Staff
Director –Annette Crain
Intro Class – Taren Wehr
Young 3’s Class – Taren Wehr
3-4 Class Teacher – Brooke Miller
Pre-K – Brianna Reaves (lead teacher)  TBA (teacher)
School Assistant – Cheryl Dionne

A background check and fingerprinting has been conducted on all staff, and they are also certified in CPR and First Aid procedures.  

Student/Teacher Ratio
As mandated by the State of Wyoming, we always maintain a classroom ratio depending on the age of the students in the class.  Our ratio is as follows:

Intro to Preschool: 
1 teacher to 8 students 

Young 3’s:
 

1 teacher to 9 students 

3-4 Class:


1 teacher to 10 students with Friday’s class having one teacher and one teacher’s assistant to 20 students
Pre-K:


2 teachers  24 students. (Depending on Enrollment)

Non-Discriminatory Policy
First Christian Church Preschool admits students and does not discriminate on the basis of race, color, national and ethnic origin, to all rights, privileges, programs, and activities generally accorded or made available to students at the school in administration of its educational and admissions policies.
Enrollment Requirements

Intro to Preschool:  Child must be 2 by April 01 for fall attendance.  Students in this class must be



        potty trained by December 31, 2016.  Diapers are not allowed.  Child must 




wear a pull-up.
Young 3’s: 

This class is designed for children with late spring and summer birthdays.  Recommended birthdays for this class are early April to late October.  If you plan on starting your student for kindergarten when they are just turning 5,  It is our recommendation that they attend the 3-4 class and then pre-k.  Students in this class must be potty trained by October 31st.  Child must wear a pull-up.
3-4 Class:


Children in this class must be potty-trained…NO EXCEPTIONS and also have independent restroom skills. Child must be 3 by May 31st.  If your child has a summer birthday it is our recommendation that they 
attend our Young 3’s class. 

Pre-K:  


Child must be 4 years of age by August 1st.  (This is district cut-off for Kindergarten)  If your child has a summer birthday, we recommend that they attend our 3-4 class.  (Please make this decision based on whether she/he will be in kindergarten right as they turn 5 or if you will wait until they turn 6.)
Enrollment Requirements cont’d



1) 
Before enrolling, we like to meet our prospective students and parents. We are available for tours during the summer and after preschool from 12:30-4:00. Arrangements can be made for morning tours or evenings tours.  Please call for an appointment at 
(307) 472-0649.  



2) 
Fill out application and mail back to director with the $75 non-refundable 




registration fee.




3) 
Upon enrollment: we require a current copy of child’s immunization records or immunization exemption and all paperwork provided to you in enrollment packet.




4)   Attend the Open House in September. Information will be sent with exact dates.
Tuition
A $100 registration fee is due for each child upon enrollment. ($50 is refundable when given 45 day notice of withdrawal.) This helps cover our curriculum costs, a $10 liability insurance fee and a $50 music download fee from Vibes. Tuition is due by the 10th of each month. A late fee of $10.00 will be applied to any payment made after the 10th of the month, as well as to any returned checks and any additional fees occurred. If tuition payments are consistently late, another student may fill the position in our program. If you should get behind with your tuition, please contact the director to see if we can make payment arrangements.  If no payment arrangements are made your account will be turned over to collection when your account becomes 45 days past due.  No reimbursement will be given for sick or vacation days. Please make all checks payable to First Christian Church Preschool. We do not accept credit cards.  
Tuition fees are as follows:

· Pre-K = $255.00/month 
· 3-4 Class = $175.00/month 
· Young 3’s = $175.00/month
· Intro to Preschool = $120.00/month 
Tuition includes daily snacks and all costs involved with field trips. Limited partial tuition assistance is available.  Please see the director for more information. 

If parents should decide to withdraw their child during the school year, the director must be notified by phone or 30 days written notice prior to withdrawal. If no advance notice is given, tuition for the month will still be charged.

Pick-Up and Drop-Off
Doors open at 8:50 a.m. and preschool instruction begins at 9:00 a.m. and ends at 12:00. Teachers are at the preschool 15 minutes prior and 30 minutes after school hours.  Please respect the teachers’ preparation time. If you would like to meet with your child’s teacher please schedule an appointment to meet with them during these times as they are not able to meet with you during class. Children are to be brought to school no earlier than 10 minutes prior and be picked up within 10 minutes of class completion.  Please be prompt in picking up children after preschool is over. Parents and guardians are required to sign children in and out. Only persons designated on the child’s enrollment form will be allowed to pick children up. A written note from the parent must 
Pick-Up and Drop-Off-cont’d.

be received by the teacher in order for a new person to pick up a child, and he/she will be required to show a photo I.D.
Daily Schedule 

This is a general schedule and varies depending on your child’s class.  For a more detailed schedule, please see posted schedule outside your child’s classroom.  Our Friday schedule is subject to change depending on class activity.
8:50 – 9:00  
Parents sign their child in and assist their child with washing their hands and going potty before class beings. 

9:00 – 9:15

Beginning morning activity.  Students meet with teachers for morning instruction.

9:15 – 10:15
Circle Time/Music 

10:15 – 10:45
Snack/Outside time

10:45 - 11:45 
Centers
11:45 - 12:00
Story time and closing activity
Illness Policy
To prevent the spread of sickness and disease, please keep your child home if he/she is sick. Out of courtesy to our children and families, please notify the preschool if your child is diagnosed with a communicable disease (pinkeye, chickenpox, strep throat, etc.). The parent will be called to pick up their child under the following circumstances:
· Fever over 100 degrees (Must be fever free for 24 hours without a fever reducer.)
· Excessive diarrhea

· Vomiting (must stay home for 24 hours after last vomiting episode)

· Hives or unexplained rash

· Severe coughing, sore throat, or other severe cold symptoms

Any other communicable disease (such as but not limited to: chickenpox, head lice, strep throat, conjunctivitis/pinkeye, etc.)
After parent or emergency contact is notified, the child will be isolated from the other students (within sight of a staff member) until he/she is picked up.

First Christian Church Preschool will administer medication to children with a letter from the child’s physician and medication in original bottle with proper instructions.  The teacher who will administer the medication will receive training.  
Parent/Home Involvement
First Christian Church Preschool encourages but does not mandate that parents or guardians spend 5 volunteer hours per school year in some capacity. This can be fulfilled in a variety of different
Parent/Home Involvement-cont’d

ways. We love to have parents come help in the classroom, help coordinate holiday parties, or participate in field trips. We understand that some work schedules do not allow for parents to help during daytime hours. In this event, parents are encouraged to help with one of our fundraisers or coordinate with their child’s teacher to help prepare projects outside of preschool hours.
School Schedule
First Christian Church Preschool will operate according to the Natrona County School District Calendar (NCSD) with the exception of the starting and ending dates and Christmas vacation break. Details regarding the calendar will be available upon registration and posted on our web and Facebook sites.
Inclement Weather

First Christian Church Preschool will delay in opening or be closed due to weather in conjunction with Natrona County School District. Please watch the local news or listen to local radio stations for these updates during inclement weather.
Belongings
We are not responsible for any stolen, broken, or lost toys brought from home. We provide a variety of toys to play with in the classroom, so we ask that you leave personal toys and belongings at home. If a child does bring a toy to school, it must be of a non-violent nature (no weapons) and can be played with during outside time (children must be willing to share their toy).
Dress
Our days are full, busy, and sometimes messy. Please dress your child in play clothes. Dress up shoes and clothes are beautiful, but they can inhibit movement and dampen fun. It is important for children to be able to manipulate belts, buckles, buttons, and zippers on whatever they wear. All children should have a complete set of spare clothing and 2 extra sets of underwear at FCC Preschool in case of an accident.
At First Christian Church Preschool we are firm believers that children should play outside.  Please provide your child with clothing that reflects the weather.  We ask that you provide your child with a warm coat, hat, gloves, and snow boots for winter play.  Snow pants are optional, but highly recommended due to the fact that our outside time is in the middle of the morning and your child should not sit in wet clothing when they come inside.  The weather determines if we go outside to play,  If the real feel temperature is below 10 degrees students will go outside.
Birthdays
We love birthdays at preschool! If you would like to provide a special birthday snack for the class, please coordinate it with your child’s teacher. Please do not bring party favors, and do not pass out party invitations at school unless the entire class is invited. This helps minimize hurt feelings associated with not being included. If your child has a birthday that falls on a holiday break or during the summer months, we can celebrate as close to your child’s birthday as possible.
Snacks
All children will be provided with a snack mid-morning.  Milk is our beverage of choice.  Children are allowed to have water in its place.  Please inform us if your child has special dietary needs so we can work with you to meet those requirements. 
Field Trips
We will be going on field trips for “hands-on” enrichment that corresponds with our lesson activities. Destination, contact number, time of departure, and time of return will be communicated to parents in advance and posted on the monthly calendar . Attendance will be taken before departing from school and upon returning to school. All children will be accounted for at all times. Parents are always welcome and are encouraged to help chaperone.  If you would like to chaperone for field trips you must have the following on file:
· Current driver’s license

· Auto insurance information 

· Adult Central Registry Screening
Forms will be included in your enrollment packet.

Discipline Policy
At First Christian Church Preschool, we model our discipline policy after a classroom management method titled Conscious Discipline. It utilizes creating a sense of responsibility for one’s actions through choices and natural consequences. If you would like to find out more about this method, please go to www.consciousdiscipline.com.  

Our goal in all discipline is to promote the child’s ability to exercise self-control as part of a healthy development process and learns to become intrinsically motivated to make right choices. If persistent, harmful behavior is consistently displayed at school, the staff involved will document it, and parents will be contacted. A staff/parent meeting will occur at this time. 
Suspension/Expulsion Policy

Occasionally a situation may arise when a child is having difficulty adjusting to the day to day life in preschool.  This can lead to having a child removed from the classroom/facility.  Our preschool works diligently to avoid these circumstances, however if this situation should arise with your child, here is the procedure we will follow.
In order to prevent a suspension/expulsion from happening, our staff is committed to the following:

· Creating a positive environment to nurture self-expression and opportune learning.
· Modeling positive behaviors to ensure children are treated with respect and kindness.

· Be consistent and clear with expectations and rules of the classroom.

· Use redirection and positive guidance and praise appropriate behaviors.

Suspension/Expulsion Policy-cont’d

If a child is having a difficult time maintaining appropriate behaviors in the classroom the following steps will be taken:
· Thorough account of the child and staff’s action will be documented and shared with parent/guardian.

· Parent/Guardian will be notified of disruptive behaviors and a conference will be scheduled to discuss improving behaviors.
· Local resources such as developmental screening opportunities, mental health consultants and behavior specialist will be shared during conference.

· Staff and parent/guardian will develop a plan of improvement to help improve a child’s behaviors.  (We want to work together as a team to help you and your child.)


If there is no improvement in the child’s behavior after these steps have been taken:
· Parent/Guardian will be advised in writing about the parent or child’s behavior warranting an expulsion.

· Length of expulsion will be provided.

· Expected behavior changes required in order for the child of parent to return to the preschool will be discussed, documented and shared with the parent/guardian.
Religious Affiliation
Children from all faith backgrounds are welcome to attend FCC Preschool, where they will learn about God’s love and hear stories from the Bible.
First Christian Church Preschool is a non-profit, independently operated preschool. Our preschool is part of the community outreach program of First Christian Church and we are affiliated with it and its core tenets of belief. Our students attend chapel on Friday mornings.  During chapel, the children are taught by Pastor Bob and Joan, various Bible stories, songs and Bible verses that are widely accepted by the majority of Christian churches.
Communications

The preschool uses many different ways to communicate with parents.  We send home monthly calendars that provide details of activities throughout the month.  We also send out various notes during the month as reminders.  The teachers might also use an electronic form of communication.  You will receive an invitation to join the preschool group, where you will receive e-mails and text reminders for up-coming events. 
Information is also available on the Preschool Facebook and web page where you can also find copies of the class calendars, event updates and notes that are sent home.   
Photography

At FCC Preschool we take pictures…lots of pictures and would like to make them available to you.  We would also love to share pictures on our web site and Facebook page.  In order to do this, we ask Photography-cont’d
that you give consent to share photos of your child by signing the disclosure on your registration
form.  We will do our best to assure you that your child’s picture will not be shared.  However, we do like to post videos of our music programs on Facebook, so that families who are unable to attend can watch.  There isn’t a way for us to block your child’s face in our videos.  We do our best to put those children on the end so we can try to avoid recording them.  
PLEASE LET US KNOW IF... 
· There’s been any change in your contact information, emergency numbers, address, authorized escorts or other pertinent personal information. 

· Your child will not be attending preschool for the day for any reason. 

· You need to add the name of a new individual to be authorized to pick up your child. 
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Emergency Response Plan 

The individual classroom teachers are responsible for taking their emergency record files with them in the event of an emergency and/or evacuation.  The teachers all maintain contact information for all students with emergency contact numbers in classroom files.
During a potential incident, the staff will listen to local emergency authorities to know when it is safe to leave the shelter space or if the building needs to be evacuated. In the event of an emergency and/or evacuation when children would need to leave the preschool premises, parents would be notified through the contact information sheets.  Procedure: parents will receive a phone call, notifying them where to go to pick up their student and when they can be released.

School Closure

In the event that school will be closed due to weather, we follow the NCSD #1 guidelines.  If the public schools are closed, so is the preschool.  If students need to leave during the school day due to weather, emergency contact numbers will be utilized.
Inside Shelter

In the event of a natural disaster (blizzard, tornado, earthquake or lockdown through the school district) all students will be moved into our inner hallway and sit along the walls.  In the event of a flood, the students would proceed up the stairs to the inner hallway outside the sanctuary.  Teachers will have emergency contact information and cell phone usage available.  All doors and windows will be closed and locked.   Children will be kept inside until the warning has been lifted or parents come to pick up through communication with staff. 

Outside Shelter
The Preschool Safe Area for Outside is the FCC garage, or outside the playground fence on the sidewalk located on the North side of the building.  Fire Drills are practiced once a month and a head count is taken.  Evacuation plans are posted in each classroom.  As before mentioned, the teachers take their emergency record files outside to the Safe Area for contact.  Fire Procedure:  Sound fire alarm. Evacuate the building. When leaving the building, leave lights on and close doors 
Outside Shelter-cont’d

without locking. Call the fire department after leaving the building. Take roll as soon as the children are together in a safe place. When the firefighters arrive, report whether all children and staff are out of the building. If students are unable to return to the building immediately, children will be transported to All God’s Children Preschool, located at Grace Lutheran Church, 315 CY Avenue (235-4551) and parents will be called to pick them up.
Emergency Preparedness
All staff is required to have current First Aid/CPR training.  We maintain a fully stocked first aid kit.  Emergency contact numbers of local agencies is listed next to the preschool phone. Each child has emergency contact numbers listed on their student information sheet on file.

In the event of an injury, the following response will be followed:

1. Stay Calm

2. Assess the severity of the injury or illness.

3. Start CPR if the child is not breathing.

4. Call 911 if immediate help is needed.

5. Apply continuous pressure to a site of bleeding with a clean compress.

6. If suffering a seizure, place the child on floor with his/her head and body turned to the side.

7. Do not move an injured child unless they are in immediate danger.

8. Stay with the child until help arrives.
Lockdown/Lockout:

Due to the fact that we are located so close to Natrona County High School we will follow the same lockdown/lockout as they do. During lockdown/lockout the school will have ALL doors locked to the building.  They will be double checked by preschool and church staff to verify that all doors are locked. When on lockdown/lockout the doors will remain locked and no one is allowed to enter or exit. (Please, do not try to pick your child-up from school.  We will not open the doors for you.)  Remain calm, the children will be kept safe. When lockdown/lockout is lifted school will continue as scheduled.  We will post information on our Facebook page, or follow your local news for more information.     
Bomb Threats: 
In case of a bomb threat, participants will evacuate the building and transported to All God’s Children Preschool, located at Grace Lutheran Church, 315 CY Avenue (235-4551) and parents will be notified immediately to pick up their children. 

Earthquakes: 
In case of an earthquake, participants will find cover under a heavy table or doorway structure.

Blizzard: 
Participants will be instructed to stay inside where extra emergency supplies will be on hand. 

Floods: 
Participants will be instructed to stay inside where extra emergency supplies will be on hand. If evacuation is recommended, children will be transported to All God’s Children Preschool, located at Grace Lutheran Church, 315 CY Avenue (235-4551) and parents will be notified.
Tornados: 
Participants will be instructed to go to “Tent” room, which is an interior room, or take refuge in the bathroom where the we will have extra emergency supplies, including a battery-operated radio and flashlights. 

If threat only affects the preschool facility and we are unable to return to the facility immediately, children and staff will be evacuated to the All God’s Children Preschool, located at Grace Lutheran Church, 315 CY Avenue (235-4551) and parents will be notified to pick them up immediately. 
Power Failures: 

Appropriate utility personnel will be contacted; if the power outage is anticipated to last a short time (up to 1 day) then participants will stay at the building, where emergency supplies including food and water will be available. If the outage happens during colder weather and heat is not available for a long period of time than parents will be notified to pick up their children from the facility. 

Medical/Behavioral/Missing Person Emergencies: 

If a medical emergency occurs, appropriate emergency personnel will be notified, as well as the child’s parent/guardian, and DFS. If the criterion meets DFS’s Notice of Incident Reporting Process a report will be filed immediately after assuring the Health and Safety of the child. 

Safety during violent situations: 
Appropriate emergency management will be notified. 

Vehicle Emergency: 
If a vehicle breaks down, a towing company will be called and the provider will call a family member or church staff to help transport participants. If in an accident, provider will ensure that children are safe and then will call for emergency assistance. If the criterion meets DFS’s Notice of Incident Reporting Process an incident report will be filed immediately after assuring the health and safety of the participant. 

Supervision: 
The provider will be able to provide adequate supervision in that she and her authorized staff will be the primary care-givers. The provider and staff are certified in First Aid and CPR. Background checks and tuberculosis tests have been conducted on all staff as well. 

Obtaining or Reporting a Violation Report

Parents can obtain a violation report or report a violation at the Wyoming Department of Family Services Office, located at 851 Werner Court #200. Casper, Wyoming or by visiting the DFS website.  WWW.dfs.wyo.gov look under the tab: Child Care and Early Childhood.  Our licensing agent is Ashley Dame, she can be reached at 307-473-3900. 
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