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Welcome to Ziggy’s Preschool! 
 
 

 

We are so excited to share our passion for teaching children with you and your family.  

Each day you will hear from us and your child about the delightful experiences that 

we’ve shared together.  Our goal is that your child will come home every day bursting 

with excitement and anxious to tell you about the wonders they’ve discovered and the 

adventures that they’ve had throughout the day.  We will be encouraging your child to 

ask questions, to explore their own ideas and to document what they learn through play to 

become independent learners.  

 

For your child to enjoy and benefit from all of the learning opportunities, we ask you to 

partner with us by preparing them for each day and being involved with the program as a 

family.  This handbook will help explain how you can support them, what you can expect 

from us and what we expect from you.  On occasion, we may find it necessary to add or 

change information in this handbook. In that case, we will provide you with a printed 

addendum.  

 

We welcome your questions, comments and ideas.  This preschool is a learning 

environment - not only for children but also for Parents/Guardians. 

 

We look forward to partnering with you in your child’s education. 

 

 

Sincerely, 

 

Lisa Roehrl 
Lisa Roehrl  

Owner, Provider and Teacher 

 

 

 

 

 
STATEMENT OF NON-DISCRIMINATION 

We welcome all families, regardless of, race, religion, national origin, sexual orientation, gender, 

ancestry, marital or Parental status, and physical, mental, emotional or learning disability. 
 
 



3 
 

TABLE OF CONTENTS 

 

ABOUT US _________________________________________________________________ 4 

ABOUT THE PRESCHOOL ___________________________________________________ 6 

POLICIES AND PROCEDURES ________________________________________________ 7 

ENROLLMENT ___________________________________________________________________7 

TWO WEEK TRIAL PERIOD AND CONTRACT TERMINATION _______________________8 

COMMUNICATION _______________________________________________________________8 

TUITION PAYMENTS _____________________________________________________________9 

VACATIONS AND CLOSINGS _____________________________________________________10 

ATTENDANCE __________________________________________________________________10 

ITEMS WE PROVIDE ____________________________________________________________11 

ITEMS PARENTS/GUARDIANS PROVIDE __________________________________________11 

DRESS CODE ____________________________________________________________________12 

DAILY ADMISSION AND RELEASE _______________________________________________13 

REST TIME _____________________________________________________________________13 

PHOTOGRAPHS _________________________________________________________________14 

NUTRITION _____________________________________________________________________14 

CELEBRATIONS ________________________________________________________________14 

FIELD TRIPS AND OFF-PREMISES PERMISSION __________________________________14 

SUPERVISION PLAN – STATE REQUIRED _________________________________________15 

POSITIVE GUIDANCE POLICY ___________________________________________________17 

HEALTH AND ILLNESS __________________________________________________________18 

SAFETY AND EMERGENCY PROCEDURES – STATE REQUIRED ____________________21 

PARENT/GUARDIAN PARTICIPATION AND VOLUNTEERING ______________________24 

WAIVER ________________________________________________________________________25 

CONFIDENTIALITY _____________________________________________________________25 

PARENT/GUARDIAN GRIEVANCE PROCEDURE ___________________________________25 

DISMISSAL POLICY _____________________________________________________________25 

REPORTING CHILD ABUSE AND NEGLECT _______________________________________26 

 

  



4 
 

ABOUT US  
 

STANDARDS OF CARE 
 

Lisa Roehrl/Ziggy’s Preschool is licensed by the Kansas Department of Health and Environment (KDHE) as a 

Group Day Care Home.  We comply and exceed all applicable licensing regulations and standards. These 

standards relate to the home, persons, health, safety procedures, nutrition, caregiver to child ratios and record 

keeping.  We believe that these standards are in the best interest of the children. The home was initially inspected 

by the State Licensing Department and is surprise inspected annually.  The home was also initially inspected by 

the Olathe Fire Department and is inspected yearly at our request. 
 

CREDENTIALS 

LISA ROEHRL 
 

Title: License Holder and Teacher 

Certified and screened yearly by the Kansas Bureau of Investigation. 

Over 20 years of experience as the primary provider in a Family Child Care, 18 of the 20 are in a Group 

Family Child Care and Preschool environment. 
  

  

Over 300 hours of In-Service Training in the following areas: 

 

Preschool Learning Environment Preparation 

Principles of Child Growth and Development  

Preschool Curriculum Planning and Preparation  

Physical and Intellectual Development 

Social and Emotional Development 

Professionalism and Program Management 

Observation and Assessments for Early Learning 

Preparing Children for Kindergarten 

Health, Nutrition and Safety Establishing Positive Family Relationships 

Safe Sleep Practices and Sudden Infant Death Syndrome 

Positive and Appropriate Discipline Practices 

Recognizing the Signs of Child Abuse and Neglect. 

Over 24 Hours of Teaching Observation. 

Experience as a Single Parent of a 14 year old. 

 . 
 

Every year I will complete the required number of continued training hours to maintain my KDHE I will 

also strive to update my education to keep pace with advancements in Preschool Education and Child 

Development. 

 

Lisa’s  Family, Assistants and Back-up providers  are Certified and screened yearly by the Kansas Bureau 

of Investigation.  
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VISION 
 

To be recognized as a leader in Olathe for an early childhood program that prepares children for 

success in kindergarten and in their future educational endeavors.  
 

MISSION 
 

Our mission is to provide every child with a quality early childhood experience. We strive to create a 

safe, nurturing and developmentally appropriate environment which fosters individual needs. we view 

education as a partnership between us and the Parents/Guardians.  We believe it is essential to develop 

a good rapport with each child and Parent/Guardian based on open communication and mutual respect. 

We believe this is the foundation of a successful educational experience. We believe in empowering 

children by offering them opportunities to make decisions and solve problems. It is our goal that 

children will possess confidence in their abilities and establish lasting relationships with us and their 

peers. By offering an engaging curriculum it is our goal that each child will develop a positive outlook 

towards school, a better appreciation of the world around them and acquire a lifelong love for learning.  
 

PHILOSOPHY 
 

We are committed to your child’s future. With our resources, experience and training, we believe we 

will provide your child with an exceptional learning experience. Your child will discover that learning 

is fun. 
 

Now more than ever, researchers are confirming what educators have known for years—children do 

their most important learning before the age of five. That's why, in addition to lots of love and 

attention, everything we do involves early childhood development. 
 

We believe that providing an exciting and stimulating age appropriate environment inspires the 

children to learn, play and explore.  Learning through play helps formulate healthy experiences for 

children. The learning occurs by continually building upon new experiences to further enhance their 

cognitive, social, emotional, physical, fine and gross motor development.  
 

The program is a research-based preschool curriculum that fosters a joy for learning through sensory-

based experiences. The program is designed to weave 33 research-based skills through monthly 

activities and discovery projects. As children participate they are naturally exposed to skills which 

support their on-going social-emotional, physical, language and cognitive development.  The program 

offers a consistent schedule with a balance between teacher-directed and child-centered activities. We 

believe that providing a curriculum which fosters self-esteem, builds confidence and is based on 

respect, empowers children to take risks in their learning. Through guided discovery and hands-on 

learning, children will be involved in a fully integrated curriculum. 
 

We believe that Parents/Guardians serve as the first and primary teachers of their children.  Therefore, 

we strive to build partnerships with families based on co-operation and a mutual respect for the shared 

roles that each play in the lives of the child.  These partnerships are developed through open 

communication and daily discussions.  We also post a highlight of each day’s activities, a monthly 

calendar, a monthly newsletter and more on the Parent Access page on the website.  Assessment and 

conferences are conducted at a minimum of twice a year and phone calls are done on an as needed 

basis.  
 

It is our belief that  the combination of a nurturing environment, intentional teaching practices, 

meaningful relationships and family involvement each child will develop into an independent thinker 

with a love of learning.  
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ABOUT THE PRESCHOOL 
 

HOURS OF OPERATION  
 

The Hours of Operation are Monday through Friday 7:15am to 5:45pm. Please also take note of section 

titled Vacations and Closings 
 

 

THE ENVIRONMENT 
 

The main room inside the front door on the main level is set-up to use for the majority of the preschool 

day. The location of the room makes it easy access for the arrival and departure of the day, easy access 

to the children’s play yard and also isolates it away from the family pets.  The décor is designed for 

children and the toy cabinets allow for easy access for play and clean-up. The hardwood floor is 

durable and easy to clean making it great for our snacks and activities (painting, coloring, etc.).   
 

The room is set-up to ensure the safety of the children at all times.  The doors are all locked while the 

children are present.  The cabinets are screwed to the walls and child safety plugs, gates and locks have 

been installed.  For those times we need to leave the room, there are two audio/video cameras in the 

playroom that assist in the supervision when needing to attend to preparing snacks, hand washing and 

potty time and are connected to me by cell phone..  
 

The bathroom is located through the kitchen so the children will be escorted for hand washing and 

potty time.  The pets are separated off by an additional safety gate and the kitchen is child proofed 

making it a safe passage for the children.   
 

The isolated play yard for the children is fenced, all gates are locked, the pea gravel is down and the 

children are supervised at all times.  The phones in the preschool are cordless and we also have cell 

phones.  This creates an advantage to contact Parents/Guardians and emergency services concurrently 

even when outside. 

 

THE CURRICULUM 
 

We offer a child-centered and developmentally appropriate program for children 2 to 5 years old. After 

extensive research, we have developed a play-based learning program that is a comprehensive system 

of learning based on research and knowledge regarding all areas of child development – 

social/emotional, physical, cognitive, and language. This program provides extensive guidance in the 

content areas of literacy, math, science, social skills and the arts. We use our own experiences, as well 

as the children’s interests, to adapt the curriculum to be unique.  This is where our classroom 

observations and assessments become important tools for communication with Parents/Guardians.  
 

Play allows children to learn about the world and themselves. As children play, they learn new skills, 

develop coping mechanisms, test new ideas, and master their bodies. The concept that children learn 

best through play is reflected in the setup of the classroom with learning stations designed to foster 

choice and independence. This environment encourages experimentation and provides comfort in 

freedom of choice. Throughout the day children have opportunities to explore the learning stations 

which encourage independence and the building of self-esteem.  Children benefit greatly from having 

clearly defined interest areas that are arranged to promote independence, foster decision-making and 

encourage hands-on learning.  Additionally, the program allows for enrichment of the learning stations 

through a thematic approach.  The play-based curriculum offers children many opportunities for 

positive interactions with other children and adults. All the children have the opportunity to grow 

physically, emotionally, socially, and intellectually by playing, exploring, and learning with others in a 

fun, safe, and healthy environment with respect and reinforcement for their value as a unique 

individual. 
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POLICIES AND PROCEDURES 
 

ENROLLMENT  

WHO CAN ENROLL  
 

We currently only offer Full Time Care positions for children between the ages of 2 and 5. Full 

Time Care is four (4) or more days per week. Enrollment priority is given to current students, 

their siblings, and alumni families. Once those positions are secured, enrollments are then 

accepted on a first-submitted, first-served basis. 
 

APPLICATION PROCESS  
  

The process begins with a Pre-Interview Questionnaire emailed to the potential client prior to the 

interview. Once the Questionnaire is submitted, we conduct the interview and tour of the 

Preschool. The Parents/Guardians and child should ALL attend.  It is important to take some 

time in the facility with the child and have questions answered.  If both parties, the potential 

client and the provider, believe this would be a Good Fit, a $40 non-refundable Application 

Fee or the required two week deposit is due at time of interview to hold the child’s spot for 

up to a maximum of two weeks. At this time the potential client will receive the Enrollment 

Packet which includes all forms required for enrollment and The Parent Handbook. 
 

 

Please read the ENTIRE Parent Handbook and review the forms carefully. 

TO SECURE ENROLLMENT   
 

To secure a child’s spot for enrollment, a nonrefundable deposit equal to two weeks of 

tuition and the signed Parent/Guardian Contract are due.  Special Arrangements may be 

made for payment of the deposit on a case by case basis. The Deposit will be credited to the final 

two weeks the child is enrolled when a proper two-week withdrawal notice is given. Please 

understand that your child's spot is not secured until we have received both the Application Fee 

and the Deposit or special arrangements have been made. The Parent Handbook is for you to 

keep. The remaining forms must be completed and submitted prior to or upon arrival of the 

child’s first day of attendance. 

REQUIRED FORMS FOR ENROLLMENT 
 
 

• Parents/Guardian Contract 

• Child Information  

• Medical Record 

• Child’s Health Assessment 

• Immunizations Record  

• Authorization for Emergency Medical Care 

• Authorization for Dispensing Medication 

• Important Legal Documents (i.e. custody cases)  

• Medical Documents (i.e. immunization exemptions)

 

Please contact us with any questions regarding the paperwork or the Preschool. 
 

IMPORTANT: Any time there is a change to the information provided on the forms, it must be 

communicated to us immediately so that current information is always on file. This insures the 

security of your child. You will also be asked periodically for any updates as well. 

 
 

If you have any educational, social, or developmental concerns about your child entering this 

preschool, you need to discuss these concerns with us before your child’s first day of class. It is 

important that a positive and appropriate learning environment be established for every child. 
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TWO WEEK TRIAL PERIOD AND CONTRACT TERMINATION 
 

We offer a TWO WEEK Trial Period for every child.  During the Trial Period, We or the Parents/Guardians 

may terminate the contract without notice and without cause.  At the end of the two weeks, the Contract 

becomes permanent.   

 

Once the Contract becomes permanent, if you choose to withdraw your child from the program, we require 

a written notification of withdrawal from the program two weeks prior to the child’s last day or unless 

agreed to by both parties.  No refunds or credits will be given for failure to give the required notification.  

Re-enrollment is contingent on all account balances being paid in full and space availability in the program.  

 

Either party may terminate the Contract without notice at any time if the other party is in substantial violation 

of the Contract. 

 

COMMUNICATION 
 

Communication between home and school is vital to a successful preschool program. 

The following are the ways we can communicate with each other:   
 

• Special and Important Notices that require a great deal of information to be communicated will 

be sent by Email.  Parents/Guardians will be notified by text that we have sent the email and 

responses to these should also be sent by email.   

• If anyone needs to call during the hours of operation, please keep in mind that the children are 

our top priority and you might get the voice mail, we will return your call as soon as possible.  

For simple and urgent information, it is best to text us, you will usually receive a response a lot 

quicker.  We can also be reached in the evenings.  

• There is a Parent/Guardian Access page on the website.  It has information on the month’s 

themed activities and links for the monthly newsletters, the Olathe School District calendar, 

our monthly calendar, the weekly menus, the daily schedule, a copy of the Parent Handbook, 

copies of the enrollment forms, on-line payment link for PayPal and links for family resources.   

• We have social media accounts on Facebook, Pinterest, Twitter, Google Plus and YouTube.  

These are mainly used to communicate Special Events, Parenting tips and activities for the 

Kids.  Be sure to follow us so as not to miss out on all the fun activities and information. 

• Occasionally, we will send home notifications in a child’s bag or backpack. Please check it 

daily. 
 

If a child is going to be out of school for any reason, it is required to let us know as soon as 

reasonably possible (text, call, etc.).  For illnesses, this is especially important so that we can 

inform families of any communicable disease symptoms while maintaining confidentiality.  In 

addition, we miss a child when they are absent, so we would like to know that the child is okay.  
 

Please communicate to us any changes at home or within the family (i.e., Parent/Guardian on a 

trip, family member in the hospital, sick Grandparents). These changes can affect a child’s 

behavior, and it is useful for us to be aware of these developments.  
  
Keeping the lines of communication open between us is in the best interest of the child. Letting 

each other know important information about the child and family is essential to us providing the 

best possible care for them. 
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TUITION PAYMENTS 
 

We offer three options for making Tuition Payments: 
 

Option One: Weekly  

Payment is due Friday by Pick-up for the Following Week and is payable every week we are 

open. If payment is not received by Monday at Drop Off of the following week, a $5 late fee per 

day will be assessed.  
 

Option Two: Every 2 Weeks 

Payment is due Friday by Pick-up for the Following two weeks and is payable every other 

week that we are open. If not received by Monday at Drop Off of the following week, a $5 late 

fee per day will be assessed.  
 

Option Three: Monthly 

Payment is due on the last business day of each month for the following month. This option 

allows for you to receive any additional days over four (4) weeks free. If not received by the first 

business day of the following month, a $10 late fee per day will be assessed.  
 

We currently do not offer Drop-In Care.  Each position is reserved for the child regardless of 

the child’s attendance.  Tuition is charged from the time a child starts until to the time a child is 

no longer enrolled.  The Two Week Deposit will be credited to the final two weeks the child is 

enrolled when a proper two-week withdrawal notice is given.  
 

Payment may be made by cash, check, money order or through PayPal by gifting, e-check or credit 

card (fees may apply).  Please make checks Payable to Lisa Roehrl. 
 

A child’s tuition MAY remain the same (AKA grandfathered in) from the child’s first day of 

enrollment to their graduation from Preschool to attend Kindergarten if ALL payments have been 

made on time.  If in the event that a child should stop and then restart, the new payments will 

default to the Current Rates for the newly enrolled schedule.   
 

To receive the vacation benefits as described in the Vacations and Closings section, the current 

tuition rates are REQUIRED and if ALL payments have been made on time.   
 

When a family takes off for the Summer Break, to hold a child’s position for the next school year, 

a new two week, non-refundable deposit will need to be submitted prior to the last day of the 

current preschool year.  This will be credited toward last two weeks of tuition for the next school 

year.  
 

We offer a 10% Discount for each additional child in the same family. 
 

If a tuition account is up to five (5) days delinquent, the child may be denied attendance until the 

account has been paid in full. Excessive Late Payments and/or Returned Checks may be grounds 

for termination. 
 

Returned checks will be assessed a $25.00 returned check fee plus ALL bank charges incurred that 

are associated.  In the event that three (3) or more checks are returned, you will be required to make 

all future payments by cash or money order. 

Earn FREE TUITION for a Day!* 
Submit a Review   

See the Parent Access Page on our Website. 

Earn FREE TUITION for a WEEK!* 
Refer a friend and if they sign a contract 

with us, YOU EARN a FREE WEEK. 

 One FREE DAY per Week unless agreed upon with Provider. See Details at ZiggysPreschool.com 

 FREE WEEK may be used following the Referred Client’s Two Week Trial Period plus One Week. 
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VACATIONS AND CLOSINGS 

VACATIONS: 
 
 

Ziggy’s closes for two (2) weeks of PAID vacation during the year.  The first is the week including the 4th of July 

and the second begins the Monday following Christmas. 
 

After your first Full Year with Ziggy’s, Full Time Clients that are paying the Current Tuition Rates and are up 

to date on payments will receive the following Benefits: 
 

• When Ziggy’s closes for the two weeks of vacation as described above, you may choose one of the weeks to 

be UNPAID.   
  

• You will receive one (1) week of UNPAID vacation time.  The vacation days may be used individually, in 

clumps or as a full week. A minimum of two (2) weeks notice is required before a full week of vacation or if 

the child will be absent an extended amount of time.  If notice is not given, we require 50% tuition.  

Exceptions to this include sudden and extended illnesses.   
 

CLOSINGS: 
 

 

PAID Scheduled Closings: 
  

• Labor Day  

• Wednesday through Friday the week of Thanksgiving 

• December 23rd and through to the beginning of the December Vacation (unless the 25th falls on Monday) 

• Memorial Day 

 

  Unscheduled Closings: 
 

We reserve six (6) PAID Personal Days per year for personal and family Illness, doctors’ appointments, family 

emergencies, etc.  We will try to give as much advance notice as possible if and when these days are needed. Once 

the PAID Personal Days are used, if it is necessary to take additional days, they will be UNPAID.  Part Time 

Families are still expected to pay their Full Tuition and are given the option to make up the missed day if space 

available. When Space is limited and make-up days are not available, the provider will approve a reduced 

payment to make up for the missed day. 
 

 

Substitute Care 
 

When we close for unscheduled days, we will do our utmost to provide substitute care. If substitute care is 

provided, these days will not be counted toward PAID Personal Days. On occasions that substitute care is 

unavailable, it will be the responsibility of the Parents/Guardians to provide their own back-up care. 

ATTENDANCE 
 

Attendance is imperative for your child to fully benefit from the program therefore; we expect an attendance rate of 

approximately 80% (i.e. average 16 days/month for full time students).  Exceptions are made for vacations and 

extended illness. Excessive absences may be grounds for dis-enrollment to allow the next child on the waiting list to 

enroll. 
 

If your child will be later than usual or will not be in attendance for the day, we REQUIRE a text or call to let us 

know.  When going on vacation, or a child is ill, please contact us. Lack of communication on an absence of five or 

more days will result in a child to be dis-enrolled and that place will be given to another child on the waiting list. To 

return, the child will need to be re-enrolled.   
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ITEMS WE PROVIDE 
 

We provide ALL school supplies for all students. We also provide a water bottle, cot, fitted sheet, 

blanket, and pillow.  Full Time Students a Ziggy T-shirt to keep. On occasion, we may ask for 

donations of recyclable, etc. 

ITEMS PARENTS/GUARDIANS PROVIDE 

A CHANGE OF CLOTHING 
 

Each child will need an extra set of clothing (including socks and underwear) in the event of a 

major spill, wet weather or accident.  These extra clothes should be exchanged as the seasons 

change and as the child’s sizes change.  A swimsuit and swim shirt (for boys) and water shoes 

will be needed for warmer weather.  Please label ALL items. 

PERSONAL BELONGINGS  
 

It is helpful to provide a bag or backpack for your child to bring and take home their personal 

items and projects from the day. Children are allowed to bring a stuffed animal and/or special 

blanket for rest time and items from home that are specific for “Show and Tell Friday”.  

Otherwise, please leave toys at home or in the car. Expensive, easily broken items or family 

keepsakes should never be brought to school.  ‘WEAPON TYPE’ TOYS OF ANY KIND ARE NOT 

ALLOWED. That includes guns, knives, swords, sabers, etc. We discourage aggressive behavior. 

If we feel a toy is dangerous or in some way inappropriate, we will keep it for Parent/Guardian to 

collect. All items are to remain in their bag until the time they are needed and then put back 

when done.  Please label all items. We will not be responsible for lost, broken or stolen items. 

WIPES 
 

Everyone will need to supply one LARGE REFILL package of unscented alcohol free wipes.  

We use these for hand and face wiping, boo-boo cleaning and nose wiping.  Regular requests 

will be made for wipes, as needed. 

MEDICATIONS 
 

Please put sunscreen on children every day before bringing them during the warmer months.  

 

Medications to provide are Acetaminophen, Ibuprofen and medications and equipment for 

special medical conditions such as allergies, asthma, etc. 
 

Over-the-counter medications must be in the original container and must have the child’s name 

written on it.   
 

All prescription medications must be in the original containers that are labeled with the child’s 

first and last name, the physician’s name, pharmacy name and phone number, medication name, 

and the instructions for dispensing.   
 

See more on MEDICATIONS in the HEALTH and ILLNESS Policies. 
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DRESS CODE 

CLOTHING  
 

Please do not bring children in pajamas, unless specified for PJ Day, have them dressed in the 

clothing that they are to wear for the day.  Clothing also needs to be easily managed by the child.  

Please avoid belts, snaps or buttons if the child cannot manipulate them. Shorts or pants with an 

elastic waist are best.  Girls are allowed to wear dresses if they have shorts, leggings or 

something of the like underneath. Please remove all strings on coats and hoods. They can easily 

get caught on playground equipment.  Please bring children in appropriate outdoor clothing for 

the weather; we take them outside daily if weather permits.  In the winter, hat and mittens are 

needed every day. Snow pants and warm boots are important whenever there is snow on the 

ground.  During the warmer months, we do water and sprinkler activities. Bring their swimsuit 

and closed toe water shoes or old tennis shoes.  These will be washed after each use. 
 

Active learning can mean messes.  We strongly recommend that the child comes to Preschool 

each day in clothing that can get muddy, painted, splattered (with various materials), gooey and 

wet. This includes their shoes.  We support their self-help skills by taking them to the sink, so 

they can wash their hands and face. Be prepared, they probably will not look as sparkling clean 

as they did when they were dropped off in the morning! Usually, being messy means that the 

child learned something new, worked with a friend, solved a problem, created a work of art or 

just had a great time!  
 

If a child will be taken from the Preschool to an appointment for which they need to be 

“dirt/sand/paint” free, we suggest you bring a clean set of clothing to change the child before 

leaving the Preschool.  We ask this so that we can spend more time interacting with your child in 

the classroom or on the playground rather than in the bathroom.  

SHOES  
 

Children should wear sturdy, protective shoes which will enable them to run, climb, and ride toys 

with ease.  Shoes that are too big, open-toed shoes, sandals and slip-ons can lead to injuries and 

therefore are not appropriate for a child’s active day.  These types of shoes pose hazards to the 

children when playing outside on playground equipment.  They also allow rocks to get in under 

their feet and this causes PAIN.  They end up spending more time emptying rocks out of their 

shoes than playing. If a child insists on wearing other types of footwear, please provide tennis 

shoes that they can put on themselves for outside playtime.  

HAIR 
 

All children will need a brush or comb and hairbands (for long hair) to keep in their cubby.  If a 

child has long hair, PLEASE pull it back.  Long hair in the face restricts vision making it unsafe. 

And is more apt to get mud, paint, slime and other various materials in it. 
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DAILY ADMISSION AND RELEASE 
  

ARRIVAL 
 

All children must be brought into the preschool.  Please help the children prepare for the day by 

placing coats and bags in the designated area. Please make the drop off happy and BRIEF.  

“Sneaking out” is discouraged, please say Goodbye and let them know you will be returning.   
 

Please leave all snacks, drinks and toys in the car. 

Late Arrival 
 

Circle Time is scheduled to begin around 8:45am.  When arriving later please enter quickly and 

quietly, those entering late cause a distraction for the other children. 

PICK UP 
 

Please come into the preschool or playground to pick up a child.  The child will not be allowed to 

go out to the car unescorted.  The child will only be released to the Parent/Guardian and those 

given authorization.  When calling in an authorization. The person may be asked to show a picture 

I.D.   Anyone picking up a child is responsible for providing proper car restraints or a car seat for 

the child.  If, for any reason, we feel any person picking up a child is not able to drive safely, we 

will refuse to release the child to that person, and then a Parent/Guardian or another authorized 

person will be called to pick up the child.  Should an unauthorized individual arrive to pick up a 

child, the Parent/Guardian or an emergency contact person will be notified via phone call.  If there 

is a court order keeping a Parent/Guardian away from the child, there must be a copy of said order 

and a written notice from the Custodial Parent/Guardian in the child’s file.  If an unauthorized 

person or a person we are refusing to release your child to becomes uncooperative regarding these 

policies, the local police WILL be called. 
 

Late Pick Up 
 

It is understood that there will be circumstances that might occasionally arise which would 

prevent pick-up by 5:45. Please notify us as soon as possible if you are going to be late.  For 

consistency, we will use the clock in the preschool for time reference. A late fee of $15.00 will 

be assessed for the first fifteen (15) minutes and an addition fee of $2.00 per minute after that for 

those habitually picking up their child late. Payment of the late fee is due by drop off the next 

day.   Excessive lateness may be grounds for termination. 

 

REST TIME 
 

The children are required to lie quietly on their cots for approximately 1½- 2 hours after lunch.  The 

lights are dimmed, the curtains are closed and a video or soft music will be played. 
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PHOTOGRAPHS 
 

The children will be photographed and recorded during the normal year while doing activities. We post 

them on the website and Facebook for Parents/Guardians to access and print.  On occasion and with 

approval per the Parent/Guardian Contract, these may be used in promoting the preschool, either in 

print or on the Internet (website, Facebook, etc.).  If used, they will not have their name(s) tagged, 

posted with or associated to them. We do not compensate for the use of these photos.  There is an 

option on the contract to opt out of us using a child’s photographs in this manner. If a Parent/Guardian 

opts for approval to use your child’s photographs, it will be the Parent’s/Guardian’s responsibility to 

provide in writing the desire to discontinue the use of the photographs. 

NUTRITION 
 

We provide food in accordance with the Child & Adult Care Food Program CACFP. The children are 

fed a well-balanced breakfast, lunch and afternoon snack in accordance with the hours they are in 

attendance at the preschool.  We follow a rotation menu with new items substituted as often as possible. 

The menus are posted on the Parent Access page of the website. 
 

It is the Parents/Guardian’s responsibility to inform us of any food allergies, special dietary needs or 

concerns.  We are vigilant to protect children with allergies from contact with the problem foods.  
 

CELEBRATIONS 
 

We celebrate each child’s birthday with decorations and a special treat at snack time.  We ask that 

Parents/Guardians do not distribute favors, goody bags, or paper goods. We will provide refreshments 

and all allergies are considered. The decorations will be the Ziggy’s Animals theme and the gift of a 

book will be given to the child when they leave to go home.  By keeping all aspects the same from party 

to party, everyone will receive the same attention.   
 

Holidays that are celebrated with a small party during regular hours are Halloween, Valentines and 

Easter.  Christmas is celebrated each year with a family party directly after hours. The children have a 

gift exchange of a book. We try to schedule Santa to come and if so, he gives each child a gift and the 

children give gifts they have created to their parents/guardians.  

FIELD TRIPS AND OFF-PREMISES PERMISSION 
 

When taking field trips, Parent/Guardian Volunteers may be needed, please see the Parent/Guardian 

Participation and Volunteering Policy.  It is the Parent’s/Guardian’s responsibility to provide a car seat 

approved by the laws governing child safety.  The Parents/Guardians also have the option to drop off 

their children at the field trip site and pick them up there as well.  Before any child participates in a 

field trip, we will obtain written permission from the Parents/Guardians.  Detailed written notification 

will be provided at the time a trip is planned.  Field Trips are optional.  If Parents/Guardians chose not 

to have their child participate, alternate plans must be made for the child’s care.  
 

We also try to have several speakers/entertainers throughout the year and on occasion we will walk to 

the park or local places of interest like the Fire Department.  
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SUPERVISION PLAN – STATE REQUIRED 
 

ENVIRONMENT  
  

The main room inside the front door on the main level is set-up to use for the majority of the 

preschool day. The location of the room makes it easy access for the arrival and departure of the day 

and easy access to the children’s play yard. The décor is designed for children and the toy cabinets 

allow for easy access for play and clean-up. The hardwood floor is durable and easy to clean making 

it great for our snacks and activities (painting, coloring, etc.).    

  

The room is always set-up to ensure the safety of the children.  The exterior doors are all locked 

while the children are present and both interior doorways are gated. The cabinets are screwed to the 

walls and child safety plugs are installed.   

  

The bathroom is located through the kitchen, so the children will be escorted for hand washing and potty 

time.  The door is to remain open, but there is a doorknob key close at hand in case a child locks 

themselves in the bathroom and the kitchen cabinets are child proofed making it a safe passage to and 

from the bathroom. The pets are separated off by additional safety gates blocking them from having 

access to the children.  

The play yard for the children is fenced, all gates are locked and there is a fence separating the 

animals away from the children.  There is pea gravel on the ground under areas that falling may be an 

issue and it is raked regularly.  Equipment is checked frequently to ensure safety of the when using it. 

Adjustments and repairs are made as needed and broken toys are thrown away. 

 

SUPERVISION 
 

We ensure that supervision is provided as required to protect the health, safety, and well-being of each 

child in care. All providers that are in attendance shall be aware at all times of the location of each child 

in care and the activities in which each child is engaged.  Providers are not to engage in business, social, 

or personal activities that interfere with the care and supervision of children. 

 

It is the providers responsibility to continually perform the following: 

• Interact with the children and attend to the children’s needs. 

• Respond to children who are crying or in distress in order to determine cause and provide comfort 

and assistance as needed. 

• Investigate immediately any change in the activity or noise level of the children. 

• Respond immediately to any emergency that could impact the health, safety, and wellbeing of the 

children. 

 

For each child who is under 2 years of age and who is awake, the provider shall be within sight of and in 

proximity to the child, watching and overseeing the activities of the child. When the provider needs to 

attend to personal hygiene needs or engaging in other child care duties and will be temporarily unable to 

remain within sight of the child, the provider will first ensure the safety of each child, then will remain 

available to respond immediately to any child in distress and will remain within hearing distance of each 

child. 

 

For each child 2 years of age and older who is awake, the provider may permit the child to go 

unattended to another room within the facility to engage in activities if all doors remain open and the 

provider is within hearing distance of the child. Regular visual checks of the child will be done and the 

needs of the child will be met. The abilities of each child will be considered by their behavior and 

information from the parent/guardian to determine if the child is can go unattended to other. 
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When napping, each child will be within sight or hearing distance by the provider.   The children will 

sleep in the child care room and the door will remain open.  The lights are turned off, the curtains will be 

drawn on the doors and windows to darken the room and music or a movie will be played on the 

television.  The provider will check on the children napping approximately every 15 minutes until nap 

time is over. If a child wakes prior to the end of nap time, the provider will attend to the needs and the 

child will remain on their cot to read a book or watch the movie.  We normally do not take infants under 

18 months old, but If a child under the age of 12 months happens to be in care, the provider will follow 

ALL Safe Sleep regulations required by the Government.  

 

When the children are outside, the provider will remain outside with the children and will remain within 

sight and hearing distance of the children.  The provider is to watch and direct activities of the children.  

If a child needs to go in to attend to hygiene needs, the provider is to remain in the open doorway to be 

available in case of emergency. If so, the children will be brought in to [lay until the situation is resolved. 

 

The phones for the home are cordless and the providers also have cell phones. While they are always 

inside one of each is always taken outside with us. This creates an advantage to contact Parents/Guardians 

and emergency services concurrently when necessary even when needed for emergencies. 

 

In addition to the above, there are two audio/video cameras in the playroom and one by the bathroom that 

assists in the supervision when needing to attend to preparing snacks and meals, preparing activities, hand 

washing and potty time. These devises will not replace any of the supervision requirements of this 

regulation. 
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POSITIVE GUIDANCE POLICY 
 

We believe that children are entitled to a pleasant environment for learning. We are committed to 

helping children develop the core values of respect, honesty, caring, and responsibility.  It is our role 

as teacher and Parents/Guardians to teach children what we expect from them, support them when they 

try and to praise them when they succeed. Our curriculum focuses on building positive relationships 

and on providing a supportive environment for children to learn social skills and emotional regulation. 

Children need to learn how to be a positive member of a larger community.  We are here to teach them 

how to do just that!  
 

We use a variety of positive guidance and discipline strategies and techniques to encourage emotional 

regulation and the development of self-control, self-esteem, friendship making and social problem 

solving skills.  Some of the techniques we use are:  

• Spending one-on-one time with each child every day  

• Guiding children’s interactions in play  

• Providing specific cues, phrases, and consistent language when directing children’s behavior  

• Praising when a child follows directions, listens to others, or exhibits positive social skills  

• Providing consistent daily routines and schedules  

• Providing interesting and engaging activities  

• Individualizing how we communicate with each child  

• Redirecting children to appropriate choices  

• Role modeling positive social skills  

• Supporting problem solving between children  

• Teaching about and practicing social skills during group times  
 

We strive to provide a safe, positive and nurturing environment. Violence towards children is 

NEVER an option. In addition, food and outdoor play are never used as rewards or as a behavior 

consequence. We will never shout at, demean, embarrass or physically touch a child in anger. Every 

measure possible will be taken to create an environment where children and families feel safe and 

understood.  
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HEALTH AND ILLNESS 

IMUNIZATIONS 
 

Children will not be admitted to the Preschool without a physical and an up-to-date record of 

immunizations. The State of Kansas requires that all children be immunized for certain diseases. 

The only exceptions to this requirement are if the family physician recommends against 

immunizations on medical grounds or if the family requests an exemption on the basis of 

religious belief or other objections. In each case, a written statement must accompany the Health 

Assessment form.  

ILLNESS 
 

Children who attend this program are expected to be able to participate comfortably in all 

components of the program both indoors and out. We try to take children outside every day 

weather permitting. The general rule (as recommended by our state licensing bureau) is that if a 

child is well enough to come to the preschool, they are well enough to go outside.  
 

We try to do our best to keep all the illnesses from spreading through the preschool and to keep 

instructors from getting sick. Therefore, If your child has a temperature of 99.9 degrees or higher 

and/or is ill (i.e. earache, vomits, diarrhea, etc.) prior to arriving please keep them home. If a 

child’s  temperature rises to 99.9 degrees or higher and/or they becomes ill while at preschool, 

the Parent/Guardian will be contacted and the child must be picked up within 45 minutes of first 

contact (one way text is considered contact). The child will be isolated to lie quietly on a cot 

until a Parent/Guardian or emergency contact arrives to pick them up.  
 

Children must be fever-free without the use of  

fever-reducing medications for at least 24 hours before returning.  
                The 24 hours begins when the effects of the last dose of medication has completely worn off,  

        not once the medication has reduced the fever. This means a minimum of 8 hours after the dose is given.  

If it becomes obvious that a child was medicated for a fever prior to drop off,  

it may be considered grounds for immediate termination. 
 

If a child develops a contagious condition such as chicken pox, pink eye, strep throat, head lice, 

etc. please notify us as soon as possible. We will post the information (no names included) in 

order to inform the other families of the illness and its symptoms.  
 

If a child is absent due to a contagious condition to return, a note from the physician’s office 

stating the date the child is no longer contagious and is able to return to preschool may be 

required.  If a child is sent home with the suspicion of a contagious illness (such as 

conjunctivitis, “pink eye”, lice), a doctor’s note must be provided stating that they are not 

contagious or stating the date the child may return. The physicians’ note does not automatically 

allow the child to return to care. The FINAL decision is determined by the provider after all 

information is gathered. 

 

The decision to exclude or send a child home because of illness is not taken lightly. We have 

children of our own and know first-hand of the inconvenience of having to leave, be late or 

unavailable for work if a child is ill. We ask for everyone’s understanding that the child will 

be sent home only if we consider it absolutely necessary. We appreciate everyone’s cooperation 

on this matter.  
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STATE OF KANSAS CRITERIA FOR EXCLUSION RECOMMENDATIONS 
 

Children who exhibit the following illnesses or symptoms: (This includes children who have 

been given over-the-counter medication for fever reduction, cold/flu symptoms, etc.  prior to 

arriving) can be excluded from the program. If a child is visibly sick, it will be at the provider’s 

discretion to determine whether the child can fully participate in the program.  

 

A. Fever: Oral temperature 101 degrees or greater, auxiliary (armpit) temperature 100 degrees or 

greater accompanied by behavior changes or other signs or symptoms of illness  

 

B. Diarrhea: Child has an increased number of stools compared with the child’s normal pattern 

with increased stool water and/or decreased form that is not contained by toilet use  

 

C. Vomiting: Child vomits while at the preschool or has vomited two or more times in the 

previous 24 hours  

 

D. Rash: Rashes can be symptoms of contagious illnesses such as chicken pox, impetigo, 

ringworm, etc.  Rashes with an accompanying temperature of 100 degrees or higher or those that 

have been diagnosed by a physician as being contagious and require a 24 hour treatment period 

before returning to the preschool accompanied by a doctor’s note stating the child may safely 

return (For chicken pox or measles, child may not return until 6 days after rash /blisters appear)  

 

E. Congestion, Cough and Nasal Discharge: Lung congestion, a continuous cough or purulent 

discharge from the nose. Diagnosis, by physician, of pertussis (whopping cough) the child may 

return to preschool only after 5 days of antibiotic treatment.  

 

F. Sore Throat: Occasionally, sore throats are caused by strep bacteria and one cannot 

determine this without a strep throat culture being taken and tested by a physician. A child who 

has tested positive for a strep culture who is on antibiotics must remain at home for 24 hours 

before returning with a doctor’s note stating that they may safely return to the preschool.  

 

G. Conjunctivitis (“pink eye”): Defined as pink eye or red conjunctiva with white or yellow 

eye discharge, often with matted eyelids after sleep and including with eye pain or redness of the 

eyelids or skin surrounding the eye, until 24 hours after treatment has begun and/or a note from 

the child’s physician stating they may return to preschool  

 

H. Head Lice: Presence of nits or lice in child’s hair and until 24 hours after treatment has 

begun  

 

I. Other Illnesses/Conditions  

The protocol for illnesses or conditions not previously addressed will be reviewed on a case-by-

case basis. 
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SPECIAL MEDICAL CONDITIONS 
 

If a child has asthma, please submit a care plan (Doctor’s order) that includes a description of 

triggers, how to treat the symptoms when they arise, and the names, doses and methods of all 

treatments. All medication/equipment will be securely stored and readily available for staff to 

administer. The child’s Parent/Guardian is required to provide all pertinent instructions/training 

to carry out treatment procedures.   
 

If a child has an allergy that requires the use of an Epi-pen (epinephrine injection), for severe 

allergic reaction (anaphylaxis) please refer to the information on asthma. If a child has any other 

type of allergy, please submit a care plan (Doctor’s order) if necessary, that includes all pertinent 

information regarding description and treatments.  
 

If a child requires other daily or on-going use of any type of specialized medical equipment or 

treatments, please submit a care plan and all pertinent instructions/training to carry out treatment 

procedures.  

 

MEDICATIONS 
  

We understand that there are certain circumstances when it becomes necessary for children to 

take medication during preschool hours. Because of this, we have adopted the following specific 

procedures for dispensing medication to children during preschool hours. This is necessary for 

the protection of the child as well as the person giving the medication.  

 

Over-the-counter medications: 

OTH medications must be in the original container and must have the child’s name written on it.  

Over-the-counter medications will not be given for more than three (3) consecutive days unless a 

physician’s written permission is provided.   
 

All prescription medications: 

Prescription medications must be in the original containers that are labeled with the child’s first 

and last name, the physician’s name, pharmacy name and phone number, medication name, and 

the instructions for dispensing.   
 

Parents/Guardians are welcome to come to the preschool and give medication to the child. We will 

only give medication as authorized and it will be logged when it is given.  Children may not have 

any medication in their possession at any time.  It is the Parents/Guardian’s responsibility to notify 

us when a child’s medication has been changed and/or when medication has been discontinued. 

They will be expected to pick up any remaining medications or authorize us to dispose of it. All 

expired medications will be discarded or returned to the Parents/Guardians.   
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SAFETY and EMERGENCY PROCEDURES – STATE REQUIRED 
 

PARENT NOTIFICATION/REUNIFICATION 

 

• Parents are provided with Ziggy’s Preschool Emergency Plan, Contact information for 

Ziggy’s Preschool, cell phone numbers of the providers and the home phone number.  

• Parent and back-up contact numbers are to be provided by the parent on their child 

information form at enrollment.  These forms are stored in the child’s file within the Child 

File Notebook. These phone numbers are also stored in each provider’s cell phone.  The 

children will only be release to the parents or to the back-up contacts listed on the child’s 

form with proper identification from the parent. 

STANDARD SHELTER INSIDE 

 

Children will remain in the playroom in the event of Thunder Storm/Lightning, Snow Storm/Ice 

Storm or Temporary Power Outage.  

 

• In the event of severe Snow Storm/Ice Storm, parents will be called to come pick up their 

children.   

• If a Power Outage poses possible danger or renders the home uncomfortable for normal 

activities, parents will be called to come pick up their children.   

• If a Storm worsens and/or turns into possible tornado watch, we will proceed to the basement 

for shelter. 

 

SHELTER IN BASEMENT 

 

Children will be taken to an interior area in the basement of the house in the event of weather-

related events such as Severe Storm/Tornado or as advised by authorities due to a Chemical 

Spill/Hazardous Gases or Security issue. The children will exit through the north door of the 

daycare area and go down the stairs to sit and wait for the incident to end or be released by 

authorities. Infants will be transported to the basement in their own child seat.  The older 

children will walk down the stairs of their own accord. The Emergency Preparedness Kit will be 

taken to the basement. 

 

If necessary, 911 is called first.  Parents will be called when everyone is settled into position to 

notify them of the situation. 

 

When the incident has ended, the parents will be called to notify them of the ending of the 

situation and will be instructed to come pick up their children if necessary. 

 

EVACUATION FROM THE PREMISES  

 

In the event of fire, gas leak, structural damage to the facility, bomb threat, etc., we will evacuate 

the house. There are three (3) exits from the playroom.  The front door of the home, the back 

door leading to the play yard and the front egress windows leading to the front porch.  We will 

exit through the safest route.  Infants will be transported out in their own child seat and the older 

children will walk out of their own accord.  The Emergency Preparedness Kit will be taken with 
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us. We will proceed to walk to the address below where we will sit and wait for parents to pick-

up their children. 911 is immediately called.  Parents will be called when everyone is settled into 

position to notify them of the situation and to have them come pick up their children. 

 

Prince of Peace Church 

16000 W 143rd St 

Olathe, KS 66062 

(913) 782-8864 

 

MISSING CHILD  

 

In the event a child goes missing, 911 will be immediately called then Parents of the missing 

child will be called. If requested by the Parent, other contacts listed on the child information 

form will also be called.  Due to the severity of the incident, the rest of the parents will be called 

to inform them and to request they pick up their children.  The provider will remain with the 

children in care until all children have been picked up. 

 

INJURY OR SERIOUS ILLNESS OF A CHILD 

 

If a child should become injured or sick, first the provider will assess the situation. If the injury 

or illness is not severe, the provider will treat the injury or illness according to first-aid training.  

 

If the injury or illness is not severe but still requires professional attention, the parent will be 

called to pick up their child for medical treatment.  

 

If the injury or illness appears to be severe, 911 will be called and the parent will be called.  The 

provider will make the child as comfortable as possible until EMTs arrive.  If the child needs to 

go to the hospital, the EMTs will be provided with the child’s information packet to take with the 

child to the hospital of the parent’s choice.  If the parent has not arrived by the time the EMTs 

take the child to the hospital, the parent will be called to meet them there. If there is only one 

provider, they will remain with the other children.  If there is more than on, one of the providers 

will go with the child to the hospital. 

 

For children with known allergies, the parent is responsible for providing inhalers,  

Epi Pens, etc.  Parents are also required to work with the provider to create an  

Allergy & Anaphylaxis Emergency Care Plan or one must be provided. 

 

INJURY OR SERIOUS ILLNESS OF THE PROVIDER 

 

The provider will have a home phone and their cell phone available at ALL times.  The Child 

File Notebook will always be available for anyone of authority to access and it and will always 

go with the provider and the children when not in the home. 

 

All doors to the home are locked when we are inside and all gates to the play yard have padlocks. 

The keys remain with the provider at all times. 

 

If there is only one provider, the provider is required to have a “Phone Buddy” and they will also 

exchange the list of numbers for the parents for emergency notification. The provider and the 
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Phone Buddy will contact each other by call and/or text throughout the day to check on each 

other to make sure everything is going OK. If they do not get a response within a reasonable 

amount of time, the one who is doing the calling will contact 911 and will request for the 

emergency personnel to contact them when they arrive at the preschool. If the provider is injured 

or sick, the Phone buddy will contact the parents to pick up their children as soon as possible.  A 

police officer usually remains with the children until the all the children are picked up. 

 

When there is more than one provider, If the injury or illness appears to be severe, 911 will be 

called. The other provider will make the injured provider as comfortable as possible until EMTs 

arrive. The other provider will contact the parents to inform them of the incident and to ask them 

to pick up their children if the number of children exceeds the capacity allowed by state 

regulations.  
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PARENT/GUARDIAN PARTICIPATION AND VOLUNTEERING 
 

Volunteering and participation in the preschool is one of the most positive things a 

Parent/Guardian can do.  They are a welcome contributor to the learning process and are 

undeniably beneficial to a well-functioning, successful preschool program. If you would like to 

volunteer, arrangements must be made a minimum of one week in advance.   
  

Below are some ways Parents/Guardians can help:   

 

VOLUNTEER FROM HOME 
 

• Save items for upcoming projects in the classroom. We send home a list at the end of each month 

for the next month to come. 

• Help with preparation of materials needed in the classroom.  

• Repair small equipment or toys. 

• Plan a field trip.  

• Please stop by to visit. 

 

OCCASIONAL VOLUNTEER 
 

• All of the Above 

• Share information about your occupation, hobbies or a special collection 

• Talk with the children about special holidays 

• Share your special talents…teach a dance, a song, or play an instrument 

• Field Trip assistance.  Extra hands and eyes are always a benefit. A sign-up sheet will be posted. 

• Back-up assistance to the Teacher’s Assistant when we need to be gone or when sick. 

• Repair, construction and set-up of equipment. 

• Assistance with the garden 
 

REGULARLY AND DIRECTLY VOLUNTEERING 
 

• All of the Above 

• Help children with routine tasks…if needed. Children should be encouraged to do things 

independently, but sometimes they will need a bit of encouragement with such things as removing 

coats, tying shoes, finding their own materials to work with, etc. 

• Read stories to the children at Rest Time, in small groups or just one or two at a time. 

• Help to maintain a pleasant and comfortable atmosphere in the classroom. 

• Help children to mix paints or make play dough. 

• Supervise or work with individual children or small groups. 

• Be aware of classroom rules and procedures, and help the children follow them. 

• Help increase language by describing what they are doing.  

• Encourage the children to ask questions and to discover things for themselves. 

• Learn songs, finger plays, etc. that the children enjoy.  

• Join in at circle time with the children. 
 

All volunteers who work regularly and directly with the children must be familiar with the Policies 

and Procedures put forth in the Parent Handbook, read and sign the Parent/Guardian Volunteer form, 

have a KBI Record Check done, have a Health Assessment and a TB Test done prior to volunteering in 

the classroom, per state law. It would also be helpful to have a CPR and First-aid Certificate.  
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WAIVER 
 

If we choose not to exercise enforcement of any policy at any time it does not indicate that the particular 

policy is no longer in effect.  Failure to enforce one or more policies does not waive the right to enforce any 

other policies.  We reserve the right to make any policy or financial changes at any time when it is in the 

best interest of the preschool and will not compromise the quality of the children's care. We will do our best 

to provide a written two-week notice of any changes should they need to be made. 

 

If it becomes necessary to seek legal assistance to enforce a policy, it will be responsibility of the defendant 

to pay all attorneys’ fees, court costs and all other related costs we find necessary to enforce the contract as 

a whole (including substitute child care when we need to be in court). 

 

CONFIDENTIALITY 
 

Confidentiality plays a vital role in promoting respect for every individual and fostering a strong 

community. We take confidentiality very seriously and make every effort to protect each family’s 

privacy and expect the families to also make the same effort. Communications between us and 

Parents/Guardians about children should be kept confidential at all times. We believe that 

conversations about a child, behavior or incident should be conducted in private, away from the child 

and other families of the preschool community. 

 

In addition, we will not disclose children’s records or have verbal communication about children with 

other professionals until family consent has been obtained. Personal information including medical 

records, family history and assessment information is stored in a secure location within the center. 

Access to this information is limited to us and state licensing authorities.  

 

The only exception to this policy is if there is reason to believe that a child’s welfare is at risk. We are 

obligated to share confidential information with agencies that may be able to intervene on the child’s 

behalf.  

PARENT/GUARDIAN GRIEVANCE PROCEDURE 
 

We strive to provide the highest quality of care to the families we serve.  We welcome Parent/Guardian 

input and will make every effort to resolve concerns.  However, we ask that concerns always be 

communicated in a professional and courteous manner and to be treated with the respect we deserve in 

partnering when caring for your child.  For concerns that require lengthy conversations, please schedule a 

conference.  If at any time you feel that the issue is not being resolved, please feel free to readdress the issue 

with us as soon as possible.  A good relationship between Parents/Guardians and teacher is vital to the 

success of a child’s experience. A partnership must be formed with open communication and understanding 

that the development and growth of the child is our top priority.  

DISMISSAL POLICY 
  

On occasion, a program is not an optimal fit for a child or family.  We will make every effort to work 

collaboratively with families to resolve any challenges that arise.  Additional resources may need to be used 

to support a child’s success in our environment.  If, after all reasonable efforts are exhausted, and a problem 

cannot be resolved, we reserve the right to dismiss a child from the program. 

 

If you, as Parents/Guardians, are uncooperative in completing and returning forms, repeatedly fail to pay your 

tuition on time, fail to follow any state or county regulation, repeatedly fail to follow any policy or procedures 

set forth in this Parent Handbook, it may be necessary to dismiss your child from care. 
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REPORTING CHILD ABUSE AND NEGLECT 
 

As a professional in contact with young children and their families, we are required by law to help 

the Department of Children and Families (DCF) become aware of children who may be abused or 

neglected. According to the law, public or private school teachers, educational administrators, 

guidance or family counselors; as well as day care/child care workers, are mandated reporters.  
 

It is our policy to report any and all suspected cases of child abuse and/or neglect to DCF and the 

Kansas Department of Health by telephone and to follow up in writing within 24 hours the same 

information as reported by telephone. We will offer full cooperation during the investigation of the 

reported incident.  
 

Always be sure to let us know when you drop your child off if they have any unexplained cuts or 

bruises. All children that come in with injuries, this information is logged into the child's file. 
 

Definitions: 

Child Abuse is the non-accidental commission of any act by a caretaker that causes or creates a 

substantial risk of harm to a child’s physical and emotional well-being, including sexual abuse. 
 

Child Neglect is the failure by a caretaker, either deliberately or through negligence, to take 

those actions necessary to provide a child with minimally adequate food, safety, clothing, shelter, 

medical care, supervision, or other essential care. 
 

Reasonable Cause means that after examining all the facts in a particular situation, most people 

with similar training and experience would also suspect abuse and/or neglect. 
 


