Satellite Beach United Methodist Preschool Parent Handbook 2011/2012
450 Lee Avenue 								State License #C18BRO153
Satellite Beach, FL 32937							Telephone: 321-777-0116 X 203


SCHOOL CALENDAR
Opening Date, Closing Date, Holidays – Same as Brevard School System
Emergency days (Hurricanes) – Same as Brevard School System, unless we can return to school sooner.  We will attempt to match their makeup days but reserve the right to alter days.

SCHOOL HOURS
The Preschool hours for the 3 and 4-yr-old students are 9:00 a.m. to 12:00 noon, Monday through Friday. The 2-year-olds class hours are 9:10am to 11:50am.

The Florida Department of Health, Brevard County Health Department, and Environmental Health Services license the center.  The center has been inspected and approved by:
· The Brevard County Health Department
· The Satellite Beach Fire Department
· The United Methodist Association of Preschools, Florida Conference, 
with Gold Seal accreditation
· Voluntary Prekindergarten (VPK).

PHILOSOPHY

Through a warm, accepting climate, we will provide an educational program that encourages the growth of the whole child.  Our continuous, interactive curriculum will strive to meet the spiritual, physical, emotional, social, and intellectual needs of the preschool child.  Under the guidance of qualified teachers, the unique talents and abilities of each child will be valued.  Since play is the language of children, a Christian atmosphere will promote healthy attitudes and place emphasis on the importance of good decision making.  The intent of this program is to foster a positive outreach between the Satellite Beach United Methodist Church and the community. The preschool shall serve children who are at least two years of age on September first of the year in which they are enrolled.

STANDARDS

Satellite Beach United Methodist Preschool is licensed by Brevard County Child Care Licensing through Environmental Health Services and visited by a representative of that office at least twice a year.  Our license is renewed annually.  Prior to this, the Fire Marshall’s Office and the Health Department must inspect us.  We meet or exceed all requirements set forth by these organizations.  

ADMISSIONS POLICY

Satellite Beach United Methodist Preschool admits students of any race, color, religion, national and ethnic origin to all the rights, privileges, programs, and activities generally accorded or made available to students at the school.
ACCREDITATION

Satellite Beach United Methodist Preschool meets the standards of Gold Seal accreditation through the United Methodist Association of Preschools.  This accreditation is renewed every 3 years.



OUR STAFF 

We have a team of dedicated professionals who have the welfare and best interests of your child as their top priority.  In addition, we strive to keep our child-teacher ratios low.

Everyone on our staff is required to have the State of Florida forty-hour child care certification and five-hour literacy training offered through DCF (Department of Children and Families), with an additional minimum of 10 hours of child care related training per year. The state requires fingerprinting and an extensive background check, which is done upon employment. Each classroom has a lead teacher with an Education Degree or Early Childhood Associate of Science or a higher level of education.  Our assistant teachers are working on an Educational Staff Credential.

THE PRESCHOOL PROGRAM

CURRICULUM

Our curriculum is based on the guidelines and standards of both UMAP & VPK Florida standards, which includes the following developmentally appropriate goals.  It consists of play, stories, music & movement, and activities such as art, and learning projects.

Children will grow socially and emotionally by learning to…..


· Listen 	
· Take turns			
· Make new friends	
·  Make choices
· Think for themselves 	
· Follow simple directions

· Live within limits they can understand
· Express feelings in socially acceptable ways 
· Work both individually and in a group
· Identify with an adult other than a parent
· Share	Feel secure away from home	



Children will grow physically and mentally by…..
· Developing large and small muscle coordination
· Developing visual and auditory discrimination
· Developing language skills
· Recognizing colors and shapes
· Recognizing some uppercase and some lowercase letters
· Recognizing and writing numbers 
· Working creatively with their hands
· Learning to cut with scissors
· Recognizing letter sounds

Children will grow spiritually by…
· Experiencing various types of prayer
· Hearing age-appropriate Bible stories
· Exploring God’s wonderful creation
· Celebrating major Christian holidays
· Singing songs about God and Jesus
· Hearing faith language such as God, prayer, Jesus, love, and worship used in the classroom

Three and Four-Year-Olds 
Satellite Beach United Methodist Preschool uses a teacher-developed emergent curriculum, which integrates Bible-based themes with developmentally appropriate activities in the areas of language, fine and gross motor, social and cognitive skills. The daily lessons have been developed to allow children to learn through hands-on experiences and center-based activities. Christian values are taught through Bible stories, memory verses, and daily prayer. 

Three-year-olds are introduced to their letters and numbers, and our four-year-olds further develop kindergarten readiness skills with recognition of letters, numbers, and their written or printed names.  Pre-reading and pre-math skills are incorporated into the daily activities of the classroom.
 
Artistic Experience
An important part of our curriculum is art.  A variety of materials are available daily in the classrooms.  Playing with play dough, cutting, pasting, drawing, and painting are not only fun for the children, but are also important opportunities for learning.  It is a chance for children to express original ideas, develop fine motor skills, improve coordination, learn to recognize colors, shapes and textures and develop creativity and pride in their accomplishments.  Rather than concentrating on a finished product to go home, we want to focus on what the children are learning from the experience.

Chapel and Music
A special chapel time with our pastor or other Christian educator is held once a week for our three-day and five-day classes in the Sanctuary at the end of the day.  The children enjoy songs, prayer and Bible stories. All three-year-old classes and four-year-old classes have music the rest of the week at the end of the day in Faithland.  Some of the songs they learn will be performed at several music programs throughout the year.

Program Extras
The Preschool brings in resource people and programs to enhance the curriculum. Events are scheduled throughout the year such as: Visiting Community Helpers, Dads-N-Donuts, Moms and Muffins.

Field trips are scheduled once or twice depending on when the rooms cannot be used due to a major election (Church is used as a polling place). Parents are required to drive, as the Preschool does not provide transportation. We always need and appreciate parental involvement to help make these programs and special events meaningful for our children. 

Lunch Bunch – Based on enrollment, we will offer an afternoon enrichment time till 2:00.  Children participating will bring a separate lunch clearly marked. Late fees will apply. Fees must be paid in advance to ensure that space is available.  The preschool reserves the right to cancel Lunch Bunch for the day due to lack of participation.  The program will focus on large muscle development, music and movement, art, obstacle courses, or extra playground time. Please see the Lunch Bunch Policies and Agreements page at the end of the preschool application The schedule will be announced at Meet the Teacher, right before school starts.

Before Care – Based on enrollment we will offer 30 minutes of before school care in Y8 for a monthly fee or drop in fee.  Children may be dropped off to play before being escorted to their classrooms. Please see the Lunch Bunch Policies and Aggreement page at the end of the preschool application. The schedule for beginning Before Care will be announced at Meet the Teacher.

Parent Orientation and Meet the Teacher will be scheduled for the week before school starts. A calendar of events will be emailed during the summer.



POLICIES AND PROCEDURES

1. Age of Child		 A child must be two (2) by September 1st to be in the Two-Year-Old’s class, three (3) by September 1st to be in the Three-Year-Old’s classes, and four by September 1st to be in the prekindergarten (VPK)  program.  All children in the three and four year old classes must be potty trained before entering school.
									
2. Tuition 	Tuition is due the first of every month (except VPK students).  A late fee of $15 will be charged if tuition is received after the 10th of the month.  Returned checks will not be run through the bank again and all returned checks will be assessed a $15 returned check fee that should be included with the reimbursement check, money order, or cash.

3.	Health      	We can accept only well children.  We are depending on you to help us maintain this policy.  All children will be observed upon arrival at school each morning.  If symptoms of illness are noticed, parents will be called to take the child home.  Should a child become ill during the day, we will provide care until you can call for him/her.  PLEASE NOTE:  We like to share the fun of school with our friends, but illness is something that needs to stay at home and NOT be shared with anyone. We are not equipped to take care of sick children.

In case of illness:  Your child will not stay at school if he/she appears to have signs of illness during the day.  In these cases, the child will be isolated from the other children and a parent will be contacted. 

It is the parent’s responsibility to pick the child up as soon as possible!  If you work more than 30 minutes from the preschool you will need to make arrangements with a friend or family member who is close by to pick up your child. Please ensure that they are on your child’s pick up list.

Keep your child home if he/she exhibited the following symptoms within the past twenty-four hours. If a child is sent home, he/she may not return to school the following day.

· Fever and sore throat
· A constant untreated cough.
· Signs of possible communicable disease: skin rash, inflamed eyes, diarrhea, vomiting, and/or persistant runny nose

We reserve the right to use our own judgment, even if we have received a doctor’s release in order for your child to re-enter school.

Notify the School if your child has a communicable disease or has been exposed to one.
Medication: The center does not administer any medication to students nor allow students to administer it to themselves.  

OUTSIDE TIME: We are not able to offer care for children who may not play on the playground.  All children must go as a group to outdoor playtime.  Picnic tables and benches are available for quiet activities while on the playground.  Please keep your child home if you feel they are too sick to go on the playground.   

Allergic Reactions:  Please notify us if your child is allergic to insect bites, foods, or any other substance that could be life threatening.

4.	School Hours	School begins promptly at 9:00 a.m. (except for the Twos) each morning.  The doors will be opened five minutes before.  Prior to that time, teachers are busy making final preparations for the day.  We ask that you remain outside the Preschool until the doors are open.  Classes are finished at noon, and we will begin dismissal shortly after 12:00.  Please be prompt in picking up your child.  Occasionally, a problem may arise to detain you.  Give us a call so we will know that the parent is going to be late.

5.	Late Charge		A late charge of $3.00 will be charged for every five minutes after 12:00 noon and $1 for every minute after 2pm for lunch bunch that parents are tardy picking up children.	

6.	Drop Off	(Two year olds will be handled differently, we will discuss that with individual parents). When dropping off your child, please display his or her name in BOLD letters on your windshield (a car tag will be provided at Meet the Teacher). The car tag will help us quickly bring the appropriate attendance clipboard to your car.  Please refrain from being on your cell phones during drop off and pick up. We need this time to talk to you the adult.  In addition, you need to sign your student in. This is a DCF requirement. When delivering your child to the classroom, it is your responsibility to make your child’s presence known to the teacher or assistant and to sign in your student.  When the children are on the playground, at music or chapel, please walk your child all the way to that location and verbally touch base with your child’s teacher before leaving.     
 Most of the public school kindergartens and most of the preschools in our area are using this “valet-style” of drop off and pick up.  It seems a natural step toward readiness for elementary school that the children learn to leave mom or dad at the car and know all is right with the world.  A staff member (usually your child’s teacher assistant) will be on duty to greet the children in the morning, open the car door and make sure your child gets to his or her room safely.  We insist on “hand-holding” and “walking feet”.  			

7. 	Pick Up Time 	(Please talk to the director about procedures for picking up a two-year-old).Please follow these guidelines in order to help improve safety during Pick Up time.  When picking up your child, please display his or her name in BOLD letters on your windshield (a car tag will be provided at Meet the Teacher).  This will only be necessary for a little while until we get used to seeing you in your cars and can quickly associate you and your car with your child.  Their teacher will escort the children to their cars.  The teacher has an opportunity to briefly speak to you about your child.  PLEASE FASTEN YOUR CHILD INTO HIS/HER CAR SEAT BEFORE MOVING YOUR CAR.  The Satellite Beach Police Department will be visiting the school at pick up and drop off to see if parents are following the car seat law.  If you do not pick up your child using the drive-up method, please park your car in the West Parking Lot and walk to the Lobby using the North sidewalk of the church that is parallel to Jackson Avenue.  Wait outside the North end of the lobby and the teacher will walk your child to you as soon as possible.  Please exit immediately and return to your car the same way you came in. The above guidelines also apply to parents riding bicycles. This method of arrival and dismissal has a high safety factor.  Parents and children are not walking between cars either parked or moving.  We can control the number of people in the area, so we know where the children are and with whom.  Please note that the car loop will have precedence over walkers. We will clear out the loop before bringing children to the back, so please be patient.  We also insist you buckle your child in before moving your car.  All cars should be turned off if the driver leaves the drivers seat.
Nine o’clock a.m. until noon is teaching time.  The teachers focus their attention on the children.  Arrival is very important to each child, and they need to have that special time with their teacher to get on the right track for the day.  If parents are in the doorway trying to talk to the teacher or cope with a difficult separation, the class is distracted. This causes the teacher to be distracted from the children who are arriving or already present. We are not trying to keep parents from talking to the teachers.  In fact, we welcome parents to come share their talents, read stories, work with art projects, help with snacks, watch on the playground, etc.  If you simply want to touch base with your child’s teacher, she can focus on you and your child more effectively and personally if you arrange an after-school meeting. 

8. Drop off and Pick up of a Child	A reliable person must deliver and pick up your child.  The person who brings the child must stay until a member of the staff has taken the child into the center.  Your child will be sent home only with persons known by the staff to be authorized to remove the child.  Additionally, you may give us direct permission in the form of a note for someone else to remove your child from the preschool at the end of the day; this person will need a picture ID for the preschool to release your child.  After the first week, parents will be expected to drop their children off and pick them up without leaving their cars.
The Preschool accepts no responsibility for children removed by employees after hours upon agreement with parents. Written permission must be on file with Preschool Director before an employee will be allowed to remove a child after hours.																
9. Early Dismissal	If your child needs to be dismissed early, please send a note to your teacher stating the expected time of departure, so we may have him/her ready for pick up at their classroom. Please call ahead so the teacher can be notified if it is a last minute event.	

10.       Playground	We are happy for your child to play on the playground closely supervised by yourself before and after preschool hours. We insist that you follow the playground rules. Do not let your child walk up the slides, hang from any of the bars, or jump off the high platforms. If a restroom is needed before school starts, do not go to a classroom and disturb the teacher, use the restrooms in the Fellowship Hall or the Main Office.

11.   	Absences	We do take roll each day and would like to know if your child is ill or won’t be coming to school that day.  Please, give us a call between 8:30 and 8:55 a.m., and let us know if your child will not be coming.  The preschool number is 777-0116 ext. 203.

12.     Food	Please provide your preschooler with a wholesome snack everyday.  Please avoid snacks with high sugar content.  Snacks should be easy to open by your preschooler.  Water will be provided.  Absolutely no soda of any kind. The following foods are choking hazards and will not be served to our children: nuts, hard candies, whole hot dogs, popcorn, raw carrots cut in circles, and whole grapes.  If a child brings one of these items in their lunch box, the staff is instructed to leave it in the student’s lunch box and include a note to the parent explaining why we could not offer it to the child.

13.       Records	Attendance	The Preschool will keep records of attendance, health, and identification of each child.  Medical Records:  Your child’s health and well-being are of primary importance to us.  Upon enrollment, you must provide us with a Statement of Good Health (gold State of Florida physical form) from a doctor and your child’s immunizations records (blue).  (These are DCF forms obtained from your pediatrician.)  Our school policy requires that we have these forms at time of enrollment.  It is your responsibility to ensure that your child’s immunizations and physical examinations are kept up-to-date.  In order for our school to stay in compliance with state laws, we may ask that your child not return to the center until these records are updated or a physician’s waiver is obtained

14.  	Clothes	 Washable play clothes are the most suitable for school.  A complete change of clothes including shoes and socks should be sent to school and kept in reserve in the classroom for your child.  Please mark each item with your child’s name and place in a zip-lock bag.

15.   	Shoes 	Shoes should be closed-toe loafer or tennis-type shoes appropriate for running, jumping, climbing, and other preschool work.  Rubber soles are best.	No cowboy boots (unless the boots have a rubber sole), crocs, platforms, high-heeled shoes, backless shoes or sandals of any kind will be allowed. Shoes that flip off are unacceptable as well.  If your child arrives at school in unacceptable shoes, you will be asked to take your child home with you and return in the proper shoes.  This includes special program days.



16.  	Happy Birthdays 	 We enjoy making your child’s birthday a special time, and we request you follow these suggestions:
a. Make a simple snack, i.e., cupcakes, or special cookies, other favorite dessert
b. Do not plan games or other competitive activities.
c. “Goody bags” are welcome but should be kept small and simple.
d. Avoid hats and balloons.  Your child will already have a birthday crown.
e. Birthday cups, plates and napkins are terrific!
f. We provide water but you may send in juice.
g. Please feel free to come in and visit in your child’s class during party time.  If possible, make arrangements for younger siblings so you will be able to make this time more special for the birthday child.	Be on time!
h. Invitations will only be handed out if every student in the class receives an invite.	
		
17.  	The “ME Bag”	Our teaching staff uses a fun form of “show and tell” which we call the “ME Bag”.  We will be sending a large-sized bag home with your child on a rotational basis.  Each time your child gets his/her turn with the “ME Bag” help him/her decide what to put into it to talk about with the class the next day (3 ITEM LIMIT).  It could be a favorite small toy, book, or something to help them talk about a trip or a favorite person.  	

18.  Toys		Our school is well stocked with toys. PLEASE DO NOT ALLOW YOUR CHILD TO BRING TOYS TO SCHOOL EXCEPT ON HIS/HER “ME BAG” DAY.  Besides the distraction extra toys may cause, it is not fair to the child who is sharing his/her special “ME Bag” items.  GUNS, SWORDS AND WAR TOYS ARE NOT APPROPRIATE AT SCHOOL AT ANYTIME.				
19.  Conferences	    	There is one regularly scheduled parent-teacher conference in April.  In the event that you would like to speak with your child’s teacher at other times, feel free to send a note along to school with your child or give the teacher a call to make the proper arrangements.		

20.  	Parent Visitation	 We really look forward to working with you throughout this school year.  After we’ve had time to develop a trusting relationship with your child (about a month), we welcome visits to the school.  We would ask that you make arrangements for younger siblings who might try to get “involved” in classroom activities.	 Parents speaking inappropriately or dressed inappropriately  in front of or to students will be asked to leave and asked not to visit again.


21.  	Smoking	 Satellite Beach United Methodist Preschool is a smoke-free environment. Please do not smoke anywhere on the premises.	


22.  	Alcohol: 	For the safety of your own child, please do not drink any alcoholic beverages before dropping off or picking up your child.


23.  	Field Trips	 During the school year, your child may participate in field trips.  A parent, guardian, or designated person is required to come along.  Please remember to have your child wear the preschool shirt or their own red shirt.

24.     VPK	Parents, you are responsible for getting your child to school, and for being timely. The VPK has an absentee policy and will drop students from the program for excessive absentees at which time the parent will be responsible for the tuition at a rate of $5 an hour. 

25.  	Tardiness	The student is considered late when curbside drop off is over at 9:10.  Due to the expectations of the VPK program, chronic tardiness will be grounds for withdrawal from the program. 

26.  	Halloween – The school emphasizes a harvest theme at this time of the year.  The traditional Halloween themes and symbols including witches, ghosts, death, black cats, superstition, fear and darkness are contrary to basic Bible truths; therefore, classes do not celebrate Halloween. We do not accept special treats, costumes or goodie bags portraying these themes.  In general, smiling pumpkins, stalks of wheat, displays of produce and the like, are acceptable harvest symbols during this time of year.  (Scripture References: Ephesians 5:11 and 2 Corinthians 6: 14-17, Deuteronomy 18:10-11)  The school or individual classes will plan their harvest themed activities, music and parties under these guidelines.

27. CHRISTMAS & EASTER – The school acknowledges these holidays as joyous times of the year to enthusiastically celebrate and emphasize both the birth of Jesus Christ and His Resurrection from the dead.  Activities and symbols that complement these emphases are prominent in our classrooms.  Myths and symbols such as Santa Claus, elves, the Easter Bunny, and other secular symbols are acceptable, but are de-emphasized in our preschool.

28.       Traffic Parents 	We ask for volunteer parents to come a little early on their day to walk our students to the classrooms from the loop.  We ask only for parents who do not have the responsibility of a younger sibling to hold onto. An adult is responsible for ensuring the student arrives at the classroom door safely, not other students and not other siblings. We ask that an adult hold each child’s hand. If you are not the parent on duty that day and you are not asked to fill in for someone else, please do not linger by the loop. Parents should use discretion about what they talk about in front of the students. Never talk about the student to another adult while walking the student, focus on making the start of that child’s preschool day pleasant. Teasing students is unacceptable.

29.	Emergency Plan		The following page details SBUM Preschool’s emergency plan.  We are required by law to practice a fire drill once a month and a severe weather drill once a year. Please note that there will be events when we will not release children due to dangerous conditions.  Do not drive to the preschool in dangerous conditions of any kind, as we will not release them till the danger passes.  The school will evacuate to the Nursery room (a windowless room with access to bathrooms) in the event of severe weather or chemical threat.  We will stay there until all threat passes. The following locations are options depending on location and severity of threat. 

Emergency Evacuation: 

· The Rock  (Old parsonage on the corner of Lee and Avocado)
· East Sunday school building. (Faithland or hallway) 
· Schecter Center (Recreation department on Jackson and S. Patrick)
· Nursery room for severe weather or chemical threat



Satellite Beach United Methodist Preschool Crisis Management Plan

	Reason for alert:
	Fire in the building

	Danger near the building

	Severe Weather (Tornado)

	Chemical Threat

	Signal for action:
	Fire alarm will sound
	“There’s NO recess today”
	Whistle will sound
	Fire Alarm will sound

	Action to be taken:
Response on WT
	Evacuate
[bookmark: _GoBack]None
	Lockdown
(Color of door) understands. 
	Move to Church Nursery
(Color of door) understands
	   “Shelter in Place”
(Church nursery or stay in room per threat.)

	Details:

Always carry your clipboard with emergency pick-up information, and the emergency supply kit with you.


To release a child during any emergency have the adult sign their name next to the child’s name on your attendance roster.









All Clear Call.
	Turn off the lights and close the doors to the classroom.

Exit following the evacuation routes posted in each classroom.

Children may be released to parents following our normal procedures. The person MUST be on the written pick-up list.  No verbal directions will be accepted.

Parent signature required on attendance sheet.



Return to Rooms
	Close all doors to the classroom and stay inside your room until you are given the “all clear”.  

No one is to leave the classroom for any reason in this situation.  

All students and staff in an outdoor area must move immediately to the closest secure classroom area.

Children will NOT be released to parents during this time until cleared.

Lower blinds.


We can go out for recess.

	Move all children to the Church nursery.  

Close your classroom doors.

Set people in “watch” positions at different ends of the building with walkie-talkies.

Shift to “duck and cover” if tornado is sighted.  

Children may be released to parents as safety allows following our normal procedures.
The person MUST be on the written pick-up list and a signature is required on the attendance sheet.


Return to rooms (only if it is early in the morning).
	Evacuate the building as you would during a fire drill.

Office staff will be outside saying
“Shelter in Place” will direct your class to the Church Nursery. 
 

Doors will be sealed.

AC units turned off.
We will stay in the music room 
until the “all clear” has been given.

Children will NOT be released to parents during this time, once
we are inside the Church nursery.
Return to rooms (only if is early in the morning)








	Guidance and Discipline Practice		Our staff encourages the development of self-control in young children through positive guidance and loving limits.  Our objectives are:
a. Positive prevention measures to help eliminate negative behavior in the classroom.
b. Positive reinforcement techniques to help children learn appropriate behavior.
c. Positive intervention methods to help children control their negative behavior.  

Parents, please note that we will need a signed statement (provided separately) saying that you have read, understood and accept the Guidance and Discipline Practices for SBUM Preschool listed below. This statement needs to be turned into the director before your child starts school.



THE FLORIDA ADMINISTRATIVE CODE
AND
GUIDANCE AND DISCIPLINE PRACTICES
Used by S.B.U.M. PRESCHOOL
10M-12.013 Child Discipline.

Childcare facilities must ensure that age-appropriate and constructive disciplinary practices are used for children in care.  

a. Children shall not be subjected to discipline that is severe, humiliating or frightening.
b. Discipline shall not be associated with food, rest, or toileting. 
c. Spanking or any other form of physical punishment is prohibited.

SBUM PRESCHOOL GUIDANCE AND DISCIPLINARY POLICY

1. Clarification or gentle reminder of rules will be made to the child and attempt by the teacher to redirect the behavior into more acceptable channels will be made.

2. The child will be given a choice of a redirected, more calming activity (i.e. water play, play dough, quiet book area).

3. The child will be removed from the situation and placed with the director for quiet time where he/she will remain in increments of no longer than three minutes or until the child is willing to return to classroom activities with acceptable behavior.

4. If the child continues to be disruptive while he/she is in quiet time with the director, the parents will be called to take the child home for the day.

a. After three calls home, the child will be observed, and a plan of action will be discussed.  Outside resources may be recommended.
b. A child will not be allowed to put himself/herself or others in danger. Violent behavior will not be tolerated.
c. All discipline decisions made by the director are final.

					



