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LITTLE LAMBS PRESCHOOL/Good Shepherd Lutheran Church


MISSION STATEMENT

Jesus says in the Gospel of Mark chapter 10, “Let the little children come to me and do not forbid them: for of such is the Kingdom of God.”

We believe here at Little Lambs Preschool, we are called by God to meet the needs of young children in our community by providing a nurturing environment in which each unique and individual child feels loved, respected and valued when learning Christian, social, emotional, physical, and intellectual development through a variety of learning centers and activities. All this being accomplished in a Christian environment by not only speaking God’s word, but also showing the love of God through Jesus Christ.

LICENSING
Our preschool is licensed by the Iowa Department of Human Services. Strict standards must be met in order to maintain our license. Copies of the licensing regulations are available upon request. The staff is certified in CPR and First Aid. 

Program Assessment (IQPPS 10.15) Fort Dodge preschool and partner sites implement the Iowa Quality Preschool Program Standards. As part of our program assessment, in the spring of each year we provide families with a questionnaire to evaluate our program. This information helps us to assess how the program is meeting the needs of families and children, as well as to identify strengths and weaknesses. A report of the annual evaluation findings is available to families, staff, and appropriate advisory and governing boards. The program uses this information to plan professional development and program quality-improvement activities as well as to improve operations and policies.

ENROLLMENT PROCEDURES AND REQUIREMENTS
Children attending our preschool program must be the age of the class enrolled in by September 15th of the current year. Children attending preschool are strongly encouraged to be toilet trained by the time school begins.

To enroll your child, you need to fill out the registration forms and mail it to the address on the top of the registration form. Your child is not enrolled until the registration paper is received. We will text or email to let you know we received the necessary paperwork. 

Complete and return all state-required forms prior to the first day of school. The forms needed are:



1. 


7

2. Emergency Medical Treatment Authorization 
3. Book Consent & Picture Release 
4. Field Trip & Activity Consent 
5. Pick-up Permission Form 
6. Copy of your child’s most recent well-child check up
7. A signed Certificate of Immunizations 
8. Initial Receipt Form – given out at parent orientation

Other forms are:
1. Dental Consent form
2. Iowa Kidsight Consent Form
3. Prayer Partner Form 

DAYS, TIMES, FEES
4-year-olds: Monday - Friday, 12:00-3:00. Tuition is free with 11¼ hours of uninterrupted instruction/activities per full week of school through the State-Wide Voluntary Preschool Grant and ¾ hour for Jesus Time and other activities.


ADMISSIONS POLICY
Little Lambs Preschool admits students of any race, color, national and ethnic origin to all the rights, privileges, programs, and activities generally made available to students at the school. We do not discriminate on the basis of race, color, national or ethnic origin in administration of its education policies or any other school administered programs.


FEDERAL TAX ID NUMBER
Our Preschool Federal Tax Identification Number is 42-0727495. This number may be required on your income tax statements if you are itemizing. Preschool expenses are, at times, considered tax deductible as child care expenses.


ARRIVAL/DEPARTURE
Children should be brought to school 10-15 minutes before school starts. Use the back parking lot of the church. An adult needs to bring them inside and down the stairs, go and help your child hang up coat, put folder into cubby, have the child GO TO THE BATHROOM TO GO POTTY AND WASH HANDS according to the posters in the bathrooms. The classroom door will open 5 minutes before each class begins for the children to come in. (This allows staff their much needed preparation time.) Please have an adult encourage the child to find their own name and help with the skill for the month. 

When class is dismissed, please wait outside the preschool door. The teacher will call your child to come out to you. This allows us to know the child is going with the right adult. If someone else is picking up your child, you need to let us know. We cannot send a child home with someone who is not on the list unless you let us know ahead of time.

Doors to the church will be locked during preschool hours to ensure the safety of the children. If you need to come during preschool hours, please use the front door of the church on the east side and check in with the secretary.


CANCELLATIONS
**Preschool will be closed due to inclement weather. Cancelation be the same as Fort Dodge Public and Parochial schools. If no school, we won’t have preschool. If they announce an early out, we will cancel school. A teacher will let parents know if this happens.


CONFERENCES
A close relationship between parents and teachers will benefit each child. If you have questions, concerns, or suggestions, you are encouraged to share them with your child’s teacher or the director. A scheduled parent/teacher conference will be held in Oct./Nov. and a second one in Feb./Mar. And a 3rd conference in May.

Each child will have a communication folder where you can write a note to the teacher so she can respond and we will communicate with you how your child is doing in school. We understand that circumstances may arise in which you need to speak to someone. We encourage you to set up a time to meet with the teacher and/or director. We are a Christian-based Preschool and follow the scripture of Matthew 18:15-17. If things have not been resolved after this process, please feel free to contact our Pastor.


CURRICULUM AND ACTIVITIES
We use One In Christ from CPH for Jesus Time (optional) and Creative Curriculum & Teaching Strategies Gold Assessments. Children learn through play. They will be involved in creative and imaginative play through various centers in the room. Such experiences offer a child a choice of learning styles and activities. These choices allow the child to be a decision maker and an active learner around his/her own interest.

We offer a planned and structured program of activities. Flexibility is present to provide for individual needs. Trained and qualified staff will provide stimulating activities, which are age appropriate for the age of the group. A variety of activities, which include a balance of quiet/active, group/individual, and inside/outside will be planned each day to foster optimal development. 

Assessment of the Developmental Progress and Learning of Children (IQPPS 4.2) Teaching Strategies believes that authentic, ongoing assessment of children in any early childhood program is the key to planning appropriate learning experiences that respond to children’s individual interests, learning styles, and abilities. Creative Curriculum GOLD helps conduct an authentic, observation-based assessment. With Teaching Strategies GOLD we know what to look for and how to support children’s continued development and learning. Having a solid picture of individual children’s progress makes it easier to focus our observations and to consider the whole child. This is useful when partnering with families to plan how best to support their children’s development and learning.  The Fort Dodge Community School District preschool program and partner sites are informed by ongoing systematic, formal, and informal assessment approaches to provide information on child learning and development. Teaching Strategies GOLD is the program’s ongoing assessment tool which has been tested for reliability and validity. These assessments occur within the context of reciprocal communications with families and with sensitivity to the cultural contexts in which children develop. Assessment results are used to benefit children by informing teachers about sound decisions, teaching, and program improvement. It is the school district’s belief that assessment of young children should be purposeful, developmentally appropriate, and take place in the natural setting by familiar adults. The results will be used for planning experiences for the children and to guide instruction. Assessment will never be used to label children or to include or exclude them from a program. A family’s culture and a child’s experiences outside the school setting are recognized as being an important piece of the child’s growth and development. All results will be kept confidential, placed in each child’s file, and stored in a secure filing cabinet.

.
TRANSPORTATION
We encourage all parents to transport their own child to and from preschool. However, we realize there are some who have no way of leaving work. If for some reason you cannot, please let us know. There are other options to explore such as carpooling, grandparents, etc.


FIELD TRIPS
Various field trips will be taken throughout the year. These trips are planned as an extension of the learning that takes place in the classroom. Parents/Guardians will be informed in advance of any field trips planned. Your signed permission for these trips is included in the registration papers.

We will ask for parent volunteers to accompany us on our trips. Strict DHS transportation and supervision guidelines will be followed to insure your child’s safety. On that note, siblings are not allowed on the field trips.


FOOD & SNACKS 
Dietary Restrictions (IQPPS 5.13) If your child requires a special diet and is unable to eat an item(s) on the menu, please discuss it with the teacher. We will provide you with an Allergy/Dietary Restrictions form for you and your doctor to fill out. Special medical/health diets require written instructions from a doctor, including substitutions. We are willing to work with you and your doctor to meet your child’s special dietary needs. Religious or personal preferences may be made if a parent provides written instructions. All food provided by parents must meet required nutritional guidelines. Teachers reserve the right to send foods that do not comply with these guidelines back home.


SHOW & TELL
Except for Show & Tell, we ask that your child leave toys at home or in the car. When it is your child’s turn, he/she will bring home the Show & Tell bag. Please send ONE appropriate item. No guns, weapons, or toys related to fighting and/or violence, play or otherwise, will be allowed in school. Good Show & Tell items would be a favorite stuffed animal, book, picture of a family outing, etc. Your child will have an assigned day to bring show & tell and may be asked to bring something that goes along with our current study. 


CLOTHING AND PERSONAL ITEMS
Your child should wear washable clothes everyday – something comfortable that does not need special care and allows the child independence at restroom time. If your child is wearing a skirt/dress, please have shorts on underneath. No flip flops or sandals, please. They are cumbersome in all areas of play. Tennis shoes are you best choice. Your child needs to have an extra set of seasonal clothes to keep in their backpack. Sometimes we get a little messy and/or wet. A change of clothes helps keep the child comfortable.


ILLNESS PROCEDURE
Sick children should not be brought to school. This includes a fever of 100 degrees or higher and/or any communicable disease, including cold, diarrhea, nausea, vomiting, undiagnosed rash, boil, congestion, non-clear runny nose, “pink-eye”, head lice, and on-going cough. A child must remain at home for 24 hours AFTER the symptoms subside. Teachers, with the approval of the Director, may refuse to accept children who exhibits any of the symptoms listed above. No child will be accepted if he/she is ill. The school is to be informed immediately if a child contracts a communicable disease.

If your child becomes ill while at school, he/she will be separated from the class and the parents will be contacted. Sick children must be picked up within the hour that the parents are notified. In addition, if your child is sick, please notify the school of your child’s absence.

Safeguards are used with all medications for children: a. Staff administer both prescription and over-the-counter medications to a child only if the child’s record documents that the parent or legal guardian has given the program written permission. b. The child’s record includes instructions from the licensed health provider who has prescribed or recommended the medication for that child. c. Any administrator or teaching staff who administers medication has (a) specific training and (b) a written performance evaluation updated annually by a health professional on the practice of the six right practices of medication administration: (1) verifying that the right child receives the (2) right medication (3) in the right dose (4) at the right time (5) by the right method with documentation of each right each time the medication is given. (6) The person giving the medication signs documentation of items (1) through (5) above. Teaching staff who are required to administer special medical procedures have demonstrated to a health professional that they are competent in the procedures and are guided in writing about how to perform the procedure by the prescribing health care provider. d. Medications are labeled with the child’s first and last names, the date that either the prescription was filled or the recommendation was obtained from the child’s licensed health care provider, the name of the medication or the period of use of the medication, the manufacturer’s instructions or the original prescription label that details the name and strength of the medication, and instructions on how to administer and store it. e. All medications are kept in a locked container.

Health and Safety
Health and Safety Records
Health and safety information collected from families will be maintained on file for each child in the school nurse’s office.  Files are kept current by updating as needed, but at least quarterly.  The content of the file is confidential, but is immediately available to administrators or teaching staff who have consent from a parent or legal guardian for access to records; the child’s parent or legal guardian; and regulatory authorities, upon request. (QPPS 10.10)

Child Health and Safety Records will include: (IQPPS 5.1)
1. Results of health examination, showing up-to-date immunizations and screening tests with an indication of normal or abnormal results and any follow-up required for abnormal results;
2. Current emergency contact information for each child, that is kept up to date by a specified method during the year;
3. Names of individuals authorized by the family to have access to health information about the child;
4. Instructions for any of the child’s special health needs such as allergies or chronic illness (e.g., asthma, hearing or vision impairments, feeding needs, neuromuscular conditions, urinary or other ongoing health problems, seizures, diabetes); 
5. Individual emergency care plans for children with known medical or developmental problems or other conditions that might require special care in an emergency (allergy, asthma, seizures, orthopedic or sensory problems, and other chronic conditions; conditions that require regular medication or technology support; and   (QPPS 10.14)
6. Supporting evidence for cases in which a child is under-immunized because of a medical condition (documented by a licensed health professional) or the family’s beliefs.  Staff implement a plan to exclude the child promptly if a vaccine-preventable disease to which children are susceptible occurs in the program.

General Health and Safety Guidelines
· All staff must be alert to the health of each child, known allergies, or special medical conditions.  
· Under the supervision of the preschool teacher, all staff must be alert to the whereabouts of all children.  Systems are in place for accounting for children at regular intervals, especially during periods of transition.  
· All staff are to follow proper procedures for hand washing, using disinfectant, and following universal precautions to prevent infections.  
· All staff are familiar with evacuation routes and procedures.
· All teaching staff complete “Occupational Exposure to Bloodborne Pathogens” annually.
· At least one staff member who has a certificate of satisfactory completion of pediatric first-aid training, including managing a blocked airway and providing rescue breathing for infants and children, is always present with each group of children.  When a child in the group has a special health condition that might require CPR, one staff person who has successfully completed training in CPR is present in the program at 


Hand Washing Practices    (IQPPS 5.8)
Frequent hand washing is key to prevent the spread of infectious diseases.  Teachers teach children how to wash their hands effectively.  Posters of children using proper hand washing procedures are placed by each sink.  The program follows these practices regarding hand washing:
Staff members and those children who are developmentally able to learn personal hygiene are taught hand-washing procedures and are periodically monitored. 
Hand washing is required by all staff, volunteers, and children when hand washing reduces the risk of transmission of infectious diseases to themselves and to others. 
Staff assist children with hand washing as needed to successfully complete the task.

Children and adults wash their hands:
upon arrival for the day;
after diapering or using the toilet (use of wet wipes is acceptable for infants);
after handling body fluids (e.g., blowing or wiping a nose, coughing on a hand, or any touching of mucus, blood or vomit);
before meals and snacks, preparing or serving food, or handling any raw food that requires cooking (e.g., meat, eggs, poultry);
after playing in water that that is shared by two or more people;
after handling pets and other animals or any materials such as sand, dirt, or surfaces that might be contaminated by contact with animals; and

Adults also wash their hands
before and after feeding a child;
before and after administering medication;
after assisting a child with toileting; and
after handling garbage or cleaning.

Proper hand-washing procedures are followed by adults and children and include 
using liquid soap and running water; 
rubbing hands vigorously for at least 10 seconds, including back of hands, wrists, between fingers, under and around any jewelry, and under fingernails; rinsing well; drying hands with a paper towel, or a dryer; and avoiding touching the faucet with just-washed hands (e.g., by using a paper towel to turn off water).

Except when handling blood or body fluids that might contain blood (when wearing gloves is required), wearing gloves is an optional supplement, but not a substitute, for hand washing in any situation listed above. 
Staff must wear gloves when contamination with blood may occur.
Staff do not use hand-washing sinks for bathing children or removing smeared fecal material.
In situations where sinks used for both food preparation and other purposes, staff clean and sanitize the sinks before using them to prepare food.

A toy that a child has placed in his or her mouth or that is otherwise contaminated by body secretion or excretion is either to be (a) washed by hand using water and detergent, then rinsed, sanitized, and air dried or (b) washed and dried in a mechanical dishwasher before it can be used by another child.  (IQPPS 5.24)



EMERGENCY TREATMENT
In case of emergency, accident, or illness, when a parent cannot be reached immediately, medical attention will be sought. Parents will be responsible for all medical fees above those covered by their insurance. An emergency medical treatment authorization form is required for all children and will be on file at school.


CHILD ABUSE
We are obligated by law to report all suspected cases of child abuse and/or neglect to the local authorities.


GUIDANCE POLICY
Positive guidance and limits are set to teach your child about safety, care of property, good health habits, and consideration of others. Using GREEN & RED CHOICES, expectations (rules) are explained in a cheerful, positive manner, making sure they are understandable to the child. We provide folders for each child that have an Expectation chart that will let you know how many Stars they earned each day. Please, know that if they receive all the stars for the day, it is an AWESOME day! When problems arise, we will remind the child of the expectations and/or redirect a child’s activity offering acceptable solutions to the problem. We all have ‘those days’ and may not always earn all 3 stars, but it is not the end of the world. If it is something that occurs over and over, we will jot a quick note on the chart so you know what we are working on and you can further encourage them at home, too.

Early childhood programs must protect children from harm but must also use alternatives to effectively support and respond to problem behaviors so that disciplinary removals such as expulsion and suspension are infrequent or unnecessary. Expulsion and suspension should only be used as a last resort when there is a serious safety concern that cannot be reduced or eliminated with reasonable modifications. Factors that may increase expulsion and suspension practices during early childhood education may include: 
● Lack of positive relationships between educators, families, and children 
● Misguided or missing policies 
● Insufficient training and/or support for staff for promoting social-emotional development and managing challenging behavior 
● Inconsistencies in classroom practices and/or expectations 


Results of expulsions and suspensions during early childhood education may include: 
● Negative impact to the development of positive relationships 
● Disruption to learning 
● Unintended and undesirable results (instead of reduced or eliminated targeted behaviors) 
● Delay or interference with the process to identify and address underlying issues, which may include disabilities or mental health needs 
● Increased family stress and burden, including location of alternate services, often without assistance


First, the parents of a child in a publicly funded early childhood program are constitutionally entitled to notice and an opportunity to be heard before any expulsion or lengthy removal (removal of more than ten days). See, e.g., Goss v. Lopez (U.S. Supreme Court, 1975). These are the same disciplinary protections in place for children in grades kindergarten through twelve receive. Second, children with disabilities in early childhood programs are entitled to additional protections when they are removed from their educational program for disciplinary reasons. These protections are required by the Individuals with Disabilities Education Act (IDEA) and Section 504 of the Rehabilitation Act of 1973. Third, early childhood programs must implement disciplinary removals in a nondiscriminatory manner. Suspensions and expulsions of children administered in a discriminatory manner may violate federal civil rights laws. Discipline practices should not disproportionately impact any group of children. For example, for young children with disabilities (or for whom a disability has not been ruled out), the program is obligated to consider the implications of the child’s behavioral needs, and the effects of the use of disciplinary removals when ensuring the provision of FAPE. Failure to make behavioral supports available throughout a continuum of placements, including in regular education settings, could result in an inappropriately restrictive placement and denial of placement in the Least Restrictive Environment (IDEA, 300.114(a)(1))

Corporal punishment is never used.


Toileting:
Toilet Learning (IQPPS 5.5)
Toilet learning is an important time in a child’s development.  For children who are unable to use the toilet consistently, the following procedures are in place:
1. Diapering will only be done in the designated diaper area.  Food handling will not be permitted in this diapering area.  Toilet changing area will be separated by a partial wall or separated by at least 3 feet from other areas.
2. Staff use only commercially available disposable diapers or pull-ups unless the child has a medical reason that does not permit their use (the health provider documents the medical reason).
3. For children who require cloth diapers, the diaper has an absorbent inner lining completely contained within an outer covering made of waterproof material that prevents the escape of feces and urine.  Both the diaper and outer unit are changed as a unit.
4. Staff post and follow changing procedures (as outlined in the Cleaning and Sanitation Frequency Table).  These procedures are used to evaluate teaching staff who change diapers.  Staff will follow all diapering guidelines set forth in the Iowa Quality Preschool Programs Standards: Standard 5, Criteria 7:  
· Cloth diapers and clothing that are soiled by urine or feces are immediately placed in a plastic bag (without rinsing or avoidable handling) and sent home that day for laundering.
· Staff checks children for signs that diapers or pull-ups are wet or contain feces at least every 2 hours.  Diapers are changed when wet or soiled.
· Staff changes children’s diapers or soiled underwear in the designated changing areas and not elsewhere in the facility. 
·   At all times, caregivers have a hand on the child if being changed on an elevated surface.
· Surfaces used for changing and on which changing materials are placed are not used for other purposes, including temporary placement of other objects, and especially not for any object involved with food or feeding.
· Containers that hold soiled diapers and diapering materials have a lid that opens and closes tightly using a hands-free device (e.g., a step can).  Containers are kept closed and are inaccessible to children.  The container will be clearly labeled to show its intended use.
· Staff members who primary function is preparing food do not change diapers until their food preparation duties are completed for the day.
· Diapering and Gloving posters will be posted in the changing area showing procedures through the use of visuals and words.  These procedures are used by the program administrator to evaluate teaching staff that change diapers. 


0. Potty chairs will not be used due to the risk of spreading infectious diarrhea.


0. All families are asked to provide an extra set of clothing for their child in case of an “accident” or messy play.  Please clearly label the clothing with your child’s name to reduce the possibility of mistakes. 

BITING POLICY
We want to insure that every child is safe while in our care. Our program provides an environment that encourages and promotes cooperative interaction, respect for others, and non-aggressive problem solving between the children. Biting is a normal stage of development for young children who are teething and are still developing their language skills. It is usually a temporally condition that is most common between thirteen and twenty-four months of age. But on rare occasion, may happen in our preschool.
For safety and health concerns, we take biting seriously. When it happens, it’s very scary, frustrating, and stressful for children, parents, and teachers. It is also not something to blame on children, parents, or teachers, and there are no quick and easy solutions to it. Children bite for a variety of reasons: simple sensory exploration, panic, crowding, seeking to be noticed, or intense desire for a toy. Repeated biting becomes a pattern of learned behavior that is often hard to extinguish because it does achieve results: the desired toy, excitement, attention. Knowing that the effect of their biting will hurt another person is not yet a part of a child of this age’s mindset, so the cause-effect relationship is not internalized. Our teachers plan activities and supervise carefully in order for biting not to happen. There are times, however, when everyone cannot be within immediate reach to prevent a bite.

Our policy for handling a biting incident is the following:
· The biter is immediately removed from the group with a firm NO. The bitten child is consoled and the bitten area washed with soap and water. If necessary, an ice pack is applied to reduce any swelling or bruising. The biter is not allowed to return to play and is talked to on a level that he/she can understand, then redirected.
· A written incident report is given to the parents of all children involved when they are picked up that day. The name of the biting child is not released as it serves no useful purpose and can make an already difficult situation more so. 
· We will look intensively at the context of each biting incident for pattern, in an effort to prevent further biting behavior.
· We will work with each biting child on resolving conflict or frustration in an appropriate manner.
· We will try to adapt the environment and work with parents to reduce any child stress.
· We will make special efforts to protect potential victims.

We will make every effort to extinguish the behavior quickly and to balance our commitment to the family of the biting child to that to other families. Only after we feel we have made every effort to make the program work for the biting child do we consider asking a family to withdraw the child.

HEALTHY ENVIRONMENT (IQPPS 5.18) 
In order to maintain a healthy environment for children and adults; staff and volunteers demonstrate safe practices, foster safety awareness among children and parents, utilize NAEYC’s Cleaning & Sanitation Frequency Table and Universal Precautions (Bloodborne Pathogens Policy & Human Immunodeficiency Virus (HIV) Infection Policy).
Sanitation and ventilation are used rather than sprays, air freshening chemicals or deodorizers to control odors in inhabited areas of the facility and custodial closets.

Areas are maintained so children and adults who have allergies or any other special environmental health needs can have a safe, healthy environment according to the recommendations of a health professional.  

CLEANING AND SANITATION (IQPPS 5.19) 
Classrooms, restrooms, and kitchens have specific Cleaning and Sanitation Schedules which are completed by the appropriate staff members and kept on file for review.

Classroom- Teachers and janitorial staff ensure the following regulations are completed as specified: 
· Exits are unobstructed.
· Laminate/tile floors are cleaned & sanitized daily & when soiled.
· Carpets are vacuumed when children are not present.
· Carpets are cleaned so they are dry when children are present.
· Surfaces/toys that go into the mouth or have exposure to other body fluids are cleaned & sanitized after each child’s use.
· Toys are cleaned weekly and when soiled.
· Dress-up clothes not worn on head are cleaned weekly.
· Machine-washable toys are cleaned weekly & when soiled.


RELEASE POLICY
If your child is not ready for the group experience at preschool, or if his/her needs are not being met in the group setting, we may ask for a confidential conference with you. We do not believe a child should remain in preschool unless the child derives some benefit from the program and therefore, we may decide to postpone the preschool experience. If you decide that your child’s needs are not being met by his/her experience in the group setting, please feel free to ask us for a conference.

ACCESS POLICY
Parents are allowed to visit at any time after the second week of classes. This allows the children time to get accustomed to our preschool routine and establish a classroom community.Parents have unlimited access to their children. A court order prohibiting parental contact must be in the child’s file to deny access.

Any one required to register with the Iowa sex offender registry under the provisions contained in Iowa Code chapter 692A shall not operate, manage, be employed by, or act as a contractor or volunteer at a child care center.

The sex offender also shall not be present upon the property of a child care center without the written
permission of the center director, except for the time reasonably necessary to transport the offender’s
own minor child or ward to and from the center.

EMERGENCY EVACUATION POLICIES
Blizzard: 
*We will have cancelations, postponements and early outs according to the school district. 
*Listen to the radio for the above.
Earthquakes:  
*As determined by staff, children and staff will go into the hallway outside the classroom.  
*If outside, children and staff will move away from the building and playground equipment. 
*Children will be counted. 
*If there is structural damage to the building, children will walk with staff members to Northwoods Living. 
*Parents will be contacted as soon as possible to pick up their child.
Bombs: 
*Any staff informed of a bomb threat will immediately notify the director and church secretary in order to alert all staff members. 
*The police will be notified and the preschool will be evacuated in a manner similar to a fire drill. 
*Children’s emergency forms will be taken when leaving the building. 
*Children will be counted. 
*If cold or inclement weather, children and staff will proceed to Northwoods Living. 
*Parents will be contacted as soon as possible to pick up their children.
Fire: 
*When a fire emergency is detected, children and staff will be evacuated according to fire drill instructions posted on the doors. 
*When possible, children’s emergency forms will be taken. 
*Children and staff will assemble on the sidewalk away from building.  
*Children will be counted.
* If cold or inclement weather, children and staff will proceed to Northwoods Living. 
*Parents will be contacted as soon as possible to pick up their children.
Tornado: 
*In the event of a tornado warning, children will be moved to the restrooms as the determined safe area. 
*As the children gather in the assigned area, each child will kneel, put their head in their lap, using their arms to cover the back of their head. 
*Children will be counted.
* If structural damage occurs, police will be notified, and staff and children will walk to Northwoods Living. 
*Children’s emergency forms will be taken when leaving the building. 
*Children will be counted. 
*Parents will be contacted as soon as possible to pick up their children.
Power Failure: 
*Children will remain in the classroom. 
*We will continue to follow scheduled activities if possible. 
*We will contact parents to pick up children if early dismissal is necessary.
Intoxicated Parents: 
*A staff member will attempt to detain the parent. 
*Another staff member or church secretary will contact another person from the emergency contact list     and request pick up. 
*The intoxicated parent will be informed of the alternative pick up plan. 
*If unable to contact another pick up person, child must be allowed to leave with the parent. 
*The parent will be informed that the police will be called. 
*Staff will notify the police of the situation.
Intruder: 
*If it is determined that an intruder may be harmful, staff members will close and lock all preschool doors
*A staff member will attempt to assist the intruder. 
*Another staff member will contact the police depending on the situation. 
*We will proceed as instructed by the police. 
*If children are moved, they will be counted by staff. 
*Parents will be contacted if necessary.
Lost or Abducted children: 
*One staff member will remain with the children. 
*A second staff member will alert others in the building to assist the search. 
*If the child is not found in ten minutes, parents and police will be notified. 
*Staff will proceed as directed by the police.
Chemical Spills: 
*Staff and children will leave the area immediately. 
*A staff member will contact the Fire Dept. and follow their directions. 
*Staff and children will evacuate the building according to the Fire Dept. instructions, if necessary. 
*Children will be counted. 
*Staff will notify parents, if necessary.
If the circumstances call for us to evacuate the immediate area, children will be taken to Prince Of Peace Lutheran Church. In case of the whole city being evacuated, children will be taken to Holy Trinity Lutheran Church in Farnhamville, Iowa. Parents will be contacted as soon as possible to pick up their children.


CLASS DIRECTORY
To help with carpooling, play groups, etc., a class list containing children’s and parent’s names, phone numbers and email addresses will be distributed for each session. (Information will come from the Initial Receipt Form.)


SUPPLIES
Each child should have a backpack or school bag to carry projects and papers safely home in. It should be easily opened and LARGE enough to hold school communication folder, school papers, and projects. NAMES ON EVERYTHING, PLEASE. A change of seasonal clothing (required) for those “0ops, I spilled” moments, to be left in your child’s backpack. 

*We have purchased all other supplies. To help cover these costs, you may make a donation to Little Lambs Preschool.

VOLUNTEERING/PARENT INVOLVEMENT 
We encourage our parents to be actively involved in their child’s lives. We feel that when parents show interest and support for children, it is a positive experience for everyone and shows your child the importance of their daily lives. We have many opportunities at our preschool for you to become involved.

1. Parents can stop by and visit any time. We have an open-door policy.
2. Volunteer to help during center time. Spend an hour whenever your schedule allows you to. 
3. Volunteer to read your child’s favorite book of choice.
4. Volunteer to help with small groups.
5. Volunteer to help with field trips.
6. Share your career, hobby, craft, ethnic or cultural backgrounds with the class.
7. Come and eat a snack with your child on his/her birthday!
8. Join your child for special centers days and programs.
9. Check in your child’s Take Home Folder every school day and read all material sent home!
10. Attend Family/Teacher conferences in the fall and spring semesters.
11. Support your child’s daily transition to school by sharing information about your child’s interests and abilities. 
12. Keep the teacher informed of changes and events that might affect your child and allow the teacher to be more responsive to your child’s needs. 

OUR FINAL THOUGHTS
Our hope is that your child will have a happy and enjoyable experience of loving, caring, sharing, and learning with us. If at any time you have question, concerns, or suggestions about any part of our preschool program, please speak with us. We care about our children and our parents and want to try and meet the needs of everyone.

Policies are subject to change and you will be told in advance about any changes before it is put into place. We reserve the right to make a final decision on any situation not covered in this handbook. The board will have the final say on all matters.




(Jesus said,) 
“Let the children
come to me.”
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DAYS, TIMES, FEES
4-year-olds: Monday - Friday, 12:00-3:00. Tuition is free with 11¼ hours of uninterrupted instruction/activities per full week of school through the State-Wide Voluntary Preschool Grant and ¾ hour for Jesus Time and other activities.

Little Lambs Daily Schedule

4-year-old class
(Times are flexible)
11:55 Arrival activities
12:05 Large Group/Read Aloud
12:25 Small Group
12:50 Music/Movement
1:00 Large Motor/Outside
1:30 Bathroom/Snacks
1:45 Choice Time
2:45 2nd Step-T/Th 
        Jesus Time M,W,F 
         (optional)
3:00 Class Dismissed

Please, observe the times scheduled. Teach your child the importance of being on time! 

Thank you.




























Centers/Free Choice
This is a time for social skills,sharing, playing, being a friend,and centers for learning skills
such as, colors, numbers, scienceetc.

Large/Small Group This is when we talk about our study for the day, sing songs, learn finger plays, read stories and other activities.

[bookmark: _Hlk78011002]Outside/Gross Motor When weather provides, we will go outside so please dress your child appropriately. The children will have 
time to explore the activities outdoors 
while teachers/aides build gross motor 
skills in small groups.

2nd Step This is our social and emotional curriculum that helps children learn how to listen, be a good friend, follow directions, problem solve and more!!

Jesus Time We will cover stories throughout
the Bible using a variety of activities while learning about Jesus’ and God the Father’s love for us.

Class Dismissed We ask that you wait out in the hallway until we call upon your child to come out of the room. This way we know your child is safe and leaving with the correct adults. 
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