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PHILOSOPHY 

My Academy Preschool provides a safe and nurturing environment, which promotes the 
physical, social, emotional and cognitive and creative development of young children. We 
believe that a developmentally appropriate program should be provided for all children. A 
developmental program is one in which the curriculum is geared to the age appropriateness of 
children as well as individual maturational difference. Learning in young children is a result of 
interaction between the child’s thoughts and experiences with his or her environment. Our 
program’s aim is to provide for the whole child. 

We believe that the role of our teachers is to facilitate the optimum social, emotional, 
intellectual and physical development of each child by being aware of the various stages of 
development and providing the appropriate learning experiences. At My Academy Preschool, 
play is recognized as the natural vehicle by which a child learns. It is through play that the child 
exercises curiosity and imagination, learns to concentrate, tries new ideas and practices grown- 
up behavior. The value of play cannot be overstated. Children must also be allowed to move 
about in an environment, which offers a variety of attractive, stimulating and interesting 
activities. Giving ample opportunity to make choices benefits children by enhancing self- 
esteem, encouraging independence and developing a sense of responsibility for his or her own 
actions. 

Creativity is seen as an attitude or way of thinking about one’s environment, which 
comes easily to the young child. We believe that it is the nurturing adults job to enhance and 
refine creativity within each child by showing respect for their ideas, encouraging self-initiated 
learning, respecting individual difference, fostering curiosity, providing a variety of media 
through which creativity can be expressed, modeling creative behavior, and reducing the 
pressure of evaluation and competition. 

A child’s experience at My Academy Preschool is seen as a supplement to, rather than a 
replacement for, the family. In order to provide for the optimal development, we are convinced 
that it is essential to work with parents to meet each child’s needs. In order to strengthen the 
child’s relationship within his or her family, we provide a warm and caring atmosphere, which 
fosters within the child a sense of security, self-confidence and individual worth. 
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CURRICULUM 

Our planned classrooms help the children to develop. They invite them to learn. Using 
the center approach, the children move around freely and learn by doing. As they change 
activities, they meet different groups of children. They learn to work and talk with others. They 
meet problems and solve them. They grow in confidence and self-respect. 

Our curriculum is designed to accommodate maturational differences in children through 
the use of centers. Centers enable children to make choices and learn through active exploration 
of the materials available combined with interaction with their peers and adults. Centers provide 
experiences with such cognitive skills as differentiation, classification, serration and other basic 
thought processes. Experiences are of concepts, creativity and socio-dramatic play. We provide 
small and large group activities so that children learn to develop social skills like waiting for 
one’s turn, sharing, listening to others, and verbalizing their feelings and knowledge of the world 
around them. Time is also provided for large motor skills, group times, music and stories. 

CENTERS 

DRAMATIC PLAY 
The dramatic play center provides the necessary equipment for role playing. It helps 

stimulate the imagination and aids in the development of language skills. It also plays an 
important role in the development of empathy. 

ART 
The art center is a place where children can express themselves using a variety of media. 

The young child’s main concern is the process of their art not the product. They are free to 
explore their creativity at their own level of learning. 

LIBRARY 
Children learn the value of reading through many happy experiences with books. They 

find that books give them pleasure and information. Their language grows. They begin to tell 
stories themselves—sometimes using the flannel board or puppets. They learn that pictures have 
meaning and that they are able to use pictures to help them tell a story. Through these activities, 
the children are getting ready to read for themselves. 

SCIENCE 
The more the young child knows and understands about his world, the more independent 

and confident he can become. The classroom plan encourages the child to ask questions, to look 
for answers, to be aware of what is going on around him. The science table shows him that his 
interests are important to others. Experiments, pets and growing plants give him new 
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experiences to think about the new words to try out. 
SENSORY 

Play experiences with sensory materials are important for the young child. A child needs 
to feel that he can control and manage his world. Pouring water and shaping sand help him to 
have this feeling. Using different mediums, the child experiments without fear of making 
mistakes. Examples of sensory mediums are cornmeal, water, sand, playdough, etc. 

TABLE ACTIVITIES (MANIPULATIVES) 
Table activities and manipulatives allow a child to test himself at problem solving. 

Matching games let him test his growing ability to see that certain things go together. Puzzles 
and pegboards give the child practice in coordinating his hand and eye movements. Number 
games help the child learn what numbers really stand for by giving him objects to count and 
handle. 

BLOCK BUILDING 
The block building center is a place where children learn scientific concepts firsthand. 

Generalizations about balance, gravity and space are understood long before their names enter 
the child’s vocabulary. Even more importantly, block building furthers the growth of scientific 
thinking involving inquiry, invention, and discovery. 

PREPARING FOR SCHOOL 

SEPARATION 
The transition from home to school is a major one for both you and your child. As a 

parent, you want to help your child enter the outside world as confidently and happily as 
possible. Many children worry about being separated from their parents when school begins. 
Often they’re afraid that you won’t come back or be at home after school. It’s important that you 
build your credibility by always being there when you say you will. Brief visits by the child to 
relatives, neighbors, private instructions, or religious school give both you and the child practice 
in separating and reuniting. 

Before the first day of school, take time to show the child the building and grounds in a 
relaxed way. You might visit the playground or walk around inside slowly looking at things of 
interest to your child. Have the child meet his teacher in advance as well. 

All children experience a degree of separation anxiety as they come and go from the 
security of home and the family they love and trust, and it’s quite healthy for them to do so. 
Still, we try to think of ways to comfort them while they’re in school. A locket with a picture of 
you can be especially reassuring for little ones who may be seeing a lot of new faces for the first 
time. You might also want to bring in a larger picture of the family that can be taped inside their 
cubby. A favorite piece of jewelry or a piece of clothing or blanket might be just what is needed 
to brighten their day. 
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If your child is unusually shy or perhaps has just gone through a health or family 
problem, meet with the teacher or director shortly before school starts. Explain the situation 
fully and frankly. You and the teacher can agree on an advance strategy or attention needed to 
help the child make the transition easier. 

SIGN-IN / OUT 
All children must be signed IN and OUT every day on the class roster. This is done for 

the safety of all children, so please don’t forget! No child will be released unless signed out by 
the authorized person. 

CLOTHING 
Please bring your child a full change of clothes (weather appropriate) in case of accidents 

or spills. IF YOUR CHILD HAS AN ACCIDENT, AND HE/SHE DOES NOT HAVE A 
CHANGE OF CLOTHES, YOU MAY BE CALLED AND REQUIRED TO BRING A 
CHANGE OF CLOTHES FOR YOUR CHILD. All articles of clothing (including COATS, 
SWEATERS and SHOES) must be clearly marked with your child’s name. We are not 
responsible for lost items. Please keep in mind your child’s work is PLAY. This means that you 
should dress your child in washable, comfortable play clothes that are easy for your child to 
manage (many accidents happen because the child could not get the clothes off!) Closed toe 
shoes are recommended and flip-flops are not allowed. 
PERSONAL BELONGINGS 

My Academy Preschool’s classroom has an ample supply of fun age-appropriate 
materials for your child to share with his/her classmates. We do not allow personal toys to be 
brought into the center except on specified share days. We do not allow any kind of weapon 
(real or toy) on the premises. Please help your child understand the rules, and help us enforce 
them. My Academy Preschool will not assume responsibility for lost or damaged items. 

LOST AND FOUND 
If you notice that your child is missing anything, please notify your child’s teacher 

immediately. Marked items are always easier to locate and return. Every six months, the lost 
and found items will be donated to charity of our choice. My Academy Preschool is not 
responsible for lost clothing. 

NAPS 

If your child naps, please send a sheet and a blanket labeled with your child’s name. It 
will be returned, at the end of each week, to your child’s cuby for home laundering. Please be 
sure to return promptly on Monday. 

DISCIPLINE 
We will work with the parent to handle the situation and make a 3-4 step plan before 
termination. All communication and behavioral issues will be files in the Childs records 
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at the facility. Parent will be requested to sign all incident reports ! With date and time  

We favor a positive approach to discipline which guides children’s behavior in order to 
foster good human relationships. We find that behavior problems can be avoided by planning an 
environment that is stimulating for children and conducive to the development of positive self- 
image. At no time will threats, physical punishment or belittlement be used. We stress the 
importance of establishing positive relationships between teachers and children. The following 
are some of the techniques used to avoid and / or deal with problem behavior: 

1. Know the children – their general characteristics at this stage – home environment – 
needs and interests. 

2. Set reasonable limits and standards that the child can understand. 

3. Help children to understand and adjust to the established routine. 

4. Help children become a part of the group. 

5. Provide choices whenever possible. 

6. Use simple directions. 

7. Give advance notice before changing activities. 
8. Listen to children – try to find the cause of unacceptable behavior – help children to 

express their feelings – be prepared to accept the feelings expressed. 

9. Redirect the child to an appropriate activity. 

10. If necessary, remove the child from the situation. 

11. If necessary, arrange a parent –teacher meeting to discuss the behavior. 

12. If all of the above resolutions fail, and no resolution is found, the child will be 
terminated from the program. Additionally, the parent will be advised to find the 
most appropriate environment for the child. 

Personal Rights tittle 22 101223  

(a) The licensee shall ensure that each child is accorded the following personal rights: 
(1) To be accorded dignity in his/her personal relationships with staff and other persons. 
(2) To be accorded safe, healthful and comfortable accommodations, furnishings and equipment to 
meet his/her needs. 
(3) To be free from corporal or unusual punishment, infliction of pain, humiliation, intimidation, 
ridicule, coercion, threat, mental abuse or other actions of a punitive nature including but not 
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limited to: interference with functions of daily living including eating, sleeping or toileting; or 
withholding of shelter, clothing, medication or aids to physical functioning. 

BITING 
Experts in the field of Child Development tell us that biting is a normal means of 

communication for toddlers. However, it is not an acceptable form of communication. There are 
many situations that may occur that would provoke a child to bite, for example, conflicts over 
toys, fear and sudden changes. We make every attempt to support children by helping them use 
their words and take turns. In addition, we try to alleviate children’s fears, supervise children 
very diligently and take caution in setting up our environments. However, biting does occur in 
group care. When biting occurs, the following steps are taken: 

a. The child who was bitten will be comforted immediately. 
b. The area that was bitten will be cleaned and ice will be applied. 
c. A report will be completed, and the parent /guardian will be notified of the 

incident. 
d. The child who bit will be immediately redirected to an appropriate activity. 
e. The child will be asked to recognize the other child’s feelings and possibly 

assist in the healing process. 
f.  The child’s parent/guardian will be notified and staff will work with 

parent/guardians to help child find appropriate ways of communication. 
g. As with any incident the child’s name will remain confidential. 

Note: Excessive biting may result in dismissal from the program if other efforts to end the 
behavior are not successful. If biting is excessive, we reserve the right to request early pick up. 

CONDUCT POLICIES 

CHILD CONDUCT 
Every effort will be made to deal with discipline problems through redirection, problem 

solving and staff/parent collaboration. If discipline problems persist, a plan of action will be 
discussed at a staff/parent conference. You will be called to pick up your child if the child is out 
of control. Threats to staff or another child will bring immediate suspensions or termination of 
your child from My Academy Preschool. We reserve the right to terminate a child, who after 
repeated tries, cannot or will not respond to either school or parent discipline. We encourage 
parents to work closely with the staff to guide the child through the more painful and frustrating 
times in their young lives. 

We will work with the parent to handle the situation and make a 3-4 step plan before 
termination.  

PARENT CONDUCT 
It is important for adults to model the appropriate reaction to undesirable behaviors in 

order to enable a child to learn how to monitor their own behaviors and reactions in the family 
and the classroom. All parent conversations at My Academy Preschool must be respectful to 
children and staff; if at any time family member becomes physically or verbally abusive, the 
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family may be dismissed immediately. In addition, we request that parents do not make 
personal calls from My Academy Preschool telephones and parents not use their cell phones 
while at My Academy Preschool. Adults are not allowed to discipline (verbally) or touch 
children in the program. 

SUSPENDED OR DISMISSED STUDENTS 
My Academy Preschool reserves the right to dismiss students who My Academy 

Preschool cannot meet the needs of the child or the expectations of the family or if family 
requests conflict with My Academy Preschool practices and policies. Students may be 
suspended or dismissed at any time that a child poses a safety risk to himself/herself or another 
individual. 

NUTRITION 
We have two snacks per day, one in the morning and one in the afternoon along with a 

breakfast and lunch. Morning breakfast  is part of the morning center time. Children often help 
prepare their snack and help themselves to milk or juice. We provide a variety of healthy food 
(example: fresh fruit, crackers, vegetables, cheese toast, soup, yogurt, and cereal). Most of our 
snack food is whole grain and sugar-free. We also try to purchase organic foods as much as 
possible. We believe in providing nutritious meals, this way the child is taught early in life about 
good eating habits. Organic lunch will be provided by My Academy Preschool everyday( Each 
child's allergy needs will be meet). Lunchtime is a good time for students to relax and visit 
each other. Good manners and cleaning up after eating are practiced. 

You are welcome to bring a special treat for your child’s birthday to share with the class 
at snack time. Please remember our policy of serving healthy, low or no sugar snacks. Some 
possibilities are strawberries, watermelon, banana or carrot cupcakes, muffins or cheese & 
crackers. Contact your child’s teacher to sign up or for help if you have any questions. 

HEALTH and SAFETY 

We are only prepared to care for children who are well. All children entering preschool 
are required to have a pre-entrance physical examination. 
Your child should stay at home if he has any of the following: 

A bad cold. 

1. A fever of 100 axillary. 
2. Red throat or earache. 
3. Swollen neck glands. 
4. Unexplained rash or skin eruption. 
5. Tonsillitis or any communicable disease. 
6. If he acts listless, drowsy, headachy, has a flushed face, lack of appetite, or shows any 

behavior that is noticeably out of the ordinary. 
7. Green discharge from the nose. 
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In case of serious illness or accident occurring at school, the following procedure will be 
observed: 

► Call 911 
► Parent called immediately. (please keep your phone numbers current) 
► If parent cannot be reached, the Director will decide the next step according to the 

circumstances and seriousness of the situation. She may do all or any of the 
following: 

a. Contact person(s) listed by parent to call in an emergency 
b. Call doctor listed by parent or paramedic if appropriate or dentist  
c. Take child to the emergency hospital 

For minor injuries the school has the form (Minor/booboo Accident Report) that 
gives the description of the injury and treatment received by the child. Parents 
should receive and sign the form the same day that the accident occurs. 

It is important to remember that the school needs to have the T.B. clearance before 
admitting children to school. In addition to this, the school needs to have a copy of updated 
Immunization Record Card. If you have any reason not to immunize your child, the school 
needs to have a written note form your child’s physician’s office explaining why the child is not 
immunized. 

If your child needs to take medication during school hours please contact the teacher or 
office to fill out a form that will give the school permission to administer medication. All 
medication must arrive at school in its original container, clearly marked with child’s name, 
doctor’s name, medication name, and dosage. Medication may not stay in child’s lunchbox but 
must be stored in the school office away from children’s reach. . 

There are first aid supplies, a cot and an isolation room ready at all times at school. 

Toilet Training 

My Academy Preschool staff is ready to train any child who is developmentally ready for toilet 
training. The staff is ready to help children by using specific techniques developed by leading 
Child Development experts. An example of the technique would be asking and helping the child 
to use the toilets at a certain time frame. For our young enrollees (18 months to 36months) we 
will ask parents to provide us with diapers and wet napkins. For any children who need diaper 
rash ointments to be administered, we ask the parents to provide us with a signed Medication 
Administration Form, available in every classroom and the office. No other device such as 
potties or toilet boosters will be accepted by the school to be used in classrooms or restrooms. 
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CLASSROOM COMMUNICATION HINTS 

Using words in guiding children can be helpful or confusing, according to our choices of 
phrases. Many children develop protective “deafness” against adult directions because they hear 
too many of them. 

In helping young children learn through verbal directions one must first get the child’s 
attention. Then use clear, short meaningful phrases that are expectant and encouraging. 
Directions are positive rather than negative in form, and they are always specific. One should 
give just what verbal help is most needed by the child. 

A Preschool Teacher will usually say this: Instead of saying this: 

“You may hold your glass.” “Oh, aren’t you going 
to drink your water?” 

“You need to turn off the faucet” “Don’t turn on so 
much water.” 

“Yes, you may go walking after nap time” “No, you can’t go 
walking until after 
you rest.” 

“We stay inside the fence.” “Don’t go out into the 
street.” 

“Hold the pitcher steady and walk slowly.” “Be careful. You are 
going to spill that.” 

“Hold on tightly when you climb.” “Be careful so you 
won’t fall.” 

ABOUT CHILDREN'S ART 

DO’S 

Do regard the child’s art as a record of his personality. 

Do realize that during the time the child works, he acquires important experiences for his growth. 

Do make the child sensitive in his relationship to his environment. 

Do appreciate it if the child has succeeded in expressing his experience. 
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Do realize the wrong proportions most often express an experience. 

Do learn that your child’s feeling toward his art is different from yours. 

Do appreciate your child’s art on it’s own merit. 

Do provide your child with some space so he can work. 

Do encourage your child to respect another’s expression. 

Do encourage the type of competition that grows out of the child’s urge to express himself. 

If you work with your child creatively, encourage tolerance and respect for each other’s work. 

Do let the child develop his own techniques by experimentation. 

DON’TS 

Don’t correct or help the child in his work by imposing your personality. 

Don’t regard the final product as significant. 

Don’t expose the child to coloring books or patterns, which make him insensitive. 

Don’t appreciate the child’s work indiscriminately. 

Don’t correct wrong proportions. 

Don’t expect your child’s art always to be pleasing. 

Don’t prefer one child’s work to that of another. 

Don’t restrict your child’s work by not having space. 
Don’t compare your child’s art. 

Don’t encourage contests, which use prizes and rewards as stimulation. 

Don’t impose your standard upon the child’s standard when you work with him. 

Don’t show the child “how to paint.” 
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STAFF DEVELOPMENT 
My Academy Preschool is committed to quality early childhood education. We hire qualified 
staff. All Staff hold the appropriate credentials or permits required by State of California. 
All staff are required to attend and keep a current First Aid and a CPR card. 

INSPECTION AUTHORITY OF DSS COMMUNITY CARE LICENSING 

My Academy Preschool is licensed by Department of Social Services of the State of 
California. The nearest licensing office address is the following: 

Department of Social Services 
Community Care Licensing Division 
1000 Corporate Center Dr., Suite 200-B 
Monterey Park, CA 91754 

Please feel free to contact the office if you have any complaints or concerns My Academy 
Preschool. 

According to the rules and regulations listed in Manual of Policies and Procedures (Title 
22 Division 12 Chapter 1) the department has the authority to interview children or staff, and to 
inspect and audit child or child care center records, without prior consent. 

The Department has the authority to observe the physical condition of the child(ren), 
including conditions that could indicate abuse, neglect or inappropriate placement. 

Thank You for your cooperation  

I have read and agree with the policies of the preschool and have been given the policy pamphlet 
for my information.  

_____________________                 _________________________      _____________________ 

Child’s Name                                        Parent/Guardian Signature             Date Of Parents signature  

_____________________                 _________________________      _____________________ 

Director Name                                        Signature                                        Date  of  signature  
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