Family Handbook for Diakonia Preschools 
Wilson Christian Preschool

6460 Flying W Ranch Road
Colorado Springs, CO 80919

Main Phone: (719) 598-8420

Fax: (719) 528-8646

The preschool hours of operation are M-F 9:00 a.m.-12:30 p.m. 

Westside Community Preschool

1628 West Bijou Street 

Colorado Springs, CO 80904

Main Phone: (719) 385-7920, ext. 108

Fax: (719) 385-7921
The preschool hours of operation are M-F 8:30 a.m.-12:00 p.m. 12:30 p.m.-4:00 p.m.
Hillside Community Preschool

925 S. Institute Street
Colorado Springs, CO 80903

Main Phone: (719) 385-7900
Fax: (719) 385-7905
The preschool hours of operation are M-F 9:00 a.m.-12:30 p.m. 
Deerfield Community Preschool

4290 Deerfield Hills Rd. 

Colorado Springs, CO 80916

Main Phone: 719-385-5996
Fax: (719) 385-6853
The preschool hours of operation are M-F 9:00a.m.-12:30 p.m. 

Mission Statement

Our mission is to serve families to enable children to reach their full potential.  By implementing developmentally appropriate curriculum we are able to focus on each child’s cognitive, social-emotional, spiritual, and physical growth in a loving nurturing environment.  
Philosophy
The years before a child reaches kindergarten are among the most critical in his or her development. Diakonia offers meaningful play and developmentally appropriate curriculum that supports each individual child’s preschool experience, needs, interests, exceptions and abilities.  By focusing on positive child-led interactions and activities, children attending Diakonia programs develop important social emotional skills to navigate peer interactions and self-advocacy.  Our whole-child, individual approach to learning ensures students the greatest possible success when entering the public school system.  
Governing Body

A Diakonia Board oversees the preschool programs. The Board is responsible for setting major policies, hiring selected staff and providing support and guidance to ensure the success of the programs.  
Staff
The Executive Director provides the leadership and coordination for all programs and supervises the directors of each program. The Executive Director serves as an advisor to the Diakonia Board.   All financial matters are handled by the Executive Director and the Diakonia Board.

Each center director holds a Director’s Qualifications Letter from the state of Colorado. The center Director oversees the daily operation of the center program, supervises the staff of that program, implements he program curriculum, facilitates communication between families and the program, and manages the collection of fees and expenditures.
Diakonia employs teachers who are professionally trained, committed to the field of early childhood and dedicated to the education of young children. All teachers of your children undergo background checks, fingerprinting and complete required training for teachers of young children. The staff undergoes continuous training both internally and externally.  
State Licensing

All programs are licensed by the Colorado Department of Human Services. Unannounced inspections of the programs are conducted by the Department of Human Services to ensure all state standards, policies, and procedures are met.
Ages Accepted

Diakonia accepts children at age 3 through 6 years of age.  
Calendar

Please see the parent calendar for specific dates, closures and events. A paper copy of the Calendar is provided at enrollment.  A copy may also be found at our website:  www.diakoniapreschools.org.

Enrollment Procedure 

Enrollment shall be open to any child, provided we can meet the needs of the child.  Enrollment shall be granted without discrimination in regard to race, gender, creed, national origin, disability or political belief.  When a space becomes available, the director of the program notifies the parent that a space is available for their child.  Parents are given 48 hours to notify the director of their decision to either accept or decline enrollment.  If the space is declined, the child drops off the waiting list.  If parents are unable to accept a placement due to the child not meeting eligibility requirements (i.e. not potty trained, etc.), the child will remain in the same spot on the waiting list.  If parents fail to contact the director within the 48-hour period, the child is removed from the waiting list.  It is the parent’s responsibility to notify the center director of any changes in contact information.  If parents cannot be reached due to invalid contact information, the child will be removed from the waiting list. Currently enrolled children take first priority for space that becomes available at the next preschool year. 

Admission Process

· A pre-admission tour and meeting with the child’s parent(s) is scheduled to determine if the child requires any special services, and to fully discuss the program’s policies and procedures.
Parents must bring before the first day of attendance:

· Completed Enrollment Packet.  An interpreter may be provided to assist families in their primary language.  
· Immunization Record (must be the State required form with physician’s signature).

· Documentation of child’s most recent physical exam.  Must be within the current year.  (must be the State required General Health Form with physician’s signature). 

· The non-refundable registration fee.
Children’s Health Records

All children’s health records are kept on file and parents are required to update the preschool by providing documentation of new physical exams annually.  The child’s current physical on file cannot be over 12 months old.  Once the child’s physical has expired parents have 30 days to get their child’s physical renewed and a copy on file with the preschool.  After 30 days the child will be suspended until a current physical is provided.   Should suspension occur, parents may be asked to pay a re-enrollment fee and risk losing their child’s preschool placement to the next child on our wait list.  Children’s records are available to authorized staff and state licensing agents upon request.

Fee Schedule

Tuition is due on the 1st of every month or first day of attendance, but no later than the 3rd of every month (except when the 2nd and 3rd fall on a weekend; then the 4th and 5th of the month.) We accept cash, check, money orders and credit cards.  Please make checks and money orders payable to Diakonia. Please visit www.diakoniapreschools.org to access the credit card payment option. 

Tuition Assistance Policy
The Tuition Assistance program enables any child of any background to attend one of our preschools who might otherwise be unable to attend because of financial limitations. Financial need is the primary criteria for the selection of financial aid recipients. The Executive Director will review all applications and appropriate documents to determine the amount of aid to be granted. The review process will be confidential and anonymous. Caregivers receiving tuition assistance are required to volunteer. 
Late Check Payment Fee

A late fee of $10.00 will be required for payments after the 3rd of the month.  If the payment is not received after a week the parent is given notice that their child may not return unless the payment is received.  If the payment is not received the child is disenrolled.

Non-sufficient Funds Check Fee

A $10.00 fee will be charged to your account for a check that is returned to us by the bank.  We will only accept cash, money order or a bank check for the replacement payment.
Dis-Enrollment Policies

If it is necessary for a family to withdraw a child from a Diakonia Preschool, the parent shall give two weeks’ notice, in writing, so that the vacancy created may be filled.  Tuition that has been paid for the month will not be refunded.  Diakonia reserves the right to disenroll a child for reasons of non-cooperation, delinquency in payment of fees, or inability of child or parent to comply with the program policies, requirements, or behavior guidelines.  Failure to provide the required two week notice may result in charges to the family beyond the intended participation period.  
Children with Exceptional Needs

Our programs are handicapped accessible. Children with exceptional needs are welcome to enroll at one of our Diakonia Preschools. We require a copy of an existing Individualized Education Program (IEP) prepared by the child’s home school district.  We will set up a time to meet or speak with the child’s home school to ensure all involved partners are able to meet the child’s IEP goals. If the child has exceptional health needs, we require an individualized health care plan. The plan should include a medication schedule, nutrition and feeding instructions, medical equipment needed with instructions, medical emergency instructions, toileting and personal hygiene instructions. The health care plan needs to be updated every 12 months from the date it was originally created. The care plan needs to be signed by a physician and the child’s parent or legal guardian.
Your Child’s Arrival at Diakonia Schools

Until you have signed in your child and escorted them into the classroom and made contact with a staff member your child is your responsibility.  We require that a responsible adult 18 years or older drops off your child daily into our program. We also recommend proper safety equipment be used when transporting your child to and from our sites:  car seats, helmets for bicycles or other non-motorized vehicles.  If you need assistance with safety equipment or car seat laws please do not hesitate to ask our staff for support.  
Identification and Tracking of Children 
(Drop-off/Pickup)

Parents or authorized adults dropping students off must sign-in their child by indicating the arrival time, their signature, and an emergency contact number where a parent or authorized adult may be reached.  Parents or authorized adults will need to enter the classroom and greet a Diakonia Staff member before leaving.  Diakonia staff keep a constant head count throughout the day to ensure safety of students at all times. Children will only be released from the program to the authorized adults on your child’s enrollment form, or in the case of an emergency a verbal phone call from the parent or guardian indicating an authorized adult for pickup.  A picture ID is required for pickup and the identification will be copied for the child’s file. We may request a person’s I.D. be presented at each pick up until we visually recognize authorized individuals.  Licensing rules and regulations prohibits the release of enrolled children to anyone without a picture I.D. and under the age of 18.   Parents or authorized adults picking students up must sign the child out, specify the pickup time, and indicate departure with Diakonia staff before leaving the classroom.  

Cell Phones

Cell phones are a wonderful tool and we appreciate the mobility that it gives to us as teachers and you as parents. However, we ask that you are not actively on your cell phone during drop off or pick up in order for teachers and other staff to properly greet you and your child.
Late Pickup Policy 

Parents are expected to pick up their child on time at the designated pick up time.  Beginning 10 minutes after the designated release time the family will be charged $1.00 per minute.  If a child is still in the center 10 minutes past closing, we will start calling people listed on the emergency contact form that is filled out and signed by the parent. If you know that you are going to be late, please call the center to let the staff know. The late charges will still apply.  If the child has not been picked up one hour after the release time and parents or emergency contacts cannot be located, the Police Department will be contacted for their assistance.  This action will be taken only as a last resort. Parents are responsible for all late fees for the entire period that staff must stay with the child.  Families who are consistently late will be asked to meet with the director to work out a solution. 
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Attendance and Tardiness
It is very important that the families of the children enrolled in the Diakonia Programs understand that attendance and punctual arrival are key in order to reach each child’s goals.  By enrolling your child in our programs you are agreeing to pay the monthly tuition fee for as long as your child is enrolled, irrespective of the actual number of hours your child uses the service. 

No refunds, prorates or credits are given to accommodate individual family vacations, changes in family schedules, or absences due to illness or injury. If you know in advance, please notify the Director when your child is going to be absent for any reason. Should the child not attend for a period exceeding two weeks and attempts to communicate with the parent are unsuccessful, an automatic withdrawal will occur.  Tuition fees are still applicable and must be paid to re-enroll a child that has been automatically withdrawn due to no communication and no attendance.  

Illegal Drugs and Alcohol

Parents are not allowed to be under the influence of drugs or alcohol while picking up, dropping off, or volunteering for Diakonia. If a staff member observes that a parent or authorized person picking up is under the influence of drugs or alcohol and is driving a motor vehicle, the staff will call 911 and the local DHS hotline. If the parent or authorized person picking up is not driving, a call will still be made to 911 and the local DHS hotline if the child’s safety is at risk.  
Smoking 
Smoking is prohibited within 25 feet of all centers and playgrounds. 
Firearms

Diakonia does not allow their staff, program participants, or any authorized adult picking up, dropping off, or volunteering, to open carry or conceal carry firearms at any time in the classroom, playground, field trips or Diakonia sponsored events.  
Field Trip Policy

The learning environment for our program extends beyond the classroom walls and playground to the community. Children may walk to places that border the program or be bused to preplanned field trips.  Parents are informed where the children are going, what they will be doing and when they will return. Parents must sign a general permission form in order for their child to participate in walking or bused field trips and sign permission for each individual trip. Children will be paired by two’s and hold hands when crossing any street that while walking to their destination.  Periodically, there may be spontaneous excursions in and around the program such as collecting rocks or twigs for study.   Parents always receive notice of an up-coming field trip.  On the field trip day a sign stating where the class has gone is posted on the inside and outside classroom doors. Parents are always invited to participate on field trips. Parents may follow the center bus if a bus is being used to transport the children off-site.  If you arrive late to school and the class has left on a field trip, the parent or guardian is responsible to take their child(ren) to the designated place.  If you pick up your child early from a field trip, you must sign your child out on the daily sign-in/out form (which the teacher takes on all field trips) and inform the staff of your departure.  All the stated policies will be followed for children with exceptional needs and their individual health care plan will be followed in order for the child to take part in all aspects of the field trip.
Safety Policy When Away from the Program
When your child is away from the program, the following safety measures are taken….

· proper supervision will be provided at all times

· teachers will have an emergency contact sheet for each child 

· staff will have a list of all children in attendance 

· a staff cell phone will be available (for emergencies only)

· water will be available

· a first aid kit will be available

· field trip details and a staff cell phone number will be available at the Main desk of the community center or Wilson Church office
· “Head counts” are completed by teachers every 10 minutes. 
· If your child is injured or hurt on a field trip, first aid will be applied, 911 will be called if needed, and a parent and the appropriate Diakonia center Director will be notified.   
Parent Volunteers as Drivers

A caregiver who agrees to drive children other than their own to an off-site field trip location must provide the center director copies of their current driver’s license and the declarations page of their personal auto liability insurance policy.  In the event of an accident the driver’s insurance would be the primary insurance.  A Motor Vehicle Record (MVR) review must be conducted for all volunteer drivers before the parent is allowed to drive in a volunteer capacity. Before requesting the MVR the volunteer must complete the Fair Credit Reporting Act Disclosure Statement.  All parent volunteer drivers must not use cellular telephones or mobile electronic devises while operating a motor vehicle, regardless of whether a hands-free device is used.  
Daily Transportation to Preschool
Diakonia Programs do not provide transportation to and from our programs.  Staff members are NOT permitted to provide transportation for children to and from our programs.
Daily Information

Please check your child’s cubby and folder daily.  
Meals and Snacks 
Caregivers at WCP, DFP,& HSP are required to send their child with a lunch. Lunches should be sent in a non-breakable container labeled with the child’s name and a labeled water bottle. Children need a well-balanced meal containing a variety of foods. The school has a responsibility to ensure that each child brings a balanced nutritious lunch. If a child’s lunch contains food items that do not meet the USDA meal requirements, a substitute, appropriate food item supplied by the preschool.

A nutritious snack for children enrolled at WSP will be offered that meets current USDA food program requirements. Snack menus will be posted and kept on file. 
Celebrations

Caregivers may bring a special treat if they wish. Some great birthday treat suggestions are donut holes, apple slices, small cookies, bite sized brownies, chocolate pretzels or Rice Krispy Treats. 

Curriculum

Our programs follow the Colorado Early Learning and Developmental Guidelines. For young children, research tells us that they learn best by “doing” or through play. Our teachers create intentional, planned, play-based environments that facilitate all areas of development while at the same time allowing enough flexibility to respond to each child’s individual needs. The teachers provide a wide variety of “hands on” experiences that encourage children to be active learners, to lead, to follow, to solve their conflicts, to listen, to appreciate differences, to count, to reason, to create, and to use their muscles. 
Our teachers use observations to assess each child’s unique talents and abilities and then plan accordingly to maximize learning opportunities. Emphasis is placed on the process (the doing) rather than the product. The purpose is to help each child reach their highest potential intellectually, socially, physically and emotionally as well as nurture a genuine life-long love of learning.  Teachers and administrators strive to create a learning environment that is safe, predictable, and supportive where the limits and expectations are clear and consistent. 
Understanding that children learn from the adults in their environment, teachers and administrators model the behavior we teach, that is, we respond respectfully and kindly through words that express our thoughts, feelings and needs. We model cooperation, compassion and patience in order to encourage the same behavior in children. You will notice the children are encouraged to make choices throughout the day’s activities.  Among the many choices are science exploration, math games, manipulatives (i.e. blocks, Legos, and puzzles), art, language —expressive and receptive— cooking, and reading.  When the children gather together as a group in circle time, they may sing songs, dance, and discuss the weather or letters in the alphabet. You will see the children on the playground encouraged to engage actively in the outdoor classroom with sand, tricycles, or on the playground equipment. All learning activities encourage and support the building blocks necessary to a child’s cognitive, social-emotional and physical growth.  Teachers plan activities and goals based on a monthly theme that incorporates flexibility for extended learning opportunities that naturally occur.  An example might be a particularly delightful spring day that calls everyone to be out of doors, attuned to the re-awakening of flowers, trees, or butterflies. In addition to our theme based creative learning environments, Diakonia schools use the following research based curricula:  Dinosaur School (social-emotional), Handwriting without Tears (fine motor/writing skills), Touch Math (math), Zoophonics (letter sounds and recognition), 5-2-1-0 (nutrition), & I Am Moving I am Learning (music and movement) 
Assessment 

Assessment is an integral part of high quality early care and education programs. Assessments provide teachers vital knowledge regarding each child’s current development and interests.  Assessments may also detect early warning signs of a developmental delay or concern that would prompt further evaluation, referral or intervention.  And finally, assessments provide valuable data that is used when writing program grants and offering growth statistics that encourage the support and funding of early childhood education opportunities.  

The Assessment Instruments

Diakonia uses Teaching Strategies Gold to assess and record children’s individual strengths and accomplishments.  The assessment process is expected to be an ongoing integral cycle that goes hand in hand with the development of appropriate curriculum that compliments each child’s unique ability. There are three designated TS Gold checkpoint dates throughout the school year (fall, winter, spring). The collection of children’s data happens in their natural play environment within the classroom. Strategies are used throughout the daily routine while children are naturally engaged in play. This natural (authentic) type of assessment assists in getting a valid, true picture of the child’s progress and development.  
Administration of Screening and Assessment Instruments

Diakonia teachers have been trained to collect and communicate the results of each child’s assessment using Teaching Strategies Gold.   
Assessment Results

Assessment results are shared with you upon request and at least twice a year at designated parent/teacher conferences in October and late April/early May.

Others with access to your child’s results are: 

· Executive Director 
· Director of the preschool program

· Teacher of the child’s class

Occasionally, an outside consultant or referral staff may access assessment results. All of the people mentioned in the above list are major stakeholders in your child’s optimal development.  All assessment and screening results shared are for the sole purpose of meeting your child’s needs and offering optimal programming and curriculum adjustments. Results of assessments are not used to label a child; rather, the results are used to influence parents, staff, and other stakeholders in decisions on how best to meet the child’s needs, provide an appropriate program, and ensure school success. 
Primary Caregiving 
Research indicates that best practices for caring for young children include having the same teacher daily. Once assigned to a class, a child will remain with his or her class unless change of class is agreed upon by the parent, teacher and Director. 

Transitions

Transitions involve how children enter our program, how they move through the program from year to year, how they move through activities throughout the day and how they make the move to Kindergarten. All orientations and workshops will be shared at our Open House, flyers, and our Social Media. 
Transitioning into a Diakonia Preschool

Beginning preschool is a special time in a child’s life. We work to make this transition as smooth as possible for the caregivers and the child. Caregivers are encouraged to visit the preschool with their child before enrolling for the following year to see the facility, meet the staff and observe the classroom in action.  After enrollment there are two important pieces of the transition process: 

1. Attend the Open House in August. 

2. Have a Home Visit with your child’s teacher. During this time, the teacher will visit your child at your home in order to facilitate a strong relationship and bond in the child’s space before the school year begins. 

Transitions within the Classroom
Transitions during a school day between activities are minimized in order for children to become engaged in the activities. When a transition to a new activity is within 5 minutes, the teacher will provide a cue to ensure the children are ready for the transition. Feel free to speak with your child’s teacher with any questions about transitions throughout the day. 
Transition to Kindergarten

Teachers along with administrators will provide information during the Transition to Kindergarten workshop in January of each year.  Parents are given a variety of information on the process and encouraged to visit any schools they are contemplating before registering.  
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Speech, Hearing, Vision & Dental Screenings
We offer screenings in speech/language development, hearing, vision & dental at the onset of the school year.  If a delay is identified, the parent is notified by the director and provided appropriate community resources for further assessment.  

Referrals 
Diakonia staff conducts curricula-based assessments only.  Assessment results that indicate further evaluations will be discussed with parents/guardians and referrals to outside agencies may be required in order to better determine a child’s learning needs.  Parents may choose (and are encouraged) to contact outside agencies/organizations for programs or services if they question their child’s development.  Diakonia staff is encouraged to help families who need assistance with negotiating health, mental health, educational services or other programs that may benefit the child or family participating in our programs.  Please discuss specific needs with program directors for a list of organizations that may be of assistance.  Access to local parenting classes is just one type of referral the Director can provide. 
Referral Process

The referral process is outlined below:

• Initial assessment is conducted by the teaching staff and documented.

• Additional classroom screenings may occur in order to better understand initial results.
• Parents and staff discuss assessment results.

• Teachers and directors review the assessment results to make appropriate programming decisions.

• A decision is made to make a referral.

• The parent is given the contact information for the appropriate referral agency (usually, this is Child Find) 
• The parent makes contact with the appropriate agency and a screening is scheduled.

• The outcomes are discussed with the teacher/director.

• The preschool team and the parent discuss ways the program can assist in meeting the child’s needs.  

There may be occasions when parents may choose to decline referrals. Diakonia reserves the right to discontinue services if referral and outside assistance is essential to the health, safety and wellbeing of the child or to the other children or staff in the program. 

Discipline Policy

Diakonia Preschools believe that the development of a child’s social- emotional skills is the most important part of the preschool experience.  Without the ability to self-regulate, problem solve, and self-advocate, a child is at a severe disadvantage when expected to participate successfully in learning. 
Our teachers have completed a year-long Classroom Management  course developed by Incredible Years and have received coaching from a credentialed coach up to 5 times during the school year.  They have also been trained in how to present Dinosaur School (social skills training for preschoolers), another course developed by Incredible Years.  Children are coached and encouraged to practice social skills they have learned on a daily basis.  
Our policy is one that seeks to promote positive behavior using methods appropriate to the age of the child. Redirection, modeling and guidance form the core of the discipline policy, not punishment.  Children are taught to identify their feelings and use language or words to solve conflict or problems. Our guidance policy begins with identification and prevention.  Program directors and teachers carefully arrange the physical aspects of the classrooms such that the spatial arrangement, itself, helps children interact appropriately.  Teachers are careful and attentive observers of the children in their classroom such that they are finely attuned to each child’s uniqueness.  They are thus prepared to help redirect or divert as dictated by the child’s personality, temperament and needs.  No harsh or physical punishments are used at the programs nor may children be spanked, slapped, pinched, shaken, teased, made fun of or threatened in any way.  Diakonia programs do not use harsh or abusive tones with children.  Food may not be withheld as punishment nor are children punished for accidents related to toileting.  Parents may not administer harsh treatment and/or physical punishment in any of the programs nor on program grounds.  
Proper social and physical behavior is expected during program hours.  The minimum standard for attendance at Diakonia Preschools includes the expectation that children will interact with the adults and their peers in a manner than fulfills basic safety guarantees for everyone. Therefore, Diakonia Preschools reserve the right to request the withdrawal of any child in order to protect the health, safety and welfare of all those who are in our care.  If a participant’s behavior is harmful to others or self, then the Behavior Guideline Policy that each participant signs, will be used to determine continued enrollment. Harmful activities to self or others include but are not limited to; kicking, biting, hitting, self-abuse, inappropriate verbal communication, refusal to stay with group or adhere to safety procedures.  
Toilet Training
Children MUST be toilet trained to participate in Diakonia preschool programs. The definition of a toilet trained child is…

· The child can tell an adult that they need to go “potty”.

· The child can pull down their underwear and pants and get them back up without assistance.

· The child can wipe themselves after toileting.

· The child can wash and dry their hands.

· The child can postpone going to the bathroom if they must wait their turn for the bathroom. 

In accordance with non-discriminatory laws and policies (Americans with Disabilities Act/ADA and Individuals with Disabilities Education Act/IDEA), children with disabilities will not be excluded from our program due to the lack of potty training. Pull-ups will be changed according to state health standards.
Personal Toys and Possessions
We are not responsible for lost or broken items or money brought from home. NO toys are to be brought from home unless it is the child’s designated share day. 
Outside Playtime Policy 

All children will have outdoor playtime every day for at least 30 minutes unless the temperature with wind chill is less than 30 degrees. FOR THIS REASON PLEASE SEE THAT YOUR CHILD IS ADEQUATELY DRESSED FOR COLD AND WET WEATHER.  On sunny days, children have the opportunity to play in the shade.  Please apply lotion-type sunscreen to your child before they arrive at preschool. Staff will provide lotion-type sunscreen for your child if your child is not wearing sunscreen or a 2nd application is necessary. No aerosol sunscreens may be used.  If you bring your child’s own sunscreen, please label it with his/her name.  When public health authorities recommend use of insect repellants due to a high risk of insect-borne disease, only repellants containing DEET are used.  Staff apply insect repellant no more than once a day and only with written parental permission.  
Clothing Policy

Sturdy, closed-toe shoes that are easily removed are the best choices for safe play.  For safety’s sake, children must wear shoes that are closed both on the toe and heel as well as fit snugly without binding the feet.  Since children are active learners, “dressy” clothes are likely to get soiled or damaged so it is best to avoid wearing them to school.  Children should always have clothing appropriate for the weather.  All children should have an extra set of seasonal clothing including socks and underwear placed in a ziploc bag marked with your child’s name and stored at the program site.  When soiled clothing is sent home, please launder and return the next day.
Screen Time
There is no television viewing at our preschools. However, short videos or media clips may be used to support lessons in music/movement, Dinosaur School, or other thematic educational activities.  Screen time on computers and tablets is limited to 30 minutes a week, broken up into small sessions of 5-10 minutes on a given day.  
Lost and Found

Any personal belongings that cannot be identified will be placed in a Lost and Found area.  Unclaimed items will be donated at the end of each semester. 

Family Education

Families are the principal facilitators of a child’s development in the earliest years. To encourage families in positive parenting skills and to provide additional support to the family, parent education is a valued part of the school. Workshops and discussion groups are held on topics of particular interest to parents of preschool children. Attendance is required as part of your parent contract.  Parents may send a grandparent or other relative to cover this requirement if need be.

Any suggestions for topics or speakers are welcome.

Parent Involvement 
Family involvement is encouraged and required periodically to enhance the role parents have as the first and most important teachers of their children. Social events throughout the year provide family members with the opportunity to come together, share ideas, and have fun. These include Getting to Know You Ice Cream parties, Harvest costume parties, Holiday music and craft events, Parent Teas, and the end of the year Graduation/Continuation ceremony and pot-luck lunch.
Parents are encouraged to communicate with their child’s teacher as often as needed to raise any concerns, to contribute to decisions about their child’s goals, as well as to share any other information that may affect the development or well-being of their child.  It is expected that parents and teachers will work collaboratively and in a mutually supportive fashion for the benefit of each child. 
We encourage parents and families to volunteer!  Your child will feel special and valued when you come in to assist in your child’s school.    Families receiving tuition assistance are required to volunteer 1 time per month in the classroom, or at home preparing classroom materials or in providing playground and classroom maintenance tasks. 
Parent Input and Program Improvement

Diakonia preschools are responsible for maintaining a high-quality, safe and nurturing learning environment.  In order to improve the quality of our programs we request parent input through surveys and discussion.  We utilize survey results to evaluate how we are doing and identify specific areas where improvements or changes could be made.  

Parent/Teacher Conferences 

Twice each year, in the fall and spring, conferences are scheduled with each child’s parents/guardians to discuss the assessments and any supportive portfolios collected as evidence of their child’s progress.  Written summaries are provided to parents that may assist families’ transition into other early education programs and Kindergarten.  Conferences may be held mid-year if specific concerns arise that should be addressed.  Parents may also request a conference whenever desire.
Special Activities 

Diakonia Programs encourage family participation in our programs.   We invite families and community members to share talents, traditions, hobbies, music or other interests with our programs. Please talk with the Director to prearrange an enrichment activity that you wish to share.  
Open Door Policy 
As a parent/guardian, you are welcome to stop in or call and check on your child at any time.
Questions/Concerns

Questions or concerns should be brought to the director’s attention immediately. We are here to serve you and your child and wish to make your personal experience with Diakonia the best possible. 

Visitor Policy
All visitors must sign a log book stating the reason for the visit. All visitors need to remain with a staff person at all times while on the premises, except in cases where outside services are requested.
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Illness & Emergencies

Sick Policy 
If your child becomes ill while attending our program, he/she will be removed from contact with other children and the director will call you to pick up your child.  Your child will need to be picked up within 30 minutes.  It is expected that the parent/emergency contact person will be on his/her way after receiving the phone call. If the parents cannot be reached, the director will call the emergency contacts listed on the release form.  It is important that emergency contacts are local ones. 
You will be called if:

· Your child has a fever, 100 degrees or above

· Your child has 2 loose stools within the school day

· Your child has a rash

· Your child is vomiting

· Your child has pink eye (conjunctivitis)
· Your child has lice
· Your child has any discharge from eyes, ears or nose

· Your child has a persistent cough

· Your child has a sore throat

· Your child has any other sign or symptom of illness

Your child may return to the program: 

· 24 hours after fever is gone without the use of fever reducers

· 24 hours after first medication is administered for strep throat

· 24 hours after insecticidal shampoo has been applied and all lice, lice eggs and egg cases removed for lice.

· 24 hours after the last vomiting or loose stools episode. 

· Eye(s) completely clear (no discharge) after pink eye

· No discharge, no fever and all sores scabbed over in chicken pox

· Five days after rash in measles

· No fever and 9 days after swelling began with mumps
Diakonia reserves the right to request that any child who appears too ill to participate fully in the program or who may place other children at risk of exposure to illness to remain out of the school until fully recovered. When a child is ill at school, we will do extensive, extra sanitizing of the classroom and toys. We ask that you call and let us know the doctor’s diagnosis so we may inform other parents. 
Medication Policy

If your child needs medication, we encourage parents to administer it before arriving to school.  If your child needs medication while at school, only staff with a Medication Administration Certificate may administer their medication.  In order for the certified staff member to administer the medication, the following must be met:

· Provide the preschool with a signed physician and parent consent form with specific instructions on administering the medicine including dosage, time to be given, date authorized, length of time to be given, reason for medication, and side effects to watch for.
· Each prescription medication must come in its original container.

· Medication is placed in a lock box in the child’s classroom. (exceptions:  inhaler and epi-pen)
· Medication must be picked up by the parent at the end of the school year.
Please note:  home remedies, including homeopathic medications, cannot be administered to any child.

Child Care Health Consultant
All Diakonia preschools are under contract with a licensed child care health consultant.  Half-day programs are visited by the consultant 1 time a year but are on call if questions/issues arise.  Full-day programs are visited monthly. 
Infectious Diseases/Under-Immunized
State law does not allow children with a communicable disease or symptoms of a communicable disease to attend programs.  Parents must notify the director of the program if the child has a suspected or known communicable disease.  Children under immunized will be excluded promptly from the program if a vaccine-preventable disease is diagnosed.  Parents of all the children will be notified about any incidence of communicable diseases in the program, without divulging the child’s name who contracted the illness.  Postings include information about the nature of illness, its signs, symptoms and other precautionary, prevention, and palliative measures that may be taken.  Diagnosed children may not return to school until a doctor has released them by a written note.
Procedure for Caring for Injured Children
Staff is trained in CPR and First Aid. Scratches and minor cuts will be treated with soap and water only.  Band-Aids will be used as necessary. Parents will be notified if serious treatment is needed.  

If your child is injured, an accident report will be completed by your child’s teacher and a copy will be given to you for your signature.  A signed copy will then be placed in your child’s file.  If the injury is serious, appropriate emergency care will be administered, emergency personnel summoned, if needed, and you will be contacted by phone.

Each child’s parent will have the right to state which hospital they prefer their child be taken to in the cause of an emergency, however emergency personal can override what the parent’s preference is in order to make sure their child is given the best care possible. Each child’s medical information on file will be shared with paramedics in order to inform emergency personnel of any medical conditions as well as insurance that the child carries. The director will ride with the child to the hospital and stay with them until a parent is able to get there.
Children with Special Medical Conditions

A child with any special medical condition must have an individual medical care plan on file at all times. This plan must be signed by the child’s doctor and updated annually or as changes occur.  In the event of an emergency this plan will accompany the child to the hospital.
Filing a Complaint

Open and honest communication between families and the preschool program is an essential component of a high quality early childhood program. We want you to be confident that your child is being well cared for and is having a quality experience.  If there is ever a time you have a concern regarding your child, we want to encourage you to address your concern to your child’s teacher.  If additional help is needed, either party may ask for the assistance of the center Director and/or the Director, Diakonia Preschool Operations.  Located on the parent information board is the contact information on how to file a complaint concerning suspected licensing violations.  Complaints should be sent to: The Division of Child Care, The Department of Human Services, 1575 Sherman Street, Denver, Colorado 80203-1714. Phone (303) 866-5958.

Reporting Child Abuse

All staff members of Diakonia are mandated reporters of child abuse by law.  This means if a staff member has concern for the safety and welfare of a child he/she will bring it to the attention of the director or another member of management and they will call child protective services.  As a parent, you also have a right to call if you suspect any form of child abuse. To report suspected abuse call 1-844-264-5437   (1-844-CO-4-Kids).  Calls are confidential and can be made anonymously.  To file a complaint with the El Paso County health department, call 719-578-3199.  
Emergency Procedures 
In the rare event of a medical emergency, emergency personnel are summoned through the 911 system.  Staff is not allowed to transport children when there is a medical emergency.  Fire drills are practiced monthly.  All other drills are practiced twice a year.  
Emergency Procedures...Loss of Power 

In the event of a localized emergency such as the loss of power, the director is authorized to close the program to protect the health and safety of children and staff.
Emergency Procedures-Fire Procedures

Each classroom has a posted evacuation route, emergency procedures, smoke detectors and fire extinguishers. Our procedures for fire emergency include lining up, walking quietly to the designated meeting place, taking roll and entertaining children until the “all clear” signal is given.  Teachers will turn off the lights and close all doors to contain fires.  Attendance is taken at the safe place.
Emergency Procedures-Tornado Procedures

In the event of a tornado, teachers will take all children to the most interior and central part of the program, away from windows, doors and electrical panels.  The children will knell down facing the wall with their hands over the backs of their necks and look at the floor if possible.  Attendance will be taken at the safe place. 

Emergency Procedures-Severe Thunder Storms 
Children will be kept away from windows and doors during thunder storms.  Children will play inside only.  If an emergency situation arises, the director will call 911.

Emergency Procedures-Intruder/Lockdown Procedures 

The lockdown signal is given. Children will remain indoors. All windows and doors will remain locked. Shades are drawn.  Only the director or a specifically appointed staff member has the permission to open doors.  Only parents will be allowed into the building, unless the intruder is on the facility premises. In this case all doors will be locked and no entry shall be allowed.  The director will call 911.

Family Reunification Destination

In the event that there is an emergency event that requires the complete evacuation of one of our programs, the designated place for:
Wilson Christian Preschool is Mountain Shadows KinderCare Learning Center, 6610 Flying W Ranch Road, 80919, (719) 536-0370
Westside Community Preschool the designated place is Sacred Heart Catholic Church, 2030 W. Colorado Avenue, 80904, (719) 633-8711 

Hillside Community Preschool the designated place is Westside Community Preschool, 1628 West Bijou Street, 80904, (719) 385-7920 
Deerfield Hills Community Preschool the designated place is Loaf ‘n Jug, 3705 Drennan Road, 80910, (719) 392-7644.
Safety and Evacuation Plans Posted

Written records of safety and evacuation plans are posted at each program. Evacuation records are maintained and include drill type, number of children and staff present, and time taken to evacuate/practice safety procedure.  

Lost Child Procedure
In the unfortunate event that a child is lost, the director and parent(s) will be notified immediately. Every effort will be made to locate the child, and when necessary, local authorities will be contacted for help in the search.  Within 48 hours of the incident, the Department of Human Services will be notified and appropriate reports will be filed.  
Security

The entrance doors into the program will be locked at all times except at drop-off and pick-up times for preschool. (9:00-9:10 and 12:30-12:40).
Pet Policy
Classroom pets, visitor pets or service animals are all welcome to the program as long as they meet the state rules and regulations and have been approved by the administration team. 
Snow Policy

Half-Day Preschools:  If D-11 is closed or has a late start, Westside Community Preschool and Hillside Community Preschool will be closed.  If D-2 is closed or has a late start, Deerfield Hills Preschool will be closed.  If D-20 is closed or has a late start, Wilson Christian Preschool will be closed. 
Outside Play Safety

The program staff ensure that the weather outside is safe for children prior to going outside.  They also watch for Health watch or warnings when it comes to pollution that may be in the air due to fires, etc.  If the children need to stay in then similar outdoor activities will be brought into the indoors.
Surveys 
You will be provided with surveys during the school year in order to assist us in the improvement of Diakonia schools. Data is collected to determine whether or not we are fulfilling our mission, accomplishing our goals and objectives and, most importantly, assessing whether the children who participate in our programs are receiving the highest quality care and learning environment.  A summary of the survey results will be shared with the families.
Ways We Communicate 
Good communication between families and our programs is essential in order to maintain the level of service we desire to offer. A strong partnership between parents and teachers fosters a quality early learning environment for your child.  Where in-person communication is not possible, program staff will communicate through established alternative means. These could include:
· One to one conversations with teachers/director at daily arrivals and departures.

· Telephone conversations with teachers/directors at mutually convenient times.
· Conference appointments at mutually convenient times with teachers/director to ensure time to talk over matters of interest or concern.
· E-mail conversations when time constraints limit direct conversations.

· Written notes/letters
· Newsletter

· Take Home Folders/Cubbies  

· Bulletin Boards

· Shutterfly

· Texting
Confidentiality 
Your child’s records are confidential and can only be shared with Diakonia staff and stakeholders that directly affect the quality of our programs.  Written consent will be obtained from parents before information is shared with other relevant providers, agencies or programs. Your child’s records are kept locked and located on the program site.  
Proper Ventilation

If the center has any renovations done, the building will be properly ventilated before allowing children to attend the program.
Environmental Hazards
The program will work to protect all children from environmental hazards.  The program will work to protect children from any asbestos exposure, air pollution, or lead.
Family’s Home Language 
If a family speaks a language other than English, the program will work to provide communication and materials through an interpreter or transcription. 
Community Resources
The Director will have a list of information on what child and family support services are available in the community. To help families with their transitions to other programs or schools, the staff can provide basic information on enrollment procedures and practices, visiting opportunities, and program options.  Diakonia has built and developed partnerships and professional relationships with agencies, consultants, and organizations in the community that further the programs capacity to meet the needs and interest of the children and families that we serve. While our preschools work diligently to provide all students with high-quality instruction in a nurturing environment, we realize partnerships with community strengthen the ability to serve.  The education and well-being of Diakonia students is the responsibility of families, schools, businesses, faith communities, community organizations and others stakeholders in early childhood education.
Receipt of Diakonia Family Handbook

Parent/Guardian Acknowledgement 

I/We, __________________________________________________, affirm that I/We have received, read and will abide by the Diakonia Family Handbook.  

Date:  _______________________    Preschool: ___________________
Child’s Full Name: ___________________________________________

Signature(s):  ________________________________________________


        ________________________________________________

While we try to teach our children about life, our children teach us what life is all about.


–Angela Schwindt





Children need the freedom and time to play.  Play is not a luxury.  Play is a necessity.  ~Kay Redfield Jamison











Children are our most precious natural resource.


~Herbert Hoover
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