ASCENSION LUTHERAN PRESCHOOL
PARENT HANDBOOK
17910 S. Prairie Ave.

Torrance, CA  90504

(310) 214-3905 or (310) 371-3531
preschool@ascensiontorrance.org

Facility # 191601364

[image: image1.wmf] 


Table of Contents 

Welcome


Page 3
Forward 




Mission & Ministry Statement 




Worship Opportunities 


Page 4
Program Philosophy and Facility 

Section I


Page 5
Ascension Lutheran School Organization




Board of School Administration 




Administration




Faculty 




Parent Teacher League (PTL)





PTL Scrip Program 





Extra Ways to Earn

Section II


Page 6
Admission & Financial Requirements 




Admission Policy 




Registration Procedure 


Page 7
Hours of Operation 

Page 8
Withdrawals 




Tuition




Delinquent Accounts




Returned Checks


Page 9
Family Vacation Pro-rations 




Tax Info




Paper Processing Fees 

Section III

Page 10
Health 




Absence- Illness




Health Checks 




Illness Guidelines 


Page 11
Accidents/ Injuries 


Page 12
Allergies 

Section IV


Page 13
Daily Routines, Classroom Environment & Curriculum 




Daily Clothing





Arrival & Departure 


Page 14
Parking & Traffic Safety 


Page 15
Classroom Schedules 


Page 16
Chapel 



Sharing




Snacks & Lunch 


Page 17
Nap Time




Late Pick-Up Policy




Lost & Found


Page 18
Curriculum & Goals 




Classroom Transitions 

Section V


Page 19
Parent Participation & School Events 




Parent Participation & Volunteering 




Parties 


Page 20
Special Events 




Field Trips 




Pets & Animal Visits 

Section VI


Page 21
Discipline 




Discipline Notices 


Page 22
Suspension 




Child Abuse Reporting Obligations 

Section VII


Page 23 
Emergency Procedures 




Emergency Drills




Earthquake Kits 




Disaster Information

Section VIII


Page 24
Communications & Publications




Newsletter




How to Bring a Concern


Page 25
Yearbook




Photographs & Publicity 



Distribution of promotional Literature 

Page 26
Termination Policy 

Page 27 
Authorizations Page- MUST RETURN WITH REGISTRATION PACKET

WELCOME!

The Ascension Lutheran Preschool staff welcomes you!  Thank you for entrusting your child to our care.  We are happy you have chosen our school, and we are looking forward to an exciting year together.

FOREWARD

This handbook serves as a contract between Ascension Lutheran and enrolled families and strives to communicate the philosophy and goals of our Christ-centered preschool and to set forth the standards, rules and procedures that will foster self-discovery and facilitate a learning environment.  It will change and grow as our school changes and grows.  This handbook/contract is designed to foster mutual understanding.


Our board members, administrators, faculty and staff are intent on providing a program that is purposeful and effective.  As parents, you are our partners.  Our handbook assists us in accepting the responsibility of ministering to children.  It is dedicated to the glory and honor of the Lord as we work together.

MISSION and MINISTRY STATEMENT

In order to carry out Christ’s command to “make disciples of all nations,” proclaiming the Good News that God gave His only Son to be our Savior, the members of Ascension Lutheran Church established and maintain a Christian Preschool to carry out a three-fold purpose:

· To supplement the religious training which members of Ascension and other Christian parents in our community give to their children at home.

· To serve as a tool of the Holy Spirit for mission outreach in the community.

· To provide a thorough Christian education which meets student’s physical, social, emotional, intellectual, and spiritual needs.

It is our goal that all students at Ascension believe Jesus Christ is their personal Savior and live as redeemed children of God.  We want all students to recognize themselves as unique individuals created and loved by God.                                                                                                                                                                               

WORSHIP OPPORTUNITIES

If you do not have a church home, you are invited to attend Ascension Lutheran Church. Ascension Lutheran Church offers various Bible studies and classes throughout the week as well as baptism opportunities for all preschool families.  Church services are held on Sunday at 8:15 a.m. and 11:00 a.m.  Our Sunday school program begins at 9:45 a.m. and will help to supplement your child's Christian education. For more information please contact the church office at (310) 793-0071.

PROGRAM PHILOSOPHY and FACILITY

At Ascension Lutheran Preschool, we are passionate about providing a loving Christian, developmental atmosphere where children recognize themselves as unique individuals created and loved by God. As a child-centered school, we believe that the process is as important as the product. Children work hard at play—through questioning, sharing, speaking, listening, dancing, singing, discoveries, experiments, and hands-on activities. Our children learn at their own pace, through play that is geared toward their developmental stage.

Our policies are rooted in the Gospel of Jesus Christ. Teachers uphold the understanding of and belief in the importance of Law (consequence for misbehavior) and Gospel (forgiveness for the repentant). This helps the children develop healthy relationships and patterns of adjustment—learning and growing in a warm, loving, responsive environment with experienced early childhood educators who provide attentive, nurturing, individualized, quality care.

We have three preschool classrooms at our site.  The Little Lambs room is for our 2 to 3-year-olds and its maximum capacity is 18 children.  Our Butterfly room is for the 3 to 4 year olds and its capacity is for 24 children.  The Rainbow Room is our pre-K room and is for the 4 to 5 year olds and its capacity is also 24 children.  All of our rooms have a teacher–child ratio of 1 to 12.  Our staff is trained in Early Childhood Education and experienced in childcare.

Ascension Lutheran Preschool has been serving the community since 1986, as a self-supporting non-profit extension of Ascension Lutheran Church and School in order to carry out the church’s primary functions: proclaiming God’s Word and leading souls to salvation through education, worship, evangelism, fellowship and service.  Our funding comes strictly from tuition, although additional funds are collected through fundraisers.

We accept students of any race, religion, or national origin from 2 to 6 years of age who are physically and emotionally able to participate in our program. The school is licensed by the State of California Department of Social Welfare and the Los Angeles County Department of Health Services and is responsible to the Board of School Administration and membership of Ascension Lutheran Church. 

Per State requirements the Department of Licensing agency has the authority to interview children, or staff, and to inspect and audit child or facility records without prior consent and observe the physical condition of the child (ren), including conditions which could indicate abuse, neglect, or inappropriate placement, and to have a licensed medical professional physically examine the child(ren).  These State requirements can be found in the "Manual of Policies and Procedures" Day Care Center, Division 12, Chapter 2, State of California Health and Welfare Agency, Department of Social Services, Licensing Requirements 10219, 101195 B and C.  The licensee shall make provisions for private interviews with any child(ren), or any staff member and for the examination of all records relating to the operation of the facility.
I.  ASCENSION LUTHERAN SCHOOL ORGANIZATION
BOARD OF SCHOOL ADMINISTRATION

 
Ascension Lutheran Preschool is under the jurisdiction of an elected Board of School Administration.  The school board is the governing body of the school.  The board is comprised of members of Ascension Lutheran Church and selected by the voters’ assembly to facilitate the operation of the school and its ministries.

ADMINISTRATION


The Director is responsible for the day-to-day operation of Ascension Lutheran Preschool.

FACULTY


The teachers are employed by Ascension Lutheran Church and are accountable to the Board of School Administration.  All faculty members have earned or are working toward either an Associates of Arts degree or certificate in Early Childhood Education.

PARENT-TEACHER LEAGUE


Parent Teacher League sponsors a number of activities and fundraisers.  All parents or guardians are members and are encouraged to participate.

· P.T.L Scrip Program


The P.T.L. administers a gift certificate program for the purpose of providing funds for school improvement projects.  Grocery, department store, and restaurant certificates are available for purchase throughout the week in the school office. These certificates are the same as cash in the stores so there is no cost to our families.  Parents are ENCOURAGED to support this program.  Contact the school office for more information.

· Extra Ways to Earn
There are many ways to give back. Link your accounts to our school.

· Amazon Smile




 

· Ralphs

· Office Depot 

· My Coke Rewards

· Box Tops for Education
II. ADMISSION AND FINANCIAL RQUIREMENTS

ADMISSION POLICY

Ascension Lutheran Preschool accepts students from 2 through 6 years of age who are physically and emotionally able to participate in our program.  An interview will be held with the prospective student and parents.  All enrollments are subject to space availability and the approval of the Preschool Director.  Each child is accepted on a "one month trial basis: during which time the Director and staff will determine whether the Preschool experience is in the child's best interest at this time. We are open from 7:00 AM to 5:40 PM Monday through Friday.  Full-time and morning programs are available for 5, 4, and 3 days each week.  The morning program begins at 7:00 AM and ends at noon.  In order for children to benefit from our program we suggest they arrive no later than 9:00 AM each day. Regular, punctual attendance is a necessity and parents are asked to call or email the office informing the school of an absence.

Ascension Lutheran Preschool and Church are one ministry and information is exchanged between all groups to help us better serve the families enrolled in our programs. This information will not be given out to other families, vendors, or the public.

REGISTRATION PROCEDURE

I
A non-refundable registration fee of $100.00 is due before enrollment is completed. This fee includes: Ascension Angels School shirt, Earthquake Kit, Full Color Yearbook, Daily Supplies
II
Parent will receive and complete a Registration/Emergency card in addition to the following forms

· Admission Form

· Identification & Emergency Information

· Consent To Treat

· Child’s Pre-Admission Health History 

· Physician’s Report- MUST be signed by the Physician
· Immunization Record

· Notification of Parent’s Rights

· Personal Rights

· Earthquake Kit Purchase

· Illness Guidelines

· Policies and Procedures

· Faith Survey

III
Return registration packet to school.

IV
If Ascension Lutheran Preschool is full, the applicant will be placed on a waiting list, which requires a $25 non-refundable deposit, which will be applied toward the $100 registration fee.  Parents will be contacted as soon as an opening becomes available.

V 
If an extended leave (1 month or greater) is required there is a $40 holding fee per month until student returns.
**Prior to admission, each child MUST have on file an up to date immunization record, a physician's physical exam all completed within the year.

ALL ENROLLMENTS ARE ON A TEMPORARY BASIS FOR THE FIRST FOUR WEEKS.  PERMANENT STATUS IS GRANTED ONLY AFTER THIS PERIOD, PENDING FAVORABLE REPORTS CONCERNING THE CHILD'S CONDUCT, WILLINGNESS TO PARTICIPATE AND PARENTAL COOPERATION. 
All applications pertain to one school year.  Applications are renewed annually and a re-registration fee of $75.00 will be charged.  Families who are in good standing* have first priority.  

HOURS of OPERATION

Ascension Lutheran Preschool is open five days a week from 7:00 AM to 5:40 PM.  Full time and morning programs are available for 5, 4, and 3 days each week. We are closed for several holidays throughout the year (tuition is not pro-rated).  They are as follows:

Good Friday




New Year’s Eve and Day
Memorial Day




Martin Luther King Jr. Birthday 

July 4th





President’s Day (2 days)

Labor Day 


Veteran's Day 


Thanksgiving Holiday 


Christmas Eve and Day
Besides these traditional holidays, the school is closed the week after Easter Sunday, the complete week between Christmas and New Year’s Day and the last week before the fall semester starts.    
WITHDRAWALS

Parents MUST NOTIFY THE PRESCHOOL TWO WEEKS, IN ADVANCE, IN WRITING, before a child is withdrawn or if any changes in their schedule need to be made.  If notice is not given the account will be charged as usual.  A child who is absent two weeks without notifying the preschool will be withdrawn from the school if others are waiting to enroll.

TUITION

Please see tuition schedule

1. A fee of $40 will be charged for an extended leave (every 30 days)
2. A re-registration fee of $75 is charged for each new school year.

3. A 10% discount in tuition will be given for the second child of the same family enrolled in Ascension Preschool.

4. If parents get a new family to enroll at Ascension Lutheran Preschool and that family stays for three months the family that recommended them will get $50.00 off their next month’s tuition.

5. Tuition rates are intended to remain constant through the school year.  However, the Board of School Administration reserves the right to increase the rate in case of unforeseen increases in operating costs. 

***We appreciate early tuition payments; however, we do not give discounts for tuition that is paid in advance.
DELINQUENT ACCOUNT

Ascension Lutheran Preschool depends on preschool tuition to pay current expenses, therefore tuition is due the first of each month.  If the month’s tuition is not paid by the 10th of the month there will be a late charge of $25.00. A family that is 45 days in arrears will be required to go to automatic bank withdrawal. 

No family will be allowed to re-enroll or be considered as re-enrolled if any tuition or fees are unpaid.  If at the end of the school year accounts are not paid in full, families will not be allowed to participate in the year end activities, e.g. Pre-K graduation, Family Picnic.

RETURNED CHECKS

All returned checks will be assessed a $20.00 fee.  Payment of tuition in cash or by money order will be required if a second check is returned.

FAMILY VACATION PRO-RATIONS

Ascension Lutheran Preschool does not offer pro-rated vacations.  Because the school is closed several weeks throughout the year we appreciate parents using this time for vacations.

TAX INFORMATION


The preschool’s tax ID # is 95-2119024.  If you require a summary of tuition payments for tax purposes you will need to make the request in writing.  Your request will be processed in less than 2 weeks.
PAPER PROCESSING FEES


Ascension Lutheran Preschool charges a paper fee of $50.00 for copies of your children’s records.  All requests need to be put in writing.  Your request will be processed in less than 2 weeks.
III. HEALTH

ABSENCE-ILLNESS   

Please notify the school office if your child will be absent due to illness.  Student enrollment is limited by state law and regardless of attendance, the school's expenses continue.  Therefore, NO credit is given for absences.  "Make-up" days are not offered.  It is not possible to make-up days, as staffing and school activities are planned for a specific number of children each day.

HEALTH CHECKS

Please check your child for signs of illness before bringing to school.  The teacher will perform a health check before your child can be signed in for school.  If it is determined that your child is to ill too attend, you will be asked to sign the Daily Health Check form and your child will be sent home.  (The teacher will also note any cuts or scrapes at this time)  A child who is ill cannot benefit from the program and should be given proper treatment at home to prevent spreading of illness at school. Please do not medicate child in the morning and send them to school. The child is still ill and can infect others. If the child is found to be ill while at school, the parent or emergency contact will be called to pick up the child. Child must be picked up within 1 hour.  


*Torrance Memorial offers T.L.C (Torrance Loves Children) care for ill children. Pre-registration is required.

ILLNESS GUIDELINES

1. Our preschool, Ascension Lutheran Preschool, is licensed for well children care.  We do not have the facilities for sick children.  Therefore, if your child has any of the following symptoms, please do not send him or her to school:

a. Fever over 100.4

b. Swollen neck glands

c. Nausea/ vomiting within 24 hours previous to school time

d. Skin rash and/or eruptions of unknown origin such as cold sores, fever blisters, and boils.

e. Coughing associated with respiratory infection.

f. Infectious Rhinitis, i.e., purulent nasal discharge or nasal condition associated with cough and/or fever.

g. Diarrhea- change in consistency, frequency, color or odor of stool.

h. Conjunctivitis- such as pink eye or purulent thick discolored drainage.

i. Parasites i.e., nits, crabs, lice, etc.

**Health checks will be conducted each morning when your child arrives at the school, if any of the above appears to be present in your child, your child will be sent home.

2. If your child is at home with a cold please keep him or her home until 24 hours after the symptoms disappear and he or she is no longer contagious.
3. If your child is on antibiotics for an illness such as strep throat, it is permissible to return to school in 48 hours with a confirmed written diagnosis and release from your doctor. 

4. Please let us know if your child has or has been exposed to a communicable disease (chicken pox, mumps, pink eye, etc.) so we can be alerted to early symptoms.  We will notify parents when child has been exposed to a communicable disease at school.

5. No Nit Policy. The affected child will not be allowed to attend school until treated. All nits must be removed completely. Although an annoying problem, head lice infestation should not cause undue alarm-just immediate action.  

6. A doctor’s statement must be submitted for your child to return to school after an illness.

7. Any child who develops a fever or shows signs of illness while at school will be isolated at once from the rest of the children.  Parents will be notified to pick the child up.  Parents will be contacted. THE CHILD MUST BE PICKED UP WITHIN AN HOUR AFTER RECEIVING A CALL FROM THE SCHOOL. Failure to pick-up your child in a timely manner can result in termination from program.
**Medication will not be given or stored by staff. If your child needs to be given medication you will need to administer it yourself.

ACCIDENTS/INJURIES


The teacher or director will handle minor injuries sustained at school.  Soap, water, ice, and Band-Aids will be the extent of first aid rendered.  An “Ouch report” will be filled out to notify parents of and cause of injury.

In case of a serious accident, paramedics will be notified first, and then we will contact the parents.  We will use the phone numbers listed on the Emergency Form in your child's school file, these numbers must include at least on additional person that is not a parent (i.e. family member, friend, neighbor, co-worker, etc).  It is important to KEEP WORK AND HOME PHONE NUMBERS AND ADDRESSES CURRENT for yourself, as well as all authorized persons, so that we can locate you in case of an emergency. 
ALLERGIES


Allergies are a growing concern and our staff takes special measures to see that every child’s needs are met.  If your child has allergies please alert your child’s teacher so that the allergy can be posted and other staff notified and educated.  

To insure your child’s health an EMERGENCY ALERT FORM will need to be filled out and posted in every room.  If your child needs an EPIPEN, you will need to provide one with the proper medical forms.  Please feel free to discuss any of your concerns with the teachers. 

**If your child has a runny nose related to allergies a child’s medical record must reflect the allergies or a note from the doctor stating the child has allergies.

IV. DAILY ROUTINES, CLASSROOM ENVIRONMENT & CURRICULUM

DAILY CLOTHING

Learning is a dirty job!  Please do not send your child to preschool in clothing that cannot become messy. We do want your child to be comfortable and safe at play.  Please dress your child in simple clothes for active learning.  We suggest T-shirts, pants or shorts, removable sweater or jacket, socks and tennis shoes.  Bare feet, "Jellies," thongs or open toe shoes are a safety hazard and are not allowed at any time.  The Preschool cannot be responsible for your child's clothing and personal belongings, therefore, we ask you not to bring anything of value to school.  This includes money, purses, toys, and expensive clothes.


Please be sure your child has one set of extra clothes just in case of any accident.  Even if your child no longer has potty accidents, paint can spill, juice can tip, etc.  Be sure all items brought from home are clearly marked with your child's name. If your child does not have extra clothes the school will call you and ask you to drop off a set of clothes.

ARRIVAL AND DEPARTURE

Each child must be signed IN AND OUT on the correct form, with full parent signature, and accompanied to and from the classroom by an adult.  STATE LAW REQUIRES THIS. Failure to do so can cost a fine of $50.00 for each occurrence. This cost will be passed on to the parent/guardian who failed to sign his/her legal name.  Please make sure that a staff member is aware of your entrance and exit every time.  Parents are responsible for their child/ren as soon as they are signed out.  
The morning program begins at 7:00 AM and ends at 12:00PM.  In order for children to benefit from our program we suggest they arrive no later than 9:00 AM each day. We know how difficult it can be some mornings to get your child to school on time, but we ask that you have your child at school no later than 9:00 AM. Punctuality should be emphasized. Sometimes parents do not realize the disservice they do in bringing their child to school late.  They develop bad habits in their child through lack of attention to punctuality.  When your child is late they are missing out on a very vital part of the day.  They miss their one on one greeting time with their teachers as well as their rug times because the teacher is now devoted to teaching the curriculum for the day.  Please consider the disruption your tardiness creates and arrive before 9:00 am.  Regular, punctual attendance is a necessity and parents are asked to call or email the office informing the school of an absence.  Parental cooperation in this regard is needed and expected.

**Non-Custodial Parent 

If a non-custodial parent is NOT TO PICK UP your child, we must have an official restraining order or other legal paperwork in our files. If we do not have the correct paper work, we must, by law, release the child to this parent. If we have written instructions from you, we will call you to let you know this has occurred. **If you are involved in or have had a change of parental custody please make sure the staff is aware and that the office has a copy of all court records.

For your child's protection, only persons authorized in writing by the parents may pick up the child.  THE STAFF WILL NOT RELEASE A CHILD TO ANYONE WITHOUT PROPER AUTHORITY.  If someone new is to pick up your child, please notify the director IN WRITING.  In case of emergency, parents must contact the director of a change.  Identification will be required before the child will be released.

PARKING and TRAFFIC SAFETY


When bringing a child to school or picking up a child from school, please observe the following guidelines and exercise extreme caution for the safety of all children.  

· Please drive slowly  

· Park your car in one of the spaces provided in front of the offices or classrooms
· Turn your car off, do not leave your car running 

· Walk the child to the classroom and sign-in

· Respect handicapped parking areas and do not use them if your car does not display a permit

· To reduce congestion you must make a right turn onto Prairie

CLASSROOM SCHEDULES


Please see each classroom for their individual schedules.  Below is a general schedule.

TIME


ACTIVITY

7:00AM - 8:30 
Arrival, health check; inside with teacher directed activities
8:30 - 9:00
"Free time" in individual classrooms: Puzzles, playdough, etc.

9:00 - 9:20


Circle Time: Devotion, prayer, calendar, stories, songs, etc.

9:20 - 9:30


Bathroom time
9:30 - 10:00


Snacks
10:00 - 11:00
Set curriculum time: math, language, science, music, games, books, dress-up, manipulative skills, arts and crafts, etc.

11:00 - 12:00

Outside play, sand-area, games, gardening, etc.

12:00 



Half-Day Dismal 

12:00-1:00


Lunch and preparation for naptime

1:00 - 2:45 


Nap and rest time

2:45 - 3:00


Wake up time, snack
3:00 - 4:30
Outside play activities: art, water play, bike riding, jumping rope, etc.

4:30 – 5:40
Small group play inside, music, rugtime, preparation for departure, teacher directed activity
 5:40 PM


Center is closed
CHAPEL 

All children participate in regular devotions in the classroom and in weekly chapel services. Chapel is held on Wednesdays and is led by Pastor.  During this time a Bible story with an object lesson is given.  Fun songs are learned and the children pray a prayer for the day. Parents are also invited to attend.

SHARING

NO SHARE TOYS! Children may bring a book or a photo to share with the class. The book must have the family name on the inside cover and the photo must have a name on the back. Ascension Lutheran Preschool and Staff is not responsible for lost, stolen or missing items or toys.
SNACKS/LUNCH   

Two nutritious snacks are provided daily consisting of juice or milk and one (or more) of the other food groups.  Menus are posted in your child’s classroom.

We do not provide breakfast food or milk.  Your child may bring his or her breakfast (if bringing cereal, please provide milk) and eat in the classroom at drop off. 

We do not provide spoons, forks, bowls or plates for breakfast or lunch. Provide proper utensils for meals.

We do not offer a lunch program at this time. Parents are responsible for providing a lunch. We ask that lunches are nutritious and do not need to be heated or cooled as teachers cannot heat lunches or store them in the class refrigerator.  Please no candy, soda or glass containers.  We encourage your child to eat "protein" (eggs, cheese, meat, tuna, peanut butter), and fruit or vegetable, (applesauce, tomatoes, carrot sticks, canned pears, canned fruit cocktail, fresh fruit), before “treats," (chips, pretzels, granola bars, fruit roll-ups, etc.) or "dessert," (cookies, cupcakes, pudding, etc.).  We will not open "treats" or "desserts" until 1/2 sandwich (or protein) is eaten and fruit (or vegetable) has been eaten.  Some children are aware enough to open the treats or dessert themselves and try to do so before we notice.  Please be aware that we will take the item away until proper food has been eaten and then return it when sufficient "healthy" food has been eaten.  If a child fails to bring a lunch, we will call you to bring a lunch. 
**TAKE YOUR CHILD’S SCHEDULE INTO CONSIDERATION- IF YOUR CHILD IS HERE FOR A LONG DAY PROVIDE ENOUGH FOOD. IT TAKES A LOT OF ENERGY TO LEARN, WE WANT TO MAKE SURE S/HE IS FUELED 
NAP TIME
Children often become so involved in their daily adventures they refuse to acknowledge fatigue.  Awareness of the need for rest and the development of relaxation habits are necessary for children to carry into adult life.  We provide naptime (or as some children like to think of it "quiet time" or “rest time”) after lunch.  We cannot wake your child up from nap so please do not ask the teachers to do so.  They must wake up on their own according to state law.   Some children like to have a pillow and/or stuffed animal to sleep with.  All nap materials will be sent home every Friday to be washed and returned the following Monday.  Again, please be sure that items brought from home are clearly marked with your child's name.  

LATE PICK-UP POLICY

It is policy at Ascension Lutheran Preschool that children must be signed out by 5:40 PM.  A late fee of $15.00 will be charged per child for every 15 minutes a parent is late.  This means at 5:41 PM you will be charged $15.00 and at 5:56 PM you will be charged $30.00 and so on.  The 3rd and any consecutive violation will result in a double fee. This means at 5:41 PM you will be charged $30 and at 5:56 PM you will be charged $60 and so on. This fee is payable when the child is picked up. If the fee is not paid by the next billing cycle, the late fee will be included in tuition. 
*If tardiness becomes a chronic problem it may result in termination from the preschool program. 

A late fee will also be charged for any tardies for the half-day program as well.  A late fee of $15.00 for every 15 minutes will be charged if your child is not picked up by 12:00PM.

LOST & FOUND

Each year the preschool accumulates many lost articles (clothing, toys, etc.).  Labeling clothing and articles brought to school can prevent much of this.  The lost and found items are stored in the office.  The unclaimed items will be sorted through periodically and sent to Lutheran Social Services.  Lost items should be reported to the preschool office or teachers.  The preschool is not responsible for articles that are lost or stolen. 
CURRICULUM & GOALS


The activities for the children are developmentally appropriate and promote success for the child because they are geared to developmental stages, individual ability and interest.  Ascension Lutheran preschool’s curriculum is based on the concept that the developments of a positive self-esteem and of academic and social skills are necessary for each child to be successful.

GOALS

· To provide Christian values

· To develop a positive self-image

· To promote language development

· To respect cultural diversity

· To encourage children to think, reason, question, and experiment

· To provide opportunities to enhance social skills

· To encourage sound health, safety and nutrition habits

· To develop initiative and decision making skills

· To provide opportunities for physical development

CLASSROOM TRANSITIONS
Transitions are done when a child is emotionally, socially, and developmentally ready to enter the next classroom.  These changes are made primarily at the end of the school session or at the end of the summer session depending on ratios.  Children will begin their transition on a Monday and gradually increase the time spent in their new room as the week progresses.  The transition should be complete by Friday with the child starting full time in their newly assigned room on the following Monday.  If a child is having a difficult adjustment the transition period may be extended to two weeks.

V.  PARENT PARTICIPATION & SCHOOL EVENTS

PARENT PARTICIPATION/VOLUNTEERING 

Parents are invited and encouraged to share their time and talents with our children, as their time is available.  Please make the director aware of your areas of interest (i.e. field trips, arts and crafts, party helpers, visiting the class to tell about your occupation, building or repairing equipment, sewing or mending dress-up clothes).  We want you to feel this is your school.  What would you like to do? 

*Please SIGN-IN IN THE OFFICE to receive a visitors badge if you will be volunteering on campus. Volunteers must meet the volunteer requirements listed below.

***All volunteers MUST be Livescanned and show proof of the following immunizations- 
· MMR (measles, mumps and rubella)- childhood vaccine- immunization record, blood test, or proof of current booster

· Tdap or Dtap (diphtheria, tetanus, and pertussis) – within the last 10 years- available from most pharmacies 

· TB (tuberculosis)- within the last 3 years- Doctors office or hospital- takes 3 days

· Flu Shot- proof of current year flu vaccine or written wavier- please see staff if waiving

PARTIES

Birthdays and parties are special times and we ask that you make these arrangements with your child’s teacher at least 24 hours in advance.  Because we offer a half-day program we ask that all parties occur in the morning so that none of the children miss out on these experiences.  Parents are allowed to bring in food, but it must be store bought and any candy must be individually wrapped.  We do not allow lit candles or traditional piñatas.  Goody bags are allowed as long as there is enough for every child. Classroom parties should not be planned without the consent of the teacher. Thank you for your cooperation.
SPECIAL EVENTS

We have several special events throughout the year and we ask for your family support at these events.  Notices will be given out for exact dates.

· Back to School Morning 
· *Reformation Carnival

· Christmas Tree Trimming Party
· Mother’s Day Mingler & Father’s Day Morning
· 2 singing performances at Sunday church services (Reformation Sunday & NLSW)
· Family Picnic

FIELD TRIPS

Field trips will be scheduled throughout the year.  Parents will be notified in advance of any activity that their child's class will participate in.  Parents will be asked to assist with supervision and cost for these outings.  We ask that all parent volunteers follow some simple guidelines:
· No cell phone use unless it is an emergency

· No purchasing of souvenirs or food

· Be on time

Fees are separate for field trips and are not included in your tuition.  A signed permission slip for each individual field trip must be signed by the parent in order to allow the child to participate.  
Parents may attend with their child(ren) as long as the volunteer requirements are met.
PETS AND ANIMAL VISITS

  
Pets and animal visitation must be approved in advanced by the classroom teacher and director. A parent must accompany and assume all responsibility for the pet during visitation.
VI. DISCIPLINE
DISCIPLINE  

The guidance, behavior, and discipline goals and procedures of Ascension Preschool are designed to help the children lead a godly life in response to God’s free salvation in Christ.  All students are expected to abide by the policies and rules of Ascension Lutheran Preschool.  Students are to show respect and be obedient to all members of the staff, church and parent volunteers.  Students are to respect one another.

When disciplining a child, the objective of Ascension Lutheran Preschool is to help develop a child's positive self-image and self-confidence.  Corporal punishment, belittling, threatening, or condemning is not permitted within our center. The techniques we use include pray, praise, encouragement, and positive re-direction.  Students are to respect one another and disruptions to learning are not allowed and consequences will be given to the student involved. This discipline can be denying certain privileges granted to other students (stickers, stamps, etc.) assigning special tasks (help with cleanup) and removing student from class activities (redirection).  Each classroom uses a variety of positive behavioral reinforcement, which is designed for age appropriateness.

The preschool offers many activities throughout the day, month and school year. Please understand that these are privileges. We expect that the children will be able to demonstrate safe and appropriate behavior in order to participate, e.g. field trips, share time, guest speakers, and music class. Should safety and discipline issues occur and your child requires extra attention during a field trip, the parent will be required to attend. Your cooperation with these guidelines is vital to maintain the caring, positive learning experience that is provided at Ascension Lutheran preschool.

Discipline notices 

If we are in constant confrontation with your child we will begin by sending home a yellow discipline notice.  This lets you know your child received warnings about his/her behavior that day.  The next step is an orange discipline notice.  This notice goes home when the child ignores the warnings and continues to disregard the teacher’s redirection. This note results in a call to the parent and a conference.  The next step is a red note it may result in a one-day suspension.  The child may not return until the parent, teacher, and director have resolved the conflict. An automatic red note will be given if a child poses any threat to another child, teacher, or property. If a child receives two red notes it results in termination from the program. 

Due to the health risks and state licensing tolerance regarding biting Ascension Lutheran Preschool has established the following policy: The first bite will result in an immediate red note and the second bite will result in immediate expulsion from the program.

 Once again, the behavior policies at Ascension Lutheran Preschool are designed to help the student learn self-control and discipline of a God-pleasing life. Please be aware that the discipline policies can/are evaluated and changed as needed without notice.
SUSPENSION

The director will suspend any student when, in the Director’s opinion, the interest of the school and or student would be served by such action. Students may be suspended for the following reasons but not limited to: 

A. Continues willful disobedience to school authorities.

B. Hitting, spitting, kicking, throwing objects, name calling of any kind towards a teacher. 

C.  The use of profanity or vulgarities.

D. Defacing or destroying school property- Property is a gift from God, provided for us to use as good stewards.
E. As stewards we are accountable to Him. This means that every student must care for not only his own property, but also that of other students, the school, and the church. The parents will be required to reimburse the school for loss, damaged toys or property. Parents are responsible for student damage

F. Stealing

CHILD ABUSE REPORTING OBLIGATIONS

In accordance with state law, the school staff is mandated, under penalty of fine and jail term, to report the reasonable suspicion of physical abuse, emotional deprivation, physical neglect, inadequate supervision, or sexual abuse and exploitation.


In this very serious and legal narrow area, the school will not contact parents in advance of making a report to legal authorities.

VII. EMERGENCY PROCEDURES
EMERGENCY DRILLS


Fire and earthquake drills are held monthly.  Teachers discuss exit and safety procedures regularly.  The preschool’s emergency evacuation routes and plans are posted in each classroom and the preschool office.


* Our campus participates in the Great California Shakeout in October

EARTHQUAKE KITS


Each student is required to have an earthquake kit and it must be purchased at the time of enrollment (included in registration fee).  The kit is designed to maintain the student for 72 hours on a minimal level of nutrition and safety until the parent can pick the child up.  In addition, children are also required to keep an extra set of clothes and a note of reassurance in their cubby.

DISASTER INFORMATION


If a major disaster occurs during preschool hours, the children will be consolidated on the big grass field located behind the school.  Mandated procedures will be followed for dismissal of the children. 

In the event of a disaster, the main driveway located on Prairie Ave. will only be used for emergency vehicles. The school reunion gate is located on the east side of campus at Cordary Ave. & 180th Street (behind the grassy field) in the residential neighborhood.
VIII. COMMUNICATIONS & PUBLICATIONS

NEWSLETTER  

A newsletter is published bi-monthly to keep you informed of activities and adventures, child care updates in the news, school events, and parent information.  This includes a list of Important Dates, please be sure to read it and post it for future reference.

HOW TO BRING A CONCERN 

During a school year, there may be times when a parent wishes to register a concern about a particular topic or happening.  It is important that any concern be heard.  

**In the interest of the child, the parent and the teacher, it is best not to voice criticism in the presence of the child; the working relationship between child and teacher is often damaged. It is also in the best interest of all the parties if the problem is dealt with as soon as possible.  It is essential to maintain an atmosphere of mutual respect, trust and open communication in this endeavor of education. Initiated discussions about grievances with other persons without a full understanding of the pertinent facts promote misunderstanding, misrepresentation, and gossip. All persons have the right to be respected and treated as human beings and forgiven as children of God.

First, taking our guidelines from the Bible (especially Matthew 18) participants in a grievance have an obligation to communicate honestly and directly with each other. Rather than focusing on a singular viewpoint, every effort should be made to understand the other person’s perspective.  

Communication between the involved parties will promote the most direct and effective solution.  

Second, if the concern is not resolved satisfactorily, then the matter should be brought to the administrator, who can help the process and mediate the situation. The director will strive to bring the resolution to the matter. If the initial grievance involves the director, then the matter should be directed to the Board of Education who will assist in this matter.

Third, if the concern remains unresolved, the grievance should be brought to the Board of School Administration. The School Board will direct a decision between the parties by processing the concern with all involved persons.

YEARBOOK


A yearbook is published in the spring of the year.  Student pictures for the yearbook are usually taken in the fall.  Candid shots, special event photos, and group pictures are also included.  The yearbook fee is included as part of the registration fee.

PHOTOGRAPHS & PUBLICITY


Photographs of the children participating in our program may be taken from time to time and may appear in newspapers, magazines, and brochures, the Internet or other publicity materials.  Names will not be released.  Your permission for photographs including your child to be used without compensation is part of this agreement- signing of the Parent Handbook.

DISTRIBUTION OF PROMOTIONAL LITERATURE


No one is permitted to distribute to classmates or preschool families of any promotional literature, advertising, various pamphlets or other materials without direct knowledge and consent of the director.

TERMINATION POLICY
The following are causes for termination of child care services:

· Delinquent fees

· Failure to comply with a plan for payment of delinquent fees

· Failure to provide information upon written request by school staff

· Frequent tardiness

· Failure of the parents or guardian to cooperate with center personnel where such failure materially disrupts the smooth and efficient operation of the program

· Failure to follow sign-in, sign-out procedures, i.e., full signature, time of arrival and departure

· Frequent late pick-up of children after center closing

· Failure to follow drop-off and pick-up policy

· Bringing disallowed items to the preschool

· Failure to supervise children on the school’s premises after signing out for the day

· Failure to provide the school with information regarding authorized adults who may drop off or pick up your child  

· Failure of parent/guardian to respond promptly when requested to remove child from school because of child’s illness

· Failure to keep paperwork updated 

· Failure to provide accurate emergency phone numbers

· Failure to abide by the guidelines set forth in the Parent Handbook

Authorizations 







All incoming families MUST review the Preschool Handbook prior to registration. The handbook is located on our website http://www.ascensiontorrance.org/preschool or parents may request a hardcopy from the school office. 

Families will be notified via email if there are any changes made to the Handbook. Families are encouraged to keep the Handbook and refer to it as necessary. Please be sure to note our hours of operations/ vacation days throughout the school year as well as our illness guidelines. 

Authorizations------------------------------------------------------------------------------------------------

I have read Ascension Lutheran Preschool’s Parent Handbook. I understand what I have read and agree to comply with the rules and regulations set herein. 


□ Yes 

□ No

I understand that Ascension Lutheran Preschool and Church is one ministry. In order to better serve families enrolled in our program, information is exchanged within the areas of ministry. My information will not be shared with other families, vendors or the public.


□ I allow Ascension Lutheran Preschool to share information with Ascension Lutheran Church.

□ I do NOT allow Ascension Lutheran Preschool to share information with Ascension Lutheran Church.

I understand that Ascension Lutheran Preschool may use photographs that include my child in printed school materials, on their website, or for promotional or educational materials. Names of the children will never be published to ensure anonymity and protect privacy and safety. 

□ I allow Ascension Lutheran Preschool to use photographs that include my child for promotional and educational purposes.

□ I do NOT allow Ascension Lutheran Preschool to use photographs that include my child for promotional and educational purposes

_________________________________________________________________________________________
Child’s Name: ____________________________________________
  Date: ___________________
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Parent/Guardian Name: ___________________________________
Email: __________________

Parent/Guardian Signature: ____________________________________


_________________________________________________________________________________________

OFFICE USE ONLY:

□ Received Hardcopy
□ Valid Email
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