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Dear Parents,


Greetings!  This handbook is designed to help you become better acquainted with our school and it's policies.


Please read the Handbook thoroughly and bring it to Parent's Orientation night.  Parents of new students are required to attend the scheduled Parents' Orientation or send a representative.   Parents Orientation is designed especially to introduce new parents to our preschool and its program and policies.


Our desire is that this Parents Handbook will help you understand school procedures and assist you and your child in a smooth adjustment to the school routine and rules.  Should you have questions concerning any policy, please feel free to make an appointment to meet with the school's Director.


Thank you for the privilege of having your child in our school. We also pray that we might work together with you to provide a program that will enrich your child's life and learning experiences. 

Sincerely,

Makakilo Baptist Church Preschool Administrators

PLEASE NOTE:   The policies contained in this revised handbook 


supersede all previous policies and Parent Handbooks.

[image: image13.png]



About

Our

School

[image: image6.png]



[image: image14.png]@©Karen's Kide





SCHOOL ORGANIZATION


*  Makakilo Baptist Church Preschool is sponsored by Makakilo Baptist Church 
and is a ministry of the church supported by tuition, fees, and contributions. 


*  Makakilo Baptist Church Preschool was established in 1975.


*  The preschool license is renewed annually by the Department of Human 
Services (DHS) of the State of Hawaii.


*  The Makakilo Baptist Church Weekday Early Education Preschool Ministry 
Team hires the staff and forms the school's policies.


*  Parents of a registered child will be informed of any change in school policy or 

        
program by a written notice within thirty days of the effective date of the change.

PHILOSOPHY



Makakilo Baptist Church Preschool is a Christian day-school ministry of  Makakilo Baptist Church.


Our purpose is to provide a Christian learning environment in order to assist the preschool child in a development consistent with his or her present ability 
to learn and grow.




At Makakilo Baptist Church Preschool, the primary concern is for the welfare of the child and to provide learning experiences with an emphasis on Christian values and teachings which will encourage the child’s growth and development in several areas:


Dealing with circumstances and others in positive, helpful, and 


constructive ways.  (SOCIAL and EMOTIONAL)

Discovering satisfaction in accomplishing meaningful tasks and 


learning new skills.  (INTELLECTUAL)
        
Understanding God's encompassing love.  (SPIRITUAL)
        
Understanding nature and caring for the world we live in.  (PHYSICAL)
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ENROLLMENT,  SESSIONS & PROGRAMS

Enrollment and Class Size



The maximum number of children that can be enrolled in Makakilo Baptist Church Preschool is seventy-five (75).


The minimum adult-child ratio shall be one (1) adult per twelve (12) children for three-year olds; and one (1) adult per sixteen (16) children for four-year olds.

 Makakilo Baptist Church Preschool generally maintains a better child-adult ratio than the minimum state requirement
Sessions
        
a)
One Year-round Session
        
b)
Summer months / early start:  June-July (as available)

The first and last days of the school's session(s) will be as stated on the school calendar and Parent Agreement Contract.

Three Daily Programs -
        
a)
1/2-Day:  6:30 a.m. to 11:30 a.m.

        
b)
3/4-Day:  6:30 a.m. to 3:00 p.m.

        
c)
Full-Day:  6:30 a.m. to 5:30 p.m.

Hours

a)
Mondays-Fridays:  6:30 a.m. to 5:30 p.m. 



* Children are not allowed on the premises until 6:30 a.m.



* Classes begin at 7:45 a.m. daily



* Pick up time is before or by the end of the registered 

        

   program. 

Overtime fees will be assessed to accounts for late pick-ups.

b)
Preschool Office Hours are 8:00 a.m. - 3:30 p.m.

Holidays and Closings


The preschool will observe the following closings:
a)
Most Federal Holidays; 2 State Holidays; the Friday after Thanksgiving; 1/2 day schedule (closing at 11:30 a.m. for all children) the week beginning with Christmas Day through New Year’s Day; and other days and/or times as specified by the administration...see Annual School Calendar.
        
b)
Emergency Days, such as a natural disaster, storm, war, or any 



unexpected disaster 

General Guideline:    If the Public Schools within the community are closed, Makakilo Baptist Church Preschool shall also be considered closed.  

[image: image16.png]i «\”%@’w o \@ﬁrﬁ

T gy





A Modified Montessori Curriculum


Through a prepared environment and using a modified Montessori curriculum 
Makakilo Baptist Church Preschool provides a balanced Christian program to 
meet the child's spiritual, physical, intellectual, emotional, and social needs.  

     
Spiritual development  involves an understanding of and personal relationship 
with God as revealed in the Bible through the life and teachings of Jesus Christ.  
In order to encourage and enhance the spiritual development of each child, 
Christian activities such as Daily Devotional times, Bible stories, weekly Chapel, 
grace at meals, Christmas and Easter celebrations, and Bible verse memorization 
are incorporated throughout the school's curriculum.  


Social development  involves responsible relationships through communication 
skills, cooperative attitudes, and concern for others.  The preschool environment 
provides the child with many opportunities to learn about and practice social 
interactions, courtesy and social graces.  


Emotional development  is enhanced as children learn that that they are worthy 
of respect and are helped to continue to develop a healthy sense of self worth and 
self-esteem.   The staff's caring manner and loving interest  reflects their concern 
for each child as an individual  


Intellectual development  involves the child's readiness to understand concepts, 
his interest level, and his ability to concentrate in various learning situations.  
Intellectual development will be enhanced through varied, practical, and 
challenging exercises appropriate to the child's ability and stage of development. 


Physical development  includes emphasis on basic needs such as nutrition, 

        
rest, personal hygiene, muscle strength, and coordination.  Makakilo  

        
Baptist Church Preschool will provide varied learning activities to convey the 
basic concepts through practical instructions.
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REGISTRATION & ADMISSION

REQUIREMENTS

AND FORMS
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REGISTRATION &
ADMISSION REQUIREMENTS

OBSERVATIONS
        

Parents must schedule an orientation observation of the school and/or meet 

with the Director to review the school's policies prior to the child's first 


day of school.

        

Orientation observations are scheduled Mondays-Fridays 8:30 to 9:30 a.m.  

        

Parents of currently enrolled children may observe/visit the school at 


anytime. You are requested to wait until after the first four consecutive 


weeks of  attendance, however,  to allow your child to make a good 


adjustment, prior to scheduling your first visit. It is also appreciated when 


notice of an extended visit is given to the child’s teacher in advance. 

        

During school hours, all observers and visitors on the premises should stop 

by the Office and sign-in/out in the Preschool Visitor/Guest Book.

ADMISSIONS REQUIREMENTS:

        
1 -
A child must complete the third or fourth birthday by December 31st 


of the particular session/school year in which they plan to enter.

        
2 -
The child must be toilet-trained and able to go to the rest room on their


own. They must be able to clean and dress themselves after toilet use.

REGISTRATION REQUIREMENTS 
        
1 -
Complete and submit all required paperwork - - contract agreement, 


emergency and permission forms - - along with payment of the 



Registration Fee.  

        
2 -
Submit a copy of the child's birth certificate.

       
3 -
Submit the child's Health Form 14 including a physical exam, all 



immunizations up-to-date and a current TB mantoux clearance test from a 


licensed medical  physician prior to the child's first day in school.

Parents must complete all admission and registration requirements before the child can be considered officially enrolled in Makakilo Baptist Church Preschool.                                               


OFFICIAL ENROLLMENT NOTIFICATION
        
Upon receipt  of registration paperwork and payment of required fee, the Director shall inform parents orally or by a written notice that the child is now registered in the school's program. The parents will also be informed of the first and last day of the enrolled session, and of any admission or registration requirement(s) which must be  fulfilled prior to the child’s first day of attendance.

FORMS:  REGISTRATION, CONFIDENTIAL, 

EMERGENCY, and PERMISSION 
1.     
Parents should carefully read and complete all areas of all forms as 
directed.  

2.     
Parents agree to inform the office of any changes in writing immediately.

3.     
Registration Form:  When a change is desired (program schedule, etc.) parents 
are to submit a written request to the Director.  The request may be granted if it 
allows the school to continue to meet
the school's operational needs and conform 
to state DHS regulations.

4.     
Emergency Form:  State law requires that parents be available for the school to 
contact in case of an emergency (child's illness, serious injury, etc.) or that the  
parents provide written authorization for another adult(s)  to act on their behalf.   

*
By law, parents can give written permission only to adults who are 


eighteen (18) years or older to act on their behalf. 


The child’s Emergency Form is used to by the preschool to:

Contact  Parent(s):

              1)  When a child becomes ill, seriously injured, or is not picked-up on time.

              2)  When there is an emergency at the school involving the child.

Parents are required by law to act on behalf of the child immediately.

Or to,

Contact Persons On the Emergency Form To Act on the Parents' Behalf:
               1)  When the school is unable to contact either parent immediately.


2)  When parents are contacted but are either unable to or fail to respond 


         immediately.

Your Emergency Contact Person(s) should be informed that they also are agreeing and are required to act on your behalf for the child’s welfare immediately.

PLEASE NOTE:  If School Administration Is Unable to Contact Either a Parent or an Authorized Person Named On the Emergency Form:
             1)
The school administrator and/or staff supervisor will take the 



most reasonable action necessary to insure the health and safety 


of the child and others in the preschool.  

              2)
After closing time at 5:30 p.m., a written notice of the action taken will be 


posted on the office door indicating where the child was taken and by 


whom.  

              3)
In a life-threatening situation, the school will call 911 to request 




official assistance.
5.     
Overall Permission Form:   By signing this form, parents give their signed 
permission for the preschool staff to take their child on field trips (up to one per 
month), walks 
near the school, and to take photos/videos of their child for art or 
educational/promotional use for the preschool/church.  


*
Parents will be informed of dates, places, and times of all scheduled field 


trips through parent-bulletins.  

Special Note:   Parents who do not wish to allow their child to go on scheduled field trips or to participate in any particular preschool activity must make their own arrangements  for child care for their child for that particular day and time.

6.
Legal guardians are required to submit a certified court copy of the legal 
court decree.  

PLEASE NOTE:  Any parent or legal guardian restricting another parent or spouse from having custody of an enrolled child must submit a certified copy of the court order.  As in all legal cases, persons involved are responsible to retain a lawyer on their own for legal assistance.


TUITION, FEES &

EXPENSES
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TUITION,  FEES  & PAYMENTS 


REGISTRATION / ACTIVITY FEE / DEPOSIT:  

        
The Registration/Activity Fee is due at the time registration papers are processed.. 


       Sixty percent (60%) of the registration fee is refundable if the Director receives a 


        written notice from the child’s parents/legal guardians at least two weeks prior to the 


        start of the first day of the school session. After this deadline date the registration fee 


        will be non-refundable and after the first day of the school session all tuition and fees


        are non-refundable and not transferable to a later session. 


A Deposit  ($450 for 1/2 day enrollment and $550 for 3/4 and $600 for Full Day 

            enrollment) is also due at the time of Registration. [rev.5/10;jr]


       100% of the deposit is refundable when written notice of withdrawal is received at


         least two weeks prior to the child’s scheduled first day; otherwise the deposit will be 


         held and applied as a tuition payment to the last month that the child is registered to attend.


TUITION:  
        
*
A child is registered for the entire preschool session as initialed by the 


parent(s) on the contract.   


*
THE MONTHLY TUITION PAYMENT IS DUE IN FULL BY 



THE FIRST DAY OF THE MONTH  regardless of the number of school 


days in any given month and whether or not  the child is absent for any 


reason, including vacation or early withdrawal prior to the month’s end. 

       
*
REQUESTS FOR CHANGES:


a)
EARLY WITHDRAWAL OR CHANGE OF SESSION or




PROGRAM...in order to be accommodated without penalty,



submit a written notice thirty (30) days prior to the effective 



date of the requested change.

 
b)    
Approvals for Session or Program changes will be granted only if 



there is a vacancy available.

ALL TUITION AND FEES ARE NON-REFUNDABLE AND NON-TRANSFERABLE. 


PAYMENT FORM:   The preferred form of payment is by check (personal or cashier's) or money order. Checks should be made payable to: 

 Makakilo Baptist Church Preschool
        
Please make payments  for the exact amount owed. Payments should be brought in to the Office or sealed in an envelope and left in a designated drop box if the Office is not open.

        
Cash Payments should be made in person during office hours (8 a.m.-3:30 p.m.), and only for the exact amount owed. A written receipt will be given for all cash payments.

Returned Check Fee:   If a bank returns a check for insufficient funds, a $15.00 service charge will be assessed  to your account.  You will be expected to pay the amount due in cash or money order within two business days.


PAST DUE ACCOUNTS:  An account not paid by the first day of the month shall be considered "Past Due." 


Late Payment Fee:  Any account not satisfied by the tenth (10th) day of the month shall be considered a delinquent account and shall be assessed a late payment fee of  $20.00.
       
Delinquent accounts not paid after two reminders may be referred to the school's designated collection agent.  Parents of the child whose account is past due are responsible for payment of any fees incurred from the collection agent.      




The preschool will dismiss the child/children of a delinquent account as soon as it is past thirty (30) days if a letter requesting special consideration has not been previously received by the Preschool Ministry Team and been approved for a special payment plan. The involved parents shall be held responsible for the payment of all tuition and fees assessed to the particular account up to and including the month during which the dismissal occurred.  [revised, 5-3-99]

OVERTIME FEES:   The account of any enrolled child (in 1/2, 3/4  or Full Day programs) who is not picked up on time will be charged an overtime fee of $1.00 for every minute late. At the discretion of the director a warning only, with no fine, may be given for the first late pickup of the calendar year (unless the late pickup exceeds 15 minutes). If you believe that there were extenuating circumstances involved in your late pickup, please speak to the director. Only the director will be able to waive a late pickup fee. SPECIAL EXTENSIONS: By pre-arrangement and with the consent of the Director certain occasional extensions may be available as follows: 1) A  one-day extension from ½ and ¾ day programs to ¾ or Full Day for $5 and $10 respectively; or 2) An extension from ½ day through the lunch hour only with pickup by 12:30 p.m. for a $2 fee Interested parents should inquire in the Office.     [Rev.2/11/02;lz]


MEDICAL EXPENSES:

*
Parents/legal guardians are responsible for all of their child's medical 


expenses incurred at or away from the school, including emergency trips 


to a hospital or clinic.  


*
Upon parents' written request, information will be provided to parents who 

may need additional accident medical coverage. Our school's accident 


insurance coverage is the "Special Risk Accident" insurance policy and is 


under the Hartford Life and Accident Insurance Company (Occidental 


Underwriters).


FIELD TRIP EXPENSES:

a)
Entrance fees to most field trip events will be provided by the preschool up to $3 

per event. The preschool reserves the right to pass along any additional 



entrance fee for a special excursion on occasion.

b)
Transportation for field trips shall be provided by a private school 



bus company and will be paid by the preschool. 
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SCHOOL / HOME CONCERNS

&

SCHOOL POLICIES

SCHOOL - HOME CONCERNS

1.    
Drop Off/Pick Up:  Parents and/or person(s) authorized to drop off or pick up a 
child from the
preschool are to sign the child in each morning and out at pick up 
time daily on the posted sheets. This is a record of attendance and is an important 
LEGAL DOCUMENT.

 GENERAL DROP-OFF and PICK-UP GUIDELINES


a)  Parents are responsible for the transportation of their child(ren) to and from 

     school.  


b)  Parents are responsible for their child's safety when entering and/or leaving the  

        
     premises.  Parents should hold onto their child(ren) when entering and leaving 

     the school premises! Also, please latch the gate securely when arriving or  

     leaving.

c)  Children are to arrive at school by 7:45 a.m. daily.  If children arrive late, they 

     
     miss the opening lesson and disrupt the other children's concentration.   

d) Parents are responsible for alerting the person in charge of their child's arrival 
    

and/or departure.

    
e)  Parents are responsible to see that their child is signed-in and out on the Sign-

      In/Out sheets daily.

f)  Parents are responsible to designate authorized persons to pick up their child. 
   

    An authorized person is someone who has the parents' written permission and is   

    eighteen years or older.


g)  All persons picking up a child must be able to present a picture ID

 

     (driver's license, military ID., or state ID.), upon a staff member's request.
2. 
Absence:  If your child will be absent, please call the preschool office by 8:00 
a.m. to inform the school. If no one is available to answer the phone please leave a 
message on the recorder.



      If your child has been absent due to a communicable disease, please 
bring a doctor’s release form in order for your child to be re-admitted to 
preschool.

3.
Inquiries:  Please direct all inquiries regarding a child's progress, adjustment, etc. 
to the 
Head Teacher in charge. We ask that you refrain from questioning a 
teacher's aide as this will help to avoid possible misunderstandings


4.
Discipline:  Time-Out is used to give a child time: 


1) to regain his/her self-control;  



2) to reflect on any inappropriate actions that were taken;  and



3) to resolve matters in a positive manner.


Time Out will normally occur within a designated area of the classroom and the 
child will be informed that he/she is welcome to rejoin the group as soon as the 
child feels ready to do so. 

Parents will be asked 
to be responsible for further disciplinary action in the case of repeated offenses.

5. 
Compliance:  By registering a child to attend Makakilo Baptist Church 
Preschool, parents are agreeing to comply with all school policies.  

6.
Notification of changes:  Parents are requested to inform the preschool office 
immediately in writing of any changes at work or home, such as:  an upcoming 
extended absence, moving, a
change of work or home phone number, parent 
away from family, etc.

7.
Early Withdrawal from the school:  If you will be removing your child from the 
school prior to the end of the enrolled session, 30 days written notice is required.

SUSPENSIONS/TERMINATION OF ENROLLMENT


Although the staff of Makakilo Baptist Church Preschool will make every effort to meet the needs of all enrolled children, the Preschool reserves the right for its Director to immediately suspend and/or terminate at anytime the enrollment of any registered child for any of the following reasons:

        
a)
Repeated destructive or disruptive actions, or any behavior(s) that 



endanger the health and/or safety of the staff and/or other children which 


cannot be resolved satisfactorily in a joint effort by staff and parents.

        
b)
Neglect, non-support, or non-compliance by a parent(s) with any school 


policy covered in this Parent's Handbook.

        Important Financial Note:


Parents of a child on suspension or terminated from the enrollment shall 
remain responsible for payment of any outstanding tuition balance due and/or 
fees. 


SCHOOL EQUIPMENT
The school's materials and equipment, and in particular the Montessori learning manipulatives, are very expensive. If your child comes home with a piece of school equipment, a book or video, etc.,  please counsel your child calmly and return the item to the preschool.   Thank You!
CONFIDENTIAL INFORMATION

Names of all registered children will be posted on the sign-in/out sheets, class file 

 
boxes, or distributed through class lists and/or school picture lists to parents who 

        
currently have children registered in the particular program. 


All other information regarding staff, children, and parents is considered 
confidential.  


Information naming a particular individual will be released only with the verbal or written consent of the individual concerned and only if it is in keeping with school and/or state rules and regulations.


Release of Student Information or Evaluations:



Non-custodial persons may not inquire about the progress or



 behavior of a  child.



Parents must submit a written consent form for release of any

 

written educational information regarding their child from



Makakilo Baptist Church Preschool to any agent, agency or



other school.


Important Note:   In order to insure the well-being of a particular child, children, 
parent(s), and/or staff member(s), Makakilo Baptist Church Preschool 
administrators and staff members reserve the right to inform the proper state/city 
agencies (such as:  Dept. of Health, Dept. of Human Services, Child Protective 
Services, and/or the Honolulu Police Dept.) of any suspicious incident or situation 
without the involved parent(s)'and/or individual(s)' written or verbal consent, 
and/or prior knowledge. 





PROGRESS REPORTS & CONFERENCES

Progress Reports:  Fall-Spring Program:  The child's Head Teacher will provide

parents with two (2) written reports regarding a child's progress in the 


school.  

              
*   The first report will be available in November/December..  

       

*   The second report will be given to the parents at the end of the 



school year.

        No written evaluation report will be provided for the Summer Session.

Conferences:  

        
a)
Mandatory Fall-Spring Program Conference:   Parents are required to 


attend a Parent-Teacher Conference scheduled with the child's Head 


Teacher prior to the end of December.


   
b)
Conference Times will be between 11:45 a.m. - 12:30 p.m. during 


school 
days.  All other conferences shall be at the written request of the 


parents, Head Teachers, and/or Director and should also be scheduled 


during the specified conference times listed above.
DRESS CODE FOR CHILDREN
1.     
The following dress code has been set for the child's safety as well as maintaining 
the standards of appearance:




All children must wear appropriate clothing and tennis shoes with 



socks daily.  

              

       Please:  NO smooth-soled shoes which cause children to slip.  




       Also, please NO plastic shoes or sandals, hi-top shoes, shoes with 



       double-laces, and boots, since they may cause injury to the wearer. 

2.     
Boys and girls may wear long or short pants with shirts.  Girls may wear skirts & 

        
blouses or short dresses, but should wear shorts under skirts for playground time. 

        

     Restriction:  Children are not allowed to wear long dresses and long muu-


     muus, since this clothing tend to restrict the child's movements.

3.     
For the child's safety, a child not wearing the proper clothing and/or shoes will 
be restricted  from  playground and physical educational activities and/or any 
activity requiring active movement, since the improper clothing and/or shoes 

may cause injury.

4.
Your cooperation is requested in not allowing your child to wear clothing that

 features Pokemon, Ninja or other designs that have to do with fighting or


 violence.


EXTRA SET OF CLOTHES

1.     
Parents are responsible for providing an extra set of clothes (pants, shirt, socks,
underwear, and one lightweight sweater) for their child which will be used in the 
event their child soils his/her clothes. 

2.     
All items must be clearly labeled with the child's name.  All items will be kept in 

        
the child's cubbyhole for the time of need.

3.     
In the event a child soils his/her clothing, a staff member will clean the child as 
best possible within state health and/or child care rules.  The child's soiled clothes 
will be placed in a plastic bag and sealed for parents to pick-up at the end of the 
day's session. For health reasons, staff is not allowed to rinse out or wash soiled 
clothing in the sinks.

4.     
Parents must pick up their child's soiled clothes and replenish the used items 

        
with a fresh clean set of extra clothes by the next school day. 


PLEASE
Parents' non-compliance to this rule may result in parent(s) being 

NOTE:
called at work by school officials to bring an extra set of clothes 



for their child 
immediately.  
PRESCHOOL T-SHIRT
1.     
All registered children must wear their preschool T-shirt on all field trips.  Parents 
are responsible for writing their child's name clearly on the T-shirt.

2.     
T-shirts are ordered in bulk.  The ordered size is:  Child's "SMALL (6-8).

PERSONAL BELONGINGS

1.     
Parents are responsible for writing their child's name clearly on all of the 
child's personal belongings (lunch pails, thermos, clothing, shoes, sweaters, 
jackets, sleeping bags, records, books, videos, pictures, etc...). 
2. With the Head teacher's approval, children may bring in and share items which are appropriate for preschoolers (for example: books, pets, flowers, special snacks, or records).

3.
Video Policy:  Only videos of a high quality, consistent with our position as a Bible-based Christian preschool will be shown. Children are discouraged from bringing videos in from home. Home videos will only be shown after they have been previewed and approved by the Director and/or a panel of two or more preschool teachers who have determined that the rating and content meet the preschool’s standards.

4.     
Children may NOT bring:  toys, stuffed animals, guns, knives, money, jewelry, 


        
bulky items (thick blankets, quilts, pillows, knapsacks), or any inappropriate item 
not requested by the school.  


Parents are responsible for their child's compliance to this rule.

5.     
Although the staff will make every effort to provide adequate care of the child's 
belongings, the staff's primary responsibility is to care for the children.  


Therefore, the school, staff, and affiliates are not to be held responsible for 
any child's property being lost, stolen, misplaced, soiled, or broken.

6.     
Sleeping Bags:  Parents of children enrolled in the 3/4-Day or Full-Day programs 

        
are required to bring a child-size blue denim sleeping bag to school on Mondays.   
Parents are asked to take the sleeping bag home every Friday to launder it.  


a)
Please write the child's name in LARGE PRINT clearly on the top of 


the sleeping bag.   

        
b)
Because of the small size of our storage spaces, we do not allow  any 


bulky sleeping bags, pillows, comforters, quilts or large blankets!

FUND-RAISING POLICY

Makakilo Baptist Church Preschool does not sponsor or require that parents participate in any fund-raising projects.  We are listed with the e-Scrip program, however, and you may designate our school as your recipient if you so choose. 

All donations and/or contributions are to be strictly voluntary and unsolicited.

 CLASS LISTS 
Class Lists are determined by the Director and Head Teachers and are subject to change.



PARENT VOLUNTEERS INFORMATION

There are a number of
areas in which parents may volunteer:  Preschool Program Events (Christmas and Graduation programs), Field Trips, Summer Mini-Fair, Makakilo Community Association Ho’olaule’a, assisting a teacher and/or with office work as need arises.


Parents interested in volunteering should do the following:



1- complete a Volunteer Application;



2- submit an up-to-date TB Clearance. 

3- provide a written note of the specific field trip, or event for which 

    they are available to assist (or sign up on a preschool sign-up sheet   

    for the event)  

4- attend an orientation workshop or meet with the Director in    

regards to the particulars of the work (if specified as a requirement for a specific volunteer assignment).


In addition


5- Parents volunteering for 10 or more hours per week must submit:




a)
A Physical Exam Statement 


  

b)
A Criminal History Check (must be fingerprinted) 

Volunteer work is strictly voluntary and the volunteer shall 

not receive wages nor any monetary compensation.
OPEN HOUSE

Parents are encouraged to come with their family to the school's Open House Saturday morning event in the fall (check calendar for specific date).  Children's work will be on display, rooms will be open and staff will be on hand to visit and talk. Light refreshments are served.

Parents are responsible for supervising their children during this event.

NON-DISCRIMINATORY RULE
1.     
All students are accepted on a "first-come, first-registered" basis.  

2.
All students must meet the admission and registration requirements as covered in 
this Parents Handbook.  

3.     
No child shall be refused entry on the basis of race, color, sex, religion, or special 
needs..  

4.     
Everyone is required to abide by the policies covered in this handbook and by the

        
Rules and Regulations Regarding Group Child Care in the State of Hawaii of  the

        
Department of Human Services (DHS) 



HEALTH,  SAFETY

&

NUTRITION
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FOOD SERVICES

1.     
SNACKS:  The school provides the children with two (2) snacks each school day:  
one morning snack and one afternoon snack.

        
a)
The snack menu is monitored by a qualified nutritionist as required by 


DHS Child Care Center Licensing Division of  the State of Hawaii. 

        
b)
The menu is posted in the kitchen cupboard and in each class.  




*  Parents may request a copy from the Director.         


c)
Special Snacks:   To avoid an over-abundance of snacks on a particular 


day, parents who wish to send a special snack for their child's class are 


asked to submit a written note to their child's Head Teacher at least one 


week in advance.  

       Birthday  and/or Holiday Treats sent from home to be shared with classmates must be carefully selected using these criteria - -

· Nutritious, healthy treats are preferred

· All treats must be store packaged items that specify they are peanut and tree nut free and not contaminated with peanut product in the manufacturing process

· Homemade or bakery items are not acceptable

PLEASE NOTE:  In keeping with our policy of maintaining the simplicity of birthday recognition, party favors and candies are not allowed in preschool - - all such items will be returned.  [rev. 8-06]

         
d)
All special snacks should be delivered to the school by 8:00 a.m.

2.     
BREAKFAST:  Please see that your child has a healthy breakfast before coming 
to preschool. Breakfast items should not come to school with your child.

3.     
LUNCHES:  Parents of children enrolled in the 3/4-Day and Full-Day schedules 

        
must provide a nutritious home lunch for their child daily.  
        
a)
Lunches must arrive at school by 7:45 a.m. to be refrigerated.  

           

Bulky or odd-shaped containers will be left on the counter.  

        
b)
Parents are responsible to provide, keep clean, and label clearly all of 


their child's lunch containers and  utensils.   



c)
HOT LUNCH:  Parents who do not want s child's lunch to be refrigerated

                        should make a written tag stating “HOT LUNCH”and attach it visibly to

                        the top of the lunch box or container which they do not want refrigerated.  



The staff is NOT allowed to warm-up a child's lunch!



    
d)
DO NOT SEND GUM. SODA, CANDY to school with your child.


e)
DO NOT SEND MEDICATIONS in your child’s lunch box, pocket, etc.

f)
TABLE MANNERS:  



All children will be encouraged to use proper manners.  

    
  
1)
No child will be forced to eat and no food will be restricted 



from a child as a form of punishment!  
              
2)
However, for the health and safety of others, children playing with 



their food and/or consistently disturbing other children's snacks or 



lunch and refusing to eat their own food will be asked to clean-up 



after the teacher's third reminder to mind their table manners.

        
g)
LUNCH AND HEALTH SAFETY:  



For sanitary reasons, children will be asked to dispose of  leftover foods.  



Only unopened or non-perishable foods will be returned home in the 


child's lunch pail.             

HEALTH AND SAFETY


1.     
ABSENCES:  Parents are responsible for informing the school as quickly as 
possible of the reason for their child's absence.  

2.
MANDATORY ABSENCES:  For health reasons, parents must keep their 

child at home if their child has displayed any of certain specified symptoms within the previous 24 hours (this also means that if your child was sent home from preschool at mid-morning or later w/any of these symptoms they should stay at home the following day even if no symptoms are present that morning. They may return the following day provided they remain symptom free.). The symptoms are:

a)
Pediculousis (head lice...ukus); fever; child complains of not feeling well; sorethroat; swollen glands; discharge from or red eyes; vomiting; diarrhea; excessive coughing or sneezing; heavy mucus from nose; signs of dizziness; any undiagnosed skin disorder; any signs of weakness; any communicable disease symptoms.
        
b)
If a child comes to school with any of the symptoms listed above, 


a parent will be called to come to the school immediately to take 


the child home or to have someone who has their written permission to 


act on their behalf come immediately. 

Please Note:  State law requires that you comply with this rule



3.     
MEDICAL CLEARANCE:  If a child is returning from an illness due to a 
communicable disease, you will be asked to submit a medical clearance or re-
admittance slip from the child's physician BEFORE the child is allowed to 
return to the school.                                      
4.
ILLNESS/ACCIDENT REPORTS:  In the event a child is injured or becomes 
ill in school, the child's Head Teacher shall submit a written report to the child's 
parents (original copy) and to the school's director (carbon copy) describing 
the child's injury/illness, date, time, and the first-aid procedure(s) taken.

        
a)
In the case of a minor injury:  A staff member will apply First-Aid; 


the child's injury shall be monitored until the parent arrives at the usual 


time.


b)
In the event of an injury to the head...whether serious or minor, the 


parent(s) will be called and informed of the nature and time of the injury.



c)
In the event of a serious injury or an illness, first-aid shall be 



applied and the school’s emergency procedures shall be taken.  


d)
In the event of a life-threatening situation, the school staff will call 


911 for medical assistance.  

5.     
Concerns and/or Inquiries Regarding Health And Safety:   Parents are 

        
encouraged to feel free to discuss any concern with their child's Head Teacher 
either orally or by written note.  

6.     
MEDICATIONS:  For the child's health and safety, and in compliance with State 
licensing requirements, the staff is not allowed to administer any medication to 
a child unless the child's parent has complied with the following criteria:

        
a)
The medication must be in its original prescribed container for the child 


with his/her physician's instructions for administering the medication 


clearly stated.  
     



ORAL MEDICATION WILL NOT BE GIVEN WITHOUT THE 


DOCTOR'S INSTRUCTIONS ON THE CONTAINER!  

        
b)
The child must not exhibit any signs of fever or illness.
        
c)
The parent must sign the school's WRITTEN PARENTAL CONSENT 


FORM.
 PLEASE NOTE:    It is the parents' responsibility to remember to pick up their 


          child's medication before the child leaves the school premises

 
          each day! 



7.     
COMMUNICABLE DISEASES:  Parents must keep a child at home if 
the child has any symptoms of a contagious disease and should report the 
doctor's confirmation immediately to the school in order that parents of


other children exposed to the disease may be alerted. 

     

An overall school health alert will be posted.  Follow-up in future 



parent bulletins will keep parents informed of the health concern.  

        

For confidential reasons, individuals and/or class will not be identified, 


except to state health officials.  

· Parents should contact their own child's physician for medical advice; or 

you may call the Waipahu Public Health Center at 675-0080.



Parents, please do not ask the preschool staff for medical advice!

8.     
ALLERGIES AND/OR MEDICAL RESTRICTIONS:  Parents are required to 
submit a licensed physician's written statement regarding their child's allergies, 
or prolonged food and/or physical restrictions. 


    *
In the event of a food restriction, the parent is responsible to provide an 


appropriate nutritional food substitute for the child.

9.     
NO SMOKING RULE:   

Smoking is not permitted on the church/school premises at anytime!
10.    
HYGIENE & CONDUCT RULES:  Parents are responsible for assisting their 
child in maintaining good health and social habits, such as:  


a)
learning to be neat and clean;  

         
b)
keeping fingernails short and washing hands carefully;  

          
c)
wearing  appropriate clothes according to the weather, etc.;  

         
d)
drinking properly from a water fountain;  

         
e)
using a handkerchief or facial tissue (Kleenex) properly;

         
f)
using proper table manners


g)
showing courtesy and using good social manners.




PLEASE NOTE:  The Waipahu Public Health Center provides our preschool with medical support. The public health nurse on staff there serves as a consultant to our staff and registered families. If  you have medical or health-related questions they are available to provide information or assistance. (Phone: 675-0080)
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EMERGENCY

PROCEDURES

EMERGENCY PROCEDURES
You should be aware that safety procedures are in place to help the preschool staff know how to react in the event of a natural disaster or emergency situation. When present in the preschool the Director will supervise and direct all emergency actions that need to be taken. In the absence of the Director the most senior Head Teacher will be in charge. If you have any questions regarding our emergency procedures or plans the Director will be happy to personally discuss and more fully explain them to you.

1. 
Fire:


a)
Drills will be held regularly. The signal for a drill will be the ringing of a 


bell or the school fire alarm will sound.



All those able to walk will participate in the fire drill and will follow their teacher out of their classroom walking quickly in an orderly manner along the cement walk, up the stairs, past the playground to a predetermined location on the grass by the upper parking lot. The alternate route leads the children out the front gate, down the sidewalk, across the lower parking lot to the grassy area on the dental clinic side of the parking lot. (Fire drill exit route plans are posted in each classroom)


b)
In the event of an actual fire, our evacuation procedures and destination 


will be the same as for a drill, but staff will assist or carry any child unable 

to walk to safety.


c)
Should our facility be damaged by fire and become not habitable, we will 


temporarily be housed at either the Makakilo Elementary School grounds 


or at 92-374 Akaula Street. A sign will be posted as to our location and 


you will be called and informed as to where to pick up your children. Staff 

will remain with the children until all have been picked up.
2.     
Tsunami Warning or Watch:


Our school is not in a tsunami evacuation zone, so we do not have to leave our premises for either a warning or a watch. However, the following procedures will be followed in the event of a tsunami event:


a)
If a warning is issued while we are already in session, our staff will 


remain with the children until you can safely pick them up. You do not 


have to leave work or rush to the preschool. If you are in or can get to a 


safe area close to your home or where you work, it is recommended that 


you remain in the safe area until the all clear is sounded and avoid 



contributing to unnecessary traffic on roads and highways.


b)
If a warning is issued before school begins, classes will be canceled and 


the preschool will be closed. (See the “General Guideline for Closings” at 

the end of this section for help in determining whether the  preschool will 


be open or closed.)



3.
Hurricane/Tropical Storm:


a)
Hurricane or tropical storm watches are issued by the National Weather 



Service 36 hours before the arrival of storm effects.


b)
Hurricane or tropical storm warnings are issued when one of these storms 



could affect Oahu in 24 hours or less.


c)
When a watch is issued, the school administrator will monitor the storm 



and make a decision to close the preschool before the issuance of a 




warning. The timing of the closure will generally coincide with the end of 


a normal school day and should not inconvenience you if you are at work.

4.
Earthquake:


Should an earthquake of significant magnitude occur on Oahu, we can anticipate considerable disruption to our road networks as well as possible damage to our facility, loss of electrical power, telephones and water supply. If your children are at school, you may not be able to get to them even though you live close by. Please be assured that we will take care of your children until you can safely pick them up.


If indoors, we will take cover under tables, in supported doorways, etc. If outdoors, we will move toward the upper parking lot away from electrical lines, buildings and trees. When the earthquake tremors subside we will care for any injuries and then evaluate the condition of the preschool building.


a)
If the facility is sound, we will remain in place and listen on a battery-


powered radio for Civil Defense instructions. As recommended by the 


Oahu Civil Defense, the preschool has made preparations for up to 72 


hours without assistance.


b)
If the facility is damaged, we will gather our emergency supplies and 


attempt to move to one or the other of the emergency evacuation 



destinations given in section one (see Fire, letter c, on p. 13)

5.
Flooding:

Our preschool is not located in an identified flooding zone and is on fairly high ground. However, in the event we are advised to evacuate or should water begin to rise around our building, we will gather emergency supplies and move to a higher location at the Mauka Lani Elementary school or another facility designated by the Oahu Civil Defense Agency. A sign will be posted on our bulletin board as to our location.

6.
Hazardous Materials








Hazardous materials are defined as being materials that are flammable, combustible, explosive, toxic, noxious, corrosive, oxidizable, an irritant or radioactive. If a hazardous material accident occurs within close proximity of our Center we will notify the fire department and follow their safety directions. If necessary we will evacuate to the nearest location that is deemed to be safe. Parents will be informed by phone and the posting of notices as to where the children may be picked up.



7.
Bomb Threats, Threatening Calls or Messages



Calls of a threatening nature will be recorded as accurately as possible and reported to the police. Depending on the nature of the call, appropriate action will be taken to protect the children and staff, including evacuation if necessary. The advice of the police department will be followed in deciding how to handle the situation.

8.        Suspicious Articles







     

Staff or parents are asked to report any suspicious article, package or letter will be to the Director or Preschool Secretary immediately. The police will be called and their advice will be followed. The suspicious item will not be moved unless we are instructed to do so by the police.

9.
Potentially Violent Situations








A potentially violdent situation, such as a hostage situation, a disgruntled person, etc. may be cause for a selective evacuation. We will notify and follow the advice of the police in determining if a selective or full evacuation is needed to move children and staff out of harms way of any individual on our site who is showing signs of potential or actual violence. 

10.
Random Acts of Violence









If our center is affected by a random act of violence (such as a drive by shooting), the following plan will be implemented:

· Staff will strive to remain calm

· The Director, Secretary or first staff person able to do so will call 911
· Staff members will alert other staff of the problem

· Alerted staff will close the doors of their classrooms and areas of responsibility and have the children lay down on the floor

· We will wait for further instructions from the police

11.
Disgruntled or Impaired Employee, Parent/Guardian or Parent/Guardian’s Authorized Representative


If staff have reasonable cause to suspect that any person picking a child up is under the influence of alcohol or drugs, or is physically or emotionally impaired in any way that could endanger the child, the staff will have the right to refuse to release the child. If so, we will request that another adult on the child’s authorized list be called to pick up the child. In the event of having to deal with impaired or disgruntled employees or children’s family members the staff will make every effort to remain polite and calm. Staff members who observe the situation will call 911 and report the disruption to the police. They will instruct other staff of the potential problem and staff members will close and lock the doors to their areas of responsibility. The child will be turned over to the other parent/guardian or alternative authorized representative upon their arrival.


12.
Hostage Situations









Although it is considered highly unlikely that our center would be subject to a hostage situation, in the event of such a situation our staff will take the following steps to protect the children and themselves:

· Remain as calm and polite as possible

· Follow the hostage takers instructions

· Do not offer resistance

· ANY staff member who is able will call 911

· Staff members will alert others to the danger if possible without putting themselves in danger!

· Alerted staff will close the doors of their areas of responsibility.

· If possible and safe to do so, staff will evacuate children from the Center moving in the opposite direction from the incident area. They will report their location to the school office or police department as quickly as possible.

13.
Perimeter Issues—Protests, riots near facility, toxic spills, snipers, suspicious

 parked vehicles, loiterers, etc.


These are the safety steps that will be followed in the event of a situation developing near our facility as described above:

· Call local authorities to investigate the situation and advise as to the level of potential threat

· If the situation is of limited concern, playground or outside activities may be suspended and the staff instructed to keep children inside till notified that the danger is past. Classrooms may be closed and air conditioning turned on as needed.

· Any classroom in too close proximity to the danger area may be evacuated to a safer inside location such as another classroom or the Sanctuary.

· The staff will prepare for a full evacuation as needed and will consider whether existing evacuation routes may be used or if an alternate route should be taken due to the nature or location of the problem.

· All actions will be coordinated with the local support officers on site (police, fire dept., bomb squad, etc.) based on the nature of the incident.

14.
Missing Child

If ever a child is found to be missing, after an initial search of the facility and a rapid attempt to confirm whether a family member picked up the child without signing him/her out, the following steps will be followed:

· the police will be immediately notified

· a more thorough search of the facility will be conducted including clsoets, cabinets, etc. as well as the immediate surrounding areas

· All other required notifications will be made

· The staff will continue searching while waiting for the police to arrive
· The Director or Secretary will remain at the Center (or be called to return to the Center if possible) to serve as the point person to gather information and a description of the child to share with the authorities. If the Director or Secretary are not available then the most senior teacher will serve as Acting Director and perform the duties mentione.

General Guidelines for Emergency Closings:

1. 
If it is announced on the radio or television that public schools are closing, we will also, in all likelihood, be closing. Under no circumstance, however, will we close, until all children have been picked up.

     2.
Do not call the preschool during emergencies. Keep the telephone lines open and 
available for those who have urgent needs.

3.
It is very important that parents establish individual and family plans for a 
possible natural disaster such as tsunami, hurricane, earthquake or flooding. These plans should include what preparations will be taken for each type of emergency. They should identify where shelters are located, how you will travel to a shelter if  evacuation is advised and what type of survival supplies you will need to take with you. Information about disaster planning can be obtained from the Oahu Civil Defense Agency by calling 523-4121.


Notes

This area is provided for writing questions and/or taking notes about information shared during the Parent Orientation meeting, Teacher-Parent Conferences, etc.
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Sign up here!
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