Preschool

2019-2020

Policies and Procedures
I8O00 Hiawatha Street, Minot ND

Shaun and Sara Br‘erﬁr‘up, Teachers
/01.833.8980 (Sara)
/01.720.998/ (Shaun)

mino’rpr63choo|@ outlook.com

WWW.minOTPPeSChOOl-Com
Content Copyrigh‘r Children’s Garden Preschool, Inc.




Hello! Welcome to Children’s Garden Preschooll Thank you for taking time to read this book. By reading the policy
book, you will learn more about our procedures and have many of your questions answered. We have listed
Freqluenﬂy asked questions and provided answers to those questions. Please read all of the information coreFu”y
and sign stating that you commit to Fo||owing the policies we have set in this book. Agcin. we appreciate your

wi||in9ness to read fhrough this information!

FQAs:

What constitutes a pr‘eschoo| pr‘ogr‘cm?

The state of North Dakota requires licensed preschoo| programs to have the children no more than 3 hours per day.
All lessons and activities are deve|opmen’rd||>/ and age appropriate for Preschoo| age children. Both of our full time
teachers have Bachelor’s Degrees in Education (E|emen‘rdry and Edr|y Childhood). The 90(1| of licensed preschoo| in
North Ddkota is to provide part—time educational and socialization experiences for children age 2 years old to
kindergarten. Our program serves children 3 — 6 years old. Enrollment is limited by an adult/child ratio that is
based on a points system. Depending on the ages of the children in each class, MWF classes Typicd”y have |5
students and T/Th classes ‘rypico”y have |12 students.

What type of curriculum do you use?

We are experienced curriculum writers and are con‘rinuous|y updo‘ring our lessons and activities. Our curriculum
uses a mu|’ri|:)|e in‘re||i9ences approach to teaching and provides a balance of teach—directed and child—led activities.
Our unique curriculum has been self—created to pu|| in the best parts from different preschoo| sTy|es inc|udin9
Montessori (free p|0y exp|or0‘rion. structure & order, natural elements), Waldorf (arts, hands—on science, music),
High Scope (|0r9e and small group fime, fransitions, active pdr‘ricipd’rion). etc. Social-emotional |ecr‘nin9, influenced by
the life of Fred Roger‘s. is also an important part of our curriculum. We try to present our material in as many
ways as possib|e in an effort to reach every child and appecd to the individual |ec1rnin9 style for each child. We
con‘rinuous|y self—evaluate our curriculum and update it as necessary. We dlso communicate with Kindergor’ren
teachers about how to best prepare our students for e|emen’ror*y school. Please refer to our website and/or our

mon’rh|y calendar and newsletter for specific classroom activities.

How will I know what is happening in the classroom?

Using the Remind App/school text message system is the best way to stay up to date on classroom happenings.
Additionally, you will receive a calendar and newsletter each month that outlines the classroom activities. Our
newsletter is our main form of communication to let you know what is happening each month so p|ecse watch for
it at the start of each month. You will receive a hard copy sent home as well as a digital copy on the Remind App.
We adlso post the year calendar and monthly newsletter and calendar on our website. We typically put extra copies
on the bulletin board as well. Please check your child’s backpack daily as we will send home notes and papers
throughout the month. We will also post updates and reminders on our school’s Facebook page and on our website.

Parents can meet with the teacher during our P/T conferences held in the fall or schedule another time with us.

What does my child need for school?
Children need a full-size backpack or |or9e tote bag. Also, p|eose keep an extra set of clothes in your child’s
backpack at all times for spi||s. accidents, etc. Children should come in p|o>/ clothes as we will be doing several

hands—on activities.

What do you do for holidays and birfhdcys?

We will observe holidays and birthdays. Each child will get to celebrate his/her birthday at school. If your child’s
birthday is during the summer, we will celebrate his/her half birthday. You are welcome to send treats or a snack
on your child’s birthday or half birthday. Birthday party invitations may not be handed out at school unless the
entire class is invited. The Remind App can also be used to connect with other parents in the class.

We do not have set party times for holidays, instead we incorporate holiday/seasonal theme activities into our
daily routine. Children are welcome to bring items to share with the class (for example, Halloween treats or

Valentine cards) but this is opﬁoncﬂ. More details will be sent home in monTh|y newsletters.



Who is dllowed to pick up my child from presehool?

Your child will only be released to the individuals listed on your Child Information Sheet and only to those who show
a photo ID. You can add people to your list at any time. We are not allowed to release your child to someone who
is not listed. Until we get to know you and your family, you will need to show your photo ID when picking up your
child. We have many families to get to know and it takes us a few days to remember everyone. Please have your

Pho‘ro ID out and reddy for the first few dqys. Thank you!

What do you serve for snacks?
We try to serve nutritious snacks at school. These snacks include fresh vege‘rob|es. fruit, crackers, cereal, yogurt,
trail mix, raisins, etc. On speci0| occasions, such as bir’rhddys. there may be items like cupcokes and cookies. We are

more than hcppy to accommodate speci0| diets or 0||erg>/ restrictions.

What are the hours of opero’rion?

The morning session runs from 8:20 — l:20 a.m. and the afternoon session runs from ll:45 — 2:45 p-m. We
prepare the room and materials before, between and after class. We will not be able to supervise children before
8:20 a.m. and l:45 a.m. It is important for children to have a sense that “’rhings and p|oces” are ready and
teachers are prepared to give them their full attention. The classroom doors will remain closed until 8:20 or [I:45.
If you arrive eor|y. p|eose remain in the hd”Wdy until the doors have been opened by the teachers. We will not be
able to accept e0r|y arrivals. Thank you in advance for f'o”owing this procedure as it will he|p our day run sr‘nooTMy.
X Drop Off Time Drop of f time can be an important time to exchange brief bits of information that will enhance
the child’s day if needed. However, discussions, conferences or comments on behavior or other topics are best done
in appointments scheduled with the teacher or over emuadil. Drop off time runs from 8:20 — 8:35 a.m. and l:45 —
12:00 p.m. There will be fine motor activities available at the tables for children while we are waiting for
everyone to arrive.

* Pick Up Time Children are to be picked up at the designated times = 10 a.m. and 2:35 p.m. You have a 10—

minute grace period to arrive. If you arrive after [1:120 a.m. or 2:45 p-m. you will be asked to pay an overtime fee

of $5 per 5 minutes, which will go direc’r|y into the Children’s Garden scho|0rship fund. Again. this is a time when
brief messages about the child’s day can be shared. Any discussion requiring more time must be scheduled for
another time. Please inform the teacher of any change in the person picking up your child. Children become
concerned if they are left at the end of the school day. so please return on time. For apprehensive new children, it
is comforting for you to be among the first to arrive. Also, we have only 25 minutes between classes. This time
is needed to clean up from the first class, set up for the second class. It is very important that children are not
left after [:20 a.m. The same applies at the end of the day for afternoon classes. Some days the church needs

our classrooms shorﬂy after school. Please return on time to pick up your child. Thank you!

What are the dates of oper‘aﬁon?

Our classes always begin the first Wednesday in September and run through mid~-May with a 2 week break over
the holidays. Other dates off typically coincide with Minot Public days off and/or federal holidays, although there
are some variations so p|ease check the official calendar you are given. If Minot Public is closed or has a late start
or ear|y release due to weather, we will also be closed for the day. These days will not be made up- Weather

announcements will be posted on Facebook and KXMC and send out on the Remind App. This year classes begin

Sep'rember Hth 2019 and end Moy [9th 2020.

Do you ever leave the school?

We may take planned or spontaneous walks around the neighborhood. We will always stay within a few blocks of

the school and will always have a phone with us. In the Fall. our MWF classes will spend a school day at the Norsk

Hostfest. In the Spring, all of our classes will take a field trip to the park/zoo. downtown Minot, discovery center,
mall or other location yet to be decided. Parents will drop of'f and pick up their child at the place of the field trip so
we do not have to arrange transportation. You will receive detailed information regarding field trips prior to the

events.



Is your school licensed?
Yes, we are licensed by the North Dakota Depar"rmen’r of Human Services. We have our license on disp|c1>/ so that
you can see we have met the |icensin9 requirements for the state of North Dakota. Each year we are reqyired to

attend a specified number of training hours to maintain our license. We are also members of the National

Association for the Education of Yong Children (NAEYC).

Grievance Procedure; If you have any concerns or comp|din’rs about our program, P|eqse discuss them with us as

soon as possib|e. If you have a serious comp|oinf that you feel we are not oddressing, you may contact our

licensor, Kara Currie at 852-3552.

What are the fees?

A one month tuition payment must be paid upon registration to hold your child’s spot. This payment will cover your
Moy tuition and is non—refundable.

Tuition Rates are:

2 ddys/week — 9 payments of $200

3 ddys/week — 9 payments of $250

5 ddys/week — 9 payments of $400

Please refer to your copy of your signed contract for specific payment information. demen’rs must be made on
via automatic bank draft mon‘rh|y or the full yedr’s tuition can be paid in full by check on the first day of school.
Late payments or accounts with non—sufficient funds are subject to a $20 fee. This fee will go into the Children’s
Garden scho|dr‘ship fund.

What is the doi|y routine and what are your activities?

Arrival and Fine Motor Activities (|egos. puzz|es. clrclwing. etc)

Circle Time/Opening (calendar, weather, Hello song, yoga, he|per. etc)
Lorge Group Leorning (o|phobe’r. writing, science, etc)

P|oy’rime/Free Choice in classroom centers and Art/Crafts time
Clean Up/Game or Math Graph/ Hand washing

Snack/Pack Mail

Quiet Book Time/Story

Music/Movement/Outdoor Play

Our centers include Home Living/Dromo‘ric P|o>/. STEM (Science, Techno|09y. Engineering. Mathematics), Reacling,
Sensory P|o>/, B|ooks/Bui|din9. ArT/WriTing and More! Children receive about an hour of free plcy time each day.

Our website has an updoTed video showing our dc:i|y routine and different parts of our classrooms.

Children will be taught to write using the Zaner—Bloser s’ry|e of handwriting, which is used in our local pub|ic school

system as well.

What should I do if my child needs medication while at school?

Ask your child’s teacher for a medication form and fill out all of the necessary information including the name of
the medication, dosage and time to be administered. Sign the form and turn it in with the medication. We will keep
the medicine in a locked cabinet and will record the time it was given to your child. If possible, please try to give

medications before or after school.



My child has an illness; can he/she still attend school?

We request that children who are not feeling well be kept home from school. If you suspect your child may be sick
and you have scheduled a doctor’s appointment, pleose keep your child out of school until you have had the
appointment. We will follow guidelines set by the ND Department of Health listed in the “North Dakota

Childcare/ School Infection Control Manual.” This manual can be found online.

The Fo||owin9 ilnesses require children to be kept home from school or sent home if symptoms deve|op at school:
pink eye. scabies, lice, nits, chicken pox, impetigo, fever of 00+ degrees F. rash with fever or behavior change. ring
worm, vomiting, diarrhea, etec. Other illness and diseases not listed here may also require children to be kept home.
Please contact us if your child has a specific ilness not listed and we will consult the guidehnes and he|P you make a

decision.

Communicable diseases such as measles, rubella, hepc‘ri’ris A, pertussis, mumps, tuberculosis, hib, meningitis, etc

require a consult with a physicidn before d’r’rending Presclwoo|.

If your child is not Fee|in9 well, we will contact you to come and pick up your child. If you cannot be reached, we

will contact others listed on your Child Information Sheet.

What if there is an emergency with my child? Inc|udin9 burns, serious injury. ingestion of poison, etc.
We will 0|w0ys call 9=1-1 and/or poison control and will make an effort to contact you or one of your emergency
contacts. If we are unable to contact anyone, it will be necessary for us to obtain emergency medical care at your

expense.

We are certified in Infant/Child CPR and First—Aid. In case of an emergency, we will take the necessary steps to

give your child care to the best of our abilities.

Do you provide transportation to and from school?

No, parents are responsib|e for arranging transportation to and from presehoo|.

If your child will be arriving unaccompanied (for example, walking) please discuss this with us. If an unaccompanied
child fails to arrive within [5 minutes of arrival time we will call parents first, then those listed on your Child

Information Sheet. If we cannot reach anyone we will call the po|ice to report a missing child.

How is diseip|ine handled?

Discipline will be handled as individual situations arise. We try to stop problems before they happen by using
redirection, class discussions, books, relaxation and other techniques. We also follow the same routine and procedure
every day. This helps eliminate a lot of discipline issues because children know what is expected during each part of
the day and what will be happening next. Children this age seem to thrive on a predictable routine. Additionally, we
work on helping children learn to make good choices. We show them that good choices lead to positive outcomes
and we try fo he|p them learn compassion by Ta|l<in9 about how their choices have an effect on others.

If there is a consistent discipline problem, parents and teacher will work together to find a suitable solution.
Children will never be physically punished. We try to use logical/natural consequences whenever possible — for
exomp|e. a child who continues to run in the classroom may need to take a break and sit at the table for a brief
time in order to calm down and regroup. Another example would be a child who dumps out a box of toys after
clean—up time will need to clean up the mess before joining the class in the next activity.

Our classroom boundaries (rules) are:

*Use a quiet voice *Use wa|kin9 feet *Have kind hands *Have c|ean—up hands *Have |is’rening ears

What is a mandated repor‘rer?
By the North Dakota Cem‘ury Code, dll teachers and staff are mandated to report suspected child abuse and/or

neg|ecT to the appropriate authorities.



What are the po|icies for children with specicl needs?
Prior to the beginning of the school year, we will set up a meeting to create a care p|on. The care p|on will be
followed to the best of our abi|iT>/. Children who need care beyond our training may be referred to a specio|

services progmm.

Where are my child’s be|ongings kepf?

Each child will be assigned his/her own “mailbox” to be used while they are in school. Coats and backpacks can be
P|0cec| on the hooks below the mailbox. We request no other items from home be brought to school, except on
specified ‘show and tell’ days. This includes water bottles, toys, food, games, money. etc. We are not responsib|e

for lost or stolen items broughf from home.

Who will be emp|oyed by Children’s Garden Preschool?

Sara and Shaun Bren‘rrup are the teachers and on|>/ full-time staff. We have a list of back—up caregivers that
may need to fill in on occasion if we have an appointment, meeting, dei|y illness, emergency, efc. We will try to
tell you in advance when a substitute teacher will be in the classroom, but this may not d|w0ys be Possib|e. All of

our substitute staff have undergone bdckground checks, Fingerprinfing and CPR/First Aid training.

We will never employ someone who has been found quilty of homicide, assaults, kidnapping. gross sexual imposition,

ploy guity ppng- 9 p
sexual imposition, corruption or solicitation of minors, sexual abuse, sexual assault, robbery. bur9|dry. sexual
perFormonces of children, promoting or f'oci|i’ro’rin9 prostitution or a similar offense.

We will conduct detailed interviews, Fingerpr‘inﬁng and bockgr‘ound checks before hiring any new emp|oyees.
Our back—up/subs‘ri‘ru’re teacher:

Des‘riny Waddle
Des‘riny has an Associate of the Arts degree in E0r|y Childhood Education. Previous|y she was an infant and
toddler teacher for Eor|y Head Start. Curren‘r|y. she is a stay—at—home mom with a Kindergom‘ener and a

Preschooler. Des‘riny is certified in CPR and First Aid.

What if there is a fire, disaster or weather—related emer‘gency?

For a fire: We will exit the door or window that appears safest and furthest from the fire. Each classroom has
two doors, two escape windows and heat sensitive sprink|ers. After exiting, we will meet by the west garages
and account for all children and adults. We will also call 9=I=1 if they have not yet been notified.

For a tornado: We will move to the center of the building away from windows and doors until it is safe to return
to the classrooms.

For all other emergencies: We will make all efforts to keep children and adults safe. Ve keep battery operated
radios and flashlights in our classrooms as well as first aid kits and a disaster supply of water and food. If parents
are unable to pick up their child due to an emergency or disaster, children may remain at the facility until it is safe
to pick them up. If we need to relocate due to an emergency or disaster, our first relocation area is V\/oshingfon
Elementary School (857-4695). We will call parents as we are able to. We will follow the procedures in our
Disaster Plan.

How can | he|p/vo|unfeer/be involved?

Some ways parents can be involved — share a unique job or hobby with the class or prepare a specio| snack for a
holiday.

Many parents offer to volunteer for field trips. however, our past experience has shown that classroom
management is easier to transfer to a field trip when we provide the chaperones. While on field trips, the safety
of the children in our number one priority. We have been doing field trips for many years and have a good system
in p|ace. We have also been using the same chaperones for severadl years in an effort to have a safe and seamless

field trip.



What other information do [ need to know?

Phofogrophs will be taken of various activities in the classroom. The media may come in for specio| events.
We will clisp|o>/ photos of the children in the ha”way of the building and inside the classroom. We will never
put faces of the children on the internet without obmining specia| permission from parents. If you do not

want your child to be photographed, please let us know right away.

We have obtained liability insurance for Children’s Garden Preschool, Inc.

Please use the doors on the south side of the building when entering

School pictures will be taken in the fall. You will have the option to order prints and packages.

Our school is choosing to not Porﬂcipofe in G%Udfic activities inc|udin9 swimming, p|dyin9 in Woding poo|s or

‘rcking field trips to Poo|s.

Please remain quiet in the hd”Wdy at drop of f and pick up times. Please do not allow children to run around

the bui|ding or up and down the ho”woys.

Please be mindful on funeral days and when there are others using the church.

We have an open—door Po|icy. medning that parents are welcome in the classroom at any time.
Pick up time is [l:IO a.m. and 2:35 p-m.

Please let us know dny’rime you have %uesfions. concerns, comments, etc.

Thank you for supporting our school. We are |oo|<in9 forward to a fantastic yeorl



