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1.

Introduction:


Welcome to Community Christian Preschool!  This Parent Handbook has been compiled to help acquaint you with our program.  Please become familiar with our Policies and Procedures and keep the book for future reference. 


We want you, the families, to feel part of our center.  Participation, cooperation and input in various aspects of our center are encouraged.  Our center is here for parents and families, as well as students.  We encourage you to catch the vision of our Christian and educational philosophy.  Please feel free to contact the school office or staff at any time if you have any questions.  We are excited to have you as a part of our Community Christian Preschool family!


                                                        God Bless,








Amy Whitmore, Director
History of Our School

Community Christian Preschool was a vision of Cornerstone Christian Fellowship many years ago.  The church saw a need in the community for a quality Child Care facility and began making plans and goals for the future.  In 1968, the plans became a reality.  The school opened with just a few classrooms and has grown every year since. We are a licensed facility that accepts children ages 2-6.  We hope to be a blessing to your children and family.

Affiliation

Community Christian Preschool is a part of Cornerstone Christian Fellowship.  Cornerstone is affiliated with the Assemblies of God denomination. We are a Biblically based program that supports families and children.

Purpose

Our goal is to nurture young children in the love of Jesus Christ and to provide each child with a positive introduction to formal education. We believe a child's first school experience is important because it lays the foundation for all future educational experiences. Therefore, we strive to offer a loving and learning environment for children to learn and grow.

We believe that each child is a unique gift of God. Our approach involves the whole child and recognizes that each one develops at his or her own rate. We strive to provide an environment that is safe, loving, and rich in hands on opportunities so that each child may discover their uniqueness and their relationship to God’s world around them.  

2.

Educational Philosophy

We believe that children need a loving, safe and positive environment to help them grow, learn and gain confidence.  We believe that children “learn by doing.”  We believe that all learning should be meaningful and fun.  Giving children opportunities to explore and experiment helps them become independent and capable initiators of their own learning.  We believe that all aspects of a child’s development are equally important.  We believe that children develop their Spiritual, Social, Emotional, Physical and Cognitive skills at different rates.  Children should be actively involved in their own learning and we believe that the process of learning is more important than the end product. The values and goals that we use to uphold our philosophy are as follows:

· Maintain a safe, supportive and stimulating environment

· Facilitate learning through play

· Respect children’s uniqueness and recognize and celebrate their individuality

· Create a trusting and predictable environment

· Develop an environment that says “yes” to exploring and experimenting
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Emphasize “process” rather than “product”

· Use positive language

· Model empathy and compassion

· Encourage children to take risks

· Help children make a balance of choices

· Keep a sense of humor and create laughter

· Provide a “child-centered” program that evolves from the interests of children as well as successfully planned and implemented curriculum

· Cultivate curriculum that is continuously developed and revised to provide for a variety of Developmentally Appropriate experiences for children.

Religious Philosophy

Proverbs 22:6 says “Train up a child in the way he should go, and when he is old, he will not turn from it.”  We believe in planting seed of faith in Jesus Christ.  Children need a solid spiritual foundation formed through the Bible.  We want to minister to children so that they may develop positive attitudes about God, Jesus and themselves so that when they are developmentally ready, they can receive Jesus Christ as Savior.  We do this through Bible curriculum, chapel, prayer and showing God’s love by example.  We extend this to the families of our students, also. Isaiah 54:13 “And all the children shall be taught of the Lord and great shall be the peace of the children.”

3.

Policies and Procedures

Admission Policy

Admission to Community Christian Preschool is open to any child between the ages of two through admission to kindergarten.  A child will not be discriminated against because of race, color, religion, or national origin. Authorization for admission is made by the Director and based on the following criteria:

· 2-5 years of age at time of admission

· Readiness for the type of group experience the program offers

· Social, Emotional and Physical readiness

· Able to benefit from the program

· Space available

Waiting List

When all classroom spaces are filled, a parent may request to be added to the waiting list.  With the waiting list, we will fill any vacancies as they occur.  We will call monthly to update the list and ask if you wish to remain on it.

School Tours

We welcome any prospective parent to take a tour of our program.  Tours are offered Monday through Friday 8:30 am-12:00 pm or 3-5 pm by appointment.  Please contact the office. Prospective parents are also welcome at Open House Night.

  Registration

Registration for enrollment is open to returning students the last week of March.  Open registration begins the first week of April. These are the necessary forms to be completed with your registration packet before admission to our program:

1. Registration Form

2. Admission agreement

3. Parent Handbook (final statement of reading returned)

4. Identification and Emergency Information page

5. Health History (LIC 702)

4.

6. Health History (LIC 701)

7. Yellow Immunization Card must be up to date according to California requirements

8. Allergy form

9. Parent’s Rights (LIC 995)

10. Personal Rights (LIC 613 A) 

11. Consent for Medical treatment

12. Survey Form

13. Payment agreement

14. Picture release form

15. School directory form

16. Emergency card and pick-up list

Termination

Community Christian Preschool reserves the right to discontinue service to a family if financial commitments are not met, if it becomes apparent that the program is not equipped to meet the psychological or developmental needs of the child, or if a parent is continually not satisfied with the policies and procedures of the school. . Written notification will be given to the parents to allow for ample time to find alternative care. The staff/director will make every effort to resolve any problems prior to termination. Documentation will be provided upon request prior to suspension or termination. Parents and children are given advance notification when suspension will take place based on child's behavior.

Sessions

We offer two, three, four or five full or half day programs for your child.  The hours of 9:00 to 12:00 are set aside for active, preschool learning.  We do extended daycare for working parents until closing. After school program offers 2, 3, 4, or 5 morning/afternoon or just afternoon schedules. 
Hours of Operation

We are open Monday through Friday, 6:30 AM to 6:00 PM.  Half day program hours are 8:00 AM to 12:30 PM. We are closed for the holidays and days listed on the school calendar. 











    5.

Class Placement

Class placement is based on the age of your child and their developmental stage of readiness. We offer the following classes:

· Young two’s

· Older two’s

· Young three’s

· Older three’s and four’s
· Kinder-prep
Although parents may make requests, the Director makes the final decision based on age and needs of the child.

Student/Teacher Ratio

California licensing allows a 12:1 ratio.  Community Christian Preschool’s ratios are 8:1 for two year olds, 12:1 for three year olds and Pre-kindergarten. We also have two aides that go where needed throughout the day. *During the pandemic, we closely follow CDC and state guidelines.
Registration Fee

An $140 non-refundable registration fee is due upon enrollment for new students and $120 for returning students.  The registration fee holds your spot in the class until your child starts school and all registration forms are complete.

Tuition Payments

Tuition rates for Community Christian Preschool are as follows:
Half-day program:

· 5 Half-days- $707/mo.

· 4 Half-days- $564/mo.

· 3 Half-days- $423/mo.

· 2 Half-days- $283/mo.

           6.

Full day program:

· 5 Full days- $847/mo.

· 4 Full days- $678/mo.

· 3 Full days- $508/mo.

· 2 Full days- $338/mo.

*There is a daily fee for children who are not potty trained.
Late Charges

Tuition is due by the 1st of each month.  Any payments received after the 10th are assessed a $25 late fee.  We have an online tuition company that makes it easy to pay by debit or credit. You may also pay by check or cash in the office.  If tuition is over 30 days overdue, your child may be asked to leave the program.

Returned Checks

Any returned checks due to insufficient funds will be assessed a charge of $25.  A money order for tuition and the check fee will be due within 5 working days.  If more than one returned check happens within the school year, you will be required to pay by money order only.

Unscheduled Hours

CCP recognizes that sometimes our schedules change.  If you need to bring your child due to an unexpected change in plans, please contact the office and we will let you know if there is space on that day. If there is, you will be charged $38/41 NPT per full day and $32/35 NPT per half day. Drop-ins that were not confirmed by the office will not be allowed. Exchanging days is also not allowed.

Late Pick-ups

Our program ends at 12:30 for half-day students and 6:00 PM for full day.  If you are going to be late to pick up, please call the school office to inform us.  However, there will be a late fee charged.  The late fee is $2 for the first 5 minutes late, then $1 per every minute late after that.  The late fee needs to be paid immediately to the closing staff in cash or a check made out to them. If, after a  half hour, we have not reached a parent or emergency contact, the police will be called. If you exceed 5 late days in a month, you may be asked to leave our program.
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Absences/Holidays

Because staff salaries and expenses continue even if a child is absent, full fees are still to be paid.  We ask that if your child is sick or absent, you try to call the office by 9:00AM. This helps the staff to plan for the day.  We are closed for the following holidays, which do not affect tuition:

· Labor Day

·  Thanksgiving and Friday after
· Christmas Eve and Christmas Day (or if on weekend the Friday and Monday)
· New Years Eve and Day
· Martin Luther King, Jr. Day

· President’s Day

· Good Friday

· Memorial Day

· Independence Day

· Teacher in-service in August (2 days)
Calendars

School Year Calendars are given with your registration packet.  Please read them over and post in a place where you can refer to it often.  Here are some important dates to look for on the calendar:

September:

· Labor Day
· Grandparents Day

October:

· Back to School Night 
·  School Portraits
·  Pumpkin Carving with Dad 9-10 a.m.

· Harvest Party and costume parade- 9:15 am
8.
November:

· Veteran’s Day
· Trike-a-Thon
· Thanksgiving Holiday

December:

· Ornament making with Mom- 9-10 am

·  Rooms 1-4 Christmas Program 6:30 p.m.

· Rooms 5-7 Christmas Program- 6:30 p.m.
· Christmas parties

·  School closed for Christmas

· School Closed for New Year’s Eve

January:

· Closed for New Year’s Day
· School Closed for Martin Luther King, Jr. Holiday

February:

· Valentine’s Party

· Closed for President’s Day

March:

· Family Chapel Day
· St. Patrick’s Day parade
· Registration open to public

April:

· Easter Parties/egg hunt
· Closed for Good Friday

· Spring Pictures

· Open House and Parent Appreciation Dinner 6-8 p.m.
May:

·  National Teacher Appreciation Week
         9.

· Muffins with Mom 9-10 am
· Memorial Day, School Closed

June:

·  Pre-Kindergarten graduation 6:30 pm

· Donuts with Dad 9-10 am
·  End of the Year Party
Withdrawal from School

There is a two-week withdrawal notice required if you chose to remove your child from the program before the school year ends.  The form may be picked up in the office.  If you do not give withdrawal notice, you will be charged for two weeks.  

Snacks and Lunches
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We provide a morning and afternoon snack.   We do not serve breakfast.  We are asking at this time that lunches be brought from home. We will bring back our hot lunch program with the Covid pandemic is subsided and we feel the time is safe and right. Please remember that we are a NUT FREE school when you make your child’s lunch. 
Staff and Curriculum

Staff

We employ Christian professionals who are trained in Early Childhood Education.  Each staff member meets or exceeds the criteria for working in Early Childhood.  The staff regularly participates in various training to benefit the education of children.  Our staff is also trained in CPR and First Aid.

10.

Curriculum

We believe that children advance through stages of development at their own rate of growth.  We want our curriculum to let them explore God’s world through many hands-on experiences using their 5 senses.  We have a rich and broad curriculum with monthly themes that include:

*Pre-reading          *Pre-writing          *Science          *Math          *Cooking          *Art  *Music          *Literature          *Field Trips          *Outdoor Play         *Group time          *Large/small motor skill building          *Dramatic play          *Block Play                  *Small Group Learning and activities

Chapel/Bible Stories

We love to teach children about God’s Word and His love for us!  We have a Bible Curriculum that includes monthly color sheets that let you know what stories we are teaching and small, fun activities you can do at home to enhance their learning.  Chapel is held on Thursdays (some Wednesdays)and dates are given in the yearly calendar.  Chapel is taught by teachers, the director and the children’s pastor takes turns. A change offering is taken each week to go toward our Sponsored Child from the Dominican Republic.

Discipline

At Community Christian Preschool, we are interested in nurturing a thoughtful, considerate child that is concerned with other students, environment and a child that feels secure and in control.  We try to use positive methods rather than punishing. We worked with the Early Childhood Mental health and Wellness program last year and are making social-emotional health a priority.
The first thing is to have a consistent, yet flexible structure.  Children need to know what is expected of them, so communication is important.  We implement age-appropriate strategies including positive reinforcement and by setting good examples.

A child that is misbehaving will be positively re-directed first, and then moved to another activity if needed, to return when they can behave properly. We encourage interchange and talk about consequences with the child. If the problem continues, they are removed to a separate area and given a “thinking spot” for 2-5 minutes to regain control. The caregiver will then pray with the child and discuss the problem and the child’s feelings.

11.

Continued problems and/or anger problems will result in a parent conference and the family might be advised to have the child observed by a child specialist.  Only in extreme cases will a parent be asked to withdrawal their child.

Parent/School Communications

Parent Conferences

Parent Conferences will be held in February for most kinder prep.  These informal meetings will be a time to discuss how your child in progressing, any problems or concerns and parent questions.  A sign-up sheet will go up in advance for times.  Conferences may be scheduled with the teacher and/or director if need arises at any time. 

Change of Address/ Phone Numbers

Please notify us if there has been a change of address or phone numbers for your child.  It is important that your information is updated in case of emergencies.  There is change of information forms in the office.

Number/Emergency Pick-up

In case of illness or emergencies, we will call your numbers given on your Emergency contact card.  If we cannot reach a parent, we will go down the emergency contact list.  Children will only be released to parents or adults on the pick-up lists only. If someone needs to pick-up your child and they are not on the pick-up list, written consent must be given to the office before hand and picture identification must be presented.  Only in special cases will verbal consent be authorized.

Information Boards

There is a parent information bulletin board in the office hallway right above the sign-in sheets.  Make sure you check it regularly for updated information on such things as picture day, church functions and more.  Each classroom also has a parent information board that includes a lesson plan, notes from the teachers and special class info.
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Health

Medication

The staff at the Preschool cannot administer medication unless you complete a permission form. Prescription medicine can be administered, but must: 

1. Be in the original container with the doctor's label attached

2. Have the dated prescription label, which includes how long to be given, 
3. Have a safety closure on the container, and

4. Be accompanied by the special permission form obtained from the school office.

The staff will assist you in completing the permission form. Please be aware of these requirements when your doctor prescribes a medication for your child so that he can give you what is needed. If you feel your child needs something that does not meet the above requirements, you may come to the Preschool and administer the medication yourself.

Immunization Check List

We must have a copy of your child’s yellow Immunization Card in their file.  All immunizations must be updated according to California requirements.  You may pick up a immunization checklist in the office

Sick Policy

Your child’s health is of utmost importance to us.  We ask that you keep your child home if they have any of these observable symptoms: diarrhea, yellow or green runny nose, severe coughing, difficulty breathing, yellowish skin or eyes, pinkeye, rashes, sore throat, ear aches, infected skin, headache or stiff neck, vomiting, loss of  appetite, severe itching of body or scalp, or a temperature over 100 degrees.  

Please keep your child home for 24 hours after vomiting or a fever and report all communicable diseases or head lice to the office immediately.  Students will receive an exposure notice explaining symptoms and requirements for return to school. Any positive Covid results need to be reported to the preschool immediately for the safety of all staff and children.
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Operational Policies

Attendance

Please call the preschool office if your child will not be attending for the day.  This allows the teacher to better plan for the day.  We do keep attendance records in each class that can be looked up if you request it.

Arrival and Departure

You must have your child signed into our Preschool upon arrival everyday and signed out upon departure.  It must be done by:

· A person 18 years old or over or…
· A person that is listed on the emergency contact form or card

· A written note from parent authorizing someone not on emergency form to pick up child, along with a picture ID

Only authorized adults may pick up a child.  A failure to sign in or out may result in a fine of $25.  

Half-day children will be picked up in their classroom.  Full day students can be picked up outside on yard after 3:30 or in Room 7 after 5.

During Covid, guidelines direct us to have the sign up area in the front of the school with staff taking children to their class and picking them up at end of day to take to their parents. If it is necessary for you to enter the school, please wear a mask and get permission first.
Adjustment Period
What is normal?

It is normal for your child to have some fears and misgivings about being away from you. Children, like adults, need time to get used to new situations. Try to prepare your child for the changes as far in advanced as possible. Discuss any concerns. Talk about some of the new people your child will meet and the new things your child will do. If you are enthusiastic, soon your child will be too.

First experience:

If this is the first time your child has been separated from you, it is natural for he/she to be hesitant. A cheerful good-bye kiss, a smile, and a reassuring word that you will be back after work is all you need to do. Our caring staff will take it from there.

Usually the child will settle down shortly after you leave.












14.

What to do:

Please feel free to call 714-962-5414 when you arrive at work. Chances are that your child will be busy playing and you can relax and concentrate on work.

Our E-Mail is: amy@ccpfv.com.  Please feel free to contact us during the day!

Clothing

Please dress your child appropriately according to the weather.  Shoes must be closed- toe. No sandals allowed.  Make sure your child has a change of clothes in their cubbies in case of accidents.  Please have girls wear shorts under their dresses or skirts.

Share Items/Toys

Teachers may choose to have a share day in their classrooms.  Please look for more information on this.  If there is a share day, we encourage you to bring a book, picture, or small toy to share.  Please make sure they are labeled as we are not responsible for lost or stolen items.  Please do not allow your child to bring an expensive toy or electronic item to school.

Lost and Found

 We ask that all jackets and nap items be labeled with your child’s name.  This will help us find the owners of items!  If something does get lost, please check the lost and found located by the school office.  The Lost and Found will be gone through every 4 months and the items donated to a charity if not claimed.

Naps

Naptime is from 12:30-2:30 everyday.  Your child will need a crib sheet and a small blanket that is clearly labeled in their cubby.  Nap items will need to be taken home every week to be washed.  Your child may also bring a soft, stuffed animal for nap.

Birthdays
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We would love to help celebrate your child’s birthday!  Please inform your child’s teacher if you would like to bring in a treat for your child’s class.  We prefer to celebrate during morning snack time at 9:30.
15.
Accident/Injuries

If your child gets hurt at school, we will follow procedures to clean, treat and inform you.  For scratches or cuts, we will clean and bandage it.  For head injuries or bruises, we will offer ice.  If any injuries are, in our opinion, severe or a cause for concern, we will immediately contact the parents.  You will be informed of all accidents and injuries with a “boo-boo” report.  In severe cases, 911 will be called.

Emergency Preparedness

Community Christian Preschool has periodic fire and earthquake drills.  We have an alarm system and fire extinguishers.  Our employees are trained in CPR and First Aid.  In case of emergency school closure or dismissal, every effort will be made to notify parents by phone.  Children will only be released to parents or adults on emergency cards only.

School Pictures

School pictures will be taken in the fall and spring.  Parents are not required to purchase pictures.  In the spring, class pictures will be taken.  Photo permission forms must be completed to participate.

Kindergarten Readiness Testing

Kindergarten readiness testing will take place in January, then again in May.  CCP has developed a progress report and kindergarten checklist that will go out to parents to be signed and returned.  
School Visits (This is our regular policy- on hold during pandemic.)
Community Christian Preschool has an “open-door” policy for parents.  We encourage parents to volunteer as much as they are able. Parents can help in the classroom, attend field trips, bake for special events or sign up to be a room parent.  

In addition to parent visits, we will have several special people come to visit during the school year.  The fire department, police department, lizard wizard and petting zoo will come at various times of the year.  Check your school calendar for more information. Social Services may visit at anytime and are authorized to pull random files.
School Events

We have several special school events during the year.  These include Pumpkin Carving with Dad, Ornament Making with Mom, Christmas program, and Open House. These are not required attendance; however, we do encourage you and your child to attend.  These are special times to bond and come together as a school family.

16.
Peer/Family Visits (on hold during Pandemic)
We welcome visitors but require all visitors to sign in and out at the Preschool Office.  There, visitors will receive a visitor’s pass that will let staff know they are approved to be on campus.  Visitors are allowed as long as the class is not disturbed or a problem for the child who has the visitor.  

Thank you!  If you have any questions or concerns, please stop by the office anytime!

God Bless.
------------------------------------------------------------------------------------------------------------

Please sign and return to the preschool office.

“I have read and understand all of the policies and procedures in the Parent Handbook.”

Signature __________________________________________________

Child______________________________________________________

Date ________________ 
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17.
Guidelines and Practices during Covid Pandemic:
CCP is following all guidelines and procedures to make it the safest possible for our children and staff. We have a state visit and passed with all the guidelines in place. 

Drop off and Pick-up:

A table is set up outside the front of the preschool (weather permitting) with sign-up sheets and info like the calendar and menu. Upon arrival, a staff member will greet and take your child’s temperature. If it is over 100*, they will not be able to attend school. The staff will take your child to their classroom. During pick-up, a staff member will go get your child and any belongings they have and bring them to you. If we are momentarily not in the office (probably picking up a child), ring doorbell and we will be there shortly. Hand sanitizer for parents is available inside the front door. 
Hand Washing and Hygiene:
We are continually talking to the children and helping them wash hands upon arrival, before and after meals, after playing outside and after using the restroom. We encourage the older children to use a piece of tissue when flushing the toilet, and staff sprays the handles of the toilet with sanitizing spray after each use. Any toys that go into a child’s mouth is put in the “yuck bucket” to be sanitized immediately. Children are not allowed to share food or drinks. All staff wear masks when they are within 6 feet of the children.
All food is prepared wearing gloves and masks and dishes are washed and sanitized.  Nap mats are sanitized daily and sheets are sent home each week to be washed. 
Cleaning:
In addition to janitorial, we have staff that wipe down surfaces and handles throughout the day. Teachers spray toys daily with a sanitizing solution per state guidelines. Teachers have also been given Swiffer mops to clean daily. 
Social Distancing:
As you can imagine, it is hard to get young children to distance from each other. However, we try to arrange activities for smaller groups and divide up carpet and table space with tape, yarn or other fun ways. We play outside or with the windows open as much as possible to encourage fresh, circulated air.  Groups (classrooms) are kept together with the same staff and children as much as possible to limit the spread of germs. 
Nap mats will be set up 6 feet apart or 3 feet apart when laying down head to toe by each other. 
18.

Ratios:
Although the guidelines have been eased, we will try to keep groups to a smaller, consistent number. For 3’s to pre-k, it is a 1:10 ratio (but can be up to 12 if emergency), for 2’s, we will stay at 1:8. For school age children, we will follow a 1:12 ratio, instead of 1:14. 

Sick Policy: 
Staff and children will be monitored for signs of illness. This might include fever, sore throat, cough, diarrhea, vomiting, runny nose, fatigue and body aches. If your child has a fever, we ask that during this time, they are fever free for 72 hours. If your child or someone in your household tests positive for Covid, please let us know as soon as possible. A school Emergency Decision Tree has been written and adopted and will be followed. 

If you have any questions or concerns, contact the office and we will address them to the best of our ability! Thank you for your support! 
