Bright Beginnings Preschool Parent Handbook
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3000 Liberty Street Aurora, IL
630-862-3500
Our Policy Statement
Mission Statement
Bright Beginnings Preschool is committed to sharing the Good News of Jesus' love with families in our church and community.  Our staff provides a loving Christian environment in which children can develop emotionally, cognitively, socially, physically, and spiritually.
Purpose
Bright Beginnings Preschool is a licensed non-profit preschool.  It is a self-supporting ministry of Faith Lutheran Church.  In addition our purpose is:
· To share the good news of Jesus with children between the ages of three to five years.
· To offer a developmentally appropriate program that meets the needs of the whole child.
· To provide a literacy rich environment to facilitate emerging literacy skills.
· To support the needs of the family.
· To instill a life-along love of learning in the child.
Philosophy
Bright Beginnings provides a program based in the Illinois Early Learning Standards that  allows children to develop physically, socially, emotionally, cognitively and spiritually.  The planned curriculum ministers to the needs of each child as they grow and learn at their own developmental level.  The curriculum is based on different units of study which also includes Bible stories.  Learning centers will provide a variety of activities including literacy and writing, math and science, art and music, sensory activities and dramatic play.  It will include both small and large group times as well as individual time to learn and explore.
Fees and Billing
· A $75.00 non-refundable registration fee is required for each child enrolled.  This fee will reserve a place for your child in class.  Tuition can be paid monthly  or annually.  A discount is given when paying annually.
· June 1st:  A one month tuition deposit (refundable until August 1st) is due June 1st.  The tuition deposit will be deducted from the tuition payment due on September 1st if paying annually.  When paying monthly, the tuition deposit is your last month's tuition payment.
· Registration after June 1st:  If registering your child after June1st, a one month tuition deposit is required at the time of registration.
· August 1st:  Last day to receive tuition deposit refund.  Request must be made in writing.
· September 1st:  Payment for annual and monthly payment plans are due.
· A one month written notice is required if your child will be leaving the program for any reason. You will be responsible for the entire month's tuition whether your child is in attendance or not (no prorated months).  If you have paid in full using either payment plan, you will be reimbursed at the full monthly rate.
· Extended leave of absence from the program requires payment of monthly tuition.  Failure to submit monthly tuition will result in a loss of your tuition deposit. Re-registration fee will be required to re-enter the program.
· If tuition has not been paid by the 10th of the month, you agree to pay a $10 late fee.  Tuition paid after the 15th of the month will be subject to a $15 late fee and the 20th of the month a $20 late fee.
· Any check returned NSF is subject to a $30.00 fee.
· No refunds or tuition allowances can be made for vacation days, sick days, or school holidays—including emergency closings.
· Families with multiple children in the preschool who pay full tuition for one child will receive a 10% tuition discount for all additional children (Discount taken on lesser tuition).
· The school calendar including holidays and school closings is available at the Parent Orientation.  Reminders will be put on the monthly snack calendar.
· Tuition will be prorated for any children who begin classes during the school year.  Tuition deposit is still required.
· We reserve the right to cancel any class or have one teacher where minimum class requirements are not met.
· If payment problems arise, please contact the Director immediately to make financial arrangements.
· Your tuition may be placed in a tuition box in the church office.
Enrollment
· Children must be potty trained to attend any of our preschool classes.  Children are not allowed to wear diapers or pull-ups to school.
· All forms provided by the school must be completed and on file before your child may attend class.
· Each child must have a medical exam dated no more than six (6) months prior to enrollment and every two years thereafter.  All immunizations must be up to date and listed on the state approved medical form.  Diabetes, TB, lead screening and chicken pox vaccine are now required and must be indicated on the form.
· The preschool cannot be responsible for anything that may occur as a result of false or omitted information provided by the parents.
· Bright Beginnings admits students of any race, color, national and ethnic origin to all the rights, privileges, programs and activities available to students at the school.  
· Children enrolled at Bright Beginnings will be involved in religious activities such as Bible stories.
· Church members, teachers, and returning preschool families will have advance notice and opportunity to register in the order for the upcoming school year.  Alumni families will be next before accepting applications from the community, as long as the deadline for each category has not passed.  Once the official date for open registration begins, all applications will be processed on a first-come, first-served basis.
· A balance of male and female students will try to be maintained whenever possible.  This may mean that we need to bypass those at the top of the waiting list to keep the balance.

Attendance
· If your child is absent from school for any reason please call the preschool and let us know.
· Children will be allowed in the classroom no sooner than 5 minutes before the start of the session.  Please sign the child in with your initials upon arrival and sign your complete name at departure.
· All children must wash their hands before entering classroom.  You may use the restrooms to do this.
· Late Pick Up -Children must be picked up promptly.  An assessment of $5.00 per 10 minutes will be charged for any child not picked up on time beginning after the first 10 minute grace period.  Please call and let us know that you will be late if possible, however, this will not exempt you from your late fee.  After 10 minutes we will attempt to call each parent or guardian and then each emergency contact since once and leave a message if we do not get the person. After 30 minutes DCFS requires us to initiate the following procedures:
· After 30 minutes we will call the police assistance in finding you or your emergency contacts.
· If you or your emergency contacts cannot be found within one hour of the time the police are contacted, we will be forced to contact outside authorities as recommended by the police (this may include the Department of Children and Family Services).
· Due to these strict guidelines, you must be diligent in letting us know of any changes in your home, work, or cell phone numbers immediately as well as any additional emergency contact information changes.
· Teachers will keep your child safe and comfortable.  A staff (preschool or church) member will stay with your child until he or she is picked up.
· Only a parent or authorized person may pick up your child except when we must call outside authorities.  We recommend finding a couple parents in your child's class that may pick up your child in emergency situations so extreme measures do not need to be taken.  You may add additional names to the pick-up list at any time.  Inform the teacher of any additions.  The teacher on duty must be informed before a child leaves.  Individuals picking up your child are required to show the teachers a photo ID.


Discipline and Guidance
From Jesus' example of love and forgiveness an atmosphere of unconditional love is maintained even when teachers need to discipline a child.  Discipline is based on love, nurture, care, comfort and support.  Its aim is self-control with God's help in a community where both expectations and forgiveness operate.  Talking, re-direction, and helping the child develop positive self-esteem and gain self-control of their own actions will be used.  We stress using words whenever there is a dispute and help children with the language when necessary. The preschool staff will provide a positive role model of acceptable behavior and reinforcement for positive behavior; include children in the resolution of the conflict; and protect the safety of children and staff.  The preschool parents receive our Guidance and Discipline policy at parent orientation and are required to submit a signed copy for their child's file.

Illness, Medicine, and Accidents
· The teachers will conduct an informal health check at the time of arrival.  If symptoms of illness are present, the teacher will ask you to take your child home.
· A child who becomes ill at school will be separated from the group and a parent will be called to come pick up the child.  If the parent cannot be reached, the next emergency contact will be called.  Please keep all contact information up-to-date.
· If the child has a communicable disease you must notify the school.  The school is responsible for notifying the state health department for certain illnesses.
· Please keep your child home if they show signs of the following:
1. Fever of 100 degrees or more within the past 24 hours without fever reducing medication.
2. Diarrhea or vomiting within the past 24 hours.
3. A virus or miserable cold, undiagnosed rash, head lice, or communicable disease
4. A sore throat, ear, stomach, or muscle aches or bad cough.
5. You have had to give your child any type of medication to alleviate any symptoms.
6. Is just not acting like themselves.
· If a child is not able to go outside, run, jump, climb, etc, the child should not return to school until he or she can fully participate in the whole program.
· No medication will be administered at school unless absolutely necessary.  Then the medication must be in its labeled container from the pharmacy.  You must complete an authorization form which is kept in the classroom. 
· In case of an accident, the teacher or other staff member will administer basic first aid.  The teacher will complete an accident form for your review and signature.  You will then receive a copy for your records.
· For an injury of more serious nature, 911 will be called first and if necessary, the child will be taken to the nearest available hospital.  You will be contacted as soon as possible.

Services provided and daily program
· Bright Beginnings Preschool will be overseen by a Board of Directors with the daily program run by a Director.  
· The hours of operation will be 9:00 AM to 11:30 AM Monday through Friday and 12:45 PM to 3:15 PM Monday through Friday. In this part day program, sessions servicing children 4 years old by September 1 of the current year will be offered on Monday, Wednesday and Friday for a choice of the morning or afternoon.    Sessions for children 3 years old by September 1 of the current year will be offered on Tuesday and Thursday for a choice of morning or afternoon.  
· We will follow the School District 204 holiday schedule and for snow days. 
·  The program will run from August through May.  Children will not take trips off the property but speakers may be invited in to talk to the children on occasion.
· Bright Beginnings Preschool reserves the right to discontinue services for, but not limited to, the following reasons:
1. A child endangers himself, teachers, or others
2. The needs of the child cannot be met
3. The child's behavior is uncontrollable
4. Tuition is not paid in accordance with the written policies
5. Unresolved parental disputes
6. Parents do not follow the recommendations made by the school for evaluation and intervention services


Arrival and Departure Procedures
The children will be admitted to the room five minutes prior to the start of class and should be walked in, signed in, and settled by a parent or guardian.  A cubby space will be provided for each child for personal clothing and possessions brought to the school.  We encourage children to not bring toys from home to school.  Departure will be from the room or the Church property if we are outside playing.  The parent or guardian must sign the child out before the child is allowed to go with them.  A driver license may be needed for identification if we have not seen the responsible person picking up prior to that time.  If we are outside we will have the children bring their belongings out in a basket for dismissal outside.  Please label the child's belongings for easier identification.  We also suggest a change of clothing be left in the child's bag or backpack including socks and underwear in case they need them for some reason.

Parent Involvement
· We encourage parents to be involved in their child's preschool activities and work with us to make this the best possible experience.
· Parents are invited to visit in the classroom on the child's snack days and bithday.  This will begin in October with the exception of a September birthday snack day.  The snack sign up will be with the sign in sheet on the table outside the room.  Parents are welcome anytime in the room but please schedule with the teacher to avoid too many visitors on any given day.
· Informal telephone conferences are held in the fall for those who feel a need.  A signup sheet will be put out prior to the calls which will be to answer questions about the program.
· Parent/teacher conferences will be held in January for our Tuesday/Thursday sessions and in March for our Monday/Wednesday/Friday sessions.  They are optional but we encourage you to take advantage of them to learn more about your child.
· You may ask for a conference at any time when you have questions or concerns.  The teachers will try to keep you updated verbally on a daily basis.
· If you have a grievance with anyone at school, please start with the person most directly involved.  If this cannot be resolved, please see the Director, then the Pastor.



Snack information
School and parents will supply state acceptable snacks for the children.  Parents will provide snacks on their child’s birthday and other days such as holidays.  The signup sheet will tell you the required snack.  Juice for snack must be 100% fruit juice.  If you are unable to provide snack on your designated day, please trade with another family.  Please notify teachers of the change.
Other information
· Photos:  we will be taking many photos of the children during the school year.  We may want to use them on a web page for publicity.  If you object to this being done, you will have a chance to notify the school in writing at enrollment.
· Class lists:  Each child's name, address, telephone number and birth date are listed on a class list distributed ONLY to school staff and families.  If you want any of these items deleted from the list, you must notify the school in writing upon enrollment.
· Records:  all family records are confidential.  Only staff have access to files.  Staff includes classroom teachers, volunteers, Director, Pastor and Preschool Board members.
· No information will be released without your permission.
· If a pesticide must be used on the premises, we will notify you by written and/or verbal communication.
· Mandatory reporting:  The State of Illinois requires all staff working in a child care facility to report all suspected cases of child abuse to the Department of Children and Family Services.
· The staff at Bright Beginnings Preschool will keep families informed verbally on a daily basis, when needed by written notes available at departure on the sign out table, and through a monthly newsletter.  Information may also be put on the church or preschool website.
Insurance Coverage
The children of the preschool will be covered by the general church liability insurance.


Religious Instruction
There will be a daily religious related story read to the children.  They will also attend a chapel session twice a month to reinforce the basic Christian themes.

Please sign and return one copy.  Keep the second copy for your records.  I/We have read, understand, and agree to comply with all of the policies set forth by Bright Beginnings Preschool.

Date _____/_____/_____    Signed_______________________________________________________
                                                             _______________________________________________________


