


We welcome you to Palms Preschool

Church of the Palms Preschool began in 1961 to fill a need for a Christian approach to basic education. We
understand the need for quality childcare and as a mission of the Church of the Palms, an attitude of Christian love
is evident in the daily operation of our program. We look forward to watching your child grow and learn, and invite
you to be an active participant in the process while they are in our program.

It is our hope that your whole family will enjoy the program and the friends your child will make. This handbook
describes our program, goals, policies and a variety of details that go into making each school day as happy and
successful as possible. Please study it and keep it for reference, as it will answer many of your questions.

OUR VISION
Our vision is for every child to have the opportunity to grow and learn in a safe, loving, Christ-centered environment.
Our program goal is to build self-esteem, while collaborating with parents to nurture all areas of development:
spiritual, social, physical and academic.

OUR MiIssION
Our mission is to provide families with the opportunity to grow in their relationship with Christ, while making
connections to the larger church family.

OUR VALUES
We are servant leaders who are striving to live into our Mission Statement of Love God and Love Neighbor. Our
core values are:
Integrity, Respect, Passion and Joy.

OUR PHILOSOPHY
It is the philosophy of the Palms Preschool to welcome families, children and staff of all faiths, creed and ethnic
origins. We are committed to offering a safe, caring and stimulating educational environment. Children have the
opportunity to explore and learn by experiencing creative, hands-on, age appropriate, educational activities
presented by nurturing and professional staff. We offer a multifaceted program, promoting open communication
between families and staff to help each child reach their potential and share the gifts that God has given them.



Policies

Please thoroughly read this parent handbook and acquaint yourself with our policies and procedures. Parents will
be required to sign receipt of, and compliance with, the guidelines established in this material.

ENROLLMENT

Children are enrolled regardless of race, religion, gender, or national origin. Children with disabilities are
accepted if reasonable accommodations can be made and do not pose a threat to the health and safety of
themselves, other children and/or staff. Furthermore, their admittance must not require a fundamental existing
program change.

Our program retains the right to refuse enrollment of any child if the safety, security, health, or general wellbeing
of the Preschool is compromised. At any time during enrollment, parents may be asked to make alternative
arrangements for any child whose behavior adversely affects the wellbeing of others.

1. Following the guidelines of Sarasota County Schools, a child must meet the age requirement of each
room by September 1.

2. The child must be in good health at the time of registration, and submit a current physical exam (yellow
form) and an official Florida certification of immunization (blue form) prior to the child’s first day of
school.

3. A non-refundable registration fee, a completed enroliment form, and the first week’s tuition are due
on or before the first day of your child’s attendance. Installment based payment plans for registration
fee are not allowed. Proration of the registration fee is based on a child’s start date and are as follows:

e $250.00 — Aug. (Palms Preschool start date) through Jan. 315
e $175.00 - Feb. 15t through Mar. 31%

e $125.00 - Apr. 15t through May 31

e $75.00—June 1%t through Aug. (Palms Preschool end date)

Families enrolled during the school’s established “early enrollment” period will be issued a $50 credit per child
on their FACTS account - $25 credit for part-time wrap program.

WAIT LIsT

Because program enrollment may be limited from time-to-time due to capacity constraints, the Palms Preschool
does provide existing or potential families with an opportunity to place a child on a wait list. A $25.00 wait list
fee is required with any wait list application. Palms Preschool employees, COP members, and currently enrolled
Palms Preschool families are required to enroll in the wait list program and will be provided first preference,
respectively, to upcoming open spots. All wait list openings are filled on a first-come, first-serve basis. Wait list
spots are not guaranteed. PPS reserves the right to fill any opening outside the 90-day window of a family’s
requested start date. Should an opening occur, the next wait list family will be offered the open spot. Each wait
list family will have one opportunity to accept the opening and must immediately register and then start within
15-days of notification. If unable to fully enroll within 15-days (i.e. newborn situations), a family may opt to pay
the non-refundable registration fee and 50% of their required weekly program tuition payment for a period of
no more than 90-days. Full enrollment must occur on or before the 90-day period expires or the family will
surrender both the opening and all payments. Extension of the 90-day period is at the discretion of the PPS and
will be determined on a case-by-case basis.



PAYMENT

All payments (tuition, registrations, extended care, etc.) are due in advance of services provided. The PPS utilizes
a third party, FACTS Management Company, to administer parent tuition payments. Parents enroll by
establishing their own personal account on the FACTS website, which offers families a secure and convenient
automated payment processing method. Enrollment in the FACTS program is required and must be completed
on or before the established due date for each new school year or prior to any new enrollment which occurs
within the school year. Each FACTS ACH draft will occur in advance of services provided. Because PPS tuitions
are based on an annual program, parents have several payment options:

Weekly Option — ACH draft occurs on Monday of each week.

Bi-Monthly Option — ACH drafts scheduled on the 1st and the 15% of each month (two times per month).
Semi-Annual Option - two non-ACH payments (August/February) — 5% discount

Annual Option — one non-ACH payment (August) — 5% discount w/no FACTS enrollment.

Parents own their respective FACTS account and are therefore responsible for any costs affiliated with their
FACTS accounts. FACTS charges an enrollment fee regardless of the fee schedule. The PPS will only have the
ability to assign a parents account with their respective annual tuition or fees. The PPS will accept personal
checks or cash for semi-annual and annual tuition payments as well as registrations, annual extended care and
any other fee based activity.

Parents experiencing non-sufficient funds (NSF) at time of their scheduled FACTS ACH draft will incur an NSF
charge from FACTS and will be required to make appropriate reimbursement. The PPS will receive notification of
all FACTS NSF occurrences. Childcare services will be suspended until the account is paid in full. Parents
are strongly encouraged to communicate with the PPS Director or finance department prior to any anticipated
FACTS NSF to make appropriate payment arrangements and avert potential suspension of services. Please
contact the PPS Director or finance department for additional information regarding FACTS.

Tuition is based on our annual school program calendar — commonly mid-August-to-mid-August timeframe, and
payments are calculated and aligned with the parents selected FACTS payment option. Statements are available
upon request. There are no refunds for planned school calendar closures, missed days or absences including
sickness, vacation, etc. School calendar closures may vary year-to-year due to timing of school/national
holidays, teacher/parent workshops, etc.

WITHDRAWAL

Parents must give at least two (2) weeks written advance notice of termination of the child’s enrollment in our
program. Tuition will be charged for the last weeks of care regardless of child’s attendance. Applicable refunds
and/or tuition proration’s will be calculated using annual service days. Prepaid semi-annual and annual tuitions
will forfeit applicable discounts when calculating refunds.

DOCUMENT REQUEST

Parents needing attendance, or similar records, for court related issues are required to submit a written request to
the office four (4) weeks prior to the needed date. An hourly charge of $45.00 and $0.15 per copy will be
applied to each request. Payment must be received prior to the release of any requested document.

TUITION ASSISTANCE

As part of its faith based mission, the Church of the Palms may provide financial assistance to those families
exhibiting financial need. Families are encouraged to seek tuition assistance information and applications by
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contacting the PPS Director. The PPS Director, Executive Director of Operations, Pastor of Family Ministry and
Senior Staff Accountant, review all applications. Because funds can be limited, family needs may be reassessed
from time-to-time as deemed necessary.

DISMISSAL
PPS reserves the right to cancel enrollment of a child for the following reasons:

e Non - payment or late payments of fees.

e Disregarding the rules of the Preschool as outlined in the parent agreement.

e Child has special needs that we cannot adequately meet with our current staffing patterns.
e Physical and/or verbal abuse of staff or children by parent or child.

e Non-compliance with immunization/physical and exclusion due to illness.

SIGN-IN/SIGN-OUT

For the safety of children in our program, children must be signed in and out by parents, or a person specifically
authorized and listed on the child’s enroliment form. Children will not be released to anyone without proper
authorization and identification. Telephone arrangements, which alter the written pickup arrangements, will
not be accepted. In case of custody issues, a court document will need to be supplied in order to negate parental
pickup. At pickup time, please check your child’s cubby for notes and or other personal items. Children may not
be left unattended for any reason. Parents must supervise their child’s arrival and departure in the building
and parking areas.

PARKING

The parking area for the program is located to the south of the church and playground. Parking spaces marked
handicapped are available for drop off and pickup during the hours posted. Please refrain from parking in the trash
collection area where clearly marked “No Parking”. Parents are asked to be considerate in both of these situations.
Parking in the fenced area outside of Nelson or parking behind cars in front of the playground is prohibited and will
hamper the ability of emergency vehicles to get through in case of an emergency. Cars will be towed at the owners’
expense. When parking, please do not leave young children in the car unattended and under no circumstances leave
the car running. Both of these issues are prohibited by state laws, which the program supports in order to keep
children safe. The speed limit in the parking area is 5 miles per hour. The few minutes you may save exceeding the
speed limit is not worth an accident.

SECURITY

The entrance to the PPS is located at the south end of the building. Parents are asked to use the office exit when
exiting. Under no circumstances should the hallway doors be opened for entry by parents or staff without
proper authorization through the office.

OPENING AND CLOSING

Operating hours at the PPS are 7:30 AM — 5:30 PM Monday to Friday, for our Full-day program and 9:00 AM —
12:00/2:00 PM. for our Part-day program. Children need to be on time if they are to benefit from the program.
Children will not be accepted into the classroom after 9:30 AM. If your child has a doctor’s appointment for a
non-illness related issue please contact the office prior to the day of the visit to establish drop off arrangements.
Children in our Full-day program must arrive by 11:00 AM if arriving late due to a well-child checkup. Children in
the Part-day program who have a well check up on a school day must arrive by 9:30 AM. In rooms for children 2



and above the classroom doors will be locked during circle time. Families arriving during that time will need to
wait until circle time has ended so that the other children in the group do not have this learning opportunity
disturbed.

Children must be picked up by 5:30 PM in the Full-day program and 12:00/2:00 PM in the Part-day program. If
your child is picked up later than closing, the following procedure will be used: a late fee of $1.00 per minute
that the child remains in the Preschool beyond the designated closure. If no additional names are available or
persons listed cannot be reached by 6:00 PM, the Director will take appropriate action; calling the Sarasota
County Sherriff's Department and or the Florida Department of Children and Families. Action of this nature will
also result in the child’s termination of care. Continued late pick-up will result in termination of services.

EMERGENCY/UNFORESEEN CLOSURES

School closures due to weather, emergencies or other uncontrollable and unforeseen events will be guided by
the following procedure:

1. The Preschool Director, in consultation with the Executive Director of Operations, will make such a
decision based upon government guidelines, regulations or circumstances deemed to be in the
best interest and safety of all PPS families and employees.

Parents will be notified by email or phone.

Notices will be placed on the doors of the building (as applicable).

There will be no refunds or credits due to any emergency or unforeseen school closure.

As a parent, it is your responsibility to keep your child’s emergency contact information current.
The PPS cannot be responsible and disclaims liability for injuries or damages resulting from a delay
caused by outdated or missing emergency information in child’s file.

s W

EMERGENCY EVACUATIONS

Evacuation drills are held on a regular basis. If you are in the program at the time of a drill or an emergency, you
need to follow our procedures and evacuate the building immediately. During these drills or in an emergency,
doors are locked and children will not be released to parents until all children have safely been accounted for at
the designated area for the drill. Children are released to parents after the drill has been completed and staff
have accounted for all children. In a fire drill/emergency, all classrooms have designated primary and secondary
paths to use in exit as well as a designated meeting place in the church courtyard. If a fire exercise is in progress,
please follow the staff and children to the courtyard. In weather emergencies each class will relocate to a
designated area outside of their classroom to “duck and cover” until the drill or weather threat has ended. In
actual emergencies that affect the structure/utilities of the building, the children will be relocated to a safe area
on campus and parents will be requested by phone to immediately pick up children. If a parent cannot be
reached, emergency contacts listed on the enrollment form will be called. If it becomes necessary for the
children to be relocated to an area off campus, foot, stroller or church buses to the covered pavilions at Bee
Ridge Park, 4430 South Lockwood Ridge Road will transport them. The same procedure will be used to contact
parents. All questions in relation to emergencies/unusual incidents needs to be directed to the Preschool
Director or Executive Director of Operations.

SAFETY

It is a policy of the Church of the Palms that no firearms or weapons be allowed within the PPS or other church
buildings. The only exception to this policy is for on-duty law enforcement personnel.



ACCIDENT AND INJURY

If a minor injury occurs while a child is at the Preschool, the Director or a designated person will call the parent
and follow his/her instruction. If parents cannot be reached, emergency contact(s) listed on the enrollment form
will be called to act on their behalf. An ACCIDENT REPORT will be completed and signed by the teacher, director,
and parent. The form will be kept in the child’s file and a copy given to the parent, if requested. In case of
extreme emergency, a child’s physician and/or the paramedics will be called first. If these professionals deem it
is necessary to transport your child for medical treatment they will be transported to the hospital you have
indicated on the enrollment sheet. Parents will be notified immediately after call is made to 911. If a child is
injured at home, parents may be asked to provide a return to school note from the doctor and or sign an accident
report acknowledging the injury. In all instances, the safety and wellbeing of the children is the utmost priority.

INSURANCE

Children are covered by a group insurance policy only for accidents that occur on church property. This is a
secondary insurance to be used to supplement the family policy.

CONFIDENTIALITY

PPS respects the right of each family to privacy and confidentiality regarding issues that affect their child. These
rights are also protected by state statute and regulatory rules. If your child is involved in an altercation or injury,
please do not ask the staff to provide information about other parties involved. Furthermore, information that
you provide to our staff in confidence will be kept in the same manner.

SUSPECTED CHILD ABUSE

PPS Staff are mandated by state statutes to report all suspected cases of child abuse or neglect. Furthermore,
allegations of mistreatment that implicates a staff member need to be brought to the attention of the Director
immediately. An immediate investigation of the claim will ensue. Depending on the findings, the following
actions will be taken:

e Written warning, probation, and training.

e Transfer to another area of PPS until investigation is completed.

e |Immediate termination, notification to Department of Children and Families and Sarasota County
Sherriff’'s Department.

GRIEVANCE PROCEDURE

Parents are encouraged to problem solve grievances in an informal fashion with the individual(s) directly
involved. If a problem arises within the classroom that cannot be resolved, parents should approach the Director
with a description of the concern. If at this time there is no resolution, the parents should submit a signed and
dated complaint to the Director. The Director, parent, and staff member will attempt to work out the problem.
The Director will provide the involved parties with a written plan of action within five (5) working days. If the
grievance is not resolved within five (5) working days of the Preschool Director’s response, the parent may
submit a written copy of the grievance to the Executive Director of Operations for review. If necessary, the Senior
Pastor will review the grievance and make the final decision.



HEALTH AND HYGIENE
PREVENTION OF ILLNESS

For the health and safety of all children, you will be required to supply the program with the Child’s Health
Examination form and Certification of Immunizations prior to the first day of school. Parents who request
immunizations be waived, must complete the State Religious Exemption form. A copy of this exemption form
will be kept in child’s file. Please note that an outbreak or pandemic (such as COVID-19) will result in special
additional protocols that will be determined as necessary.

Please call the PPS if a child has measles, mumps, pink eye, chicken pox, head lice, impetigo, or any other
communicable diseases. A doctor’s note may be required to return to the PPS but does not override the need
for a child to stay home for one school day after symptoms are noted.

MANAGEMENT OF ILLNESS

The PPS is not equipped or staffed to provide care for sick children. Children are to be kept home if they are ill
or unable to participate in the normal daily activities. If a child stays home due to illness, please telephone the
Preschool by 9:00am. This information helps identify similar symptoms in other children. It is program policy to
exclude children who: have a temperature of 100.5 degrees or higher, or illnesses that require special attention
by staff (diarrhea, vomiting, eye discharge, persistent running nose and/or cough).

Parents are advised of any unusual conditions detected or the occurrence of communicable diseases in PPS. For
the protection of all children and staff, we asked that you notify the program within 24 hours after you child has
developed a known or suspected communicable disease, or if any member of the immediate household has a
communicable disease. It is important for parents to inform the staff immediately, when a child is diagnosed as
having a communicable disease, serious illness, or injury.

Children who are found to have head lice/nits will be excluded from school until their head has been treated and
is free from nits. All others who may have been exposed to the child will be examined and excluded from school
as appropriate. All dress up clothes, pillows, and soft toys will be laundered. Carpet and furniture will be treated
as necessary. Non-washable items will be sealed in a bag for 72 hours. Soft items will be excluded from the
classroom until outbreak is curtailed.

If the Preschool Director or teacher determines a child is ill, they will be moved to the office, if possible,
dependent upon staffing, to wait for pickup. Parents are obligated to pick up your child ASAP due to the health
issue. In cases where the parent cannot be reached, the emergency contact number(s) listed by the parents will
be called. The child will be released to that person listed on the enrollment form if a parent is unable to pick child
up. In case of extreme emergency, a child’s physician and/or the paramedics will be called first. If it is deemed
necessary by the emergency professionals, children will be transported to the hospital parents have listed on the
enrollment form. Parents will be notified immediately after 911 is called. In all instances, the safety and wellbeing
of the children is the utmost priority.

The ultimate responsibility for the health and wellbeing of the child is with the parents. In consideration of other
children and PPS staff, failure to cooperate with this requirement may result in the termination of the child’s
enroliment.



GUIDELINES FOR MANAGEMENT AND READMISSION

Please note our program’s compliance with the following health procedures necessary for the health and safety
of the staff and children enrolled in our Center. These procedures comply with the Florida Department of
Children and Families.

Children with the following symptoms must be kept home for one school day after symptoms occur. They may
not return to school until they have been out for one day and are symptom free without medication. As stated
above, additional protocols will be implemented during any time of community outbreak or pandemic.

e Fever (100.5 degrees or higher.)

¢ Diarrhea (more than one (1) abnormally loose stool within a 24 hour period)
e Vomiting

e Severe or Uncontrollable Cough

o Difficult or Rapid Breathing

e Yellowish Skin or Eyes (may be sign of hepatitis)

e Discharge, Tears or Redness of Eyes (Conjunctivitis)

e Mouth Sores with/without Drooling, Open Skin Lesions

e Unusual Spots or Rashes

e Headache and Stiff Neck

e Sore Throat or Trouble Swallowing

e Severe Itching of Body or Scalp

e Unusual Cranky, Less Active Behavior

e Discolored Urine

e Loss of Appetite

e Gray, White, or Frothy Stool

¢ Infected Skin Patches

e Uncontrollable runny nose, clear or yellow discharge

e Head Lice and or nits

¢ Non specified illness or rash that is seen in more than one child

MEDICATION

If your child is placed on a medication due to illness or has been given medicine due to surgery they will be
excluded from the center for one full school day after the first dose is given. This allows the medicine to take
effect and reduces the chance of spreading the infection to other children and/or staff as well as decreases the
risk of a child having a reaction to a medication while at the Preschool. Our staff will not administer medication
(over the counter or prescription) unless:

It is to deter a life-threatening situation such as: a drug to intervene an allergic reaction (i.e. Benadryl,
Epinephrine auto injector), asthmatic episode (i.e. inhaler), or an approved ointment to curtail a diaper
rash (if ointment makes rash worse, parent will be contacted for doctor assessment).

All medicine must be in the original container and be labeled with child’s full name.

NO medication may be left in classroom; all medication is stored in office and must be accompanied by a
doctor’s authorization/instruction, and written permission form completed by parents.

The administrative staff of the PPS is responsible for dispensing medication.
It is the parent’s responsibility to arrange training for the staff as needed for appropriate administration.



If it is necessary to administer medication due to an emergency, parents will be called. Depending on the severity
of the issue, parents may be asked to come to the Preschool to assess child’s health. The PPS has the right to
refuse or discontinue administration of any product if (1) an adverse reaction results, (2) the product expires, (3)
clearly defined doctor instructions are not received, or if it is not in the best interest of the child.

ALLERGIES

All allergies must be documented on the child’s enrollment form. Please bring this information to the attention
of the administration and staff as well. Food allergies that necessitate a change of any menu item require written
documentation from a physician and must be discussed with administration. The safety of your child is our
utmost concern and we will make every effort to accommodate your child’s special needs.

HYGIENE PRACTICES

Our staff and children comply with the hand washing rules as designated by the Department of Health and Centers
for Disease Control. Hand washing is practiced after toilet use, before and after meals and snacks, after coming in
from outside and other times during the day as needed. Before dropping your child off for the day, all parents are
asked to take their child to the bathroom in either the hall or classroom for toileting and hand washing. All families
are asked to join their child in washing their hands upon or prior to entry into the classroom in order to help keep
our program clean and healthy.

DIAPERS AND SOILED CLOTHING

Our infant program requires the use of disposable diapers in order to lessen the escape of stool and urine and
minimize the spread of infection. Parents are responsible for supplying the disposable diapers and wipes. For
Disease Control, state statute requires clothing soiled with bodily fluids (stool, urine, blood, vomit) be placed in a
sealed bag without rinsing. Parents are asked to pick up the bag at the end of the day. Items left will be disposed
of.

TOILET TRAINING

Once families have introduced toilet training at home, our staff will support your efforts to help your child in
becoming toilet trained. Feel free to talk with your child’s teacher about their potential readiness. Children moving
up into our 3-year old programs must be diaper and pull-up free and able to communicate their personal needs.

PROGRAM
PROGRAM PHILOSOPHY

It is the philosophy of the Palms Preschool to welcome families, children and staff of all faiths, creed, and ethnic
origins to the program. We are, however, a Christian Preschool and we teach Bible lessons in Chapel and in the
classroom, while trying to live into our church Mission Statement: Love God Love Neighbor. PPS is committed to
offering a safe, caring, and stimulating educational environment. Children have the opportunity to explore and
learn by experiencing creative, hands on, age appropriate educational activities presented by nurturing and
professional staff. We offer a multifaceted program where open communication between families and staff is
promoted in order to help each child reach their potential and share the gifts that God has given them.

PROGRAM STRUCTURE
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Our staff supports the theory that children learn through play. If learning is relevant for children, they are more
likely to persist with a task and to be motivated to learn. The classrooms are arranged to facilitate independence
and help develop children into self-confident, caring and capable individuals. Classrooms are set up into learning
centers in order to encourage children to make choices and learn independently while having limits set more by
room arrangement than teacher direction. These centers create an area in which children are introduced to the
fundamentals building blocks for reading, writing, mathematics, and social skills.

STAFF TO CHILD RATIOS

The staff to child ratios in our program varies according to the age of the child. At all times the PPS teacher to child
ratio meets or exceeds the standard as decreed by state statute. If necessary, due to an emergency staffing
situation, the program may temporarily default to state ratio guidelines.

PROGRAM ACTIVITIES AND GOALS

A variety of curriculum is available for staff to utilize. Through the use of materials such as, The Creative
Curriculum, teachers construct a plan for the environment in which children will have the opportunity to interact
with materials, classmates and adults. Weekly, staff plan a daily schedule of activities based on a theme. These
activities will focus on individual and group skills that meet the developmental needs of the children in the
classroom. The following information offers a brief description based on age groupings. In classrooms where
circle time is used to help present the theme for the day parents, are asked to pay special attention to the time
posted on the daily schedule. Once circle time has started the classroom door will be locked until completion.
Arrival during this time disrupts the entire group and diminishes the educational opportunity being offered by
the teacher.

INFANT - One of the most important considerations is the amount of learning ready to take place. Infants need
plenty of time, space, and materials to explore. Staff members help an infant explore his/her environment and
are alert to the developmental levels and interests of the children and will rotate toys, books, materials and
position for maximum learning stimulation. Staff members are also available to provide the hugs and cuddling
which are so necessary at this young age. As the infants get older, they transition into toddler activities so they
can face new challenges and to be prepared to move to the next phase of the program.

Some signs of readiness for the toddler room are the abilities to walk, drink from a cup, sit on a chair for meals,
and adjust to a once-a-day nap schedule. The new toddlers (and their parents) need to be confident of
themselves and their abilities to function as an independent person within their environment. A certain sense of
social development is also important. Infants will be offered daily opportunity to enhance these skills before they
move on to their new classroom in August. In the Infant program, each child follows his/her own individual
schedule for feedings and naps, and diaper checking/ changing. Whenever a child is not eating, sleeping, or being
changed, he/she will be in our well-equipped play area. In the play areas, teachers conduct developmentally
appropriate activities with the children and opportunities for affectionate and stimulating play. In order to
maintain a safe environment for the infants, parents with older siblings are asked to drop the older children off
at their room first.

Parents are asked to supply diapers, wipes, (3) changes of clothes, other diapering supplies such as an approved
ointment to curtail a diaper rash (if ointment aggravates rash, parent will be contacted for doctor assessment),
formula in bottles, and baby food. If a child is eating table food, PPS provides morning and afternoon snacks, and
parents will provide a nutritious lunch. Parents are required to give breakfast and/or the first morning bottle
at home; breakfast will not be served at the Preschool.

As infants and toddlers begin to play alongside other children, altercations over toys, space, etc. do occur. Even
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with low ratios and constant supervision, your child will be an injured party at some time. These accidents will be
relayed to you in writing and by phone as needed. Confidentiality statute will only allow a teacher to offer you
information about your child. How the situation was handled will be included in the written report. At this age,
biting does occur and is very scary for both children involved. Children who bite do so for a variety of reasons
such as feeding transitions, oral development, sensory integrations, stress, and frustration. Immediate staff
response to the action will occur in the form of separation, conversation about the action, and encouragement
of verbalization as well as attention to the injured child. The environment will be assessed to determine if the
setup is encouraging the issue (enough space, toys, etc.) Whatever the situation is, our program does not have a
“three strikes you’re out rule”. Continuation in the program will count heavily on parents’ cooperation with staff
in modifying the behavior. This type of action in older ages (2.5 yrs. and up) will be handled in the same manner
as with hitting, kicking etc. Please see behavior modification section for further information.

TODDLERS AND TWOS - Play for the toddler is largely sensory-motor or play that involves large and small muscles.
Older two’s begin symbolic or make-believe play. This is a period of rapid overall growth, and interest and
activities will change often.

The following is a brief developmental description of goals and objectives for children in our toddler program.
While in these rooms, children will be encouraged to:

Be interested in and able to use some verbal communication.
Define personal space and limits (no, mine, move, up, down).
Communicate needs (more, juice, hug, all done, outside).
Foster cooperative and pro-social behaviors (please/thank you).
Master simple concepts (up, down, in, out, stop, go).

Develop social skills (sharing, taking turns).

Develop an awareness of emotions to help establish:

NouhkwheE

a. Trust toward other adults and children.
b. His/her independence.
c. Asolid sense of self-worth.
8. Develop fine and gross motor skills such as stacking, balancing, jumping, climbing, crawling,
throwing, and using utensils.
9. Develop cognitive skills (sizes, shapes, animals, sorting).
10. Develop an attention span that allows participation in group stories, activities, and table games.
11. Develop self-help skills that allow children to get toys off shelves and to assist in cleaning up.
12. Develop verbal skills allowing them to ask for help from adults and children or to express their needs.

During these years, language skills begin to develop at varying rates. Some children will begin using words earlier
than others. Staff will communicate with parents if there is concern with their child’s development in the area of
language. The use of pacifiers in the Toddler age group is kept to the time when children are on their cots and or
during times of emotional upset. Constant use of a pacifier can interfere with the child’s’ ability to communicate.
When a pacifier is used, it must be clearly labeled and kept in a zip lock bag inside the child’s cubby when not in
use. Pacifiers found lying in the room will be picked up to be sanitized and returned to the appropriate cubby.

THREES AND FOURS - The curriculum for both the part time and full time program is based on a developmental
approach to establishing an understanding of reading readiness, numbers, mathematics, discovery, social
studies, art and musical activities. Social and emotional growth is stongly emphasized. Because each child is
unique, every attempt is made to allow for individualized development in the cognitive, creative,
social/emotional and physical domains. Through the use of manipulative and “hands on” activities the child is
introduced to skills which will enable him/her to move smoothly into the more formal public/private
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kindergarten setting. We strongly encourage parent reinforcement of our activities and appreciate any
additional ideas or sharing of experiences.

Teachers use a thematic approach and introduce many and varied subjects to the children through cooking, art,
stories, songs, drama, and various “hands on” activities. While our main emphasis is educational, we do all of
this in a nurturing Christian environment.

VOLUNTARY PRE-KINDERGARTEN PROGRAM (VPK) - The Church of the Palms PPS partners with the Florida Department
of Education and Early Learning Coalition of Sarasota to provide four year olds in the program the opportunity
to participate in a high quality, developmentally appropriate learning opportunity at a reduced tuition rate for a
defined number of hours. During the year, children will be exploring many opportunities in an active learning
environment to enhance and expand physical health, social and emotional, language and communication,
emergent literacy, cognitive development, general knowledge and motor development. Families participating
in this program are required to abide by attendance policies as established by the Department of Education/Early
Learning Coalition. Non- attendance, and or, non-compliance with these polices may result in termination from
the program.

OuTsIDE TIME - All age groupings will have the opportunity to enjoy outdoor exploration daily, weather permitting.
A variety of planned activities will be available to encourage gross motor, fine motor, language, sensory, and
creative representation skills. Playground time is scheduled by age grouping in order to enhance safety and
developmental exploration. Staff rotates throughout the area to maximize supervision. Our playground is
secured and monitored by video cameras in order to offer a secure environment for all.

CHAPEL - Once a week the children in our program, ages two and up, will be participating in our Chapel program.
The Two-year olds classes will begin in their classrooms and move to the Chapel area once they have become
comfortable with their new classroom environment and show readiness to “venture out” to other activities. The
Chapel curriculum targets character development skills such as sharing, listening, helping, giving, and honesty.
Bible lessons address the social, emotional, intellectual and physical tasks associated with preschoolers. Carry
over classroom activities, as well as, family activities are available to extend and reinforce their Chapel
experience.

EXTENDED CARE (WRAP PROGRAM)
Extended Care (Wrap Program) is available in two (2) forms — part-time and full-time VPK wrap. No proration of
tuition shall apply should a family chose to utilize less than established wrap program hours. Wrap programs
requires FACTS enrollment.

¢ Full-time Wrap (Plan A): Provides VPK M-F families with child care services from 12pm to 5:30pm five days

per week.

e Part-time Wrap (Plan B): Provides VPK M-F families with child care services from 12pm to 3pm five days
per week.

e Part-time Wrap (Plan C): Provides VPK MWF families with child care services from 2-5:30pm three days
per week.

Children attending a Wrap program will participate in daily learning opportunities that challenge their mind,
body, and spirit. Diverse activities involving cultural awareness, scientific exploration and artistic expression are
planned to let the imagination soar. These special presentations, as well as the encouragement of social and
independence skills, make this an invaluable experience.

CHILDREN’S PHOTOS

Pictures of the children are taken and used for classroom projects on an ongoing basis. The center also uses pictures
on the PPS website and from time to time in church newsletters. Parents are asked to authorize the use of their
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child’s picture by checking the appropriate box on the enrollment sheet. If this box is not checked, your child’s
photograph will not be used for classroom or publicity opportunities.

ASSESSMENT OF DEVELOPMENT

Teachers will be observing your child throughout the year to assess their development, physically, emotionally,
socially, cognitively, and creatively. Conferences can be held at any time if either parent or teacher requests one.
A formal conference is held annually in February. Classroom observation or written evaluations of children
performed by non-PPS staff needs to be arranged with the Director before their occurrence. If our staff feels an
outside assessment or observation form they have been asked to fill out will not benefit the child, we will offer
an alternative that will allow us to show the child’s strengths and challenges in a positive manner. The center
works collaboratively with The Early Learning Coalition of Sarasota/Warm-Line, the Florida Center for Family
Development, and FDLRS/Child Find to help families receive assistance establishing evaluation of their child as
needed.

SPECIAL NEEDS

The PPS teaching staff is trained in early childhood growth and development. While recognizing the wide range
of “typical” development, occasionally a child will show a significant delay in social, emotional, communication
or motor skills, necessitating involvement of the parents and outside agencies. Every reasonable effort will be
made to accommodate a child’s special needs; however, individual situations will be considered on a case-by-
case basis. Parents will be asked to withdraw their child from COPP if they are not willing to assist in alleviating
dangerous and/or unacceptable situations, and/or seek professional intervention when appropriate.

BEHAVIORAL MANAGEMENT

We believe in positive re-enforcement of a child’s good behavior. Usually, redirection and/or reasoning with a
child will resolve a case of unacceptable behavior. Children are encouraged to use their words to solve conflict
whenever possible. If there is an occasion when a child needs to be separated from the group to divert his/her
attention, this time period will be very limited and allow the child to relax and then rejoin the group. The teacher
may elect to speak with parents if follow-up is necessary. We ask you support us in role modeling positive
behavior with the children in our program. Use of inappropriate language, and or discipline measures, while at
the COPP is not acceptable.

CHRONIC DISRUPTIVE BEHAVIOR

We will make every effort to work with the parents of children having difficulties in early childhood. However,
we are here to serve and protect all of our children. Situations involving a child who is displaying chronic
disruptive behavior, which has been determined to be upsetting to the physical or emotional wellbeing of
themselves or another child will be documented on a behavior form. If the behavior cannot be modified the
following action will take place.

¢ Initial Conference - The Director will request the parent(s) of the child having difficulties attend a
meeting in order to discuss the situation and possible intervention strategies. The problem will be
defined in a behavior plan. The parents will take an active role in creating approaches toward solving the
problem.

e Second Consultation - If the initial behavior plan for helping the child is ineffective, the parent(s) will
again be asked to meet with the teacher and Director. Another attempt will be made to identify the
problem, outline new approaches, review outside intervention opportunities, and discuss the
consequences if progress is not made.

e Suspension/Removal - When goals established in behavior plan have not been met, the child may be
suspended from childcare indefinitely. The childcare Director may immediately suspend a child
displaying behavior that is harmful to themselves or others. A parent may be called and asked to take
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the child home immediately at any time the child exhibits uncontrollable behavior that cannot be
modified by the childcare staff. Suspension from the childcare program may vary from a few hours to an
indefinite period.

QUIET/NAP TIME

Children participating in our full day program require some portion of the day to rest and relax. While infants
start the year off in cribs, children aged 1-3 rest on assigned cots each day after lunch. All children are given the
opportunity to sleep. Older children who may not require as much sleep will be provided quiet activities as long
as they do not disturb their sleeping friends. If repetitive disruption occurs, a conference with parents will be
requested in order to create a plan for rest time in the classroom. Rest time items need to be small enough to
store in the cubby or on cot and need to be things that will not cause injury while resting or make noise that will
disturb sleeping children. Blankets or other washable items brought for rest time must be taken home on
Fridays for washing. Children in our Pre-K 4’s will have a short relaxation time after lunch. Assigned mats and
quiet opportunities will be available for these children. Students in the Part-Day program that attend until 2:00
do not rest on cots, but do have a short book time after lunch. Part—day parents in the 3 and 4-year-old programs
who will be picking up children during quiet time are required to exit the building quickly and quietly after picking
up your child because the full time children in our school are sleeping at that time. Parents need to be with their
child at all times, allowing children to run ahead is an extreme safety issue as well as an activity that is disrupting
to the sleeping children.

ToYs AND PERSONAL BELONGINGS

Food, candy, gum, and toys from home are not allowed. Toys from home create problems when they are not
shared and children are unhappy if a toy is lost or broken. Books or other items of interest may be brought to
share if arranged with your child’s teacher. Please make sure items are labeled with child’s name. The Preschool
will not be responsible for lost or misplaced items.

PROPER ATTIRE/EXTRA CLOTHING

Parents are required to provide a change of clothes (2 or more depending on age of the child). If a change of
clothes is not available at the time of need, parents will be contacted to provide clean clothes. It is the parents’
responsibility to make sure that a change of clothes is available at all times. Proper attire: tennis shoes and loose
fitting, comfortable clothing is required. Children will be painting, cooking, participating in science experiments,
playing on the playground, and participating in other sometimes-messy experiences. Children should be allowed
to fully participate and have freedom of expression. Dressy clothes and shoes are not allowed. Open-toe sandals,
“jellies,” shoes with cleats, and cowboy boots are not safe on the playground and in many of the gross motor
exercises. Jewelry can also be unsafe or lost/damaged during play.

NUTRITION

Breakfast must be eaten at home. Children will not be permitted to finish breakfast in the classroom. Palms
Preschool does not provide lunch or snacks as part of its program(s). Parents are required to provide their
child(ren) with a morning snack, an afternoon snack, and a healthy lunch each day. Lunch bags or boxes should
be labeled with the child’s first and last name. Sodas and candy may not be included. Food should be stored in
appropriate containers. Teachers do not have microwaves or refrigerators available to heat or store snacks.

BIRTHDAYS

Birthday celebrations must be arranged with the child’s teacher in advance and take place during the normal PM
snack time. If you choose to provide a snack, please choose cookies, fruit, Jell-O Jigglers or ice cream cups. These
items make good “treats” that are not too high in sugar content and must be store bought and in original
packaging. Non-food items such as napkins, cups, or hats also compliment the normal snack time in a fun way.
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Latex balloons are not permitted in the program due to the choking hazard they may create. Birthday invitations
to private parties will not be put in cubbies unless all children are invited.

PARENT INVOLVEMENT AND COMMUNICATION

PARENT EDUCATION

Parent information boards are located outside of every classroom as well as in the hallway outside of the office.
On the classroom board, you will find individual lesson plans and info relating directly to your child’s class. In
both locations, you will find the daily snack menus, information about communicable illnesses, parent
newsletters, and special events. It is imperative that you read these boards daily to better understand the
activities may affect your child and family. Aside posting on the boards, monthly program newsletters and snack
menus are sent home each month.

A Parent Education Board is located in the office that provides parents with information on parenting issues such
as health, parenting skills, potty training, biting, counseling opportunities, parenting workshops and various
other items of interest. This board changes from time to time to support the needs of families in our program. If
you do not see the information that you need contact someone in the office for assistance.

DAILY REPORTS

Communication between parents and staff is a vital piece of our assisting your child in our program. We
appreciate your sharing information about your child’s life that could affect their days at the PPS. We welcome
your questions and comments about our program.

In our Full-day program, a written Daily report will be sent home for children ages infant - two. This report will
outline their day, activities, meals, bathroom/diapering, sleep time and general information about their frame
of mind. For all older classrooms, both Full-day and Part-day a note will be posted on the parent board to inform
you how the child spent the day. The staff will pass on specific concerns to you individually.

WEEKLY LESSON PLANS

Lesson Plans are posted in every classroom on the parent board. Plans outline daily activities and relate to the
specific needs of age group. Teachers work from a thematic approach offering hands on opportunity for learning.
Parents can be an active partner in their child’s education by familiarizing themselves with the plan and leaving
some time each day to explore with their child the activities they have participated.

CONFERENCES
Conferences can be held at any time if either parent or teacher requests one. A formal conference is held
annually in February and will supply the parent with information about where their child is developmentally.

VOLUNTEERS

Parents are encouraged to volunteer time working with teachers during regular classroom hours. Time spent in
the classroom can nurture a child’s perception of the valuable connection between home and school. Please
keep in mind that at times your presence may be upsetting for your child. If this is the case, please contact your
child’s teacher or administration for ideas about what other things you might be able to do to help. Volunteers
other than parents are always welcome and provide valuable hands, helping either in the office, orin classrooms.
Due to state regulations, siblings may not accompany parents who are volunteering. All volunteers (parent or
otherwise) must sign in the office upon arrival.
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SPECIAL EVENTS

Throughout the school year, you will be invited to a variety of special events that will create opportunities for
your involvement. Most of these events will range in time of approximately 30-60 minutes. Some of these events
will involve your whole family, while others are limited to mom, dad, or another special adult in your child’s life.
Whether it is our annual Thanksgiving Feast, our Mother’s Day Tea, or our Family Christmas Chapel, we
encourage you to make family memories here with us at Church of the Palms.
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