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St. Bernadette Preschool

1453 Locust Lake

Amelia, Ohio 45102

513-753-4744

General Information

St. Bernadette Parish Preschool is licensed by The State of Ohio and the Ohio Department of Education. Please refer to the license which is posted in the Director’s office for the number and ages of the children we are licensed to serve. A record of our license, including, but not limited to, compliance report forms from the department and evaluation forms from the health, building and fire departments that inspected our preschool, is available from the Department of Education upon request. Copies of the laws and rules governing child day care shall also be made available to any parent upon request. A toll-free number is posted on the Children Day Care License in the Director’s office should any parent feel they need to report a suspected violation in the center.



The Director and each employee at St. Bernadette Parish Preschool are required under Section 2151.421 of the Revised Code of the Ohio Department of Human Services to report their suspicions of child abuse or neglect to Children’s Protective Services.



St. Bernadette Parish Preschool does not discriminate from accepting children upon the basis of race, color, religion, sex, or national origin.

Statement of Purpose

The purpose of the St. Bernadette Preschool is to provide the parents and the children of our school community with a preschool program that provides their child with a loving, nurturing and Christian environment where the child can grow and develop as a learner in a positive way. There will be a strong partnership of learning between the students and teachers. The whole child’s learning process will be nurtured in a positive, engaging, motivating and exciting way by always teaching best practices to the students and keeping the needs of each and every student first. Each child will be committed to working in a harmonious learning environment that encompasses an “I can” attitude at all times. Every child enrolled in St. Bernadette’s preschool program will have their chance to shine as a learner.

Our curriculum is developed so that each child is encouraged to grow intellectually, socially, physically, and spiritually and it is designed to meet the needs of each and every child.
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St. Bernadette Preschool is in session Monday, Wednesday and Friday for the 4-year old class. The morning session is from 8:30 a.m. to 11:00 a.m. and the afternoon session is from 12:00 p.m. to 2:30 p.m. Arrival should be no earlier than ten minutes before each session. Please pick-up your preschooler five minutes before the end of the session.

St. Bernadette Preschool is also in session Tuesday and Thursdays for the 3-year old class. There is only one morning session, running from 8:30 a.m. to 11:00 a.m. Arrival should be no earlier than ten minutes before each session. Please pick-up your preschooler five minutes before the end of the session.

The Director’s office hours are from 8:00 a.m. to 8:30 a.m. and 2:30 p.m. to 3:00 p.m.  Monday through Friday. An appointment may also be made in advance outside of these hours. If the Director is not in the office, please leave a message on the voice mail. The preschool’s telephone number is 513-753-4397. For extreme emergencies please call St. Bernadette School office at 513-753-4744.

The St. Bernadette preschool teacher holds a Bachelor’s Degree in Early Childhood Education and has had preschool experience and is certified by the state. The preschool aide has had much experience working in preschools and is currently taking in-service classes to enable her to better educate your child.

In order to give the best quality care and education, we are going to maintain a high teacher to child ratio. In the 3-year old classes, there will be 12 children per 1 qualified staff member (maximum group size is 16). (If the class is over 12 children, there will be a teacher assistant along with the teacher in the class). In the 4-year old class, we will have 14 children per 1 qualified staff member (maximum group size 17). (If the class is over 14 children, we will have a teacher assistant in the classroom with the teacher.) 
A sample of our daily program is listed below. The teacher plans her own schedule to include art, music, language experiences, reading and math skills, large muscle activities and fine motor activities.

               Sample Schedule                                                [image: image7.wmf]
(
8:30-8:40


Arrival

((
12:00-12:10








(
8:40-9:00


Learning Center Time
((
12:10-12:30

(
9:00-9:15


Opening Circle
((
12:30-12:45
(
9:15-9:40


Story Time and Letter Work


((
12:45-1:15
(
9:40-10:00


Hand Washing/Snack Time
((
1:15-1:35
(
10:00-10:30


Large or Small Group Learning Activity
((
1:35-2:05


(
10:30-10:45


Gross Motor Activity/Closing 

((
2:05-2:20



(
10:45-11:00


Lining-Up/Dismissal

((
2:20-2:30


( Denotes morning sessions time blocks

(( Denotes afternoon sessions time blocks

St. Bernadette Parish Preschool follows the St. Bernadette School schedule. This includes holidays and vacations. Some in-service days differ from that of St. Bernadette School so please make sure you check your Preschool Calendar.
* Children are allowed to use the restroom whenever necessary.
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There is a non-refundable registration fee of $75.00 due at the time of registration to hold a place for your child. There is also a supply fee of $25.00 for 4-yr. old children, and a supply fee of $20.00 for 3-yr. old children. This fee covers materials that we place in the sensory table and new materials that we put out in the art center and other centers at the preschool. At St. Bernadette Preschool we charge a monthly rate of $180.00 a month for the 3-day session and $130.00 a month for a 2-day session. No credit will be given for absences, vacations, or snow days.


Fees are due the first Monday of the month for the 4-yr. old sessions and the first Tuesday of the month for the 3-yr. old session. The tuition envelopes will be sent to you via your child’s backpack on the Friday before the due date. Return the tuition envelopes each month via your child’s backpack on the due date. A tuition payment schedule is noted on your School Calendar that you received in your Orientation Package. There will be a $25.00 late charge assessed if your tuition has not been paid after the first full week from which the tuition was due. There will also be a $25.00 fee for returned or bounced checks.


LATE PICK UP CHARGES: A late charge of $1.00 for every minute late will be charged when children are picked up after 11:00a.m. (Morning session) or after 2:30p.m. (Afternoon session). You will be billed for the late fee the following month. This fee can be waived per the Director’s discretion.


WITHDRAWALS: If a child is to withdrawal from a session, please give the teacher as much notice as possible so she can get things ready for the child. If the child is to be withdrawn in the middle of the month, the full month’s tuition still must be paid.

No parent will be able to register his or her child for the next school year until all tuition is up-to-date at the time of registration. 
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The Director has the right to immediately withdraw a child from the preschool program if at anytime the child becomes a physical threat to the staff or another student. The Director also has the right to withdraw a child from the program if their behavior is disruptive to the rest of the class, which prevents the teacher from carrying out her responsibilities to the rest of the students. A child will not be withdrawn from the program for behavior problems until the following steps are followed.

1. An initial phone call to the parents will be made by the teacher to inform the parents of the child’s behavior and what the teacher did to correct his/her behavior.

2. The Director will observe the child three times.

3. If the child continues to be disruptive, the Director will call the parents and arrange a meeting with the parents, teachers, and the Director to try and implement a behavior modification program to help the child correct his/her behavior.

4. The teacher will call the parent or send home a progress report on a weekly basis to report how the child is reacting to the behavior program.

5. The Director will observe the child at least three times during and before step#6 is finished.

6. A second meeting will be arranged in two-four weeks to determine how the child is progressing. The parents, teachers, and Director will be present at the meeting. If the child’s behavior has not improved by this time, the Director has the right to withdraw the child from the preschool program.

The Director has the right to recommend that a child be withdrawn from our program if the teacher and Director feel that the child’s “special needs” are not being met by the program. The parents, teacher, and Director will have a conference before this occurs.
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1. All staff members have been trained by either the Red Cross or a registered nurse to recognize the symptoms of communicable disease. All staff are trained in the proper hand washing and disinfectant procedures. Students will be observed daily by a staff member trained in first aid for signs of communicable disease or illness prior to entering the classroom.

2. The symptoms that are cause for keeping your child home are:

( Diarrhea (3 or more abnormally loose stools within a 24 hr. period).

( Severe coughing, causing the child to become red or blue in the face or to make a whooping sound.

( Difficult or rapid breathing.

( Yellowish skin or eyes.

( Redness of the eye, obvious discharge, matted eyelashes, burning, itching.

( Temperature of 100 degrees F. (underarm) method, when in combination with other symptom of illness.

( Untreated infected skin patches, unusual spots or rashes.

( Unusually dark urine and/or gray or white stool.

( Stiff neck with an elevated temperature.

( Evidence of untreated lice, scabies, or other parasitic infestations.

( Sore throat or difficulty swallowing.

( Vomiting more than one time or when accompanied by any other sign/symptom of illness.

3. The student will be isolated on a cot in the Director’s office where he/she can be observed until discharged to the parent/guardian. The child will be readmitted to the school after being symptom free for 24 hours. All linens and blankets used by the ill child will be laundered before use by another child. After use, the cot will be disinfected and/or appropriately with soap and water and then disinfected with an appropriate germicidal agent.

4. The communicable disease chart and dental chart are posted in the Director’s office.

5. If a child is exhibiting symptoms of illness or has been exposed to a communicable disease, the parent will immediately be telephoned. If unable to be reached, a note will be sent home with child.

6. The preschool does not administer any medication, food supplements or modified diets unless it is a complete emergency, and in the event of an emergency, will not administer without the proper state forms filled out by the physician and the parent.
7. The mildly ill child will be treated, as the teacher deems necessary. A mildly ill child is defined as:

· A child who is experiencing minor cold symptoms.

· A child who does no feel well enough to participate in classroom activities but who is not exhibiting any of the symptoms specified above in #2. The child will be watched carefully for signs of worsening conditions.

8. If a staff member exhibits any of the symptoms stated in #2 of this policy, the staff member will notify the Director to provide a substitute.

9. The Director will notify parents in writing when a communicable disease is reported in their child’s class. The Director will also send home a symptoms and treatment procedure for the communicable disease reported according to the information supplied by the Ohio Department of Health.
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Discipline at St. Bernadette Preschool is thought of as implementing learning. Therefore, the teacher deals with the child who has a problem as an individual, treating each situation separately, so that learning can take place. In every situation, the teacher is firm but remains calm, positive, and loving.


The children in our program learn what is expected of them and each child will be expected to always try very hard to measure up to the expectations of the teacher. At the beginning of the year, the teacher and students will work together to create a list of classroom rules and then discuss how these rules will be followed. The teacher strives, early in the year, to develop a trusting friendship with each and every child and build up a confidence that he/she has nothing to fear from the teacher.


At St. Bernadette Preschool there will be a discipline plan that consists of card flipping. How this works is that each child will have a set of color coded cards along with their name in a pocket chart. Each child will start on green, and then there will be orange, blue and pink. The green = great day| orange= first warning| blue= second warning and ten minutes sitting away from other children| pink= final warning and parent notification. The children will flip their own card so that he/she takes ownership for his/her own behavior. If a child consistently ends up on blue or pink, a meeting will be set up between the director, aide and parents. Each child will also be sent home at the end of each week with a, “How was my week?” sheet notifying the parent how their child behaved while at school for that week. There will be an explanation of what the happened if there was a flipped card.

St. Bernadette’s approach to time-out should be regarded as a way to remove the child from a difficult situation and not punishment. If a child is placed in time-out, the child will be asked to go sit in the room somewhere away from the rest of the children .  The child will go have a seat and reflect about what happened. Once the child has calmed down, the teacher/aide will talk with the child about what happened and how he/she thinks we can all work together to fix the problem. 

           We prefer to approach discipline in a positive way. However, we would like to make a statement concerning methods absolutely not used in our program.

1. No cruel, harsh, or unusual punishments are administered.

2. No discipline technique shall be delegated to any other child.

3. No physical restraints shall be used to confine a child.

4. No child shall be placed in a locked room.

5. No child shall be humiliated or subjected to profane language or other verbal abuse.

6.  Discipline shall not be imposed on a child for failure to eat or for toileting accidents.

7. Techniques of discipline shall not unnecessarily humiliate shame or frighten a child.

8. Discipline shall not include withholding food, rest, or toilet use.

The above mentioned Discipline Policy/Rule applies to all persons on the premises.
General Emergency Policies

In case of a “General Emergency,” defined as any threat to the safety of the children, the following measures will be taken:

1. The Director will notify the appropriate authorities.

2. Assistant Teachers are to take the class record book.

3. Teachers should lead students to the designated safe area.

4. Teachers are able to take attendance and notify the Director as soon as possible if any student is not accounted for.

5. Unless authorized or given specific directions to the contrary, teachers are to remain with their class for the duration of the evacuation.

6. Students are not to be released until the Director authorizes it.

7. Seriously injured children or adults are not to be moved from any possible disaster area unless allowing them to remain is a life threatening situation.

8. If a student needs to be transferred to a hospital, a staff member will accompany the student and remain until the parent arrives.

9. All staff members are expected to remain with the children until the crisis is resolved and are given the authorization to leave.

10. In the event that the building would need to be evacuated, the children would leave the preschool building and find shelter in the school building across the street.

Fire Drills: There will be a monthly fire drill for each session of classes at varying times. The preschool room has an emergency fire plan posted that the children have been familiarized with should an emergency occur.

Tornado Drills: There are periodic tornado drills to teach the children where to go and how to prepare for a tornado. Floor plans and places to go for the drill are posted in each classroom. If a parent wishes to take their child from the center during a tornado threat, they must notify the teacher and the Director of their intentions.

Loss of Power, Heat, or Water: In the event that there is a loss of power, heat or water before school starts, the morning session will be canceled and the afternoon session canceled if power, water or heat is not regained. In the event that these incidents should occur while the students are school, the parents would be notified to come and pick up their child.

Lockdown Drills: In the event that an outside person should come onto the school campus and pose a threat, the children practice with the teacher and Pierce Township Police where to go and the behavior that is expected in the event of this kind of emergency. This drill is practiced twice a year.
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GENERAL SCHOOL AND SAFETY POLICIES

ARRIVALS/DEPARTURES: All children will be supervised at all times. Staff members will be in the preschool room to greet the children and supervise the activities. At departure time, the staff will be with the group until the last class has departed. No child will be released from the program to any person other than the custodial parent or guardian without the written consent of the said parent or guardian. If a child is to be released to only one parent, a copy of the court order appointing that parent the only legal custodian and/or the restraining order prohibiting a parent from contact with the child, must be on file with the Director. If the child is coming from another program and is not in attendance, the Director will be notified and she will call the center to determine the reason for the child’s absence.

REPORTING CHILD ABUSE: The telephone in the school’s office is available to staff at all times. If any teacher suspects child abuse or neglect, they have been instructed to notify Children’s Protective Services immediately at 513-732-7173

SCHOOL CLOSINGS: When the weather presents undesirable conditions in which to transport your child to preschool, we will close when the West Clermont Local School District Schools are closed. If West Clermont has a one-hour delay, the A.M. session of preschool will canceled. In the event that West Clermont Schools close early due to bad weather conditions, you will be notified by phone as soon as possible.
INCIDENT REPORT: Should an incident or injury occur to a child, a report would be completed and filed the day the incident occurs. The parent of the child involved will be given a copy of this report and the original will be placed in a file. Any incident that will need an incident report completed are as follows:

· Illness, accident or injury which requires first aid treatment

· Bump or blow to the head

· Emergency transporting

· Unusual or unexpected event which jeopardizes the safety of children or staff

USE OF AEROSOL SPRAY: There will be no aerosol sprays or any other harmful cleaners used while the children are on the premises.

SNACKS/BIRTHDAY PARTIES: A nutritious snack is provided for each child while in preschool. If your child wishes to celebrate his/her birthday at school, we ask that you check with your child’s teacher first to inform her of your plans in case there should be two birthdays that day or in case other things are scheduled that might interfere with your special treat. 
MEDICATIONS AND SPECIAL DIETS: Medicines, food supplements, and modified diets are administered to the children only in the event of a serious emergency, such as an epinephrine-pen for insect stings. In the event of an emergency, the teacher will only give children prescriptions with medicine that is in the original prescription bottle and the parent completes the required forms located in the Director’s office. 

OUTSIDE PLAY: All students and their teachers will have a designated time in their daily class schedule to have outside play. However, outside play will be decided at the teacher’s discretion. The children will not go outside to play if the following conditions exist: Below 32 degrees, raining, snowing heavily, playground conditions are not suitable for outside play or per the discretion of the Director. If outside play is not possible, the teacher will substitute a large gross motor activity that can be done within the classroom.

BACKPACKS, FOLDERS, AND ALPHABET BOX DAYS: Your child’s backpack and folder should be used for parent/teacher communication, tuition envelopes and for sending home any artwork or class work done by your child. The classroom is well equipped with toys and games. Your child should not bring toys to school in their backpacks or pockets. Your teacher will notify you on the monthly calendar of alphabet box days. Please keep all items contained in the box so that they are not easily taken out and played with. The school is not responsible for any toys sent in a child’s backpack or pockets that are lost at school.

DRESS CODE: Your child is to wear comfortable clothing and shoes. Please keep in mind that your child may get messy at school, even though they do wear paint shirts. Flip-flop sandals are not permitted in preschool for safety reasons. Crocs are permitted, but need to be securely fastened on your child’s feet. We are not responsible for jewelry and hair accessories. Purses are not permitted. 
ATTENDANCE AND HEALTH RECORDS: The preschool teacher will keep attendance, health, enrollment form, and identification and transportation authorization records for each child. You will receive the physical exam forms that must be completed by the Start Date. All other forms will be received and completed at the time of Orientation. Medical forms must stay up to date. The Director will notify the parent when the child’s yearly medical exam date is nearing. The parent needs to have this done, so that the child may stay at the preschool. No preschool child, in attendance, that has not had a physical examination from the doctor in over a year is not permitted to attend school.

Changes of address and/or telephone numbers for yourself or your emergency contact person should be reported to the office immediately. It is asked of the parent to please give a phone call to the Director’s office if your child is going to be out for a day due to illness. Please notify your child’s teacher or the Director if your child will be absent for more than one day. In addition, please notify the Director if your child has contracted a communicable disease such as strep throat, chicken pox, head lice, fifth disease, scarlet fever, etc.

SIBLINGS: No siblings are allowed to attend the classroom parties during the school year. The parties are planned by the parents for the preschool children only. We are licensed for only a certain number of preschool children in our classroom at any time. To exceed that amount with the presence of siblings would cause us to be out of compliance with our state licensing requirements.

CLASS LISTS/DIRECTORY: According to Rule #5101:2-12-30E of the Child Care Manual for the State of Ohio “Rosters that include names and telephone numbers of parents of enrolled children are available upon request. Parents shall be notified that the rosters do not include the names and telephone numbers of those parents who requested not to be included.” Please understand that this class list will NOT include the name of the preschool student just the parents.

NOTES IN BOOKBAGS: All notes and papers sent home from school will be placed in the child’s folder in the child’s backpack. Any notes that are to come back to school for the teacher or Director need to be placed in the folder as well.  Please check your child’s folder after each class.
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IN CASE OF A SERIOUS INCIDENT, INJURY, OR ILLNESS

In the case of a real emergency, the child’s teacher/Director will handle the emergency situation while the teacher assistant takes care of the class. First aid will be administered by one adult while the other calls the parents. If the parents cannot be reached, the emergency numbers will be called. If the parents still cannot be reached and the child needs emergency medical attention, then 911 will be called. If no parent arrives by the time that the life squad leaves, a member of the staff will accompany the child to the nearest hospital best suited for the emergency.


A list of the child’s home and emergency numbers is in a notebook in the classroom at all times. If the child were to become ill, the child will lie down on the cot in the Director’s office until the parents come to pick up the child. A member of the staff will stay with the ill child until the parent arrives.


The first aid kit is located in the Director’s office.


In the event of a dental emergency, the parent will be contacted immediately and arrangements will be made to take the child to the emergency room of the dentist indicated in each child’s file. If minor bleeding occurs, direct pressure will be applied with sterile gauze. Any dental emergency will be treated with compliance to the Emergency Dental Plan prescribed by The Division of Dental Health of the Ohio Department of Health posted in the classroom.
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PARENTAL/EMPLOYEE PARTICIPATION   POLICY

St. Bernadette Preschool has the following policy on parent participation:

1. St. Bernadette Preschool has an “Open Door Policy” extended to all parents, custodian, or guardians may visit the school at any time after first checking in with the Preschool Director. 
2. St. Bernadette Preschool uses parent’s as room mothers, chaperones, and for special events, such as birthday parties and holiday parties.

3. A parent roster is available upon request. (We will not include any name without written permission.)

4. There will be periodic parent/teacher conferences at least twice a year.

5. Any parent or guardian of a child in our preschool that needs assistance with a problem or has a complaint should always take the following steps:

a. Bring the complaint or problem to the Director.

b. Allow time for the Director to investigate the problem.

c. Return the next day for an evaluation or solution to the problem.

6. Any preschool employee that needs assistance with a problem should take the                                    following steps:

a. Bring the complaint to the Director or if the problem is with the Director, take the problem to the pastor.

b. Allow time for the problem to be investigated.

c. Return for a solution to the problem.

The Ohio Department of Education toll free numbers are available upon request should any person wish to report a suspected violation of licensing rules and regulations.
[image: image17.wmf]                                                [image: image18.wmf]
TRANSPORTATION AND FIELD TRIP SAFETY POLICIES

The preschool classes will schedule occasional field trips for both the three and four year old sessions in order to enrich the children’s education of the community around them. A week before the field trip, a letter will be sent home to the parents explaining the details of the trip and a permission form that needs to be signed by the parent allowing your child to go on the field trip. If the permission slip is not returned the day before the trip, the child needs to remain at home for the day of the field trip.
A first aid kit and a person trained in first aid will accompany each class. An emergency transportation authorization form will accompany each child on the day of the field trip as well as your child’s health records. The children will be transported to and from the field trip’s destination by parent driven vehicles. All drivers must fill out the Driver’s Liability Form before the parent is allowed to drive for the field trip. Due to liability and licensing laws, no siblings are allowed on field trips.

The following guidelines will be followed to ensure the safety of the children on field trips.

1. The teacher will assign parents to transport and supervise children on field trips. Teachers will drive their own cars.

2. Each child must have a field trip permission form on file for the designated field trip. If no permission form is received, the child will not be permitted to go on the field trip and the parent will have to keep the child at home.

3. Each student will wear a nametag with the school’s name, address, and phone number on it.

4. A first aide kit will be available on all field trips.

5. Drivers must carry operating cell phones for emergencies.

6. Staff members are trained in First Aid and CPR and will accompany their class on field trips.

7. Drivers must drive directly to and from the designated field trip.

8. When riding in a private automobile, all children are to wear seatbelts. There must be a seatbelt for every child. Car seats are required for children under 40 pounds and 4 years of age.

9. Any parent who drives or accompanies a class on a field trip does not bring any other siblings with them. This is so the preschool can provide adequate care and attention to the preschool children. It is also necessary to comply with the State required adult/child ratios. The teachers depend on the adults for supervising the children in the car and at the field trip.

10. Before departure from school, the teacher will assign children to a specific staff member and also take attendance to ensure each child is accounted for. This procedure will be done at the following checkpoints: arrival at the field trip, departure before going back to school and arrival at school.

11. A list of all drivers’ cell phone numbers (including teachers) will be given to each driver in case of an emergency.

12. If emergency occurs in transit, driver will pull off road safely and call teacher on cell phone. Teacher will then take appropriate action based on “General Emergency Policy.”

13. All drivers must complete the “Driver’s Liability Form” before being allowed to drive for a field trip.
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