[bookmark: _Toc523287652]WELCOME TO LITTLE BLESSINGS PRESCHOOL

We are delighted to have you join this wonderful ministry for children located at Good Shepherd Lutheran Church. This preschool is a state licensed, non-profit, Christian program serving children of various denominations and backgrounds.  Our goal is to provide a high-quality program for learning in a loving, Christian environment.

The preschool has a Licensing Specialist that visits to inspect and evaluate our school to assure that we are meeting standards set by the State of Wisconsin.  A copy of “DCF 251 - Licensing Rules for Group Child Care Centers” as well as all school policies are available in the Director’s office.

Because we have two locations, we refer to them as Madison and Verona. The addresses are 5701 Raymond Road in Madison and 7291 Hwy PD in Verona.  The classes are held in the Northwest wing of the church in Madison and in the lower level in Verona.  For both locations, outside activities are in a safe, fenced playground located adjacent to the buildings.

The term ‘parent’ will be used throughout this handbook for simplicity.  Little Blessings recognizes that there are many definitions of family and does not discriminate against any of these lifestyles.


[bookmark: _Toc523287653]MISSION STATEMENT

Little Blessings Preschool is a welcoming, faith-based, child-centered preschool.  We work together with families to serve young children in a loving environment.  Our school is dedicated to nurturing the child as a whole, including social emotional skills, Kindergarten Readiness, and Christian values.  Patience, compassion, grace, and honesty are used to support the early development of each child and celebrate their accomplishments.


[bookmark: _Toc523287654]EDUCATIONAL PHILOSOPHY 

The educational philosophy of Little Blessings Preschool is based on meeting the developmental needs of young children.  It is our intent to provide a loving, play-based program which will the meet the needs of each child’s individual emotional, cognitive, social, and physical needs in a Christian environment.  
Love is our foundation and is something that cannot be measured or described fully.  “We love because God first loved us, 1 John 4:19.” Love is a combination of positive feelings in our hearts, love helps us feel gracious, kind, caring, valued, and accepted.  Love motivated us to be willing and generous, to forgive, trust, and be patient.  
Rooted in our child centered, play-based approach, is the goal that each unique child learns best through play in and enriching and loving environment. Each child is taught to think creatively and critically so they may be successful in an ever-changing world. Our philosophy is based on meeting the social, emotional, developmental and educational needs of each child. 

We believe: 
⁃ In teaching the whole child by providing a nurturing environment 
⁃ Play is essential to the development of children
⁃ Children learn best when positive, dedicated teachers guide children to achieve personal goals, created with guardians and teachers as a team, to be successful at school and in turn also at home 


Quality preschool education involves constant interaction with the environment, the children, the teachers, and the parents.  Our program must provide children with opportunities that will actively challenge them and help them in their progression from stage to stage.  They will develop self-help skills and be given many opportunities to make choices and decisions while encouraging critical thinking skills.  These beliefs are the foundation of our developmentally appropriate curriculum.  

 
[bookmark: _Toc523287655]ABOUT OUR PRESCHOOL

Little Blessings Preschool is licensed to serve 22 children in Madison and 45 children in Verona at any one time.  Our school is a nine or twelve month program that builds on the skills and interests of the children.

Little Blessings Preschool offers the following classes for children aged 2.5 – 5 years:

	MADISON Choice of:
School Year (September-May)		Monday-Friday	8:30 AM ‑ 11:30 AM
							7:30 AM – 5:30 PM
Full Year (Year Round)			Monday-Friday	8:30 AM – 11:30 AM
							7:30 AM – 5:30 PM


VERONA (School Year Only, September – May only)
Whales				Monday and Tuesday			8:30 A.M. - 11:30 A.M.
VASD PreK (4-5 yr olds)	Tuesday, Wednesday, Thursday, Friday	8:30 A.M. - 11:45 A.M.
4K Private Pay			Monday					8:30 A.M. - 11:30 A.M 
Ravens 			Wednesday, Thursday, Friday		8:30 A.M. - 11:30 A.M.
Extended 		 	Tuesday, Wednesday, Thursday		11:30 A.M. - 3:00 P.M.


[bookmark: _Toc523287656]CALENDAR DAYS: OPENING, BREAKS, SNOW

School Year Program:

The school year program opens for classes the week of Labor Day and runs through the Friday of Memorial Day weekend.  

The Thanksgiving, Winter and Spring breaks follow the Madison School District and the Verona School District calendars accordingly.  Please note that because we are a private part-time school, other off days may not fall exactly the same as the public schools.  We do try to provide the maximum number of days to attend and that may cause differences in schedules.

Full Year:

This year (2022) the Full year program will begin June 13, 2022

The preschool will close for staff development days and parent teacher conferences annually. 

The preschool will be closed for the following holidays (actual or observed): 

· New Year’s Day
· Martin Luther King Jr. Day
· Good Friday (Early Closure at noon)
· Memorial Day
· Independence Day 
· Labor Day
· Thanksgiving and the following Friday
· Christmas Eve
· Christmas Day
· Day after Christmas
· New Year’s Eve

In addition, full day will also be closed Christmas Eve through New Year’s Day. (actual or observed, dates will be posted annually)

All Programs:

Families are expected to pay for holidays that fall on their regularly scheduled days and will be notified of closed days upon enrollment and annually.

When the school district in your child’s preschool location is closed for emergencies, LBPS will be closed.  Please listen to your local radio station for school closings or delays.  Closings or delays will also be available on channel 3 (WISC) and channel3000.com. 

We do not always follow the public school calendar days off.  We will be closed periodically throughout the year due to the need for staff development time and Parent Teacher conferences.  The staff will use this time for continuing education as well as preparation.    All closed dates for the year, will be sent home in September every year.

If your child’s contracted days fall on a holiday or staff development day, you will still be expected to pay for those days.


[bookmark: _Toc523287657]ADMINISTRATION AND STAFF

Little Blessings Preschool is an entity of Good Shepherd Lutheran Church.  Thus, the ultimate decision- making authority rests with the Lead Pastor and the Church Board of Directors  


ADMINISTRATIVE AUTHORITY
[bookmark: _Toc523287660]
The Director is the person in charge of the school.  In the absence of the Director, the line of authority for
decision-making regarding the daily operation of the school passes to the Site Director or Lead Teacher.

[bookmark: _Toc523287661][bookmark: _Toc523288420][bookmark: _Toc523288520][bookmark: _Toc523288886]STAFF

The staff is comprised of committed individuals who must meet minimum state requirements, training, criminal background checks, and health requirements.  Our school staff consists of a Director who is responsible for the school’s management, and teachers who must meet State Licensing and LBPS requirements.


[bookmark: _Toc523287662]ADMISSIONS

ELIGIBILITY & ENROLLMENT
[bookmark: _Toc523287663]
All children are eligible for enrollment regardless of race, color, religion, gender, national origin, sex, creed, political persuasion, or disabling condition. All children are eligible to the extent that the teaching staff can care for the child.  Enrollment is not contingent upon geographic boundaries or income limits.

Please be aware that Little Blessings Preschool is an entity of Good Shepherd Lutheran Church.  Therefore, it falls under the religious organization exemption included within the Americans With Disabilities Act – Title III Sec. 36.102(e).  We will make every attempt to meet the needs of children and families as we are able.
Our license states that we may enroll children within the ages of 2.5 - 5 years.   

Admission will be granted on a first-come, first-serve basis.  A waiting list of a maximum of 16 children will be kept throughout the school year.  When an opening occurs, the first on the list will be contacted and so on until the spot is filled.

Please remember that our facility and equipment are not totally accessible to the needs of certain disabilities nor is the staff fully trained in specific needs.  


[bookmark: _Toc523287664]FORMS & TIMELINES

All forms, included in the Enrollment Packet and provided by the school, must be completed and on file. 
●	Child Enrollment (CFS 0062)--Must be on file on or before the child’s first day of enrollment.
●	Health History and Emergency Care Plan (CFS 2345)—Must be on file on or before the child’s first day of enrollment
●	Day Care Immunization Record Form (F-04020L)—Must be on file within 30 days enrollment.
●	Child Health Report Form (CFS 0060)--Each child must have an initial physical examination not more than six months before or later than three months after admission to the school.  Evidence of the child’s most recent physical examination will be provided by a form signed and dated by a physician.  Parents who do not have a signed health form prior to enrollment must provide the school with the date of the child’s doctor appointment to be scheduled within 30 days of enrollment.
●	Registration Form--Must be on file on or before the child’s first day of enrollment.
●	Emergency Care Card--Must be on file on or before the child’s first day of enrollment.


[bookmark: _Toc523287665]WITHDRAWAL / DISCHARGE

Parent Initiated Withdrawal:

There is an adjustment period of 2 calendar weeks.  If the parent chooses to withdraw a child during this period of adjustment, they are responsible for the weekly tuition during the weeks their child attended.  

If a parent finds it necessary to withdraw a child after the two-week adjustment period, we ask they discuss it first with the Director of Record.  A written notice must be given two weeks in advance of withdrawal.  Families are responsible for a tuition for each week the child was enrolled including the two-week notice period. 

There are no refunds on tuition.

Preschool Initiated Withdrawal:
If the school cannot meet a child’s needs, withdrawal may become necessary.  Some factors that might cause LBPS to consider withdrawing a child are: 

●	The child has special needs, which the staff is unable to handle effectively.
●	Excessive demands on staff to the detriment of other students.
●	The possibility of danger to the child or others in the class.
●	Unwillingness of parents to cooperate.
●	Continued non-payment of tuition.

All concerns regarding the consideration of LBPS initiated withdrawal will be documented and kept in the child’s file.  When the Lead Teacher and Director are considering withdrawal they will initiate a conference with the parents.  The parent may request use of a resource person (physician, psychologist, etc.) at this conference at their expense.  A plan will be made and a timetable established for solutions, responsibilities, and follow-up between LBPS, the parents and the child.  The Director will make the final determination regarding enrollment.  If withdrawal is necessary, parents will be given a written two week notice, unless staff and parents mutually agree otherwise.    Confidentiality is maintained throughout the entire process.

APPEAL PROCESS
[bookmark: _Toc523287666]
A procedure has been established to allow every family the opportunity to express their objections relating to decisions made regarding the LBPS initiated withdrawal of the child.

1. Parent(s) provide a written statement of the objection, citing specific decisions found objectionable.  The statement is then submitted to the Director.  The Director must prepare a written response to the parent(s) and schedule a meeting time with them within five working days of the date the statement was received.  At this meeting every attempt will be made to resolve and/or clarify the situation.  This meeting will be witnessed by the Director of Administration of Good Shepherd Lutheran Church.

2. If, after meeting with the Director, the parent(s) is still not satisfied, the initial statement and the Director’s written response together with the parent(s) reasons in writing for continued dissatisfaction are forwarded to the Lead Pastor.

Filing a complaint statement with the Lead Pastor must occur within ten working days of the Director’s written response.

Upon receipt of the written complaint, the Lead Pastor will hold a special meeting with the Director of Administration within seven days to consider the merits of the complaint and make a decision.  A written decision will be given to the family within fourteen days after the complaint was filed.

If the response is still viewed as unacceptable by the parent(s), the parent(s) may request a meeting with the Lead Pastor and the Director of Administration to appeal the decision.  The parent(s) must request a meeting within ten days of receipt of the written decision.  The meeting must take place within ten days of the parent’s written request for a meeting.

If the response from the Lead Pastor and the Director of Administration is still unacceptable to the Director, the Director may request a meeting to appeal the decision.  The same time lines apply.


[bookmark: _Toc523287667]FEES, PAYMENTS, AND REFUND POLICIES


[bookmark: _Toc125186547][bookmark: _Toc125187376][bookmark: _Toc125187573][bookmark: _Toc92363759]REGISTRATION FEE
A Registration Fee of $35 per child is due at registration to reserve a child’s spot.  This amount will not be applied toward tuition and is non-refundable.  

[bookmark: _Toc125186548][bookmark: _Toc125187377][bookmark: _Toc125187574][bookmark: _Toc92363760]MATERIALS FEE
The materials fee is to cover all consumable materials used during the year.  The annual fee of $50 per child is also due annually.  This payment will not be applied toward tuition and is non-refundable.  

Payment of both fees secures the child’s place on the class list. 

[bookmark: _Toc125186549][bookmark: _Toc125187378][bookmark: _Toc125187575][bookmark: _Toc92363761]TUITION RATES
Tuition increases will be discussed with and approved by GSLC’s Board of Directors

The rate is for one child in the program.  For families with additional children enrolled, the reduction rate is 10% per family.  Receipts will be given for monthly payments by request only.

TUITION RATES
[bookmark: _Toc523287670]						
Rates for one child in the program:

	Madison Weekly Tuition 2022

	Part Day 8:30-11:30
	$26/day
	2 days/$52
	3days/$78
	4days/$104
	5days/$125

	Full Day
7:30am-5:30pm
	$52/day
	2 days/$104
	3days/$156
	4days/$208
	5days/$225












	Verona Weekly Preschool Tuition 2022-23 School Year

	Ravens 8:30-11:30
	$78

	Whales 8:30-11:30
	$52

	Extended Day 11:30-3:00pm
	$26 per afternoon

	4K Monday PP 8:30-11:30am
	$26
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Tuition will be due the Friday before care is provided.  After one week, a $10 late fee will be assessed.  

Checks will be made payable to Good Shepherd Lutheran Church, memo to Little Blessings Tuition.  

Receipts are available upon request.  A tuition box will be located on the wall at the entrance to the classroom.  Checks or cash for tuition are not to be included in any offerings during church services.  Automatic withdrawal of the monthly payments can be arranged with Good Shepherd’s Accountant.

Children must be picked up by 11:30 a.m. for the morning classes, 3:00pm for Extended Day, and by 5:30pm for full day.  If a child is not picked up by these times, a late fee of $5 will be assessed for each five minute interval unless prior arrangements are made with the Director or the Lead Teacher.


SPECIAL CIRCUMSTANCES

There will be a $20 charge for any checks returned to the school due to insufficient funds in your account. 

If your account is two months delinquent, and no arrangements have been made with the Director, your child will be expelled from enrollment.  The parent is still responsible for any unpaid tuition plus assessed late fees.

Tuition will be paid regardless of holidays, vacation, closures, or any absence of the child during the week.

A tuition box will be located on or near the sign-in table for checks or cash.  Online payments made be made by credit card.

Children must be picked up by 11:30 A.M. for the morning classes or 3:00 P.M for the extended classes.  If the child is not picked up during this time, a fee of $10 will be assessed for the first 10 minutes late and $20 for every 10 minutes thereafter.  The Lead Teacher will fill out a late pick-up slip and give it to the Director for billing.  This does not apply to unavoidable emergencies.

There will be a $20.00 charge for any checks returned to the school due to insufficient funds in your account.  The school will accept cash only as a payment after a check has been returned.

If your account is two weeks delinquent, and no arrangements have been made, your child will be expelled from enrollment.  The parent is still responsible for any unpaid tuition plus assessed late fees.

Students withdrawn from the program will give the preschool two weeks advance notice and will be responsible for that tuition.

Families are expected to pay for holidays that fall on their regularly scheduled days and will be notified of closed days upon enrollment and annually.

Students who do not meet the minimum age for their class will have their spot held with a deposit but must pay tuition for the time they are enrolled but not attending.  Tuition will be billed at half the normal rate for weeks enrolled but not attended due to the child being too young for the class.  If prorated tuition is not paid, the spot and all payments will be forfeited.  Once the child is enrolled and attending, tuition will be adjusted to the current rates.  
[bookmark: _Toc523287672]PRESCHOOL PROGRAM

DAILY SCHEDULE
[bookmark: _Toc523287673]
The following is a typical daily schedule.  Activities may also vary depending on the attention spans of the children.

	7:00-8:45
	Arrival, greeting, attendance, Snack/Breakfast

	8:45-9:00
	Group Time

	9:00-10:00
	Free Play (Mondays 9:30-10:30)

	9:00-9:30
	Musikgarten (Mondays)

	10:00-1045
	Snack

	10:45-11:00
	Group Time

	11:00-11:45
	Outside play and large motor activities

	11:30-12:00
	Half Day Pick-up/ Full day transition to lunch

	12-12:30
	Lunch

	12:30-3:00
	Rest/nap

	3:00-3:30
	Snack/Extended Day Dismissal (Verona)

	3:30-5:30
	Free play indoors or outdoors



This schedule will be subject to change based on the needs of the children, staff, and special events.  The beginning and ending activity times will vary with each class.   


[bookmark: _Toc125187514][bookmark: _Toc125187312][bookmark: _Toc125186488]PROGRAM PLANNING 

[bookmark: _Toc125187515][bookmark: _Toc125187313][bookmark: _Toc125186489]Our school will have a written program of activities which are suitable for the developmental level of each group of children and if needed, for individual children.  The curriculum will reflect the five developmental areas of childhood: cognitive, emotional, physical, social, and spiritual.  Daily lesson plans are posted for informational purposes.  

We must provide each child with experiences which promote: 
· Faith and moral development
· Self-esteem and positive self-image
· Social interaction
· Self-expression and communication skills
· Creative expression
· Large and small muscle development
· Intellectual growth
· Self-help skills
· Sensory exploration
· Early literacy

This schedule will be planned to provide a flexible balance each day of: 
· Active and quiet times
· Individual and group activities and experiences
· Indoor and outdoor activities
· Routines for bathroom breaks
· Appropriate snack time behavior
· Transition activities to avoid anti-social or unwanted behavior and unnecessary waiting

Television/VCR/DVD will only be used to enhance a lesson, but children will not be required to watch.  Other activities will be available during this time.  

Each child, based on individual development, will be protected from excess fatigue and over stimulation. 

All staff will give children individual attention.

The program will reflect the school’s written policies.  Please see the Director for any questions 
about a specific policy.

CURRICULUM

The teaching staff, under the direction of the Director of Record, will plan and write developmentally appropriate curriculum and lesson plans based on the interests of the children.  A variety of resources, including the Wisconsin Model Early Learning Standards, will be used to assist in development.  The activities and materials at the centers and workstations will change with the various interests.  Individual lessons will reflect the interests of the children.  Transition activities will be built into the schedule and lessons to ensure that children are not kept waiting or are assembled in large groups.  The teachers will work with the children at their level as well as gently nudging them towards their individual development.  

[bookmark: _Toc125187516][bookmark: _Toc125187314][bookmark: _Toc125186490]PRESCHOOL PROGRAM (2.5-5 year olds)

Half Day Programs meet daily between 8:30am-11:30am.  Full Day Programming meets between 7:30am – 5:30pm.  This is usually a child’s first experience in a classroom setting so spontaneous interactions will be a vital part of this program.  The quality of play and the balance of learning activities will include exploration and self-discovery.  Various activities facilitated by teachers will be:
Puzzles and Games
Block and Lego play
Dramatic play
Dolls
Trucks
Sensory Exploration
Fine Motor Exploration
Art
Music

As previously mentioned, the materials associated with these activities will change with the themes.  Social interaction is very important for this group as they learn to relate to and form friendships with peers and adults.  Children will be constantly encouraged to verbally express their feelings, needs and desires.  Our school will provide materials, games, and equipment for strengthening large muscles in addition to those that stretch the mind.  These classes participate in a weekly 30 - minute Musikgarten class.
[bookmark: _Toc125187315]Madison class goals:
Expressing that God created everything on Earth including themselves
Knowing that God loves them and all people
Stating that the Bible is made of stories from God and about Jesus
Recognizing colors, shapes, letters, and numbers
Developing gross and fine motor skills
Expanding expressive language and development skills
Introduction to the Handwriting Without Tears curriculum
Beginning problem solving
Expanding on socialization skills and playing together rather than parallel play
Sharing and cooperative skills
Beginning music and creative expression
Discovering sensory exploration
Sitting in a group and following one or two step directions
Developing socialization skills
Expanding cooperation skills
Continuing development of school readiness skills as suggested by the school districts 


WHALES PROGRAM
The Whales class is aimed at children who are three and four years old.  It meets twice a week for a total of six hours.  This is usually a child’s first experience in a classroom setting; therefore, spontaneous interactions will be a vital part of this program.  The quality of play and the balance of learning activities will include exploration and self-discovery.  Various activities facilitated by teachers will be:
Puzzles and Games
Block and Lego play
Dramatic Play
Dolls
Trucks
Sensory Exploration
Fine Motor Exploration
Music

As previously mentioned, the materials associated with these activities will change with the interests of the children.  Social interaction is very important for this group as they learn to relate to, and form friendships with peers and adults.  Children will be constantly encouraged to verbally express their feelings, needs and desires.  This class participates in a weekly 30-minute Music class.

Whales class goals:
Expressing that God created everything on Earth including themselves.
Knowing that God loves them and all people.
Stating that the Bible is made of stories from God and about Jesus.
Recognizing colors, shapes, letters, and numbers
Social problem-solving skills.
Developing gross and fine motor skills
Expanding expressive language and development skills
Beginning math readiness skills 
Beginning problem solving
Early socialization skills and playing together rather than parallel play.
Sharing and cooperative skills
Beginning music and creative expression
Continue sensory exploration.


[bookmark: _Toc125186491][bookmark: _Toc125187316][bookmark: _Toc125187517]RAVENS PROGRAM
The Ravens class is aimed at children who are three to five years old.  It meets three times a week for a total of nine hours.  Most of the children in this class have been in preschool before, and many of them are spending their second year with us.  This group is beginning to control their fine motor skills while their large motor skills are still developing.  They are showing interest in others and starting to reach out to the world beyond home.  Our school will provide materials, games, and equipment for strengthening large muscles in addition to those that stretch the mind.  Each child will be consistently encouraged to verbally express his/her feelings.  This class also participates in weekly Music.

[bookmark: _Toc125187317]Ravens class goals:
Developing socialization skills
Expanding cooperation skills
Social problem-solving skills.
Focusing on Christmas as the birth of Jesus
Expressing our faith at church
Exploring the Bible and its stories
Continuing development of Kindergarten readiness skills as suggested by the Verona School District
[bookmark: _Toc125186492][bookmark: _Toc125187318][bookmark: _Toc125187518]
EXTENDED PROGRAM
The Extended class is aimed at children who are three to five years old.  It meets three times a week for six hours.  This class is limited to ten children because it is multi-age.  This allows for more one-on-one with the teacher.  The goals of this class are a combination of the Whales and Ravens classes.  

DEVELOPMENTAL ASSESSMENTS
The Ages and Stages Questionnaire Third Edition (ASQ-3) and the ASQ – Social Emotional, will be used at least twice a year to assess children’s development.  Teachers will review and discuss the results with families and use results to guide programming, create individual goals for children, track outcomes, and lesson plan.  If needed, families will be referred to agencies that can best serve their child.  


[bookmark: _Toc125187519][bookmark: _Toc125187319][bookmark: _Toc125186493]CULTURAL DIVERSITY

God has made each person with unique gifts and talents.  We teach that everyone is worthy of acceptance.  We will explore the various cultures and ethnicities within our school, our community, and our world.  It is our intention to encourage children to acknowledge, appreciate, and celebrate the differences in themselves and others.  To accomplish this, we will provide materials that will foster a respectful attitude toward cultural differences.  The materials, language, and activities will be void of stereotypes.

[bookmark: _Toc125187520][bookmark: _Toc125187320][bookmark: _Toc125186494]CHRISTIAN EMPHASIS

This program will be distinctly Christian in format.  The curriculum will be traditional ‘preschool’ with the addition of Bible stories, daily devotions, prayers and worship time.  Signs and symbols of faith including the cross, posters and books are an integral part of the learning environment.   Chapel time is held in the sanctuary.  Chapel time consists of greetings, songs, prayers, Bible stories and fingerplays.  Emphasis is placed on proper behavior in the sanctuary.  In addition to all these things, the Pastors visit the classrooms periodically so the children can socialize with them in a relaxed atmosphere.
Christian education is geared toward laying a foundation for the child’s awakening faith and spiritual development.  This spiritual growth is the gradual discovery of a personal relationship with God.  Faith, love, and values formation cannot exist without this discovery and will be fostered from within.  We believe that when a well-rounded Christian program is based on joy and wonder, children are enthusiastically led to the discovery of a loving God.   All discussions and lessons of faith and Christianity will be ecumenical in nature, keeping in mind that children come from a variety of religious backgrounds.

[bookmark: _Toc125187521][bookmark: _Toc125187321][bookmark: _Toc125186495]HOLIDAYS AND BIRTHDAYS

Little Blessings joyously celebrates Christian holidays and observances.   Secular holidays such as Thanksgiving, Valentine’s Day, and St. Patrick’s Day are also acknowledged.  On the actual holiday or day closest to the holiday there will be a class celebration.  While teaching children the Christian emphasis of the following holidays, they will also understand that other secular items are also a part of the holiday experience.  The following is how Little Blessings will approach these days:
Fall:  This time of year is fun and exciting for children but it can also be a frightening time for children who are beginning to distinguish reality from fantasy.  Children will not wear costumes to school, but instead may wear clothing that is black or orange.  We will focus on September and October themes.
Thanksgiving:  The focus will be on giving thanks to God for all our blessings.   The themes will be on thankfulness and manners.  No Native American stereotypes will be used.
Advent:  This is the four weeks before Christmas in which we anticipate the celebration of the birth of Jesus.  The idea of waiting for Jesus to be born is introduced to the children. 
Christmas:  Our main goal is to focus on the birth of Jesus.  The Christmas celebration will be a birthday party for Jesus.  They will participate in a Christmas program led by the Musikgarten teacher.  During this time of year, the children will be encouraged to think of others and the joy of giving rather than receiving.
Valentine’s Day:  This holiday will be celebrated by focusing on love, friendship and kindness.  The children will exchange valentines.  A class list will be sent home so that each child addresses a valentine to everyone.  
Lent and Easter:  The lessons will be on the death of Jesus and his resurrection.  Tactfully done, these concepts can be understood by children.  The emphasis will be on Jesus rather than more secular items like the Easter bunny.
Birthdays:  Birthdays are always a cause for celebration!  The class will sing ‘Happy Birthday’ at snack time.  Parents will be scheduled to provide snack as close to the birthday as possible.  A treat may be sent in.  Please avoid excessive sugar in the treats. Those children that have birthdays during the summer months may celebrate on their half-birthdays.
Throughout the year we also celebrate special days.  We may have a color day and the children may wear clothing coordinating with that day.  We also have special days like backward day, pirate/princess day, pajama day, bike day, etc.  The end of the school year is celebrated with a closing ceremony.  All of these special events enrich the learning environment for the children.
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All activities and lessons in the program will include opportunities for social development and problem solving.  The curriculum offers experiences that allow children to develop a positive self-image by providing opportunities for positive experiences and facilitating the development of self-help skills.  Social skills are emphasized by:
Empowering children with the appropriate behaviors and language necessary to resolve conflicts
Providing opportunities for large and small group peer interaction
Providing child-initiated time to promote creative social interaction
Making sure safety is always a priority in the learning environment

Our program is based on the developmental needs of 2.5 - 5 year olds and our understanding of how they learn. Our curriculum will be based on thematic units that are updated yearly.  Play makes a major contribution to the total development of the child’s learning.  To keep with a play environment, all children will have free choice of at least three activities involving equipment during learning center time.  When children are allowed to explore and discover in play, they learn.  As teachers, we need to appreciate the significance of play for children.  
Play means:
Children making contact with others and learning about their relationships with their peers
Children using this time as a means of reducing their fears, anxieties, and aggressions
Fostering imagination, resourcefulness, and reasoning

Play is incorporated into the following learning centers based on the Creative Curriculum Interest Areas:

Math:  Beginning counting and simple math concepts will be taught in small groups.  These concepts will be taught informally through cooking, sand and water play, and block play.
Science:  These activities are to help children become aware of some of the basic principles of nature.  We will explore items through the use of discovery tools.  This program will encourage curiosity and a sense of wonder about the world around us.
Social Studies:  This center will facilitate the children learning about themselves, family, community, city, state, and the world.  This area is where they learn about people and their relationship with others.  We will also emphasize multicultural values.
Health:  This is the study of healthy living.  This lab will study stranger awareness, traffic education, fire safety, nutrition, dental, and exercise.

Writing and Language:  This area will be specifically designed for the exploration of language and reading readiness.  Materials and activities will be provided to foster the development of communication in reading, writing, and speaking.  We will focus on letter recognition, letter formation, and sentence building. Teaching children to read is not a goal of the preschool.  Exposure to good reading practices may help them develop a positive attitude toward reading.
Sensory & Light Tables: Children will develop fine motor skills through sensory experiences while encouraging creative expression. This table allows children to extend and enrich their play as they interact with the materials in the table.  

Small Motor Development: These activities are encouraged indoors through a variety of games and movement experiences.  Puzzles, interlocking toys, blocks, art materials, and lacing cards will be used to aid in the development of small motor skills.

Blocks:  A variety of different blocks, cars, trucks, trains and construction toys.

Dramatic Play: This area will incorporate different forms of home living that encourage social interaction.  It will include dress-up clothes, dramatic play supplies, and a kitchen set.  Dishes and play food will also be available for play.  

Small Motor Development: These activities are encouraged indoors through a variety of games and movement experiences.  Puzzles, interlocking toys, blocks, art materials, and lacing cards will be used to aid in the development of small motor skills.

Toys & Games: These activities are encouraged through a variety of games and movement experiences.  Puzzles, interlocking toys, nesting blocks, Legos and lacing cards will be used to aid in the development of small motor skills.

CREATIVE ARTS
This center allows free exploration and self-expression.  The focus will be more on the process rather than the product.  These projects will develop eye-hand coordination, fine motor skills, and the ability to follow directions.  Children will become familiar with a variety of art materials.   

MUSIC AND MOVEMENT  
Music, scarves, hoops, and musical instruments will be used to encourage creativity and creative expression.  Music will be used daily as simple instruction in songs, instrument usage, and movement.  A Musikgarten class will be held once a week.

[bookmark: _Toc125187527][bookmark: _Toc125187327][bookmark: _Toc125186501]LIBRARY

The classroom will have a selection of quality books that will correspond to the interests of the children.  Additional books will be supplemented by the Church library and the public libraries.  Children will be read to daily, both in large groups and individually.  A special corner will be used for the reading space to allow quiet book times.  Children’s Bibles will also be available in this area.

[bookmark: _Toc125187531][bookmark: _Toc125187331][bookmark: _Toc125186505]LARGE MOTOR DEVELOPMENT

Little Blessings will have outdoor activities for a minimum of 30 minutes per day written into the daily schedule.  In order to facilitate large muscle development, we have a fenced area with a large play structure.  This area will be accessible through the parent doors.  Sand boxes and outside toys will also be available.  
Children should always dress appropriately for the weather.  If the weather is judged to be unsafe or uncomfortable, the children will have play time inside the multi-purpose room.  

OPEN HOUSE
[bookmark: _Toc523287685]
There will be an Open House held the week before the first day of school year preschool.  Parents will receive additional handouts, extra required forms and class information.  Personal family information will only be given out with parental permission.

Parents who enroll their child after the program has begun will receive their orientation from the Director as soon after enrollment as possible.


ARRIVAL & DEPARTURE
[bookmark: _Toc523287687]
For the safety of the children, it is required that the child’s parent or designated drop off person bring the children into the classroom.  Staff will only release children to those designated to pick that child up.   

There will be a sign-in daily to record drop off and pick up times.

THINGS TO BRING

1. A backpack (clearly labeled with the child’s name) for projects and back-up clothing.
2. Weather appropriate clothing to be kept in the classroom in case of accidents.
3. Winter clothing when appropriate (jacket, snow pants, boots, hat, and mittens) all clearly labeled.
4. Lunch, if staying past 11:30am
5. Sleeping bag in a pillowcase, if staying past 11:30am
6. Any medications to be kept at school.

SNACKS
[bookmark: _Toc523287689]
There will be a snack calendar posted on the Parent Information Board for the current month.   A copy of the calendar will be available two weeks prior to the beginning of the next month.  
Little Blessings is a nut-free facility.


SUPPLIES PROVIDED BY THE SCHOOL
[bookmark: _Toc523287690]
The school will provide all materials necessary for the learning environments.  Occasionally parents will be asked to bring in small items.  We will do our best to keep donations to a minimum.


GENERAL INFORMATION

[bookmark: _Toc125187544][bookmark: _Toc125187344][bookmark: _Toc125186518]EQUIPMENT 

Indoor and outdoor play equipment must be safe for all children.  The equipment will be scaled to the developmental level, size, and ability of the children.  The equipment must be in good condition and anchored when necessary.  It must be positioned to avoid injury or collision and to permit freedom of action with a fall zone of six feet.

Child development will be fostered through a variety of equipment that will:

· Provide large muscle development
· Provide development of manipulative skills
· Encourage social interaction
· Provide intellectual stimulation
· Encourage creative expression

There will be sufficient indoor and outdoor play equipment to allow each child a choice of at least three activities involving equipment when all children are using the equipment.

Equipment and materials which reflect an awareness of cultural and ethnic diversity will be provided. 

Children using play equipment will be closely supervised to help prevent injuries to themselves and others.

[bookmark: _Toc125187545][bookmark: _Toc125187345][bookmark: _Toc125186519]ITEMS FROM HOME

We strongly discourage children bringing items from home to the school.  This might cause friction between children as well as loss or damage.  A special soft toy or blanket is permitted.  We encourage children to bring books and music to share during class.  The items should be labeled with the child’s name and given directly to a staff member for safekeeping until the item is to be used.

If a child wishes to bring a special treat, such as a birthday treat, enough must be brought for the entire class.  This is not meant to be the class snack but considered a treat

[bookmark: _Toc125187546][bookmark: _Toc125187346][bookmark: _Toc125186520]VISITORS

Young children, other than those enrolled, may not be left for a visit in the classroom because state licensing regulations require each child in our care to have on file all forms mandated by the Department of Health and Family Services.  Visits by others may be arranged with the teachers and approved by the Director.  These may include parent visits of enrolled children.  Parents are encouraged to visit as often as their schedules allow.

[bookmark: _Toc125187547][bookmark: _Toc125187347][bookmark: _Toc125186521]PETS AND ANIMALS

[bookmark: _Toc125187548][bookmark: _Toc125187348][bookmark: _Toc125186522]Dogs and cats will not be kept at the school.

Classroom pets can be an important learning experience for the children.  Reptiles, amphibians, turtles, ferrets, poisonous animals, psittacine birds, exotic and wild animals may not be accessible to children.  LBPS shall ensure that parents are aware of the presence of pets and animals in the center.  Written acknowledgement from the parents shall be obtained if pets are in the classroom.  Parents shall be notified in writing prior to the pets’ addition to the center.

Animals shall be maintained in good health and appropriately immunized against rabies. Rabies vaccinations shall be documented with a current certificate from a veterinarian
Animals that pose any risk to the children shall be restricted from the indoor and outdoor areas used by children.

All contact between pets or animals and children shall be under the close supervision of a child care worker who is close enough to remove the child immediately if the pet or animal shows signs of distress or the child shows signs of treating the pet or animal inappropriately. Pets in classrooms shall be confined in cages while food is being prepared or served in the classroom. Pets, cages and litter boxes are prohibited in kitchens, lunch rooms, and food storage areas. Pet and animal feeding dishes, excluding water dishes, and litter boxes may not be placed in areas accessible to children.


If a family wishes to bring a pet to school, the animal must be leashed and accompanied by an adult and left outside.  No animals will be allowed in the building or the classroom.  Prior approval for the visit must be obtained from the Director along with documentation of current vaccinations.  Parents will be notified in advance if any pets will be visiting the school.

CHILD GUIDANCE
The Pyramid Model is a positive behavioral intervention and support (PBIS) framework that uses systems-thinking and implementation science to promote evidence-based practices. We use The Pyramid Model for Supporting Social Emotional Competence in Infants and Young Children to help early educators build skills for supporting nurturing and responsive caregiving, create learning environments, provide targeted social-emotional skills, and support children with challenging behavior. All classroom staff are trained in using the Pyramid Model Framework. 

We believe that a positive relationship between teacher and child is essential.  Staff will model acceptable behavior using positive words, gestures, and gentle voices to guide children in a way that builds confidence.  Children will receive reassurance that they are genuinely cared for and respected.  Staff presence will help reinforce positive behavior.  

Redirection means directing the child’s attention to a different program activity.

Time-out means removing the child from the situation in a non-humiliating manner and placing the child in a different location in order to interrupt the child’s unacceptable and dangerous behavior.  A time- out may be given away from the group for no more than one (1) minute per age of the child, but never more than five (5) minutes.  After the time-out is over, the teacher and child will discuss what happened and what to do differently.  The child will receive positive reinforcement such as a hug, praise, or encouragement.  Time out will be used sparingly and only in instances of immediate danger.

Our guidance techniques will encourage children to develop social skills needed to interact with others.  Respect will be shown to each child, to their belongings, and space needs.  

Other corrective measure methods:
Class time that is well planned with materials ready to ensure smooth transitional times.
Discussion
The attention spans of young children will be kept in mind when planning quiet and active periods.
The use of consistent rules and setting limits on behavior of children.
To encourage behavior which pleases Jesus and shows love for him.
Classroom arrangement will be developmentally appropriate and transition between the quiet and active times.
Cozy Space with materials for “down” or alone time.

Our goal is to help children become their own problem solvers and to help them understand the behavior that has taken place.  Teachers will praise the child’s good behavior and ignore negative behavior when it is appropriate to do so.

Other corrective measures for persistent misbehavior, such as human biting and hitting:
· The child will be redirected to a more constructive activity.
· Food will never be forced or withheld as a form of correction.

A parent may be asked to observe the child in the classroom and/or discuss possible behavior changes in a conference as soon as one can be held.  During this conference, an action plan will be developed between teacher and parent.  If the child does not modify the behavior this process will be repeated only once more to alter the action plan.  Parent refusal to participate in the action plan and/or child does not modify the negative behavior are grounds for the child’s dismissal.

Physical or humiliating punishment will not be used.  If a rule is broken, the teacher will seek to understand the child’s motivation or goal for the behavior and find an acceptable means to achieve the goal.  If redirection with positive reinforcement is repeatedly not sufficient and there are no physical causes contributing to the child’s behavior, the child will then be encouraged to go to the cozy space for a short period of time until they have regained enough control to talk about what has happened.  This is followed by guidance, redirection, and praise.  Only teachers and Administrator are authorized to discipline a child.  The most difficult, but most important aspect of guidance is consistency.  As we try to be consistent, we also try to provide a warm and positive atmosphere in which to grow and learn.

The staff will use appropriate ways to manage crying, fussing, or distraught children.  One staff member will attempt to calm the child with comfort accepted by the child.  The child may be encouraged to move to the cozy space.  The child may sit on the staff member’s lap and the two can practice taking deep breaths together.  The child will be offered a cool drink of water and a hug if acceptable.  Once the child has calmed down the staff member will try to understand the source of the distress.  They may also read a book together until the child feels comfortable returning to the group.

Under no circumstances will the staff tolerate or use physical force in disciplinary procedures even at a parent’s request.

[bookmark: _Toc125187076][bookmark: _Toc125187349]There will be no:
Spanking, hitting, pinching, shaking, or inflicting any other corporal punishment.
Verbal abuse, humiliation, threats or derogatory remarks about self or family.
Punitive punishments
Binding or tying, to restrict movement or enclosing in a confined space such as a closet, locked room, box, or similar cubicle.
Punishment for lapses in toilet training.
Withholding food or treats as punishment












[bookmark: _Toc523287699]PARENT COMMUNICATION

[bookmark: _Toc125187540][bookmark: _Toc125187340][bookmark: _Toc125186514]PARENT COMMUNICATION

A Parent Information Board will be located near the front door of the classroom.  This will include school rules and regulations, school license, monthly calendars, class schedules and any violations the school might receive.  Other parental notices and information will also be made available at this site.  Copies of state licensing requirements and Little Blessing Preschool policies will be made available to all parents.  We are always open to suggestions and help from parents.

Various opportunities for communication:

· Personal contact with the child’s teacher at drop off and pick up times.  However, this is also a very busy time and not always conducive to conversations.  This is to touch base and to make arrangements for further discussion if necessary.
· Vital information will be placed in each child’s cubby.  This may include notes to parents, receipts, or progress reports.  A weekly email will also provide parents with information.
· Messaging and Documents posted through Brightwheel. 
· Reviewing the school policies and State of Wisconsin licensing rules with the Administrator.

[bookmark: _Toc125187542][bookmark: _Toc125187342][bookmark: _Toc125186516]
PARENT/TEACHER CONFERENCES

These conferences will be scheduled twice during the school year.  In Fall, we will assess adjustment issues, parental concerns, and progress.  In Spring, the focus will be on advancements throughout the year and looking ahead to next year.  At both conferences, families and teachers will build relationships and work together to encourage growth in their children.

[bookmark: _Toc523287706]HEALTH CARE POLICIES

[bookmark: _Toc125187612][bookmark: _Toc125187418][bookmark: _Toc125186586]No persons with symptoms of serious illness or a communicable disease transmitted through normal contact may be on the premises of the school reportable under ch. HSS 145.  No persons with a health history of typhoid, paratyphoid, or dysentery may work in the school until it is determined by appropriate tests that the person is not a carrier of the disease.

Rest periods are offered for children attending full day.  Children will rest for 30 mintues.  After 30 minutes, if they are awake, they will be allowed to get up and participate in quiet activities.  Children who are sleeping will not be woken up by staff unless an emergency requires it. 

MEDICATION AND INJURY LOG BOOK

[bookmark: _Toc125187613][bookmark: _Toc125187419][bookmark: _Toc125186587]This log book will be kept indicating any injuries or health maintenance medications received by the children.  The book will be stitch-bound with numbered pages and all entries will be in ink and signed by the author.  All injuries will be logged as they occur in the log book.  The Director will review the entries at least twice a year, preferably in December and May, to determine that all possible preventive measures are being taken.  The review will be documented in the log book.

Staff and a state licensing specialist will be the only people to see the log book.  The log book will be kept in the cabinet marked ‘medical’ in the kitchen or classroom.

OBSERVATION

[bookmark: _Toc125187614][bookmark: _Toc125187420][bookmark: _Toc125186588]Each child upon arrival will be observed by a staff person for symptoms of illness or injury.  Any injury to a child or evidence of unusual bruises, contusions, lacerations or burns or signs of neglect in or out of school care will be recorded in a Medication & Injury Log Book and reported immediately to the Director and Social Services.

ILL CHILD DEFINITION AND PROCEDURES

With colds and upper respiratory infections being prevalent with preschool age children, the health and welfare of each child are a matter of concern.  If the child is not feeling well, he/she must be kept at home.

Each child will be observed upon daily arrival at the school by a staff person who has been trained for signs of illness.  Parents will wait with the child or children until they have been welcomed by a teacher.

Parents will notify the school by phone or email if the child will not be attending school that day.  We do not practice unilateral exclusion of sick children since that policy is not consistent with current information about epidemiology.  Often children are no longer contagious when they show symptoms of illness.  To exclude or isolate them can be unfair and create unwarranted hardship on the parents and the child.  Children need not be excluded for uncomplicated respiratory illness.

The school will recognize the following enforced exclusion:

	Enforced exclusion if your child has:
	The child may return after:

	*A significant fever of 100.4 degrees or higher 
	*He/she is free from exclusion symptoms without the use of symptom reducing medication for 48 hours

	*Two abnormal stools in one day (frank diarrhea)
	*All symptoms are clear and there has been an incubation period of 36-48 hours

	*Contagious illness (such as mumps) period
	

	Nuisance disease (such as head lice)
	




[bookmark: _Toc125187615][bookmark: _Toc125187421][bookmark: _Toc125186589]Such exclusion protects children that are not sick.

PROCEDURE

The following procedure will apply when a child with inflammation of the eyes, fever, lice, ringworm of the scalp, rash, vomiting, diarrhea or other illness or condition having the potential to affect the health of other persons is observed in the school:
1. The child will be isolated.
1.  A cot and blanket will be available.  A staff member will be within sight and hearing of the child.  Isolation will be used until the child can be removed from the school.
1. The child’s parent, or other designated person when a parent cannot be reached, will be contacted as soon as possible.  Either the parent or a designated responsible person will pick up the child from the center as soon as arrangements can be made.

[bookmark: _Toc125187616][bookmark: _Toc125187422][bookmark: _Toc125186590]COMMUNICABLE DISEASE

A child with a reportable communicable disease specified in ch. HSS 145 will not be admitted to or be permitted to remain in the school during the period when the disease is communicable.  If a child has hepatitis or is known to be HIV positive, the staff will consult with the family, a pediatrician, and/or other needed consultant for any necessary classroom precautions.  All staff will treat all injuries involving blood as if the person were HIV positive (ie: universal precautions).  This is done to comply with ADA legislation regarding confidentiality and to protect all parties.
When it is determined that a child enrolled at the school has a reportable communicable disease transmitted through normal contact, a local public health officer and the parents of exposed children will be notified.
A child will be readmitted to the school if: 1) the parents provide a statement from the child’s physician verifying that the child’s condition is not longer contagious or 2) if the child has been absent for a period of time equal to the longest usual incubation period for the disease as specified by the department.

During the child’s enrollment, he or she maybe exposed to illnesses and diseases.  All communicable diseases are reported to the Department of Health and the parents will be notified via written communication from the school.  In return, we ask that parents notify us when the child has been exposed to, or has a communicable disease.  Please remember most communicable diseases are in their infectious state BEFORE the disease is diagnosed and prevention of the child’s exposure is unavoidable.  In most cases, the child will become exposed to all early childhood diseases.

[bookmark: _Toc125186591][bookmark: _Toc125187423][bookmark: _Toc125187617]MEDICATIONS

No medications will be administered during school hours or kept on site.  The only medications that can be administered are those required for child health maintenance such as insulin, asthma, seizure, or other severe allergic reactions.  These medications will be stored in the blue container labeled “MEDS” in the cupboard above the sink.  If life/health maintenance medications are to be administered on site by staff, the parents must sign (ahead of time) a medication authorization form and label all medications with the proper way to administer them.  Other exceptions are parent-provided sunscreens and insect repellants.  All dosages or applications given will be logged in the Medication & Injury Logbook whether or not required by law.

[bookmark: _Toc125187618][bookmark: _Toc125187424][bookmark: _Toc125186592]HEALTH PRECAUTIONS

Bodily secretions such as runny noses, eye drainage and coughed-up matter will be wiped with a disposable tissue and placed in a plastic-lined container.  Whoever does the wiping will wash his or her hands immediately.
If a child’s nose is running excessively or they are consistently coughing, he or she may be asked to wear a face mask to minimize potential disease transmission.  If unable to wear a face mask, the parent may be called to pick up the child.  
Bodily secretions on surfaces will be washed with soap and water and disinfected with a bleach solution.  Hands will be washed immediately.
Children will be protected from sunburn with protective clothing or parent-provided and labeled sunscreen.
Each child will be clothed to assure body warmth and comfort.
[bookmark: _Toc125187619][bookmark: _Toc125187425][bookmark: _Toc125186593]UNIVERSAL PRECAUTIONS

These precautions will be adopted by all staff when exposed to blood and blood-containing body fluids or tissue discharges.  Hands will be washed with soap and water after removal of gloves.  Gloves will be discarded in plastic bags.  Glove usage is required for any HIV positive procedures.  Any blood materials will be placed in a red biohazard bag, closed and properly disposed of by custodial staff.
For spills of vomit, urine, feces, blood or other body fluids, school staff will clean and disinfect floors, walls, bathrooms, tabletops, toys and kitchen countertops.
These are measures taken to prevent transmission of infections from contact with blood or other body fluids or materials having blood or other body fluids on them.  These measures will be followed by all school staff when exposed to such discharges of all children and/or adults.
In addition to hand washing requirements listed elsewhere, staff will wash hands immediately after wiping bodily secretions such as runny noses, eye drainage and coughed-up matter.  Disposable tissues will be used for wiping, used once and placed in a plastic-lined container.  
Staff will also wash their hands with soap and warm running water before handling food and after assisting with the toilet.

[bookmark: _Toc125187620][bookmark: _Toc125187426][bookmark: _Toc125186594]PERSONAL CLEANLINESS

The child’s hands will be washed with soap and warm running water before snacks and after using the toilet.  The child’s hands and face will be washed after snacks.
Staff will wash their hands with soap and warm running water before handling food, after assisting with the toilet, after wiping bodily secretions from a child with a disposable tissue, or when soiled.
[bookmark: _Toc125187621][bookmark: _Toc125187427][bookmark: _Toc125186595]Wet or soiled clothing will be changed promptly from an available supply of clean clothing.  It will then be placed in a plastic bag to be taken home by the parent.  Any changing will be done in the bathroom.

FIRST AID KIT

[bookmark: _Toc125187622][bookmark: _Toc125187428][bookmark: _Toc125186596]One kit will be kept in the classroom as well as one in the church office.  
INJURIES

Staff will follow the written procedures found below for handling any injured child.  A parent’s written permission to call a child’s physician or refer the child for medical care in case of injury must be on file at the center.
Minor Injury: Our first step is to administer first aid if necessary.  Superficial wounds, including human bites, will be cleaned with soap and water only and protected with a Band-Aid.  Parents will be informed of the injury when they arrive to pick up the child.  All minor injuries are recorded in the Medical Log Book.
Major Injury: This is defined to be an injury that requires professional medical treatment such as, but not limited to, burns, concussions, wounds, poison, and broken bones.  If a child suffers a serious injury, all first aid procedures will be followed.  An authorization form on file will be used which provides the school the authorization for emergency transportation and treatment should the school be unable to reach you immediately.  A fire/rescue unit will arrive within 10 minutes after the initial phone call.  The following procedure will be followed:
- 911 will be called by any person determining that it is necessary.
- The Director will be notified.
- The Director or Lead Teacher will notify parents or other authorized names in the event that either parent is unreachable.
- If the child needs transportation to the clinic or hospital, the teacher tending to the child will go with the child en-route.  The tending teacher will stay with the child until a parent arrives.  The other teacher will stay with the children.  Church office staff will notify other parents or from a substitute list to get another adult to maintain staff-student ratios.  Any ambulance fees will be the responsibility of the parents.
- Should an injury occur in the presence of the other children, one teacher will tend to those children and remove them from the injury scene as soon as possible.
- The Director will fill out an accident report form whenever a child receives professional medical treatment and send a copy to the State Licenser as well as record the injury in the Medical Log Book.


	The designated clinic is:                           UW Health Verona Clinic or Odana Atrium Clinic.
The designated hospital is:                   UW Children’s Hospital.




The parents will be informed of this designated facility.  In case of an accident, please submit all bills to your own group insurance.
Poisoning: If poisoning is suspected, a poison control center will be contacted and treatment will comply with the recommendation of the poison control center.  Parents will be notified as soon as possible.

[bookmark: _Toc125187623][bookmark: _Toc125187429][bookmark: _Toc125186597]HEALTH EXAMINATION AND HISTORY

Each child will have an initial health examination not more than one year prior to or not later than three months after being admitted to the school, and a follow-up exam at least once every two years after admission.
The health examination report will be on form CFS-0062 provided by the school and will be signed and dated by a physician or physician assistant.  The complete health history of each child must be on file at the school by the first day of child’s attendance.

[bookmark: _Toc125187624][bookmark: _Toc125187430][bookmark: _Toc125186598]IMMUNIZATIONS

[bookmark: _Toc125187625][bookmark: _Toc125187431][bookmark: _Toc125186599]The school will maintain a record of immunizations for each child to document compliance with Wisconsin statutes.


PARENT NOTIFICATION AND CONFIDENTIALITY

Parents will be notified immediately if their child becomes ill or if seriously injured (requiring professional medical treatment).  Parents will be notified if their child has been exposed to a diagnosed or suspected communicable disease (one which is transmitted through normal contact).  Parents will be notified upon pick up if their child has received a minor injury.
Children’s records are confidential and persons having access to such information may not discuss or disclose personal information regarding the children or their families.  Notification of exposure to illnesses or communicable diseases in the center will also be done confidentially.
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