served basis.

YOU ARE STRONGLY ENCOURAGED TO OBSERVE THE ENROLLMENT DATES FOR YOUR PRIORITY STATUS AS CLASSES FILL QUICKLY!!

STAFF INFORMATION & REQUIREMENTS
All staff members are experienced early childhood educators.  Almost all greatly exceed the minimal education and experience listed below.  They receive continuous in-service training and may participate in professional advancement opportunities in order to remain alert to the ever-changing needs of today’s families and to the findings of current research.  In addition, all staff members are certified in CPR and First Aid.

Each staff member completes an application and interview process that includes reference checks before being hired for our program.  All staff members are required to submit annual medical statements.  All new staff members have a state criminal record check completed.

Teachers are required to have at least a bachelor’s degree in the early childhood education field and experience with young children, or a strong combination of appropriate child related college level course work, with several years of experience with young children.
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Assistant Teachers are at least 18 years of age, have at least a high school diploma or GED, and have experience with young children in a group care setting.
An Administrative Assistant will be available 5 days per week.  The Admin Assistant will help with paperwork, ordering of supplies, and bookkeeping.  The Admin Assistant will substitute for the Director in her absence.

Special Guest Instructors are utilized to provide students with learning experiences in areas such as: Music, Spanish and Science.  Guest Speakers are invited into the classrooms to offer additional educational opportunities based on curriculum goals and topics.

The Director maintains a list of Substitute Teachers, Parents, Family members and friends of our school that are invited to complete an application and discuss their availability with the Director.

The school may, from time to time, invite educational specialists or consultants to evaluate the program and provide feedback as necessary to ensure the highest possible educational experience for your child.

In addition to the above, some of the preschool classes may take part in CPIP (Community Preschool Inclusion Program).  Periodically, a special certified teacher with endorsement in Early Childhood Special Education visits the preschool classroom and provides support to the CPIP student and teacher, and, as often as possible, including the entire class.

FINANCIAL ARRANGEMENTS

Tuition and fees are based on the actual costs of operating the school divided by the number of students enrolled.  Facilities and services are provided to the school as part of the mission and ministry of the Church.  However, the school is responsible for costs associated with offering the program.

Fees and Tuition Schedule:

Registration and Materials Fees are due annually upon enrollment and are non-refundable.

    Toddlers Registration fees:  1 day = $150, 2 day = $200 
    Preschool Registration Fee:  2 ½’s T/Th or W/F = $150





    Both classes = $200

    



    All 3’s & 4’s classes = $150

    Kindergarten Registration fee:  $250
Monthly Tuition is determined based on the school year needs and is divided into nine equal (monthly) payments.  The first payment is due August 1.  The last payment is due on April 1.
(Other payments can be prearranged with the director.  See Registration info form for the classes and rates.
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Tuition Due Date:

Tuition is due one month in advance on the first day of each month beginning in August.  The last payment is due in April.  Checks should be made payable to Bayside Presbyterian Preschool (or BPP) and placed in the locked box outside the Director’s Office.

The program depends on the fees and tuition to function.  In order to ensure our high-quality educational services and to keep costs down, it is imperative that all tuition is received when due.

Early Drop-off:

Early drop off begins at 8:30 am and requires an additional fee based on the number of days your child starts early.  This service requires at least 24 hours notice to the director ($8 per day) or an additional amount of $20 per month per day of each child which will be prepaid and included in the monthly tuition payment.
Late Tuition Policy:

A Late Fee of $15.00 will be assessed for any tuition payment not received in full by the 10th day of each month.  In the event your family has a hardship situation that may prevent you from meeting this obligation, please contact the Director prior to the 10th to make special arrangements.

Any student whose tuition has not been paid by the 25th of the month will be removed from the Program unless other arrangements have been made with the Director.

Scholarship Availability:

A limited number of scholarships are available from the Preschool.  The Director has information on applying for these scholarships.  Scholarships are awarded on a confidential, case by case basis by the Preschool Director.  Scholarships must be requested annually unless otherwise stated in a letter.  
Please see the Director with any questions.  Church members also receive a tuition discount.
Return Check Charge:

There is a $15.00 fee for any check returned for insufficient funds.  Consistent problems will result in the tuition being due in cash or money orders only.

Absence and Withdrawal Policy:

Tuition is due in full for each month regardless of your child’s attendance.  There is no tuition credit due to illness or vacations.  If a student withdraws for a month and plans to return, tuition must be paid for that missed month to insure the student’s place.  Otherwise, the vacancy will be filled.
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Please notify the Director in writing as soon as possible (at least 30 days in advance) if you must withdraw your child from the program.  This allows us time to fill the vacancy and to orient the new student and their family.  If you must leave the program during a month, the tuition may be prorated if proper notice was given and another student is enrolled to fill your space.  Otherwise, the monthly payment is due on the first of the month.
ATTENDANCE POLICIES

School Hours:

Staff arrive by 9:00 a.m. to prepare their classrooms for the day.  Atrium doors are opened from 9:20 to 9:40 each morning.  After the doors are closed for the morning, please ring doorbell for access to the preschool hallway.    Classroom doors open to the children between 9:25 and 9:30 a.m.  Classes begin promptly with special routines and activities to assist the children in transitioning into the school day.  IT IS VERY IMPORTANT THAT YOUR CHILD ARRIVE ON TIME to participate in these special activities.  

The Atrium doors are reopened to parents at 12:50 until 1:15 p.m. for you to pick up your child from their classroom.  All classes dismiss at 1:00 p.m.  Again, the daily class schedule consists of special routines to provide the children with a smooth transition from school to home.  Children are released, individually, to properly authorized adults.  Staff leave promptly at 1:15 p.m.  PLEASE OBSERVE THE 1:00 DISMISSAL.  It is very difficult and scary for a child whose parents or caregiver is late.  (See Late Pick Up Policy)

In order for your child to form good attendance habits, it is especially important for the Kindergarten students to be on time.  Kindergarten tardy records will be kept and recorded on report cards.
Absence Policy:
It is very important that your child attend school on the days that he/she is scheduled unless he or she is ill or there is a family emergency.  Each school day introduces new skills and builds on the skills already introduced.  Routines are a very important part of a young child’s life and provide security in their ever-changing world.  Please call (757) 464-0292 or email (preschool@baysidepresby.org) the school whenever your child is absent.  The Director or Teacher may call if we have not heard from you by 11:00 a.m.

If your Kindergarten child will be absent, please call or email the school and then send a note on the day your child returns.  An excused absence would be illness or a death in the family.   Absences will be recorded as excused or unexcused on report cards.  If your child misses too many days and is too far behind, then promotion or non-promotion will be considered.
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Pick Up Procedure:

Persons dropping off or picking up from school must be at least eighteen years old and listed on the child’s enrollment form.  Guest pick up passes are to be used to authorize someone other than the person who regularly picks up the child.  Persons unknown to the staff will be required to show an ID.  Should someone picking up the child be suspected of placing the child in an unsafe situation (i.e. intoxicated driver, failure to secure the child in seat belt / car seat, etc.) the staff will notify the proper authorities.  Under no circumstances are young children to be left alone in a vehicle while a parent comes into the building to pick-up or drop-off another child.  This is considered child endangerment by our local authorities and they must be notified.

Parents are required to keep the enrollment form up to date with current home and business addresses and phone numbers, as well as names and phone numbers of emergency designees.

In the event you have an emergency that prevents you from picking up your child on time, call the Director at once to discuss the arrangements you have made for your child.

Parents and children should enter the school from the front main entrance to the church.  This door will always be unlocked.  All other doors to the church/school will be locked for the safety of our students, including the door by the playground.  Front, side, and playground parking lots are available for your use; however, the front doors will be the only ones unlocked for entrance.  You may exit through any door.  Only properly authorized drivers may use the handicap spaces.  Please be very alert in the parking lot, as there are many large cars and many children.
Late Pick Up Policy:
All Children are to be picked up at 1:00 p.m. and staff are scheduled to leave by 1:15 p.m.  A late pick up fee of $15.00 will be assessed for any child not picked up by an authorized adult by 1:00 p.m. and $10.00 for each 15 minutes thereafter.  The Director will attempt to call the parents and then the emergency designees, if a child has not been picked up on time.
Child Protective Services will be called for any child who has not been picked up by 2:00 p.m. and their instructions will be followed.

COMMUNICATION

Communication is the key to a successful program and to a good relationship between the school and parents.  The school relies on a wide variety of written and verbal means to share information about your child’s classroom and school activities.
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Newsletters:
The school publishes a monthly newsletter on or about the first day of each month.  The newsletter contains information about the monthly themes, authors and units of stuffy for each class.  Alphabet letters that are to be studied are listed by class in order to assist you in supporting the letter concepts at home and to aid you in choosing a show and tell item, if needed.  Field trips, guest speakers, and special date are also noted.  Please look for important information.
Classroom Bulletin Boards:

Each classroom has a bulletin board outside their door on which the teachers post important notices and “daily activity reports”.  Reminders of upcoming events and classroom needs are also placed there.  Please remember to check the bulletin board daily!

Notices:

Notices, fliers and permission slips are sent home with each child as necessary.  These are usually placed outside the classroom doors with each child’s lunch box and projects.  If someone other than a parent picks up the child, please ask for these papers.

Appointments:

The school staff is available to discuss any concerns or questions that you may have.  In the event you need to speak with your child’s teacher, please make an appointment so they can be sure to see you at a mutually convenient and private time.  The Director is available during normal school hours to assist you or your child in any way.

Conferences:

Two conference days are set aside each year for you to meet and discuss your child’s progress with his or her teacher.  These conferences are very important opportunities to share important information about your child’s experiences and abilities.  You are strongly encouraged to take advantage of these dates to meet with the teachers.

.  
BEHAVIOR POLICIES

School Rules:

1. Students are required to behave appropriately with teachers and peers.

2. Students will learn to act responsibly and respectfully towards teachers, peers and others.

3. The following behaviors will not be tolerated:  biting, kicking, hitting, spitting, abusive behavior towards others and / or inappropriate language.
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4. Any other behavior that interferes with the safe enjoyment of the school environment by all staff and students will not be tolerated.

Discipline Policies:

The staff provides each child with guidance that helps the child acquire a positive self-concept and self-control and teaches acceptable behavior.  Discipline and behavior guidance used by each staff member will always be constructive, positive, and suited to the age of the child.
The following standards and rules will apply to all children in the program:

1. To prevent unacceptable behavior from occurring, the staff will:

A. Model appropriate behavior for the child

B. Arrange the classroom environment to enhance the learning of behaviors that are acceptable

C. Use descriptive praise when appropriate behavior is occurring

2. When unacceptable behavior is about to occur, or is occurring, the staff will use:
A. Redirection:  substituting a positive activity for a negative one
B. Distraction:  change the focus of the activity or behavior

C. Active listening:  to determine the underlying cause of the behavior

D. Separation from the group:  this is only used when the less intrusive methods have been tried and the behavior of the child is dangerous to his

or herself or the other children.  In the event that “sit and watch” is used, the child will remain in sight and hearing of the staff.  We do not separate the child for more minutes than his or her age, example:  3 years, 3 minutes.

E. Removal from the classroom:  child will be sent to the Director’s office to sit and to discuss the problem before returning to the classroom.

F. If the above steps fail, the parent will be called to immediately pick up the child.

The Staff complies with all federal, state and other relevant laws which prohibit corporal or abusive punishment in childcare settings.  Additionally, staff are expressively prohibited from using unproductive or shaming methods of punishment.

The school believes that parents and staff must work together to deal with persistent behavioral issues such as biting, unusual or dangerous aggression, or other issues.  Parents will be contacted for a conference when a child appears to be unusually stressed, anxious, or otherwise motivated to engage in negative behaviors.

If deemed necessary, the Teacher or Director may recommend that the child be further evaluated / assessed by a child development specialist or other appropriate professional.
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The Teacher will make every effort to work with the child using age appropriate techniques to correct the undesirable behaviors.  If the negative behavior continues, the child will be put on 1 – 2 – 3 probation.

In these severe cases, the parent will be given:

(1) VERBAL communication about the ongoing problem so that the appropriate behavior may be reinforced at home.  If the same harmful actions continue,

(2) WRITTEN communication with an explanation of the incident(s) and the intervention techniques used by the staff.  Upon continuation of the same harmful actions,
(3) PARENT WILL BE CALLED TO IMMEDIATELY PICK UP THE CHILD.

Whenever all of these procedures have been followed and a child has been sent home three times, he or she may not return to school for the remainder of the school year.

Termination Policy:

The Director reserves the right to immediately terminate participation of any child who:
1. Causes physical injury to his or herself beyond the control of the staff.

2. Causes physical pain and / or injury to others (staff or student) beyond the control of the staff.    
3. Who causes or exhibits any other disruptive behavior which interferes with the daily activities in the Preschool.       
HEALTH POLICIES

Prevention:

In order to prevent the spread of disease and to ensure the safety of the children who attend the school, staff use appropriately sanitary practices.  Anti-bacterial soap, gloves, and bleach are examples of items used to ensure the safety of students and staff.  The church custodial staff along with the school staff completes daily cleaning.  All students and staff submit annual medical reports to verify their good health.  Updates to immunization forms are required by Social Services for all students under two years of age no later than February 15th.
Daily Health Check:
Each child receives a daily health check by the staff prior to being accepted into the classroom for the day.  This basic check is required by Social Service to screen for any illness or condition that may interfere with your child’s enjoyment and participation in our activities.  The adult bringing the child into the classroom must wait until the health check is completed before leaving the classroom.  Any questions or concerns may be discussed with the Director.
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Special Conditions:

Parents or guardians of any child enrolled in or making applications for enrollment must notify the Director of any medical condition requiring special attention or consideration.  Children will special needs will be accepted providing we can meet those needs.  This will be on a case by case basis.

Illness Policy:

If a child comes to school when he or she is not feeling well, he or she will be more vulnerable to infections. It is in the best interest of your child and other people at the school to keep your child at home when he or she is ill.  A child must be well to participate actively in our program.  If your child is well enough to come to school, we expect him or her to go outdoors with the class (weather permitting).

Your child may come to school:

** if a cold is over, but a minor nasal drip remains

** if there has been exposure to a communicable disease, but the Director has been notified so that the incubation period can be discussed, and it can be determined on what dates your child should stay home.  Usually, your child will not be excluded based on exposure to chicken pox.  However, you must discuss this with the Director IN ADVANCE to bringing your child into the building.

Please keep in mind that a sick student or a sick sibling comes into contact with many people when he or she enters the building.  Exposure to some illnesses, especially coupled with pregnancy, or other medical conditions like leukemia, could be very dangerous.
PLEASE KEEP YOUR CHILD HOME IF HE OR SHE:

1. Has a fever or has had one during the previous 24 hours, has a green or yellow nasal discharge, or has symptoms of any communicable disease, such as reddened eyes, sore throat, headache, abdominal pain, or rash.

Parents may be required to present a doctor’s statement that the child is not contagious.  Please call the Director at once if your child is diagnosed with a communicable disease so that other families may be notified that their children have been exposed.



2. Has experienced vomiting or diarrhea during the previous 23 hours.

3. Is within the first 24 hours of antibiotic treatment.  A child may develop an allergic reaction during this time period that could be life threatening.  A reaction may not occur the first time a child is given the medication but could happen any time the treatment is given again.

4. Has a constant cough, asthma symptoms, or any difficulty breathing.

5. Is fussy, cranky, out of sorts, or is tired.  Rest, along with your comfort and attention, may prevent a more serious illness.
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Illness at School:

If a child develops vomiting, diarrhea, a fever, or exhibits any other sign of illness, we will call you to pick up your child as soon as possible.  The child will be removed from his or her classroom to the Director’s office to minimize contact with the other children.

Please cooperate by picking up your child promptly.  We will not call unless your child needs to be at home.  In the event we are unable to contact a parent, we will call the emergency contacts listed on the enrollment form.

Any child who is sent home with illness may not return until he or she is free of symptoms for at least 24 hours or a physician’s release is submitted.

Injury at School:
In the event your child is hurt at school, appropriate first aid will be administered.  In the case of serious injury, we will attempt to contact a parent.  Based on the severity of the injury, we may contact your child’s doctor, dentist, or emergency services.  As agreed, to on the enrollment form, parents are responsible for any resulting expense not covered by our insurance.

Written Incident Reports are completed whenever a child is hurt.  The Staff member who witnessed the accident, along with the person picking up the child, is to sign the form.  This form is kept on file in the Director’s Office.

One of the most common injuries in a group setting is biting.  Although all staff members take every precaution to prevent this type of incident, almost every child will be bitten at some time.  Young children explore their worlds with their hands, feet and mouths.  Often, a bite occurs during friendly play as part of the social activity and exploration.  Sometimes it occurs when a child is unable to verbalize his or her frustrations.  This type of injury occurs in a split second and there is usually no warning.  Unfortunately, some children are bitten more than once, and for some children, the biting stage lasts for some time.

In the event a child is bitten, the injured child will be comforted, the bite washed, antibiotic ointment applied, and an ice pack offered.  The biter will be placed in “sit and 
watch” for an appropriate amount of time based on his or her age.  After being reminded of the rules, the biter will be helped to re-enter play.  An incident report will be written for the parents to sign.  The classroom situation will be evaluated to determine if any additional steps can be taken to prevent a repeat incident.

Medication:

Since we are a half-day program and not a childcare facility, employees of the school WILL NOT administer prescription or non-prescription medication.  The only exception to this rule is for the emergency use of prescribed inhalers and Epi-pens.  A special form signed by your child’s doctor will be required.  
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For immediate injuries, we may use antibiotic ointment, antiseptic preparations, peroxide, or other appropriate first aid supplies.

The school cannot store any refrigerated medicines to pass along to whoever will be picking up the child.  Any other medication must be brought to the Director’s Office to be placed in a locked cabinet.

Parents are responsible for ensuring that diaper bags and backpacks are free from any dangerous items including medicines, ointments, cosmetics and any combustibles (matches, lighters).

If your child is taking medication, please inform the staff.  Sometimes symptoms such as fatigue, irritability and/or excitability are caused by medication.  We can help your child cope better if we know the cause of the problem.

SAFETY CONCERNS

Our goal is to provide the safest environment possible for every child who enters our doors.  Over the years, on the basis of reviews of injuries and incidents, we have developed several specific policies.

Clothing:

Please ensure that your child’s clothing:

1. Is comfortable, washable and allows for self-dressing.
2. Is marked with your child’s name (jackets, sweaters, hats, etc.)
3. Is appropriate for arts and crafts and outdoor play.  Necklaces and dangling strings are hazardous on the playground as they catch on the play equipment.  Please carefully check your child’s clothing to assist us in ensuring their safety.

We believe that children should have the freedom to become totally involved in activities without being overly concerned with staying clean.  Also, all children who use the toilet should wear clothing that they can manage on their own.  Dresses with ruffles and bows, overalls and pants with difficult belts, straps or fasteners should be avoided.  Costumes or dress up clothing, except as part of the classroom curriculum, is not appropriate.
When the weather is cold, please send in mittens that are attached to warm jackets and a hat.  Our classrooms are warm, but we go out most days.  Pants are best for cold days instead of dresses.

When it rains please leave umbrellas at home!  They are unsafe in a group of children and are not allowed.

On the first day of school, each child is to provide a complete, seasonally appropriate change of clothing.  This should be placed in a sealable (Ziploc) style bag and labeled with the child’s name.  It will be stored in the classroom for emergencies.  If your child experiences an accident, he or she will be assisted in changing and cleaning up.  Please provide a clean set of clothing in a new Ziploc bag on the next school day.
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Shoes:

Your child should wear shoes similar to tennis shoes that have safe/ non-slippery soles.  Dress shoes, sandals, hard soled shoes, jelly shoes and boots are not allowed because they are unsafe.  They are hazardous on steps, ladders, tiled floor and other’s fingers and toes.  Your child cannot be accepted into the classroom if he or she is wearing unsafe shoes.
Toys:

Guns, swords and toys that could hurt another child are not allowed in the building.  They will be taken away and put aside until dismissal.  Please ensure that these items are left at home.  This includes items brought into the building by siblings and friends.

Cartoon-inspired toys (Pokémon, Power Rangers, Barbie, X-men, etc.) encourage specific sorts of play.  They keep children from the open-ended activities which we offer and from the excellent equipment we provide.  Sharing is very difficult at this age and feelings are easily hurt.  Also, items are easily misplaced in classrooms or broken.  Please help your child learn to leave their toys at home.

Some classes have special “show-n-tell days based on themes or concepts being studied.  Please keep the above guidelines in mind when helping your child choose an item to bring into the classroom.
GENERAL POLICIES

Inclement Weather:  School closing is determined by the Virginia Beach Public School System.  If they are closed, we are closed.  (These days are not made up and there is no tuition reduction.)  Listen to the television and radio for Virginia Beach Public School closing announcements—we may not be at school to receive calls.  Check the Virginia Beach City Public School website at www.vbschools.com for updates to closures.
Snacks:  The program provides a nutritious mid-morning snack of cookies or crackers and water.  The children may cook a snack or lunch as part of their curriculum of activities.  During the year, there are special seasonal parties.  IF YOUR CHILD HAS AN ALLERGY TO ANY FOOD, PLEASE NOTIFY THE TEACHER AND THE DIRECTOR.

Birthday Treats:  
If you wish to celebrate your child’s birthday with a special snack for the class, please consult the teacher well in advance.  Also, please keep in mind sugar content and choking hazards when choosing a snack.  No balloons please.  Check for peanut allergies in your child’s classroom.
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Parents who wish to pass out invitations to parties may do so at school only if ALL class members are invited.  Otherwise, please mail invitations home using the class roster.  Children’s feelings may be easily hurt.

Each class has a special way to recognize the birthday child.  Parents may wish to donate a favorite book in the child’s name to the classroom library, share a favorite story, or be a special helper in the classroom.  Please contact your child’s teacher to make arrangements. 
Lunch:  
Please send lunch for your child in a lunch box that is labeled with his or her name.  Lunch boxes are kept in the children’s cubbies in the classroom.  Each child should be able to open his or her own lunch box.  Teachers will assist in opening drinks.

Due to choking hazards, the following foods are not permitted for children under three years of age:  hard candy, hot dogs cut into rounds or whole, uncut grapes, raisins, popcorn, nuts, olives and seeds.
· We do not use the Church’s kitchen for preschool lunches or snack.

NEVER SEND ANYTHING GLASS OR BREAKABLE IN YOUR CHILD’S LUNCH BOX ~CANDY, GUM AND SODA ARE NOT ALLOWED IN THE CLASSROOMS.
Extra Curriculum Activities:  
The children meet once a week for Chapel with the church’s professional staff, for songs and fun related to a Bible study and faith development.



Special school wide programs are developed for the holidays.

Music time and Spanish are regularly scheduled during the month.  Other opportunities for extra curricular activities are offered as available.

Field Trips: 
Field trips are scheduled throughout the year in conjunction with the themes the children are working on in class.  We strongly believe that field trips are an important aspect of our program and offer invaluable learning experiences.  We must have participation from every family as drivers for our field trips.

Permission slips are sent home well in advance of each field trip.  Any parent who does not wish their child to participate in a field trip may make alternative arrangements for their child for the day.  The school does not have alternative care available.

Filed trip transportation is provided by the parents.  Drivers acknowledge that they have a current license, that their car has a current inspection, and that they have the minimum insurance required by the law.  Drivers are to never leave the children they are transporting alone.  Staff will assist the driver in supervising the children at the destination.

16
Three Changes to VA Child Passenger Law:

1. All Children under age 8 must be properly restrained in a child safety seat or booster seat.  
2. Rear-facing child safety seats must be secured in the back seat of a vehicle.

3. Children can not ride unrestrained in the rear cargo of a vehicle.
In general,

Toddlers

· When children outgrow their rear-facing safety seats they would ride in forward-facing child safety seats, in the back seat, until they reach the upper weight or height limit of that particular safety seat. 

· It is best to use a 5-point harness as long as the safety seat will allow before graduating to a belt positioning booster.

Booster Seat

· Once children outgrow their forward safety seats, they should ride in booster seats, in the back seat, until the vehicle seat belt fits them properly (never before age 8).

· Seat belts fit properly when the lap belt lays across the upper thighs and the shoulder belt fits across the chest (usually when they are 4’9” tall).
17
Bayside Presbyterian Preschool and Kindergarten
SEVERE WEATHER POLICY

                     [image: image1.wmf]              [image: image2.wmf]
School closing is determined by the Virginia Beach Public School System.

If they are closed, we are closed.  These days are not made up and there is no tuition reduction.  Listen to the radio or watch Channel 3, 10 and 13 for the Virginia Beach Public Schools closing announcements.  We may not be at the school to receive calls.

In the event Virginia Beach Public Schools delay opening by one hour due to severe weather, Bayside Presbyterian Preschool will also delay opening by one hour and will close on time.  If the VB public schools open two hours late or more, we will remain closed.

Should the Virginia Beach Public Schools close early due to severe weather, we will also close.  Please watch Channel 3, 10 or 13 for updates on closings.  Due to the diversity of our area, if you anticipate problems in getting here safely then you should come early to pick up your child.








Sincerely,








Kathleen Armstrong








Preschool Director

18
APPENDIX I:  USDA MEAL RECOMMENDATIONS

This chart lists the amount and types of food to be served to children 1 year old and older.
All preschool and kindergarten children are provided a lunch packed by their parents each day and are stored in the children’s cubbies until lunch time.
Lunch Meal Pattern
Select all four components for a reimbursable Meal

1 milk




1 cup 


fluid milk

2 fruits / vegetables

¾ cup


juice, fruit and / or vegetable

1 grains / bread


1 slice


bread or 






1 serving

cornbread or biscuit or roll






½ cup 

hot cooked cereal or 






1 /2 cup

pasta or noodles or grains

1 meat / meat alternate

2 oz. 


lean meat or poultry of fish or






2 oz.


alternate protein product or






2 oz. 


cheese or






1 large

egg or






½ cup 

cooked dry beans or peas or






4 Tbsp.

peanut or other nut or seed butter





1 oz. 

 
nuts and / or seeds or





8 oz.


yogurt

Fruit or vegetable juice must be full-strength.  Full strength vegetable or fruit juice many be counted to meet not more than one-half of this requirement.

Breads and grains must be made from whole-grain or enriched meal or flour.  Cereal must be whole-grain or enriched or fortified.
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APPENDIX II:  STATEMENT OF SPONSORSHIP

Dear Parents,

Our Bayside Presbyterian Preschool and Kindergarten program at Bayside Presbyterian Church was developed from a volunteer program called Parent’s Morning Out to a fully staffed Preschool and Kindergarten in the last twenty-six years.  We operate in close connection with the Church session and all actions made by the Preschool program are approved under the supervision of the Administrative Support Ministry of the Church session.
The Bayside Presbyterian Preschool program is located in the Children’s wing of our Church building.  That wing is equipped with air conditioning and facilities for young children.  We use nine of the ten rooms in that wing for the program with the expansion into rooms 402 and 404 (youth wing).  We also use the playground which is resurfaced with mulch each August.  Other large rooms in the building are available to the preschool as needed during the operation of our program.  
The Bayside Presbyterian Church hopes to continue a wonderful relationship with the Bayside Presbyterian Preschool and Kindergarten as it develops in future years.  We see the program as an outreach program of the Church, showing our understanding of God’s love and the importance of children in our world today.







Sincerely,







Rev. Dr. David Rollins






Head Pastor







George Wong






Elder / Administrative Support Ministry Chair
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APPENDIX III:  SOCIAL SERVICE STATEMENT

The Commonwealth of Virginia helps assure parents that child day programs that assume responsibility for the supervision and well being of a child for any part of a 24-hour day are safe.  Title 63.1, Chapter 10 of the Code of Virginia gives the Department of Social Services authority to licensee programs.  While there are some legislative exemptions to licensure, licensed programs include child day centers, family day homes, and child day center systems.  The state may also voluntarily register family day homes not required to be licensed.

Standards for licensed child day centers address certain health precautions adequate play space, a ratio of children to staff member, equipment, program and record keeping Criminal records checks and specific qualifications for staff and most volunteers working directly with children are also required.  Standards require the facility to meet applicable fire, health and building codes.

Compliance with standards is determined by announced and unannounced visits to the program by licensing staff within the Department of Social Services.  In addition, parents or other individuals may register a complaint about a program which will be investigated if it violates a standard.
Three types of licenses may be issued to programs.  Conditional licenses may be issued to a new program to allow up to six months for the program to demonstrate compliance with standards.  A regular license is issued when the program substantially meets the standards for licensure.  A provisional license, which cannot exceed six months, is issued when the program is temporarily unable to comply with the standards.  Operating without a license when required constitutes a misdemeanor which, upon conviction, can be punishable by a fine of up to $100 or imprisonment of up to 12 months or both for each day’s violation.

If you would like additional information about the licensing of child day programs or would like to register a complaint, please contact the Regional Office of Social Services listed below.

Eastern Regional Office
420 N Center Drive
Suite 100

Norfolk, VA  23502
(757)473-2116
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APPENDIX IV:  
RESPONSIBILITY FOR MAJOR POLICY ISSUES, PERSONNEL ISSUES, PROGRAM CHANGES, BUDGET AND RESOURCE NEEDS:
· The Preschool Director will make recommendations to Administrative Support Ministry regarding major issues, decisions and needs.  When appropriate input from staff and parents will be done. The Administrative Support Ministry will help define such policies as admission, attendance, educational goals, discipline, staff guidelines, job requirements and salary; they will help evaluate the program, determine the budget and other needs; they will appropriate recommendations to the Session for approval.

· The Preschool Director is responsible for the day-to-day operation and management of the program as designated in the “Job Description” and “Working Guidelines”.

· The pastoral staff and Director of Music Ministries work with the Preschool staff for Chapel Time.  The pastoral staff is always available to those involved in the Preschool Program.

· The Church Treasurer and Finance Ministry work closely with the Director regarding financial transactions, payroll and budget.

· The Property Ministry, the building Manager and the Maintenance Coordinator work with the Director in maintaining the facility, playground, equipment and furnishings.
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APPENDIX V:  NONDISCRIMINATION POLICY

Bayside Presbyterian Preschool and Kindergarten, an equal opportunity provider, has a racially nondiscriminatory policy as to students and does not discriminate on the basis of race, color, national and ethnic origin, or sex in the administration of its educational policies, admissions policies, scholarship and loan programs, and other school administered programs.
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