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Faith Lutheran Church Mission Statement
Reaching, Teaching and Healing all with God’s Love.

Our mission statement encapsulates our purpose as a Christian congre-
gation. We believe God has called us to reach out. We also believe that
God has uniquely given us the corporate and individual gifts of teach-
ing and healing to bring God’s love to bear on a hurting world.
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Dear Parents,

Welcome to Faith Lutheran Preschool! We are so excited that you have
chosen us as your child’s preschool. Early childhood Education is such an im-
portant piece in building a solid foundation for higher learning and social in-
teraction. Our goal is to provide children with positive experiences that will
help them develop into successful adults.

Our day is balanced between child-directed and teacher-directed activities.
Our teachers make it their priority to create an environment where chil-
dren have many choices and opportunities for creating, communicating and
discovering. Providing age and developmentally appropriate activities, our
teachers are able to observe each child's individual development.

Children are naturally curious and it is our job to sustain and build on that.
Through play and exploration, we strive to develop the whole child—
cognitive, social, emotional, physical, creative, language and spiritual as-
pects. Together, we can build a foundation of curiosity, hope and love that
will carry them through their lives.

In order for each child to reach their fullest potential, the teachers part-
ner with the parents to educate and inform them of all the stages of devel-
opment their child is mastering.

We know how important these early years are, and we are here to provide
you and your child with the best early childhood education!
Our door is always open!

Blessings,
Ms. Jean



FAITH LUTHERAN PRESCHOOL

“There are two lasting gifts we
can give our children,

One is Roots, the other Wings.”
H. Carter

PHILOSOPHY AND PROGRAM

Mission Statement
Faith Lutheran Preschool is a place for joyful early childhood education entwined with the love
and grace of God.

Philosophy and Program
To help children grow and develop to their fullest potential, Faith Lutheran Preschool’s (FLP)
learning environment nurtures the whole child:

Physical - fine, gross and perceptual motor development

Language - communication development

Cognitive — knowledge, perception and thinking development

Social-emotional - development of relationship with self and others

Creative - development of imagination expressed in many ways

Spiritual - faith development

A balance of child-directed and teacher-directed learning activities are included each day at
Faith Lutheran Preschool. Teachers provide a variety of developmentally appropriate activi-
ties, experiences, and materials that are selected to engage children in active and meaningful
learning. These experiences are used to achieve the following goals:

e kindle Christian faith development

« foster positive self-identity and sense of emotional well-being

« develop social skills and knowledge

e encourage children to think, reason, question, and experiment (as used in mathematics,
science and social studies)

e encourage language (speaking, listening) and literacy development (emerging reading,
writing awareness and skills)

« enhance physical development and skills

e encourage and demonstrate sound health, safety, and nutritional practices

e encourage creative expression, representation, and appreciation for the arts

e respect cultural diversity

Play is a basis for active learning and developing academic skills and social skills. Children
need play in order to become happy and creative problem-solvers. Children are encouraged
to use their senses to experiment, explore and discover in the classroom for developmentally
appropriate learning. The education of the whole child is a process-- and an exciting adven-
ture!



A Christian Community

Faith Lutheran Preschool is a service ministry of Faith Lutheran Church. Lutherans are the
largest Protestant denomination of Christians in the world. Since its beginnings, Lutherans
have emphasized the importance of family and education. Lutherans subscribe to the historic
teachings of mainline Christian churches.

In Galations 5:22, Paul writes of the fruit of the spirit, “The fruit of the Spirit is love, joy, peace,
patience, kindness, goodness, faithfulness, gentleness and self-control.” These Christian
and universal principles are modeled and emphasized in the FLP curriculum. FLP integrates
into its curriculum some Old and New Testament stories and celebrates Advent, the birth of
the Christ Child at Christmas, and the New Life of the Resurrection at Easter.

FLP curriculum incorporates stories, songs, holidays and customs of the range of faiths and
cultures in our community, demonstrating respect and celebrating the diversity of people in
our community and world! The children attend Chapel once a week where they will learn Bi-
ble Stories and sing songs.

Faith Lutheran Church is a place where children and families from diverse backgrounds are
welcome to attend preschool, worship, celebrate, share in a community of believers and ex-
plore their faith.

TERMS OF ADMISSION AND ENROLLMENT

Admission Policy

Faith Lutheran Preschool will admit students of any race, color, gender, religion and national
or ethnic origins to all the rights, privileges, programs and activities generally accorded or
made available to the students at the school. FLP does not discriminate on the basis of race,
color, gender, and religion or national or ethnic origins in the administration of its educational
policies, admission policies or other school programs.

Faith Lutheran Preschool will accept students with special needs on a case-by-case basis if
all parties agree that the school can adequately meet the needs of the student and his/her
family.

Registration

Active members of Faith Lutheran Church, and currently enrolled Faith Lutheran Preschool
families are invited to register their children for the next school year two weeks prior to our
FLP alumni and non-active members of FLC. Alumni families and non-active members of
FLC will be invited to register their children for the next school year prior to public registration,
for a period of three weeks. Once registration opens to the public, these families no longer
have priority status. Registrations will be taken on a first come, first served basis. All regis-
tration must be turned into the preschool office along with the non-refundable registration
fee; they will be numbered in order of receipt. A child is considered officially enrolled after
the student’s family has received an Acceptance Letter and the non-refundable last month
tuition payment. When classes are full, Waiting Lists will be established. Children on the
waiting list will be placed in classes as space becomes available during the year. Class place-
ment and/or waiting list placement will confirmed by letter mailed to each registrant.



Enroliment Forms and Information

Children with a confirmed acceptance letter will receive an enrollment packet for parents/
guardians to complete and return to FLP before the first day of attendance. The information
requested is thorough; laws regulating FLP’s license require the volume, types and confidenti-
ality of this information.

Calendar

The school year begins the first full week of August for staff, and the second full week of Au-
gust for students. The school year ends in May. A calendar with important dates, events and
closure dates is provided to all enrolled families with the enrollment packet and on the web
site.

Orientation Day

Orientation Day is your child’s first day of school. Parents/guardians of all students, new and
returning, are required to attend Orientation Day to learn about specifics of the preschool phi-
losophy, policy, practices, classroom routines, and to ask questions as a group or individually.

Your Orientation Day schedule will be mailed to you.

First Day of School

FLP wishes to provide students with the smoothest possible transition to the preschool class-
room. The first day of school is planned to help children gain a sense of ownership and com-
fort level with the building and staff. FLP requires one parent/guardian to attend school with
their preschooler on the first day (Orientation Day). It is comforting for children to have the
safe lap of a parent to snuggle into and retreat to, for the first of everything on the first day!
During this special day, parents and their preschoolers will do many activities together, from
listening to stories, singing songs and playing games, to checking out the centers, working on
a project together, experimenting with art materials and having a snack! Parents will spend
part of Orientation Day with their child in class, part of the day with their child’s’ teacher, and
part of the time with the Preschool Director.

Tuition and Attendance

Tuition is calculated on a 10 month year, and divided into 10 equal payments.

All holidays and school closure dates are accounted for in advance, and therefore there are
no tuition adjustments.

The first tuition payment is due with acceptance of class placement. The last month’s tuition
(May) is non-refundable. Subsequent tuition payments are due the first week of school each
month. A late payment fee of $10.00 will be assessed if tuition is not paid by the 15th of
each month unless prior arrangements have been made. Full monthly tuition is payable re-
gardless of the number of days your child actually attends class. FLP’s operating costs con-
tinue and space is reserved for your child even when s/he is absent. Make checks payable
to: Faith Lutheran Preschool.

Tuition is based on the number of school days per school year for each class.

Please place tuition payments in drop box. Receipts will be given for cash payments. FLP
does not look in children’s backpacks for tuition unless specifically requested to do so.



Failure to pay tuition in a timely manner, or failure to make special payment arrangements
during financial hardships, may result in termination of enroliment. Please speak to the FLP
Director, to make special financial arrangements as needed. Temporary scholarships are
available (see Scholarships).

Absences

If your child will be absent from school for any reason, please notify FLP by calling the office
(303-688-3532) before your child's class begins for the day, by writing vacation/absence
dates in the Sigh In/ Sign Out book, or by sending a written note to the teacher with your
child’s absence/ vacation dates. Children who miss school due to iliness or vacations do not
receive a discount or tuition refund.

Scholarships

Scholarships of up to 50% of tuition are available on the basis of financial need. Scholarship
applications are accepted any time during the school year. Students enrolled on scholarship
must attend at least 75% of class sessions each month, or have a doctor signed medical ex-
planation. Applications are available upon request from the Director and are subject to ap-
proval of the FLP Advisory Board.

Withdrawal and Termination

Children may be withdrawn from FLP at any time with a 30-day, written notice. Written no-
tice of the intent to withdraw must be submitted to the Director. Parents are responsible for
the payment of tuition between the date of the written withdrawal notice and the date of with-
drawal (30 days). A prorated bill will be provided.

Faith Lutheran Preschool reserves the right to terminate a student from the program for the
following reasons: 1.) infrequent attendance of scholarship student; 2.) unpaid tuition; 3.)
medical statements not provided as required; 4.) disruptive behavior (see Behavior Expecta-
tions and Guidance); 5) failure to observe FLP policies and practices as outlined in this hand-
book and in the Policy and Practice Agreement.

Arrival/Dismissal

Children are to arrive no earlier than 5 minutes before class begins (8:55 for AM classes and

12:40 for PM classes) and are to be picked up no later than 5 minutes after class ends 12:05

for AM classes and 3:50 for PM classes). Children must be accompanied by an adult into the
classroom area, and picked up in the same manner.

Parents are responsible for bringing children to school on time and picking up promptly when
school is dismissed. If parents are unable to pick up their child(ren) when school is dis-
missed, please make arrangements for someone else (see Authorized Release form) to pick
up your child and call FLP to let staff know your plans. If, in the case of a dire emergency you
are unable to pick up your child and unable to call FLP, and staff haven’t heard from you with-
in 15 minutes of dismissal, FLP will contact your authorized pick up persons, or your emer-
gency persons, to come pick up your child(ren).

Families who are habitually late picking up their child(ren), will be charged a child care
fee of $10.00, per child, for every 10 minutes, or portion thereof, beginning 5 minutes after
dismissal. The late fee is paid directly to the teacher, or other supervising staff person who
provided the childcare.



Faith Lutheran Preschool is not a childcare center, but provides an extended enrichment pro-
gram from 11:15 am to 1:30 pm. The Lunch Bunch program is for children attending FLP and
is contracted separately with additional tuition fees.

Siblings at Preschool

Only registered/enrolled children may be in FLP’s classrooms during class time (unless the
sibling is at least 18 years old), with the exception of classroom parties and special events to
which families and guests are invited. FLP expects parents to properly supervise siblings at
preschool for safety and behavior. Only registered students and their parents are permitted
on field trips. Parents may wish to arrange a “child care exchange” with other preschool par-
ents to help make chaperoning field trips, and visiting or volunteering in the classroom more
convenient.

CLASS DESCRIPTIONS AND REQUIREMENTS

2 1/2 to 3 Year Old Class Tuesday/Thursday Mornings

Children enrolling in this class must be 2yrsémnths old by August 1 of the enroliment year.
This class will be on Tuesday / Thursday mornings and Monday / Wednesday mornings from
9:00-11:00. There is an option to stay until 12:00.

3 Year Olds Monday/Wednesday (M/W)
Tuesday/Thursday (T/TH)
Friday class is available for M/W & T/TH morning children
Children enrolling in these classes must be at least three years old by October 1, of the en-
rollment year. FLP offers 2-Day classes:
Monday and Wednesday mornings (M/W AM) 9:00 -12:00
Tuesday and Thursday mornings (T/Th AM) 9:00 - 12:00
Tuesday and Thursday afternoons (T/Th PM) 12:45-3:45

4 & 5 Year Olds Monday/Wednesday/Friday (M/W/F)
Tuesday/Thursday (T/TH)
Children enrolling in these classes must be at least four years old by October 1 of the enroll-
ment year, and may be up to five years old but not yet enrolled in kindergarten, This class is
intended for children who will be entering kindergarten the following school year.
FLP offers 3-Day and 2-Day classes:

Monday/Wednesday/Friday mornings (M/W/F AM) 9:00-12:00

Monday/Wednesday/Friday afternoons (M/W/F Pm) 12:45-3:45

Tuesday and Thursday mornings (T/TH AM) 9:00-12:00

5-Year Olds Monday through Thursday (M-Th)

Priority will be given to children who will be five years old by October 1 of the enroliment year,
and are not yet enrolled in kindergarten. This class is intended for children who just miss the
Douglas County birthday cut-off, late summer birthdays or need more time before going off to
kindergarten. This class meets on Monday through Thursday between the hours of 12:45-
3:45.



Teacher—Child Ratios

In order to provide the best learning environment for the children, Faith Lutheran Pre-
school adult:child ratios are aligned with NAEYC (National Association for the Educa-
tion of Young Children) standards.

AGE CLASSES NAEYC FLP MAXIMUM
RATIO GROUP SIZE
And RATIO
21/2 Emerald 1:4 8
Magenta 2:8
Teal 1:6 11
3 Purple 2:11
Green 1:6 12
3 Orange 2:12
Yellow 1:8 15
4 Blue 2:15
Red 1:8 16
4 White 2:16
Gold 1:8 16
5 2:16
Silver 1:6 11
5 2:11
There
are 2

factors that determine the number of students in a classroom, the age and the physical
size of the classroom. Itis FLP’s goal to maintain low adult:student ratios to remain in

alignment with NAEYC. The maximum group size will not be exceeded and two staff

members (1 teacher / 1 assistant) will be in the classroom at all times.

Each Class has the same teacher and assistant each time the class meets in order to
maintain consistency and help promote formation of a strong emotional bond. These
bonds are necessary for that of a Primary Caregiver. The qualifications of a good pri-
mary caregiver are those the we expect from all of our teachers: sensitivity to children
and parents, caregiving skills, and understanding of the program’s philosophy and
practices.

Responsibilities of Primary Caregivers:

Communicate—A chain between parents and program, and children and program.
Advocate—Empowers parents and children by translating individual concerns and
needs into action through the efforts of all program staff

Nurture—Ensures all needs are met and carried out in a way that establishes a sense
of security and trust.

Teach—Maximize language and learning potential in all interactions and ensures
learning environment works for all children.

Observe, Monitor & Evaluate-Observation, discussions and analysis of experiences
of child and family are regularly made and noted.

11



STAFF

Faith Lutheran Preschool staff members are selected for their educational background, early
childhood training and experience, knowledge of child development, and for their sensitivity to
the needs of young children. The partnership between home and school is invaluable to early
childhood education and staff are also selected for their communication and teamwork skills.
All staff participates in continuing early childhood education, and health and safety training.

FLP staff includes:

Director: responsible for overall administration of operation, staff, students & families, pro-
gram and curriculum, and facility.

Assistant Director

Preschool Administrative Assistant

Teachers: responsible for educational leadership, classroom curriculum, environment and
management, and student well being and safety.

Assistant Teachers: responsible for assisting teacher

Faith Lutheran Preschool is a member of the National and Colorado Association for the Edu-

cation of Young Children, the Evangelical Lutheran Education Association. This organiza-

tions provide education, support and resources for early childhood education professionals.

BEHAVIOR EXPECTATIONS AND GUIDANCE

FLP expects everyone, adults and children, to treat each other with dignity and respect. FLP
expects that children will behave in a manner appropriate to their developmental level. Young
children often react physically to strong feelings, and it is during this stage (3-5 years) in their
development that they learn appropriate ways to show self-control, resolve conflict, make
good behavior choices, and cooperate. Teachers are alert to “teachable moments” and act
as mediators to guide children through conflict resolution. Teachers may also choose to redi-
rect the child’s energy and focus to new activities and/or group of children. No time-outs will
be given, instead we will take each situation and turn it into a teaching moment.

Adults and children are not allowed to cause physical harm to any person or FLP equipment,
or to be otherwise abusive in any way. A child whose behavior is inappropriate or out of con-
trol will be temporarily removed from the group in the company of a teacher, to give the child
an opportunity to calm down or burn off energy and regain self control. Once calm, child and
teacher can appropriately discuss the situation and make a plan for return to the group.
Teachers will always take time to help a child verbalize his/her feelings about a conflict situa-
tion and help him/her discover a resolution.

Guidance takes several forms:

Environment — the classrooms and all others spaces used for preschool are designed for
young children. The furniture is child-sized, rooms are set-up for success, and learning is
planned with lots of hands-on experiences.

One Logical Rule — mutual respect is the basis for our rule - we take care of our own self,
each other and our school. God loves us, and asks us “to love your neighbor as yourself”.

Curriculum - is developmentally appropriate, based on children’s interests and group and indi-
vidual levels of readiness.

Positive Behavior - staff reinforces positive behavior that the children exhibit.




Logical Consequences - discipline is effective when it follows logical consequences. The
consequences of behavior need to make sense to the child. For example, if a child is
throwing sand out of the sand table, it is logical to tell the child that the sand must stay in
the sand table, that the thrown sand must be cleaned up, and that if it gets thrown out
again, the child must choose a new area in which to work or play. The exchange may be
extended to include humor and problem solving - “What would happen if all the sand were
thrown out of the sand table?”

Conflict Resolution - teachers encourage children to talk to their peers when conflict arises.
Teachers guide discussion towards definition of the conflict and its resolution. This helps
children empathize with each other’s feelings and really see the results of their actions.

Redirection - often interesting a child in another activity can eliminate a potential difficulty. A
teacher may ask a child to assist her with a task, or help the child find a new area in which
to work or play.

Positive Reminder - adults remind a child of appropriate behavior, rather than using “no” or
“‘don’t”. The teacher might say, “You may use that block for building”, or, “Keep your feet
on the floor.”

Renewal Time - separation from group or activity with the teacher or director, to calm down
and regain self control, so that child and teacher can discuss appropriate ways to return or
choose new activity.

Inappropriate behavior is viewed as exactly that. Children shall NEVER be referred to as
naughty or bad. FLP always address the behavior as the problem, not the child. Whenever
possible, teachers give children a choice and let them ‘own’ their actions by choosing what to
do. Teachers’ questions lead children to an appropriate choice, “What can we do to help you
remember how to use the clay cutter properly?” We are often impressed by how a child re-
sponds to this. If a child’s suggestions are inappropriate, teachers make the decision!

If inappropriate behavior is repetitive, destructive, abusive or unusual for a child’s develop-
mental level, teachers will request a conference with the child’s parents. Together, teachers
and parents will set written goals, strategies and dates for improved self-control. At specified
checkpoint dates, behavior will be re-evaluated. All reasonable efforts will be made to help a
child gain self-control regarding classroom behavior. FLP and the child’s parents will work
together to improve behavior. Referrals to specialists can be made. If after the specified time
has passed and behavior continues to be unusually inappropriate, the family may be asked to
withdraw their child from FLP. This policy is to protect the safety of all children, adults and
property.

FLP discourages violent play. FLP discourages the acting out of violent, intimidating, and
fear inducing behavior. Please do not allow your child to bring to school weapon toys, or fig-
urine/dolls whose character uses violence, intimidation or fear to resolve conflict.

No punishment of any kind is permitted at FLP. No corporal punishment (negative physical
touching - spanking, slapping, pinching, etc.) is permitted. No unusual punishment
(humiliation, ridicule, threat, or coercion, etc.) is permitted.



CLASSROOM LIFE AND ROUTINES

Clothing and Personal Belongings

Please allow your children to dress themselves for school, in as much as that is possible for
you and your child! Clothing should be practical, comfortable, sturdy and washable! Children
should wear clothes that they can put on and take off by themselves - no back buttons or zip-
pers, etc., so that they can handle their own toileting needs. FLP will do its best to protect
clothing from messy projects with work aprons, but accidents still happen!

Outdoor play is an important part of a young child’s life and students go outside everyday,
weather permitting. Please dress your child for outdoor play everyday. Hats, mittens,
snow pants, boots, raincoats, scarves, etc., should all be part of your child’s school
clothing list. Please make sure that all removable clothing is labeled with your child’s name.

Shoes need to be comfortable and fit your child’s feet. Please make sure that their shoes will
allow them the freedom to run, play and climb, without falling or their shoes coming off their
feet.

FLP recommends that your child has a backpack or bag of some kind for school each day for
toting things to and from school; make sure it is labeled clearly with your child’s name!

“‘Loveys” are those bears, blankets and other unique items that your child uses for comfort. It
may be important for your child to have those loveys for the first days of school to help ease
the transition from home to school. Some children may need “loveys” in their arms for several
weeks and then gradually relegate them to their backpack or even leave them at home. FLP
welcomes “loveys”, so send them along!

Each child will have a coat peg and a cubby in which to keep personal belongings and papers
at school. FLP provides a Lost and Found box!

Show and Share

Show and Share can be an important part of a preschooler’s life! It gives children an oppor-
tunity to let others know what is important them, and get up in front of their peers - a very ac-
cepting audience (intro. to public speaking)! Each teacher will send home information regard-
ing Show & Share in her classroom. When it is your child’s turn to bring Show & Share, we
ask that you help your child choose something appropriate. Please do not send valuable
items, everyone feels badly when something important is lost or broken.

War toys, weapons and character figures that use fear, violence, and/or intimidation to re-
solve conflict are NEVER appropriate choices for Show & Share items!

Please do not let your child bring other toys from home to play with at school, we have plenty
of materials and activities for children to work and play with here!

Sending Money to School

When it is necessary to send money to school for book orders, field trips, etc., please send it
in a sealed envelope marked with your child’s name, amount enclosed, and purpose for the
money. Please do not allow your child to have money at school for any other reasons than
those listed here. Make checks payable to: Faith Lutheran Preschool, except_when paying
for book orders, make those checks payable to the club from which you are ordering.

ADULTS are responsible for turning in tuition money.



Snacks and Food at Preschool

Each child brings their own PEANUT FREE snack to school. As required by Tri-County
Health Department, 2 food groups must be represented. For example, a fruit and cheese
stick; carrot sticks and yogurt; cheese and crackers; applesauce and goldfish. FLP promotes
Healthy Eating, so fruits and vegetables are always recommended. Please avoid candy, fruit
snacks, cake snack (HoHo’s, Little Debbie Cakes, etc.) and other high sugar food items. Pe-
riodically, there may be a child with a tree nut allergy in a classroom as well. If that is the
case, those families will be notified to avoid snacks with tree nuts in them as well. FLP is un-
able to refrigerate or heat up food, so make sure you provide a cold pack if needed.

Periodically, teachers will make a special snack that goes along with the theme they are do-
ing (Green Eggs & Ham for Dr. Seuss). The teachers will let you know when this occurs in
case your child has an allergy to the food, or you know they do not like it and you can send an
alternative snack.

Each child must bring a water bottle. Water is so important to keep your body hydrated and
your brain alert. Do not send fruit juices or other sugary drinks to school.

FLP must have written information and instruction regarding your child’s food allergies or sen-
sitivities. Also, if your family has other kinds of special food or dietary needs, such as vege-
tarian diet or religious restrictions, please let FLP know in writing of the needs, restrictions
and instructions. FLP will work with you, your child, and your child’s class to provide a safe
food environment.

Birthdays, Half Birthdays and Snacks!

Parents are encouraged to celebrate their child’s birthday at FLP; if your child’s birthday falls
during the summer months when FLP is not in session, consider celebrating your child’s half
birthday! You may wish to send a snack for the class on the special day. Please let your
child’s teacher know if and when you plan to send a snack to school, FLP would like to help
you plan an appropriate snack. FLP has a list of snack ideas (kid tested and approved!) cre-
ated over the years to share with parents! Tri-County Health recommends (but at this time
does not require!) sending purchased, prepared foods.

Field Trips

Field trips are excursions away from the school to visit places and people that enhance class-
room learning. Field trips are for learning and experiencing hands-on information about a
subject of study - and to have fun!

FLP notifies families of field trips in advance and requires written permission for each trip
away from the school. Permission slips for each trip indicate what, where, when, who, and
time of departure and return. While on the trip children are actively supervised at all times by
staff and parent chaperones. An accurate itinerary and cell phone log is kept at FLP while
students and staff are away. On each field trip, FLP takes along each child's emergency in-
formation and a copy of their permission form.

Transportation

FLP does not provide any transportation for students to and from school (though vehicles
owned by staff are available for an emergency). Parents/guardians must make their own ar-
rangements for transporting children to and from preschool.



Field Trip Transportation

Parents/guardians will be asked to provide transportation for field trips; any parent who does

so must have on file in the office at least one week before the field trip:

a copy of current auto insurance declaration page for the vehicle to be driven on the field trip;
the vehicle must be listed on the declaration page, which shows_minimum Bodily Injury
Liability coverage of $100,000 each person/$300,00 each accident

current driver's license

All vehicles must be in safe condition and must have a seat belt for each passenger. Children

must wear seat belts while riding in a vehicle, and are not permitted to sit in the front seat or

anywhere else air bags are installed. Children, who are required by Colorado law to ride in
carseats, must provide them for the field trip drivers. Instruction for proper installation (and
locking clips if required) must be provided to the drivers. Please label carseats with pre-
schooler’'s name.

FLP does not permit siblings to accompany students on field trips for
safety and security reasons.

If a student arrives at school on the day of a field trip after everyone has already left on the
trip, parent and student may meet us at the field trip destination, or, the parent may take the
student home. Do not leave students at school, as there will be no one at FLP to care for
them!

For all field trips requiring transportation, FLP depends on parent driver/chaperones to
transport children in private vehicles.

Field Trip Information & Guidelines for Parent Drivers and Chaperones

Required copies of current auto insurance (declaration page) and drivers license must be on
file in the preschool office at least 3 school days before the field trip. (for specific require-
ments see Field Trip Transportation)

Each chaperone will be assigned a small group of children to supervise for the duration of the
field trip. Take attendance every few minutes!

Each driver will be given emergency information for the children in their travel group; the
teacher has a copy of all students’ information as well. All emergency info cards must be
returned to the teacher at the end of the field trip.

All children and adults in the cars must wear safety belts.

All children required by law to ride in carseats must ride in one; parents must leave carseats
for their children if they are required by law to use one. Instruction for proper installation
of carseats (and locking clips if required) must be provided to the drivers. Please label
carseats with child’s name.

Children are not allowed to ride in the front seats of vehicles that have front seat airbags.

Be punctual and reliable.

No unauthorized stop, no matter how brief may be made, except in an emergency.

For safety, security and time constraints, please use planned route to and from field trip desti-
nation.




Keep safety in mind at all times, in the car and at our destination. Do not permit behavior that
could lead to an unsafe situation. Use common sense. If you are unable to handle a situ-
ation, get the teacher’s assistance immediately.

All adults and children on the field trip will wear nametags.

Be alert to the whereabouts of each child in your group at all times - try to keep them at arm’s
length - do not let them out of your sight!

Remind children, and model for them, polite behavior - we are guests at our destination!

Model interested, attentive listening behavior for the children! The children are easily distract-
ed from the subject at hand by adult conversations around them!

Keep a roaming eye on all children, not just the children in your group, help in any situation
that needs it!

It is easy to get caught up in conversations with other parents and not be as mindful of the
children as is needed! Please give all your attention to the safety of the children.

Field trips are taken for the children! Please do what you can to enhance their learning -
physically get down on their eye-level, see things from their perspective, do what they’re
doing, ask open-ended questions. Let them see that you're having a good time playing -
and learning!

Going on a field trip is a BIG responsibility, and a FUN one! We hope you’ll come along and

join the fun!

Video Viewing

FLP limits use of videos in the classroom to those which enhance the curriculum, are devel-
opmentally appropriate and are rated ‘G’. Examples of videos that we may use are: Five Eric
Carle Stories, Corduroy, Blueberries for Sal, The Snowman, etc. Video viewing is used very
sparingly at Faith Lutheran Preschool! FLP must have written permission from parents/
guardians in order for children to view videos at school.

Parties and Special Events at FLP

FLP celebrates two classroom parties each year, Pumpkin Parties at the end of October
(Halloween) and Valentines Day Parties in mid-February. Parties are planned, prepared and
given by parents for students and their families. FLP has lots of resources available to help
parents plan and give parties. FLP requests that plans are made in consultation with class-
room teachers who are available to make health, safety and activity suggestions. Siblings,
parents and grandparents are always welcome at classroom parties!

FLP also plans two other events each year for the whole family, the Christmas Celebration
and the Year End Celebration. The teachers plan the Christmas Celebration and Year End
Celebration.



HEALTH

General

All enrolled children must have a General Health Appraisal form and CO Department of
Public Health Certificate of Inmunization (immunization record) on file at school before the
first day of attendance. The General Health Appraisal must never be more than 12 months
old during the school year, please ask for a new form if your child has an annual health exam
during the school year. The preschool has the right to refuse admittance to a student who
does not provide a General Health Appraisal and/or Certificate of Immunization.

FLP must have thorough information regarding any known drug reactions, allergies, regular
medications being taken, special diets or recurrent conditions.

Immunization

All enrolled children must have on file a record of current immunizations.

FLP does accept children who are not fully immunized due to personal, medical or religious
reasons. If your child is not immunized, the Certificate of Immunization must still be signed
and the vaccines checked off that your child does not have.

In the event of an outbreak of such diseases like Chicken Pox or Measles for example, those
students not immunized will have to remain out of school for 2 weeks.

Allergies

Children with life threatening allergies such as food allergies, bee stings, or others, need to
have a medical form with the doctors signed orders on site. This form will be supplied by
FLP. Along with the doctor’s orders we will need your child’s epi-pen and antihistamine.
These items will be kept here at school at all times in a specially labeled box, which is inac-
cessible to children. Our nurse consultant will also review these items periodically throughout
the year to check for expiration dates.

lll Children

Children who are ill may not come to school! A child who is ill will not have a good day at
school and risks infecting other children and adults! Parents must notify the preschool office
if your child will be out ill. No one wants to miss school, but the fewer germs roaming around,
the fewer people will miss school days! Children who are new to group situations may ‘catch
more germs’ than children who have spent time in groups of children (such as child care or

playgroups).

Please keep your child at home if you observe any of the following symptoms within 24
hours prior to attending school:
fever of 99.5° + and signs of illness
vomiting or upset stomach — two or more episodes
diarrhea (stools which are watery & twice child’s usual frequency) with signs of
illness
purulent conjunctivitis (pink eye with white or yellow discharge, eye pain, red-
ness of eyelids) until examined by health care provider.
lethargy (unusual tiredness, fatigue), irritability, persistent crying, difficult breath-
ing, wheezing, or other signs of possible severe iliness
bad cold, sore throat, coughing, hoarseness, etc.
contagious or communicable illness or condition, such as chicken pox, impetigo,
pertussis (whooping cough) etc.

If your child complains of, or becomes ill with, any of the above (or other) symptoms during
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Please inform FLP as soon as possible of your preschooler’s or other family member’s diag-
nosis with an infectious disease, so that we can inform the other families of children in your
child’s class and the Tri-County health department as required by state law. (Examples: giar-
dia, head lice, hepatitis, measles, mumps, salmonella, tuberculosis, etc.)

Medications

FLP prefers not to administer medications and requests that medication schedules be worked
around school hours as much as possible. Prescription and non-prescription medications can
be administered ONLY by FLP staff with written order of a person with prescriptive authority
and with written parental consent. All medications must be in their original containers with
written instructions for administration in compliance with Section 12-38-132, C.R.S., of the
“Nurse Practice Act”. Prescription medications must bear the original pharmacy label. A
written record of all medications administered by FLP, date, time, to whom, what, dosage,
and by whom, will be kept on file at the school. Medications are kept in a cabinet and con-
tainer inaccessible to children.

Accidents, Injuries and Emergencies

FLP has the safety of all children in mind when preparing the environment, activities and su-
pervising children. Even so, accidents may happen. In the case of serious injury, appropri-
ate medical attention is sought/given immediately: FLP staff will call 911, then all reasonable
efforts will be made to reach parents/guardians, then authorized emergency contact persons
as designated by parents/guardians, then the child’s health care provider, in that order, as
needed. Accidental minor bumps and scratches will be cared for at school and reported to
the parent when the child is picked up. Serious injuries requiring medical care must be re-
ported by FLP to the Tri-County Health Department and the Division of Child Care, Colorado
Department of Human Services. Staff are required (by Colorado law regulating our license) to
observe Universal Precautions, including wearing gloves, when treating all injuries. FLP di-
rector and staff members are certified in first aid and CPR; at least one certified staff person
for every 30 or fewer children is always on the premises, and with children on field trips.

Sun Protection

Sun block lotions (sunscreen) are classified as medications and for this reason; FLP is re-
questing that all sunscreen be applied at home. In order for sunscreen to be effective, it
needs to be applied before your child goes outside. When applying sunscreen don’t forget
their ears, back of their necks, bare shoulders, arms, legs, feet, and any other part of their
body that may be exposed to the sun!

Toileting

Children are expected to ask for help if they need it in the restroom. Please give written in-
structions on the Home, Family and Developmental Information form as to what kind of as-
sistance may be needed by your child. Accidents do happen and children will be helped dis-
creetly, to clean up and change into fresh clothing. Please pack and extra change of clothes
that are weather appropriate in case of an accident.



Handwashing

Close attention to handwashing really does help prevent iliness from spreading. Children and
adults are expected to wash their hands with soap and warm water after using the toilet, be-
fore preparing and eating food, after coughing and wiping noses! Disposable paper towels
will be used. Handwashing instruction is part of the FLP curriculum.

Sleep

Preschoolers need 10 - 12 hours of sleep per night. If you have not yet established a bedtime
for your child, this is a good time to begin! Children who are well rested and who have had a
good breakfast or lunch before coming to school will be prepared for a good day!

VOLUNTEERS AND VISITORS

Volunteers in the Classroom
Volunteers are now required to be fingerprinted and have a criminal background check con-
ducted. Fingerprint cards are available in the office. This is for the safety of the children.

Parents are their child’s first and most important teachers, the experts on their children! Early
childhood teachers are experts too; they have knowledge and understanding about child de-
velopment, and have experience working with many young children. When parent and teach-
ers work together they provide an invaluable gift to children!

Parents/guardians and grandparents of children enrolled at FLP are strongly encouraged to
volunteer in their child’s classroom on a rotating basis. Volunteering in the classroom offers
parents the chance to: observe and enjoy the developmental skills their child and peers ex-
hibit, interactions between children and adults, learn what’s going on in the classroom, work
and play with their own child and his/her peers, use skills and talents to enhance the learning
environment, and so much more!

Classroom volunteers may not bring their preschooler’s siblings or other children to school
while volunteering and working in the classroom. Only registered/enrolled children may be
in the classroom during classtime and on field trips (unless the sibling is at least 18
years old), with the exception of classroom parties and special events to which fami-
lies are invited. Parents may wish to arrange a “child care exchange” with other preschool
parents to help make volunteering in the classroom more convenient.

All volunteers (and visitors) must sign in and out, in the Visitor’s Log each time they volun-
teer. All volunteers and other adults at preschool are asked to use the restrooms on the
main level near the front entrance.

Primary responsibilities of Volunteers may include, but are not limited to:

e supervise the safety and whereabouts of the children as requested by the teacher

e prepare and clean up as requested by teacher: classroom projects, supplies,
snacks, etc.

« direct/supervise small group activities, as requested by teacher

e supervise outdoor time with the teacher

« follow the instructions of, and assist the teacher during fire or severe weather drills
or emergencies.
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« model appropriate language and behavior while working with children.

o listen when the teacher is speaking and do not carry on side conversations with
other volunteers or staff; model behavior we wish children to emulate.

« respect the confidentiality of all students and staff when you are volunteering. In-
formation you hear at preschool about development, behavior, learning or health
issues of students MAY NOT be discussed with friends, neighbors or family, even if
it involves their child.

o be flexible! Enjoy this time with your child and his/her classmates!

If at any time you are uncomfortable with the behavior, safety, or other situations or proce-
dures, please request a teacher’s help. Please schedule parent-teacher conferences for
times other than your classroom volunteer time.

You may also volunteer by doing special projects at home. The teachers may need help with
cutting, coloring, etc. for a special activity. You may also volunteer by sending in snacks for
our food cupboard or by sending in special items requested for a particular event.

Visitors and Observers

All visitors and observers at FLP are required to sign the Visitor’s Log in church office. Even
parents who come to volunteer in the classroom are required to sign-in and out so that FLP
has a daily record of everyone who has contact with the preschoolers. Visitors/Observers
will be asked to give name, address, time in and out, and purpose of visit. Any Visitor/
Observer who is unknown to FLP staff will be asked for identification.

SAFETY AND SECURITY

Sign In/Sign Out and Authorized Release

An adult must bring all children into the classroom area. Upon arrival adults must sign-in with
a their signature and time of arrival for each child in his/her care on the Sign In/Sign Out
sheet. When picking up children at the end of class, adults must sign-out with a signature
and time of pick up for each child in his/her care.

Children will only be released to people for whom FLP has authorization (see Release Au-
thorization ). If an adult picking up a child is unknown to FLP staff we will ask to see photo
identification. Please make changes to the Release Authorization form as quickly and as of-
ten as needed.

If a person not listed on the Authorization to Release attempts to remove a child from schoal,
FLP staff will call the child’s parents or legal guardian to check by phone if you wish to allow
this person to take child from the school. If parent/guardian does not give permission, your
child will not be released to that person and if needed, FLP will call 911 for assistance from
police or county sheriff. If parent/guardian cannot be reached, and the person attempting to
take child from FLP is not authorized, FLP will call the other persons listed on the Authoriza-
tion to Release , then if necessary, FLP will call 911 for assistance from police or sheriff. A
report of the incident will be kept on file in the FLP office and a copy will be sent to the Colo-
rado Department of Human Services, Office of Child Care.

Children must be released to parents or legal guardians unless a restraining order is on file at
FLP.
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FLP staff will not release a child to a parent/guardian, or authorized pick up person, who ap-
pears to be inebriated or in any other way impaired for driving; FLP will call 911 for assistance
as needed.

Supervision of Children

All adults - staff and volunteer - who work with children are expected to take responsibility for
knowing where all the children are at all times! Attendance will be taken at the beginning of
class and frequently throughout class sessions.

Confidentiality

In the course of working or volunteering at Faith Lutheran Preschool, parents or visitors may
be exposed to information that is considered confidential. Please respect the confidentiality
of all students, their families and staff. Information heard at preschool about development,
behavior, learning or health issues of students, their families or staff MAY NOT be discussed
with friends, neighbors or family, even if it involves their child. It is your responsibility to pro-
tect the information to which you have access. Inappropriate discussions, or the release of
information may result in action up to and including termination of volunteering privileges and/
or termination of your student’s enroliment.

Lost Children

If FLP should discover that a child is missing from the group when s/he is in attendance, FLP
will gather all the children to one space with one adult while the other adult/s make a thorough
search of the premises, first indoors and then out. FLP staff will request help from any other
responsible adults in the building. If after a quick and thorough search, the child has not yet
been found, FLP will call the Castle Rock police and/or the Douglas County sheriff, and the
child’s parents. Anytime the police are called to the preschool, the State Department of Hu-
man Services, Office of Child Care must be notified.

Smoke-Free Environment
The premises of Faith Lutheran Church and Preschool are smoke-free. Smoking is not per-
mitted on Church property.

Parking

Ample parking is provided in the church parking lot during preschool hours. The five handi-
capped parking spaces outside the front door are for those vehicles, which display a handicap
parking sticker, tag or license plate.

Severe Weather

Outdoor play is part of FLP’s daily routine, but students will not go outside in extreme weather
conditions, such as very hot, very cold, very windy or rainy conditions. Plan to dress your child
appropriately for outdoor play on all school days. On days that we cannot get outside, FLP
provides large muscle and active play indoors.

In the case of a severe storm, tornado or tornado warning, all the children and staff will move

to the closet beneath the stairs, the coat closet, or other safe location in the building away
from windows, for the duration of the warning or storm.
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School Closing

If Douglas County High School area schools are closed due to severe weather, FLP will al-
so be closed.

If Douglas County High School area schools are on a delayed schedule, FLP will also fol-
low the delayed schedule. The delay time is 90 minutes, so school begins at 10:30.
Pick-up time remains the same. Afternoon classes and lunch bunch are not affected.

You may call the Castle Rock Area school hotline 303-814-4747 for information about weath-
er related school closings or delays. Or you may listen for school closings on KOA radio,
85.5 AM, or any of the three main, local, TV news broadcasts, ABC, KMGH channel 7, NBC,
KUSA channel 9 or CBS, KCNC channel 4.

If FLP must close for some other reason, staff will call each family affected by the closing.

Fire Drills

FLP conducts several fire drills so that all staff and children are familiar with the procedure
and becomes part of the established routine. The drills will be done after briefly describing
the purpose and practicing the procedure with children. Some drills will be unannounced.

Lockdown Drills

Throughout the school year, we will be conducting Lockdown Drrills. This drill is for safety and
security in case an unidentified person tries to enter the building. Children remain in their
classroom, lights turned off, windows covered and the children will hide in an area of the
classroom that is out of sight of windows and doors.

Severe Weather and Tornado Drills

In the spring and summer months will we conduct tornado/severe weather drills. Children will
be signaled by the teacher to meet at the classroom exit, attendance by name will be taken
and children will move to the designated area. Attendance will be taken again. An “all safe”
announcement will be the signal to return to the classrooms. A record of these drills are kept
on file in the office.

Closing Policy: Dismissal and End of Day

After the dismissal of each class, staff will verify that all children have been picked up and ac-

counted for by:

Teachers and staff will stay with children in the classroom until they have been picked up

checking the Sign In/Sign Out Log to see that all children have been signed out by a parent/
guardian, or other authorized pick up person;

Teachers and staff will stay with children until they are picked up from school.

For any child not picked up promptly, or inadvertently left behind after dismissal, the school
will contact the following person/s to make alternate arrangements for pick up, in this order:
parents/guardians

authorized pick up persons in order listed on that form

emergency contact persons.

23



If FLP is not able to make contact with student’s parent/guardian, or any authorized or emergency con-
tact persons and no one has come to pick up the student within 90 minutes after class ends, FLP will
contact Douglas County Social Services (303-688-4825) and/or the Douglas County Sheriff (303-660-
7500) to take custody of the student. This is in accordance with Colorado law.

Families who are habitually late picking up their child(ren) will be charged a late/child care fee of
$10.00 per child for every 10 minutes, or portion thereof, beginning 5 minutes after dismissal. The late
fee is paid directly to the teacher, or other supervising staff person who provided the childcare.

Faith Lutheran Preschool is not a childcare center and does not provide childcare before or after the
class hours for which your child is registered.

COMMUNICATION

Current Records

Please notify FLP immediately of any changes in your workplace, home/mailing address, phone num-
bers, emergency information, or authorized pick-up persons. FLP must have a working emergency
number at all times, FLP must be able to reach you.

Bulletin Boards, Class books, Newsletters, Notes and Calendars

Each classroom has a bulletin board for parents with current information about classroom activities
and a copy of the weekly lesson plans. Preschool newsletters are published at least twice per month,
and teachers email once a week what is happening in the class for the upcoming week. Other notes
may come home from time to time, too. Check child's backpack each day and read, read, read, so
that you will remain informed about all the special activities and opportunities provided to you and your
child throughout the preschool year!

Parent Teacher Conferences

Parent-Teacher conferences are scheduled twice a year. The October conferences are a time for par-
ents and teachers to meet to discuss goals for their student. Baseline assessments will be shared and
then goals will be set as a team. At the April conference, full assessments from the Fall and Spring
will be shared to show your child’s progress. Teachers and parents will also discuss the next school
year, whether the transition will be into kindergarten or the next year’s preschool class.

Community Service Agencies Referral Policy
Parents may choose (and are encouraged) to contact outside agencies/organizations for programs or
services directly. Program directors maintain lists of resources that can be shared with any parent
who would like information about organizations that provide early intervention and connect families to
appropriate community service agencies.
Referral Process
The referral process is outlined below:

The teacher informs the Director of their concern

A meeting is scheduled with the parents, teacher(s) and Director

The parent is given the contact information for the appropriate referral agency

The parent makes contact with the appropriate agency and a screening is arranged
The outcomes are discussed with the teacher/director

The staff and the parent discuss ways the program can assist in meeting the child’s needs. There may
be occasions when parents may choose to not accept referrals.
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Grievances and Conflict Resolution

It is in everyone's best interest to keep the lines of communication open. Please feel free to
make any concerns, questions or ideas known. Please go to the person(s) directly affected
first. Second party reports are usually inaccurate. Changes can only be made and problems
resolved when all parties concerned are in direct communication with each other. The FLP
Director, FLP Advisory Board, and Faith Lutheran Church Council are available, in this order,
if a conflict or other problem needs escalation for resolution.

Reports available in Office

If you would like to review any inspection, reports or policies, hardcopies are available in the
office.

Annual State Licensing Inspection

Annual Tri-County Health Department Inspection

Fire Inspection

Quality Improvement Plan

Parent Handbook

Any other relevant material is available upon request.

Other Stuff

Watch those backpacks for other stuff too! Like Scholastic’s Firefly and See Saw Book Club
order forms, permission slips - who know what might come down the pike, so keep your eyes
open and check the backpacks everyday!
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CHILD ABUSE REPORTING AND LICENSE INFORMATION

If you wish to make a complaint about FLP concerning suspected licensing viola-
tions, you may contact the, Colorado Department of Human Services, Office of
Child Care, by writing to them at 1575 Sherman Street, Denver, CO 80203-1714,
or by calling 303-866-5958. Faith Lutheran Preschool’s license number is 04399.
FLP’s current license is posted outside Classroom 2; copies of licensing visit re-
ports are available in the preschool office and in each Class book.

“General Rules for Child Care Facilities, issued by The Division of Child Care, Col-
orado Department of Human Services, rule # 7.701.53 (effective date 9-3-99),

B Any caregiver or staff member in a child care facility who has reasonable
cause to know or suspect that a child has been subjected to abuse or ne-
glect or who has observed the child being subjected to
circumstances or conditions that would reasonably result in abuse or ne-
glect must immediately report or
cause a report to be made of such fact to the county department of social
services or law enforcement  agency.

C. If the suspected child abuse occurred at the childcare facility, the report of

suspected child
abuse must be made to the county department of social services, police de-
partment, or other law enforcement agency in the community or county in
which the childcare facility is located.

D. If the suspected child abuse did not occur at the childcare facility, the re-

port of sus- pected child
abuse must be made to the county department of social services in the
county in which the child resides or to the local law enforcement agency in
the community in which the incident is believed to have occurred.”

If you need to report suspected child abuse, you may call:

Douglas County Department of Health and Human Services (Social Services) at
303-688-4825

Douglas County Sheriff’s Department 303- 660-7500

Castle Rock Police Department 303-660-1000.
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"There are two lasting gifts

we can give our children,
one is ROOTS, the other WINGS."

H. Carter

FAITH LUTHERAN PRESCHOOL
303-688-3532

CHURCH OFFICE:

PHONE: 303-688-3476
FAX: 303-688-9501
WEBSITE: WWW.FAITHCRCO.0RG
303 N. RIDGE ROAD
CASTLE ROCK, CO 80104

COLORADO DEPARTMENT OF HUMAN SERVICES
OFFICE OF CHILD CARE



