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WELCOME PARENTS AND CHILDREN TO THE LORD OF THE HILLS CHRISTIAN PRESCHOOL!
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MISSION

The Mission of Lord of the Hills Christian Preschool (LOTHCP) is to work cooperatively with parents and the community to facilitate a program that will create a solid educational foundation for young children. As an outreach mission of Lord of the Hills Lutheran Church it is our goal to help preschoolers grow intellectually, socially, emotionally, spiritually and physically through creative hands on learning experiences that meet the individual needs, interests and abilities of each child.

The objectives of LOTHCP are:

· To provide a quality preschool program for children ages three through five.

· To provide a program for children from all sectors of the community, no matter what religion, race or financial status.

· To function as a family support service, thereby providing intervention in any needed areas through community services for families with children with special needs or for families desiring information on early childhood issues and concerns. 

· To prepare preschoolers for their formal education and assist parents in becoming active participants in their child’s education with schools and in the community. 

Philosophy and Curriculum


Our educational philosophy reflects the basic concept that God created each individual with unique gifts.  It is our responsibility as teachers to help each child realize his/her potential through guidance, encouragement and Christian love.  We will strive to create a setting where our children will become lifelong discoverers, problem solvers, and responsible human beings with an understanding of their connection to God and their community. We will help our children live in, learn about, better understand and handle his/her environment to the best of his/her abilities through whole learning. We will accomplish this through our professionally trained staff and an excellent teacher to student ratio.  

Our preschool curriculum is designed to instill in our children Christian values through Bible lessons, prayers, Christian songs, academic skills and social relationships.  A new theme is introduced each month and units are built around the theme.  This will give the children a variety of experiences in using small and large motor skills, music and movement, arts and crafts, academic centers, free-play, stories and self-expression.

The variety of sessions promotes progressive learning experiences beginning with a first preschool encounter for the three year old to preparing for Kindergarten with the four year old. Our school has been licensed by the State of Colorado.  Our policies, procedures and schedules meet the State requirements.  Our School has been inspected by the Health and Fire Departments and meets all local and state requirements and regulations.

LEVELS OF INSTRUCTION AND CURRICULUM

	Class
	Minimum Age

	3-year olds
	3 years old by October 1st

	3 ½ -year olds
	3 ½ years old by October 1st

	Pre-K
	4 years old by October 1st

	Jr. K
	4 ½ years old by October 1st


Lord of the Hills Preschool Offers Four Levels of Instruction:

3-year olds: 

Early Preschool for 3-year olds - Morning class offered two days a week for 

3 hours.

3 ½ –year olds:
Early preschool for 3 ½ -year olds – Morning class offered three days a week for

3 hours.

The 3-year old classes are designed for those students that have not had a first preschool experience.  This class encourages independence, language development, small and large motor development, manners and consideration for others.  The classes are built around a routine of circle time, music and movement, learning centers, free play, arts and crafts, lesson time, show and tell, snacks, outdoor play, prayer and story time. In the Preschool class a variety of concepts such as numbers, letters, colors, shapes and name recognition are introduced.  
Pre-K:

Preschool for 4-year olds – Morning and afternoon classes offered two or three days a week for 3 hours.

Junior Kindergarten:

Junior Kindergarten (for children who cannot attend kindergarten due to birth date cutoff; who have already attended a pre-k class; and/or teacher recommendation).
Afternoon class offered four days a week for 3 hours.

The Pre-K and Jr. K classes are designed for students who have had a previous preschool experience. These classes provide students with positive experiences that are important in establishing the foundation for future school attitudes and success.  They will learn to follow directions, adjust to group dynamics, and work independently and with others.  This class provides a multitude of activities in pre-reading, pre-math, creative thinking and problem solving.  The class operates on a routine which includes circle times, music and movement, lessons, show and tell, learning centers, free play, art and crafts, snacks, outdoor play, prayer and story time. The Junior Kindergarten is designed to be more academic in nature in the areas of emergent reading, mathematics and handwriting.

Preschool Goals

3 and 3 ½ -year olds

· Learn to Sing ABC’s

· Learn to Count One to Ten

· Recognize Basic Colors

· Recognize Basic Shapes

· Learn How to Take Turns and Share

· Practice Table Manners

· Learn to Paint, Color and Glue

· Learn to hold a Pencil

· Make Simple Craft Projects

· Learn to Sing Songs and Play Games

· Many Hands-on Experiences

· Learn Simple Prayers

· Begin Self-Help Skills

· Learn to Recognize Name (and later write it)

· Various Gross Motor Activities

· Introductory Scissor Activities

· Counting and Greetings in Spanish

Pre-Kindergarten and Junior Kindergarten
· All the Above Skills for Levels I and II

· Begin to Identify Letters and Their Sounds

· Learn to Write Name Properly

· Learn Address and Phone Number

· Learn Days of the Week

· Make Arts and Crafts with Multiple Steps

· Learn to Count to 20

· Problem Solving

· Recite Poems and Finger Plays

· Understanding of Sets to Ten

· Rhyming and Opposites 

· Book Handling/Literature Appreciation

· Science Activities

· Left to Right Progression

· Recite Pledge of Allegiance

· Reading Readiness Skills

Hours of Operation, Ratios and Cost Chart
	Class
	Days
	Time
	Student to Teacher Ratio
	Number of Children
	Cost per Month*

	3-year olds
	TTH
	8:15 – 11:15 a.m.
	8:1
	16
	$150.00

	3 ½ -year olds
	MWF
	8:15 – 11:15 a.m.
	8:1
	16
	$210.00

	Pre-K
	TTh
	8:15 – 11:15 a.m.
	8:1
	16
	$150.00

	Pre-K
	MWF
	8:15 – 11:15 a.m.
	8:1
	16
	$210.00

	Pre-K
	TWTh
	12:00 – 3:00 p.m.
	8:1
	16
	$210.00

	Jr. K
	M-Th
	12:00 – 3:00 p.m.
	8:1
	16
	$290.00


*Tuition for the 2-day a week program is $1500/year, the 3-day a week program is $2100/year and the 4-day a week program is $2900/year.  It is broken down into 10 equal monthly payments for your convenience.  If you wish to pay the annual tuition in full, you will receive a 5% discount.  Prepaid tuitions must be paid by August.
GOVERNING BOARD
    
 The members of the Congregation elect the School Board of LOTHCP.  The Board consists of seven members and the Director who report to the Congregation Council.

 ADMISSION OF SPECIAL NEEDS STUDENTS

   
 LOTHCP will accept physically challenged children or children with other special needs if we feel we can meet their needs. In cooperation with the parents/guardians, a mutual probationary period (up to 1 month) can be set up to ensure the proper placement of the special needs student.  During that time either party may terminate the enrollment and full refund of all fees and tuition will be rendered.  LOTHCP will make “readily achievable accommodations” for all children with disabilities.

NON-DISCRIMINATORY POLICY


LOTHCP admits students of any race, color, national and ethnic origin to all the rights, privileges, programs, and activities generally accorded or made available to students at the school. It does not discriminate on the basis of race, color, national and ethnic origin in administration of its educational policies, admissions policies and scholarship programs.
OPEN ENROLLMENT


The purpose of LOTHCP is to provide non-discriminating early childhood Christian education. Handicapped children with needs that can be mostly met by the teaching staff of LOTHCP are accepted. ANY CHILD, MEETING THE AGE RESTRICTIONS, REGARDLESS OF SEX, RACE, OR RELIGIOUS PREFERENCE MAY ENROLL AT LORD OF THE HILLS CHRISTIAN PRESCHOOL.
PROCEDURE FOR ADMISSION AND REGISTERING CHILDREN

ADMISSIONS

   
 LOTHCP offers part-time, Monday through Friday, enrollment.  Children will be enrolled on the basis of the child’s age and availability.  Upon registration, the parent states on the application the days desired.  The application becomes the child’s permanent schedule.  Any changes in the schedule must be discussed with the director.  

    
Order of registration will begin in February for children of active Lord of the Hills Congregation Members, followed by currently enrolled students, siblings of currently enrolled students, alumni of past students, and open registration for the next school year.  When registering, a non-refundable registration fee is due for each child registering, a supply fee per child and the May tuition payment (last month of the school year).  The August tuition payment is due by the beginning of August.  The complete registration fee is non-refundable if you withdraw your child after August 1st.

The director has the option to enroll first those children into Junior Kindergarten whose birthdays miss the kindergarten cut-off.

The following forms must be completed before your child’s registration is complete:

1. Completed registration packet that has been reviewed by the director 

2. Physical Exam Form

3. Immunization Card

4. Appropriate Fees Paid

TUITION INFORMATION

REGISTRATION FEE: The registration fee of $75.00 ($25.00 for siblings) is non-refundable and valid for one school year. The registration fee and the last month’s tuition are both due at the time of registration.

SUPPLY FEE:  $60.00 per child due at registration.

MONTHY TUITION/PAST DUE:  Tuition is due on the 1st of each month (except May’s tuition which is prepaid at the time of registration).  A late fee of $25.00 will be 

charged for any tuition paid after the 5th of the month.  In addition, checks returned for insufficient funds will be subject to a $25.00 administrative fee and possibly a late fee. A 5% discount on the tuition is given if the full school year tuition is pre-paid at the time of registration or before school begins in August. 
VACATION and EMERGENCY CLOSINGS:  No refund or credit is given for days a student is absent or on vacation.  In addition to any scheduled preschool closure dates or inclement weather days, the school may need to close because of a mechanical breakdown in our facility or a church event (such as a funeral), or a significant number of the teaching staff and children absent due to flu or other illness.  The decision to close may be made by the Pastor, Director or Board of Directors.  Should this occur, parents will be notified by phone. There will be no adjustments in tuition.

WITHDRAWALS AND PENALTIES Upon the early withdrawal of a student, the student’s last month’s tuition (May tuition) will be refunded if no late fees are outstanding. A $25.00 administration fee will be charged for all early withdrawals and will be taken out of the last month’s tuition (May tuition). We ask parents to give at least two weeks written notice before withdrawing a child.  This will assist us in enrolling another child as quickly as possible.  NO REFUNDS will be given without two weeks notice. All withdrawals must be in writing in order to process any refund.

REGISTRATION PRIORITY/ WATING LISTS: 

1. Members of Lord of the Hills Lutheran Church

2. Currently enrolled children, siblings and siblings of alumni

3. Open registration

The director must approve registration for any class. Registration is on a first come first served basis at open registration. Waiting lists are only kept for the current school year and do not carry over automatically to the next school year. 
YOUR PERSONAL CHECK:  Please include your child’s name and class in the memo section. You may mail the tuition check or drop it off in the tuition collection box. If you pay by cash, you must receive a receipt from the director.

Financial Aid

     At LOTHCP we recognize that life can be unpredictable.  LOTHCP has limited financial aid for students either currently enrolled or enrolling.  Please see the director privately if you feel this may apply to you.  All requests must be submitted in writing to the director, who will then present the request to the school board.  Further financial documentation (tax forms) may be necessary.   No decision will be made until after school begins.  No person may ask for financial aid and also receive the 5% discount for prepaid tuition in the same year.  There is no discount for having more than one child enrolled at the same time.  

DISMISSAL POLICY

     In extreme circumstances it may be necessary to ask a parent to seek school elsewhere for their child.  Dismissal from the school would be considered only after the director has discussed concerns and alternatives with the parent and after careful deliberation regarding the needs of the child.

Circumstances, which might necessitate dismissal, could include the following:

· A child exhibits behavior which repeatedly endangers the health and/or safety of other children or staff.

· A parent’s refusal to cooperate and adhere to the policies of the school could necessitate a dismissal. 

· All efforts will be made to work with the parents and children to overcome normal difficulties.  

HEALTHY AND SAFE CHILDREN POLICIES

POLICY FOR IDENTIFYING WHERE CHILDREN ARE AT ALL TIMES


Parents, Guardians or other authorized adults sign in and sign out their child on the attendance notebook for each classroom.  This document verifies who attended school on a given day. At each transition time, throughout the class session, the staff rechecks the student count to be sure all students are present and accounted for.
POLICY REGARDING INCLEMENT AND EXCESSIVELY HOT WEATHER

    
School will close for inclement weather whenever the schools of the Cherry Creek School District are closed.  Please listen to a local radio or television station for the status of school closures or delays.  If Cherry Creek School District has a late start schedule, only morning classes will be cancelled, if they call an early dismissal, afternoon classes will be cancelled. 
     
 The children play outside on the playground at the discretion of the preschool staff.  In the event that the weather seems too hot or too cold, too rainy or too snowy, we will participate in activities indoors that will help develop our large muscles.  Children are always offered water after playing outside and may have a drink anytime during the school day.  It is also required that parents apply sunscreen to their children prior to school. The children are also welcome to wear sunglasses and sun hats on the playground.

IMMUNIZATION POLICY and STATEMENT OF HEALTH POLICIES

     
Information regarding all immunizations a child has had, including month and year the immunization was administered, must be recorded on the Certificate of Immunization.  The Preschool provides copies of the card in the registration packet that are given to us by the Colorado Department of Public Health and Environment. The immunization card is due in the preschool office by the child’s first day of school.  Please consult with the director on any question regarding immunization and health policies.

 Please fill out the forms given to you by the director completely and accurately. Each parent is asked to comply with the rules and regulations of the State of Colorado Department of Human Services and the Health Department by providing LOTHCP with a medical statement and a Colorado Certificate of Immunization, both signed and dated by a physician. These statements need to be renewed annually.

ILLNESS, ACCIDENTS AND INJURIES

The health of your child is of prime importance to us.  Please safeguard your child and the others by keeping them at home if signs of illness are present.  Young children, toddlers and preschoolers can experience a yearly average of six respiratory infections (colds) and can expect one to two gastrointestinal infections (vomiting and or diarrhea each year).  Deciding when to keep your child home from preschool can be difficult.  Please consult the director if you have any questions.  Examples of reasons to keep your child home may include:  diarrhea, chicken pox, conjunctivitis (pink eye), head lice, strep throat, herpes (mouth sores) that are oozing, impetigo, scabies, upper respiratory complications like yellow green nasal discharge, extreme sleepiness, ear pain, fever and vaccine preventable diseases.

      Please call the preschool office when your child is sick or will be absent for any reason at 303.699.1233 or preschool@lordofthehills.org.
Children who arrive at school with symptoms of an illness will be sent home.  If your child should become ill at school, an attempt will be made to reach you.  If this is not possible, the emergency numbers on file for your child will be called.  Please keep emergency numbers on file current.  It is also requested that siblings with any symptoms of illness not be brought into the school building.  The director will call you immediately to notify you to pick up your child from school, and move your child to her office to rest until you arrive.     

· The procedure for the handling of illness, accidents or injury of a child or any minor emergencies is to first immediately notify the parent or guardian, and if necessary, 911.  Written and verbal notification to the parent is always provided no matter how minor the incident.

· If a child received a minor injury (i.e. scrapes, etc.) at school, the teacher or director will administer first aid.

· In the case of severe emergencies, 911 will be notified first, and then the parents or guardian will be notified.
· The preschool must be notified if your child has been diagnosed with a communicable illness such as chickenpox, hepatitis, measles, mumps, meningitis, diphtheria, rubella, salmonella, tuberculosis, giardia, and shigella. The child must be excluded from the preschool until such time as the child’s physician determines the child may return to school. The Preschool must notify the health department of any diagnosed communicable illnesses.
TRANSPORTATION POLICIES
The preschool does not provide transportation to and from school or to family field trips.  In compliance with Colorado Regulation 7.702.42, the preschool does maintain a vehicle for emergency transportation only.  It is felt in most cases of an emergency nature, 911 would be called for ambulance transportation.

Policies Governing Field Trips
    All field trips are considered “family field trips.” A family field trip may be scheduled during a regular class day if the activity warrants all children will benefit from the experience.  The school requires that each family drive their own children to a field trip destination and to be sure that all the car seats are secured properly.  All car seats do not install conveniently into different makes and models of vehicles and the preschool will not assume the responsibility of switching car seats into different vehicles.  The school does not sponsor field trips as we do not provide any form of transportation.  The preschool will provide all of the information regarding the details of the excursion and it is the option of each family to choose to participate in the activity. Parents or a designated adult must accompany and supervise their child.  Remaining family members are welcome to participate.  Each individual family makes all of the arrangements.

On family field trip days, the preschool will not offer regular classes as all of the staff members (except the director) will be at the field trip site.  In the event a child arrives to be checked into school on a field trip day, the director will advise the family to visit the field trip site or return home.

TELEVISION AND VIDEOS


Generally, the children do not view videos. However, if the teacher schedules a video or a portion of a video to be seen by the children, it is appropriate for the age group and will compliment the unit or theme for the month. Television is never watched at the preschool. A video will not be viewed more than once a month and will not last more than thirty minutes.

RIDING IN A VEHICLE/SAFETY PROCEDURES
Please review the Transportation and Field Trip Policies. 

AUTHORIZED ADULT POLICY

The School has one primary entrance, which will only be unlocked for fifteen minutes prior to when class begins and for fifteen minutes after class is over.  An adult must accompany children to the classroom entrance.  There is a sign-in book at the entrance of your child’s class, which requires the designated person to log the child’s name at the beginning and end of each class period (this must be an adult). The child’s name, authorized person’s name, time and date must be included on this log. THIS IS A STATE REGULATION.  

No child will be released to anyone other than authorized persons on the emergency section of the registration forms.  If a person listed on the emergency card is unfamiliar to the staff, he or she will need to show picture identification in order for the child to be released.  Please make sure your child’s authorization form is always current.

POLICY FOR INDIVIDUALS NOT AUTHORIZED TO PICK-UP A STUDENT

In the event an unauthorized adult arrives to pick up a child from the preschool, the parents will be contacted. If the parent does not provide verbal permission for the release of the child, then the unauthorized adult will be asked to leave the building. If the unauthorized adult exhibits a negative behavior, the police will be notified. 

POLICY FOR CLOSING THE PRESCHOOL AT THE END OF THE DAY

All rooms and bathrooms are checked before the school is locked and closed for the day FOR SAFETY AND SECURITY REASONS.  This is a physical check for children as well as the verification of the sign-in and out clipboard. 

POLICY FOR LATE PICK UP OR FOR A CHILD WHO IS NOT PICKED UP

 
LATE PICK-UP FEE: Parents who pick up children from school or Lunch Bunch that are more than ten minutes late following the dismissal of class will be charged a late fee of $25.00.

Each child will be granted one late time each year without being penalized.  When the fee is assessed and the parent does not have the funds when the child is picked up, it must be paid on the child’s next scheduled school day.

If a parent has not arrived to pick up the child after 10 minutes of the end of the class session, all attempts will be made to reach the parents, including the emergency number and any other known person that is authorized to pick up the child. 

 
If an authorized adult has not arrived to pick up the child one hour after the end of class and the above attempts to reach someone has not been successful, the director or designated staff person will contact the Sheriff’s Department for further direction.

Repeated late pick-ups may jeopardize the child’s enrollment.
ARRIVAL AT THE PRESCHOOL IF THE CLASS IS AWAY ON A FIELD TRIP
 
In the event a child arrives to be checked into school on a field trip day, the director will advise the family to visit the field trip site or return home.

PARKING POLICY

Please make sure you park in the parking lot at every pick-up/drop-off time.  Parking next to the building or in the reserved handicapped spaces is not allowed.

MEDICINE ADMINISTRATION – (NURSE PRACTICE ACT)

All prescription and non-prescription medication given in preschool settings require a written authorization from your health care provider, as well as parent written consent.  This is a childcare licensing requirement.  The medication authorization forms are available from the preschool director.  The instructions from your health care provider must include information regarding the medication, reason for the medication, the specific time of administration, route of medication, and the length of time the medication needs to be given.  All medication must be brought in the original labeled container.  

Preschool staff involved in medication administration receives special training and is supervised by a nurse consultant.  Preschool staff are not authorized to determine when an “as needed” medication is to be given.  Specific instructions are necessary. For children with chronic health conditions, this can be determined in collaboration with the consulting registered nurse.

As our preschool only offers a 3-hour program, we will not administer Tylenol, cough syrups or antibiotics.  In this setting, emergency medicines like epi-pens or inhalers may be all that is needed.  Also, students requiring a prescription for food digestion or other health needs would be acceptable.  Please contact the director and our nurse with any questions you may have.

All medications are stored in a locked, clean container in the director’s office and kept under the conditions as directed by the health care provider or pharmacist.

 POLICY ON CHILDREN’S PERSONAL BELONGINGS

School clothes should be those in which the child will be comfortable, appropriate for sitting on the floor and playing outside. Always send a light jacket or sweater in the spring and fall.  In the cold months each child should have a heavy jacket, gloves, head covering and boots.  Even if the weather doesn’t appear to warrant these items, they should be in the child’s backpack and available.  Please do not send gum, money, toy weapons or other items that may be a hazard.  In each child’s tote bag, parents should always include a complete change of clothes including socks and underwear.  By complying with this request, children will have a change of clothes readily available in the event of a bathroom accident or spill.

Please be aware we do use paint smocks but sometimes your child may come home with spots or smears on their clothes.  Please mark each child’s belongings.
SNACK POLICY

 Parents are asked to provide snacks about once a month.  The preschool will provide the beverage (water).  You will be notified when it is your turn to provide snacks in the monthly newsletter.  On your child’s birthday, you may make arrangements to bring a special snack (no cupcakes).  Please be conscientious about what you are bringing.  Due to the allergies of some children, we ask that no peanut butter or nut products or anything with red or blue frosting be sent as snack.  Healthy snacks that are easily managed within the classroom are appreciated.  Great snacks may include:  fresh fruit, mini carrots and dip, cereal, cheese, pretzels, yogurt, animal crackers, fruit bars, cereal bars and apple sauce.

 
All snacks need to be unopened and in their original container or packaging and must be store-bought.  Please send enough snacks to serve twenty children. 

Children with food allergies should consult with the director about creating a health care plan for snack time.

TOILET TRAINING POLICY

Every child enrolled in the Preschool should be independently potty trained. In the event of a bathroom accident, the staff will change the child’s pants (wet pants) or call the parents to come and change their child (bowel movement accident). The staff at LOTHCP understands that “accidents” happen, and are very understanding if one should occur.  A staff person always monitors the bathroom area of the preschool when a child is using the facility.  A full change of clothes should be kept in their backpack at all times.  
VISITOR POLICY


All visitors and guests to the preschool must report to a staff person, and are required to sign-in at the “visitor’s log” and show proof of identification. Friends and siblings of your child (not enrolled in the preschool) may not attend school with your child because it would violate state regulations by possibly making the room over capacity. The school is open to all parents at all times and no appointment is necessary. Parents are welcome and encouraged to assist in the class. Volunteer aides will be under the supervision of the teacher.  ALL VISITORS THAT ARE NOT RELATED TO A STUDENT ARE ALWAYS ACCOMPANIED BY A STAFF PERSON AND MUST HAVE A VALID REASON FOR VISITING THE SCHOOL.
 PRESCHOOL’S POLICY ON DISCIPLINE AND GUIDANCE
The teaching staff will recognize and encourage positive behavior.  This will foster healthy social/emotional development in each child as he/she builds relationships with peers and teachers.  The staff constantly supervises the class and disciplines and guides children on an individual basis to maximize learning.  To require discipline or guidance beyond redirecting the child, a student would be causing physical harm to another child or adult, or would be destructive or abusive to the preschool’s equipment. 

If such behavior should ever occur, the staff person would remind the child the behavior is unacceptable and redirect the child to another activity.  If the behavior continues, the child will sit down with a teacher or director to think about and talk about feelings and what is happening at that moment. This is a positive modification of the traditional time-out.   This is a wonderful learning experience for the child.  

If any child’s behavior were consistently disruptive, abusive or destructive, the director would consult with the parents about the situation and try to create an action plan to help the child.  If no mutual resolution can be found, the parents may be asked to withdraw the child from the preschool.  Under no circumstances is corporal punishment used in the preschool.

If a child bites another child or adult during classtime (whether skin was broken or not), the parent of the child will be called and asked to pick up their child from preschool.  An incident report will be filled out by the teacher.

EMERGENCY PROCEDURES
LOST CHILD

LOTHCP makes safety and security a number one priority.  To prevent lost children, we maintain an excellent teacher to child ratio, constantly monitor all exits of the classroom, supervise and observe all areas of the classroom and playground, count (take attendance) during all transition times and have a strict visitor sign-in policy.  If it were ever determined that a child was missing or lost, the director would immediately notify the local police, the parents of the child and the Department of Human Services.

EMERGENCY DRILLS/ EVACUATION

Emergency drills are held on a regular basis to acquaint teachers and children with the recommended procedures.  A log of these drills is maintained in the director’s office.

Evacuation from Building (fire)

In the event of an emergency that requires evacuation from the building, the staff will take the children and visitors outside the nearest exit to the designated safe area. The designated safe area is on the far end of the playground, near the fence. The authorities may direct the children and staff to a different area if necessary. The director will check the classroom area, including bathrooms and offices for any children. Finally, this same person will take the authorization notebook and attendance/sign-in sheet, and join the children, staff, and visitors in the safe area. A head count of all children and staff will be taken to verify everyone is out of the preschool area. No one may re-enter the preschool until the appropriate authorities give the clearance to enter the preschool.


Staff will contact parents to pick up the children if the authorities feel the children will not be able to re-enter the building to complete their class day. If the children need to be taken to an indoor facility because of inclement weather, all necessary arrangements will be made to transport the children to a safe shelter by the director and local authorities. One staff member will remain at the school site for parents that the staff was unable to reach in order to direct those parents where to pick up their children.  Parents must sign-out their child with the teacher before leaving the emergency site with their child.

Emergency Shelter (tornado)


Upon notification from authorities that a weather emergency is present, the staff will take the children to the bathrooms adjacent or near the Preschool classrooms. If it became necessary, authorities may direct the children and staff to another location.  The director will check the classroom area, including bathrooms and offices for any children.  A head count of all children and staff will be taken to verify everyone is out of the preschool area.  No one may re-enter the preschool until the appropriate authorities give the clearance to enter the preschool.


Staff will contact parents to pick up the children if the authorities feel the children may be safely released and are unable to complete their class day.  Parents will be instructed where to pick up their child.


If at any time the Director determines holding class will be detrimental to the safety of the children, the Director may cancel classes until it is safe to resume classes. All parents will be notified of such action if the situation occurs.

LOCK DOWN POLICY
The staff has been trained in how to safely conduct a “lock down” of the preschool in the event the authorities announce a danger in our vicinity or should the director or deems such action necessary.

COMMUNICATION PROCEDUES
PARENT CONFERENCES AND PROGRESS REPORTS
    
Parent-Teacher Conferences will be held in January.  Please communicate any concern you may have regarding your child to your child’s teacher or director at any time during the school year.  Conferences may be requested at any time by the parent, teacher or director.  Informal progress reports are sent to parents in January and May detailing the child’s growth in all developmental areas.

PROCEDURE FOR FILING A COMPLAINT ABOUT CHILD CARE


The Colorado Department of Human Services, Licensing Division is available for complaints regarding the operation of the preschool in relation to implementation of the Colorado Rules and Regulations for Child Care Center (less than 24 hour care). It is suggested that you initially contact the director or pastor, with any concerns or complaints regarding the preschool and its operation. The address and phone number of the Division of Child Care is:

                  
  
The Colorado Department of Human Services




Division of Child Care




Licensing Department




1575 Sherman St.




Denver, CO 80203-1714




303-866-5958

POLICY ON CHILD ABUSE REPORTING
According to state law, the school staff members are required to report suspected child abuse and or neglect.  If a staff person suspects that a child has been subjected to abuse or neglect it will be reported immediately to Arapahoe County Protective Services at 303.636.1750.

PARENT INVOLVEMENT
Parent Participation – Parents are encouraged to be a part of their child’s education at Lord of the Hills Christian Preschool.  This not only promotes a healthy learning environment for your child, but also teaches the child that school is an important part of his/her life as well as yours.  If you cannot attend class to help out there are many opportunities to help at home with projects or donate needed items to the classroom.  Please review the parent volunteer form in each monthly newsletter.  We always encourage parent comments on our program, since it is our desire to offer the best preschool experience possible.
Parents may serve as classroom party coordinators or volunteers and are encouraged to help with special classroom events. Generally, parties or special activities include: pumpkin patch field trip, Book Fair, Thanksgiving Feasts, Christmas, Valentine’s Day, and the Spring Picnic (on a Saturday). 

Volunteer Policy:  Parents are welcome to volunteer in the preschool. While volunteering in the classroom, parents should be familiar with the Parent Handbook and direct any questions or concerns to the Director or other staff member. Parents are asked not to discuss the progress of children that are not their own with anyone outside the classroom. Volunteers may help during craft, snack, circle time or free play. Only regular staff is involved with the assessments, first aid and bathroom accidents.
COMMUNICATION
A newsletter is sent home at the beginning of each month with a calendar of events for the month as well as the theme and units planned for the month. Announcements, upcoming events, and classroom news is also found in the newsletter. A parent bulletin board will be located in the hallway near where the children are picked up and dropped off.  Periodically, notes from the director or teacher will be sent home. Parents are also encouraged to call (303.699.1233), write, or e-mail the director at preschool@lordofthehills.org.  The director has an open door policy for all parents, students and visitors.

PRESCHOOL CALENDAR


The preschool operates on the Cherry Creek School District traditional August through May school calendar. A calendar is provided to each family detailing special events, vacations, conferences and holidays.  The calendar is also posted on our Goggle website: http://sites.google.com/site/lordofthehillspreschool.
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