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Welcome to our three early childhood educational 

programs: ABC’s For Me Preschool, Lingo Stars’ Dual-

Language Immersion Program, and Heritage After School 

Program. We are very pleased that you have decided to 

join our early childhood programs. Early childhood is such 

a special and important stage for children that we’re glad 

you have decided to trust us to begin this path together. 

We hope you find this Parent Handbook helpful with any 

questions you might have. Please let us know if you need 

help with anything, we’re here to help you! We are 

excited to start this journey with you and your child to 

work together with their growth and development.  

Adetayo Akiwowo  

Director  
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What Makes our programs so great? 
Research shows that high-quality early childhood programs increase 
young children’s healthy transition to Kindergarten and higher school 
levels through the means of well-rounded curriculum that is entirely made 

from their needs.  

 ABC For Me Preschool’s curriculum benefits to develop:  

• Social emotional, ethics, and language  

• Cognitive, math, and science  

• Visual arts, dramatic play, music, dance, cooking 

• Physical education  

Lingo Star’s curriculum benefits to develop:  

• Dual-language development 

• Absorb and distinguish between phonemes (different 

sounds) 

• Social interactions and context for easier language 

inquisition  

Heritage After school’s curriculum benefits to develop: 

• Homework tutoring  

• Learning about foreign countries and cultures 

• Distinguishing foreign languages by being exposed to them 

• Sensitivity and respect towards different worldwide heritages  

The families that join our program also receive several benefits by joining 

one of our programs.  

 Our program’s families benefit from:  

• Affordable tuition 

• Several financial aid and scholarships opportunities 

• Security  

• Warm, caring, and experienced educators  

• Open door policy for communication 

• Parent/Guardian involvement (PAB) 

• Daily transparency with the use of the app ClassDojo  
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How do our programs compare? 
 Our three programs 

Development centers  

State Licensing  

Requirements  

Quality Accreditation by 

the National Association 

for the Education of 

Young Children 

(NAEYC) 

For the second consecutive 

time, our programs have 

been NAEYC accredited 

due to our high-quality 

standards.  

Not required  

Teacher Qualifications  Teachers have their degrees 

in Early Childhood 

Education and other higher 

education diplomas  

Completion of 12 ECE 

course units  

California Department of 

Education Child 

Development Teacher 

Permits  

Educators have current 

permits and must meet 

professional development 

requirements 

Not required  

Child-to-Teacher Ratio  8:1 ratio maintained at all 

times  

12:1 ratio and 24:1 allowed 

during naptime  

Development and 

Learning Assessments  

Assessments that assist 

develop an appropriate 

curriculum with child’s 

needs and learning style 

Not required  

Parent Conferences  Parent/teacher conferences 

twice a year  

Not required  

CPR and First Aid 

Certification  

All staff are certified  One staff per shift  

Fire drills  Once a month drill  Quarterly drills  

Parental Forum   Parent Advisory Board  Not required  

Separation of age-groups 

during academic learning  

Our afterschool program 

separates PreK to 3rd grade 

and 2nd to 5th grade into 

different rooms. 

With ABC Preschool and 

Lingo Stars, teachers rotate 

groups by their age when it 

comes to academics  

Not required  

Teacher’s trainings  Four professional trainings 

a year  

Not required  
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II. Programs’ Mission and Vision  

A. ABC’s For Me Preschool Mission and Vision  

   At ABC’s, we believe:  

 Our mission is to provide preschool children an 

environment that will aid them in their readiness to enter 

elementary school. 

 Learning happens in an environment that encourages 

hands-on activities that includes cognitive, physical, 

emotional, and social growth in a positive multicultural 

setting. 

 All children will be provided with age-appropriate 

curriculum. 

 We’ll work alongside the Claremont Unified School 

District to up to date with their standards in order to 

prepare our children for their Kindergarten transition. 

 Working together with the Hughes Community Center in 

order to make their programs available to our students. 

 Implementing the “Youth and Family Master Plan” in 

leading the community to become more healthy, 

nurturing, and supportive of children, youth, and families 

 Working together with the working families to offer 

quality, affordability, and flexibility to our children in our 

preschool. 

 Promote positive relationships for all children and adults 

to encourage each child’s sense of individual worth 

 Use developmentally, culturally, and linguistically 

appropriate and effective teaching approaches 

 Provide ongoing assessments of each child’s learning 

and development  
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B. Lingo Star’s Philosophy and Goals  

At Lingo Stars, we believe:  

 Create an environment that provides preschool children with 

the exposure to a second language by diversifying the 

program into a foreign language learning academy, while 

also maintaining a fluent English enhancement curriculum.  

 That our students are given an opportunity to discover a 

foreign language and grasp the basics of it in order to 

improve their memory and language development. 

 Implement the proverb, “Tell me and I will forget, teach me 

and I might remember, involve me and I will learn.” 

 Our program will provide age-appropriate curriculum for 

children that will include cognitive, physical, emotional, and 

social growth.  

 To develop children’s natural “critical period” for language 

development 

 Teach children to absorb and discriminate between 

phonemes—or different sounds—from two years old until the 

age of five 

 Push for social interactions and context for easier language 

inquisitions 

 On the same manner, implement NAEYC’s assessments 

 Provide parents with assessments twice a year  

 Prepare children for TK and Kindergarten transition 

 Progressive learn a new language by doing activities for 15 

minutes a day and gradually increase it to 60 minutes a day 

by the end of the school 
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C. Heritage After School Program Philosophy and 

Goals  

At Heritage After School Program, we believe: 

 Embrace the multicultural heritage around the world in the 

most academic aspect  

 Enhance student’s language distinction through exposure 

with videos, music, and practice 

 Participate in the recreation of several celebrations 

conducted around the world. 

 Allow the tutors to help the student by helping them 

complete their homework on a daily basis 

 Recognize their intermediate social world is to be respected, 

no matter the differences. 

 Learn about how a “melting pot” is beneficial for society’s 

peace 

 Respect the different beliefs and traditions around the world 

 Teach children the aspect of teamwork by diving them into 

different teams 

 Tutor students in their academics  

 Safely transport students to or from their elementary schools 

 Allow students to discover international holidays, how they 

are celebrated, and attempt to try at least one of the many 

traditions 

 Learn important history throughout countries  
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III. General Information  

A. Ages Serve  

ABC For Me Preschool and Lingo Stars Program provide a 

developmentally appropriate preschool and kindergarten 

preparedness program for children ages 2 to 5 years or until 

entering kindergarten.  

Heritage After School Program serves two different 

classrooms. One classroom (Heritage Junior) serves TK 

students to Second Grade. The second classroom (Heritage 

Senior) serves Third Graders to Fifth Graders. 

B. Inclusion of All Children  

All of our three programs value diversity and welcomes all 

children without regard to race, color, national origin, creed, 

religion, gender, disability, or handicap. Children are 

accepted to all three programs as long as we are able to 

provide a program and atmosphere that meet the needs of 

the child and the other children enrolled; the child must not 

be a danger to himself/herself or other children or adults. 

Each child admitted must be determined to be ready for the 

preschool group experience and able to benefit from the 

program offered. Our three programs will make reasonable 

accommodations for children with disabilities and special 

needs as described the Americans with Disabilities Act.  
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C. Child/Teacher Ratios and Group Sizes  

ABC For Me Preschool and Lingo Stars has a maximum 

child/adult ration to 12 to 1; however, due to being NAEYC 

accredited, it is mostly 8:1 ratio. The group size of ABC For Me 

Preschool never exceeds 37 children at any time in a 

classroom. Lingo Stars will never exceed 24 children.  

Heritage After School Program will have a maximum of 

child/adult of 1:10 at all times. It will not exceed 24 children at 

any time in a classroom.  

D. Open Door Policy—Unlimited Access 

All three programs maintain an open-door policy. All parents 

who have a child enrolled in one of our programs have 

unlimited access to their children’s daily schedule and to all 

written records concerning their children during normal hours 

of operation and whenever the children are in care of any of 

our programs. We welcome parents to visit and participate in 

daily activities at any time. Finally, parents can email or text 

our director, Adetayo Akiwowo, if they have any urgent 

concerns or questions.  

E. Days and Hours of Operation 

All of our three programs operate year-round, with the 

exception of major holidays.  

ABC For Me Preschool operates Monday to Friday from 6:30 

am to 7:00 pm. 

Lingo Stars operates Monday to Thursday from 8:30 to 12:30 

pm. 
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Heritage After School Program operates Monday to Friday 

from the moment your child is out of school to 7:00 pm.  

 

F. Daily Schedule  

A sample schedule is included below for ABC For Me 

Preschool. This schedule is flexible and subject to change 

based on the needs and ages of the children enrolled.  
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A sample schedule is included below for Lingo Stars. This 

schedule is flexible and subject to change based on the 

needs and ages of the children enrolled.  

 

A sample schedule is included below for Heritage After 

School Program. This schedule is flexible and subject to 

change based on the needs and ages of the children 

enrolled.  
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G. Holidays  

All three programs observe and are closed on the following 

holidays: 

• Martin Luther King Jr. Day 

• Presidents’ Day 

• Memorial Day 

• Independence Day 

• Labor Day 

• Thanksgiving Day  

• Day after Thanksgiving 

• Christmas Eve  

• Christmas Day 

• New Year’s Eve 

• New Year’s Day  

Please note that we close our school for three days at the 

end of August to deep clean the classrooms and switch 

furniture around for the new school year.  

H. What to Bring on Your Child’s First Day 

For ABC For Me Preschool you will need:  

• A fitted crib sheet labeled with your child’s name (for full day 

program) 

• Small blanket labeled with your child’s name (for full day 

program) 

• Any “special something” that your child may need to feel 

comfortable. A picture of you is sometimes helpful 
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• Full change of clothes labeled with your child’s name 

• Required paperwork that has not been turned in  

• Earthquake kit (family picture, non-perishable food, water, 

and a small toy in a zip lock bag) 

For Lingo Stars, you’ll need: 

• Any “special something” that your child may need to feel 

comfortable. A picture of you is sometimes helpful 

• Full change of clothes labeled with your child’s name 

• Required paperwork that has not been turned in  

• Earthquake kit (family picture, non-perishable food, water, 

and a small toy in a zip lock bag) 

For Heritage After School Program, you’ll need:  

•  All you need for heritage is extra snacks in their lunch or 

backpack in case they get hungrier or aren’t full after their 

meal at our program  

• Please make sure they have sufficient stationery items in their 

backpacks such as pencils, dry erase markers, etc.  

• Make sure they bring their homework binders so they can get 

appropriate tutoring 

I. Nap/Quiet Time 

ABC For Me and Lingo Stars programs allow for a two-hour 

rest period each day. This is an opportunity for children to 

sleep or simply relax and recharge for the afternoon activities. 

Naptime is regularly scheduled between 12:30 PM and 2:30 

PM. Each child is provided with his/her own cot or mat. Please 

bring a small blanket that is familiar to your child. At resting 

time, soft music will be played, backs will be rubbed, curtains 
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will close, and everything possible is done to make this a 

relaxed and comfortable time for children.  

For children who don’t sleep, they will still relax on the mat for 

a short time, given books, or other quiet activities to do while 

the other children wake up. If after 30 minutes, they’re still not 

napping, they will be moved to the outdoors or another area 

alongside other non-nappers to play or do activities while the 

rest of the children finish taking their naps. 

J. Toys from Home  

All educational materials and equipment is furnished by our 

programs and there is no need for your child to bring toys 

from home (other than transitional and nap times). 

Sometimes teachers do ask children to bring items in for 

sharing at circle time. Please no war toys or violence related 

materials, i.e. guns, knives, tanks, Ninja Turtles, transformers, 

etc. Our programs cannot be responsible for lost or damaged 

items brought to the center, including books, games, or toys.  

K. Cell Phone Policy  

Drop off and pick up time is all about communication with 

your child and the teaching staff and we want to give you 

our full attention at these times. We prefer you finish all cell 

phone conversations before you enter your child’s classroom. 

Cell phone conversations inside the classroom distract from 

the importance of your child and his or her day. Please refrain 

from using your cell phone during this time.  
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L. Afterschool Pick Up Policy  

Please be sure you grab all of your child’s belongings and 

look for their homework folder inside their backpacks. 

Children that are picked up by us in their school must be 

taught to recognize our logo pasted on our van and where to 

wait for our driver before they start our program. 

IV. Enrollment Procedures and 

Requirements  

A. Paid Tuition 

Families that join us must agree to make monthly payments 

by the 3rd of every  month. If there are no immediate 

openings, interested families will be placed on our wait list; 

which is on a first come first served basis. Our admission fee 

then must be paid in order to begin the process of 

registration.  

B. Alternative Payment Programs 

We accept financial help from programs such as Pomona 

School Unified and we also offer Claremont City scholarships 

for any of our programs. We also accept split payment 

contracts. Finally, we give discounts to families who have 

siblings, PAB (Parent Advisory Board), and if tuition is paid for 

the full year.  

C. Immunization Records  
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For each child enrolled, we are required by the State of 

California to maintain accurate, up to date, immunization 

records. Immunization records are required prior to your 

child’s first day of attendance and need to be updated 

immunizations after initial enrollment will be denied 

admittance to the center if proof of the updates are not 

submitted by the required due dates. If your child has not 

been immunized due to health reasons and an outbreak 

occurs at the center you will be notified and you may be 

asked to keep your child home until the outbreak is over.  

D. Physician’s Report  

Community Care Licensing requires all children to have a 

Physician’s Report, completed by a physician, on file within 30 

days of enrollment. Children who do not have a completed 

Physician’s Report on file after the first 30 days of enrollment 

will be denied admittance to the center until a completed 

Physician’s Report is received.  

E. Required Pre-Enrollment Orientation  

If you are interested in our program, a tour is required prior to 

your child’s enrollment. This will be in a way for the Program 

Site Supervisors to give you an orientation of the program by 

exchanging information and arriving at a joint decision about 

your child’s readiness and ability to benefit from our program.  

There will be another yearly orientation by August for new 

families starting the program for the new school year. During 

this orientation, you will be given complete information about 

the children’s program, the activities provided, and the 

center policies and procedures. A plan will be developed for 
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the admission of your child into our program based on the 

individual needs of your child. The goal will be to make your 

child’s adjustment to the program and separation from you 

as smooth as possible.  

During the first weeks of enrollment, the Program Site 

Supervisor and teaching staff will observe each new child to 

assure they are becoming comfortable and interacting 

successfully with others in the program. If there are any 

concerns, the Site Supervisor and/or Lead Teacher will meet 

with the parent and, if needed, help arrange a consultation 

with appropriate community resources and specialists. Any 

suggestions and recommendations made for program 

modifications and strategies for inclusion will be implemented 

if feasible.  

V. Curriculum  

A. Curriculum 

ABC’s For Me Preschool and Lingo Stars’ Curriculum: 

The curriculum used for all our programs meet NAEYC’s 

assessments by meeting ten different areas of development. 

The curriculum also emphasizes on the three different aged-

level groups activities for Kindergarten preparedness.  

Our preschool programs uses an integrated, emergent 

approach to curriculum that capitalizes on the strengths of 

the individual child as well as developmental areas that need 

improvement linguistically and culturally appropriate, and 

acknowledges and embraces diversity. Emergent curriculum 
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is an approach that permits learning activities to arise out of 

each child’s interest, actions, or unanticipated events. 

Our curriculum is designed to be child-centered, reflect the 

philosophy and goals of NAEYC and to include the 

developmental domains that represent crucial areas of early 

learning and development that contributes to young 

children’s readiness for school.  

Heritage’s Curriculum:  

Heritage’s curriculum is built upon discovery of culturally 

appropriate foreign countries’ history and languages. 

Students will be taught the roots of foreign languages as well 

as the important history that in turn creates a cultural heritage 

bond and appreciation.  

Children will also have sufficient time to complete their school 

homework and receive tutoring if needed.  

B. Enrichment Activities, Events, and Field Trips  

We offer special enrichment activities throughout the year 

that enhance the learning and understanding of a theme or 

area of interest the children have. Our main emphasis is on 

bringing experiences to our center. We will offer a variety of 

specialist like choreographers, artists, or science-oriented 

individuals—most which our own teachers have their 

specialty.  

We have two fieldtrips each school year. For off-site field trips; 

you will receive information regarding location, time, and 

how transportation will be provided. We highly encourage 

parents to volunteer and attend the field trip whenever 
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possible. Children must wear “fieldtrip” shirts so we can easily 

keep the group together.  

C. Child Assessments  

ABC’s For Me Preschool and Lingo Stars’ assessments:  

For both programs, we provide two different kinds of 

assessments. The first assessment will be an academic 

progress checklist done by the end of the year to show 

parents where their child’s levels are.  

We also have a DENVER II assessment for a child’s 

development stages. These are upon the request of a parent 

or if a teacher has a certain concern about a child’s 

development.  

Heritage’s assessments: 

Since children are school-aged, we will only do an 

assessment in par with their grade level upon request.  

D. Parent-Teacher Conferences  

Parent-Teacher conferences are a great opportunity to 

discuss your child’s strengths, likes and dislikes, styles of 

learning, and developmental progress. Your child’s teacher 

and you will work together to set goals for your child’s child’s 

continued growth and development. The conferences are 

very important as they help ensure that we are working 

together to best meet the needs of your child. These goal-

setting conferences are typically done in October or 

November. 
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By the beginning of May, there will be another parent-

teacher conference where the teacher shows the parent 

their child’s assessment by the end of the school year and 

discuss how prepared their child is for the upcoming school 

year. It is also a way of discussing whether the child met all 

the goals set at the beginning of the school year.  

Please feel free to discuss any concerns about your child with 

his/her teacher or the Site’s Supervisor on an on-going basis 

and to request additional parent/teacher conferences at 

any time.  

VI. Our Staff 

A. Professional Qualified Teaching Staff 

Here at our all three programs, we try to hire qualified staff to 

be a part of our team. All staff members hold appropriate 

permits required by the state of California. All of our teachers 

are required to possess a Child Development Teacher Permit 

issued by the California Commission on Teacher 

Credentialing, which authorizes them to teach at our 

programs. All staff have been fingerprinted, have had a 

comprehensive background check conducted by the 

California Department of Justice (DOJ) and the Child Abuse 

Central Index (CACI). A Tuberculosis (TB) clearance, MMR 

and T-DAP immunization update, a pre-employment physical 

examination, and a thorough reference check.  

All of our Lead teachers have either an Associate’s Degree, 

Bachelor’s Degree or higher degree and a minimum of 24 

units in Early Childhood Education.  
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Our staff is diverse in terms of age and personal background. 

Staff members are culturally diverse to reflect the rich 

background of the children in our programs.  

 

B. Staff Development  

We strive to support continuous growth by assessing the 

needs of staff members and providing professional 

development activities based on professional goals to 

enhance their growth. Staff are required to attend four 

trainings each year in order to help them develop their 

career further. We have clear professional developments in 

which they can check whether they have been meeting their 

goals.  

Staff also participates in community works that are offered to 

keep current in the field of early care and education.  

VII. Attendance Information 

A. The Importance of Daily Attendance  

The preschool years can be the most productive learning 

years in a child’s life. It is a time of vast brain development. 

The brains of preschools are working to create organization 

through consistency. It is essential that routines and limits for 

preschool children be established and are adhered to. That is 

why the consistency of regular attendance is so important.  

Children are born ready to learn. They cultivate 86 percent of 

their intellect, personality, and skills by age 5. Research shows 

that long term effects of early education on a child’s social 
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and emotional development may be the most important 

outcome of a high-quality preschool education. Unless 

children attend preschool program on a regular basis, they 

are not likely to benefit fully from all the enriching experiences 

and learning opportunities.  

Make sure your child receives all the benefits that our 

programs have to offer, such as: 

• Language and literacy skills 

• Letter recognition and writing skills 

• Math and Science concepts 

• Socials Emotional skills 

• Cognitive development  

• Enthusiasm for lifelong learning 

• Strong home to school connection 

B. What can I do to ensure my child attends daily? 

• Make a commitment to have your child attend 

preschool every day on time 

• If your child is reluctant to come to preschool, be sure 

to communicate this to the teacher. Together, you can 

make plans to address the concerns of your child.  

• Make sure your child has a daily predictable routine for 

bedtime and waking up in the morning. 

• Be sure to allow enough time for the routines so you 

and your child do not feel rushed  

• Have your child get a good night’s rest to make sure 

he/she has enough energy to participate in classroom 

activities 
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• When talking with your child, be positive about 

preschool and the teaching staff. Cultivate your child’s 

interest in discovering new things and his or her love of 

learning.  

Remember, by bringing your child to preschool every day, 

you are helping to ensure that he or she will live up to their full 

potential and become a successful lifelong learner.  

C. Attendance Records (Sign In and Out 

Procedures) 

Attendance records and daily attendance tracking is 

required by the California Department of Education and 

Community Care Licensing. The parent or an authorized 

representative must record the child’s actual time of arrival 

and departure on a daily basis with a full, legal signature. 

D. Reporting and Documenting Absences 

If your child is not coming to their regular program, please 

make sure to give us a call to let us know they will be absent.  

VIII. Family Fees and Tuition   

A. Family Fees 

The only family fee extra from tuition we ask is a snack 

donation of $10.00 per month due by the 3rd of every month. 

B. Parent Paid Tuition (Full Cost) 

Parent paid tuition is due on the 3rd day of each month. If 

tuition is not paid by the end of that week, the child will be 

denied admittance to the center until the balance is fully 
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paid. Any outstanding account balance will be investigated 

and reflected on our policies.  

There is a late fee of $10.00 per day after the bill is due.  

Full tuition is required regardless of any absences (sick, 

vacation, or otherwise). Tuition is required for all holidays 

when the center is closed.  

Tuition rates are subject to change at any time with a 

minimum 30-day written notice.  

C. Refunds 

No refunds will be made for registration fees or tuition.  

On instances such as unexpected closure, there will be no 

refunds to those who pay for the full year at once.  

If unexpected program closure occurs, parents will be asked 

to pay a “holding fee” that will be allocated towards future 

tuition; however, it will not be subject for a refund.  

D. Late Pick Up Fees 

Please arrive early enough to pick up your child and exit the 

center and surrounding grounds at least 10 minutes before 

we close.   

If you are more than 10 minutes late for your child, we will 

charge a late fee of $1.00 per passed minute. Repeated 

instances of late pickup may be the grounds for 

disenrollment.  

 

E. Notice Period (Full Cost) 
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30 days is required when withdrawing a child from any of our 

programs or the full month will be billed. These notices must 

be turned in to the program at the beginning of the month 

prior to the month you wish to make a change (not in the 

middle of the month). 30 days in advance (or a whole month 

before their last month). In other words, put in a 30 day notice 

ONLY at the beginning of the month PRIOR to the change 

you want to make or else you will be billed for the next 

month.  

Same rule applies for vacation requests or change of 

schedule.  

For vacation policies please have in mind that you may either 

take a summer month off OR choose to take two weeks of in 

a month. Your tuition fees will be prorated ONLY if we receive 

a proper 30 day notice.  

F. Credit Card On File Form 

Your enrollment packet will include a form titled “Credit Card 

on File.” Please make sure you read the fine print and all 

agreements before signing it. This form will ONLY be used if a 

family breaks one of our policies when it comes to billing. 

Examples are, not giving correct or sufficient 30 days notices, 

refusal to pay tuition, or disagreement of a charge. Before we 

charge, we will attempt to be in contact with you three times 

to try to come up with an agreement. If we’re not able to 

reach you or agree to a payment plan, we will charge your 

card.  

IX. Meals, Birthdays, and Celebrations  
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A. Meals 

Our programs strive to provide children with nutritious snacks 

that are developmentally appropriate for them. The monthly 

menu is posted inside the kitchen but you may always ask us 

for a copy. Please be sure to advise the center staff of any 

food allergies your child has. Substitutions can be made to 

accommodate your child’s special dietary needs.  

Meals are provided by the parents themselves. Children will 

be asked to bring a lunch bag with a nutritious meal. We can 

warm it up for you. If you need to keep the meal cold, we 

suggest using a cold pack inside your child’s lunchbox. 

All meals and snack times are done family style as the 

teachers sit together with the children. Please note our daily 

routine schedules posted on our classrooms to know which 

times are meals served, as well as snack time.  

B. Birthdays 

We enjoy celebrating children’s birthdays and welcome you 

to come join the party! Please talk to your child’s teacher at 

least a week in advance if you would like to provide a special 

Healthy snack for your child’s classroom. Because a child’s 

body is still growing and developing, proper nutrition is the 

most important.  

Please keep this in mind if you decide to bring food for a 

birthday party.  

C. Celebrations 

Our programs celebrate holidays and special occasions such 

as, Thanksgiving, Mother’s Day, Father’s Day, Spring Festivals, 
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and among others. Since we love being culturally diverse, 

please don’t hesitate to let us know if your family has special 

cultural beliefs. You and your child do not need to celebrate 

these holidays.  

A list of days and holidays that we will be closed on: 

• Labor Day 

• Veterans Day  

• Thanksgiving Day 

• Day after Thanksgiving 

• Christmas Day 

• Christmas Eve 

• New Year’s Eve 

• New Year’s Day  

• Martin Luther King’s Birthday  

• President’s Day 

• Memorial Day 

• Independence Day  

• Three last days of Summer Camp for cleaning and 

sanitizing 

 

 

 

X. Health and Safety  

A. Emergency Preparedness 
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We practice fire and earthquake drills once a month in order 

for children to have experience of the plan if a disaster ever 

does occur. You are required to bring an earthquake 

emergency bag that contains non-perishable food, water, a 

family picture, and a soothing toy. We have first aid kits in all 

classrooms (indoors and outdoors). Our teachers are CPR and 

First Aid certified every two years.  

B. Authorized Persons to Pick Up 

Our programs have filed the Emergency Contact form you fill 

when enrolling your child in the classroom. This form lets us 

know who you are authorizing to pick up your child. If a 

teacher doesn’t recognize you or someone else picking up 

child, they will ask to see a form of ID. 

If you’re away at work and there’s an emergency and you 

need someone that is not in the emergency list, please give 

us a written notice about the new person. Always call the 

center if this ever occurs. 

We reserve the right to request a photo ID of anyone that is 

not recognize or known by staff.  

 

 

 

 

C. Current and Updated Contact Information  

We ask of all parents to constantly update their child’s 

Emergency Contact annually or up to date by including 
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current numbers, addresses, and a list of authorized adults 

who we can be in contact in case of emergency.  

D. Custody Issues  

None of our programs can prevent any parent from removing 

his or her child from the center if there is no court order on file. 

However, if we have an order restricting a parent from visiting 

or picking up a child, then we can place under the child’s 

confidential file and follow protocol.  

E. Safety and Security  

Safety is one of our top priority for all three programs. Our 

doors remained locked throughout the day and we have 

added a number key lock to enter our gates. The code will 

be changed two times a year and will only be sent to 

enrolled families.  

Your child must be signed in and out upon arrival and 

departure with the exact time and a full signature as required 

by Community Care Licensing. Teachers also conduct a 

roster and keep count of all children in attendance at all 

times. Visual observation of all children is maintained at all 

times by our staff members. Children will not be left alone at 

any time while they’re in our programs.  

 

 

F. Illness Policy  

Children will undergo a health inspection by the teachers 

every day. Your child will be asked to wash their hands before 
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joining the classroom activities. Washing hands regularly is an 

important factor for preschool life.  

We won’t allow children to stay in care if the following applies 

to them: 

• There’s a contagious disease diagnose written by a 

licensed physician or certified health care provider 

and/or health department 

• Has one of the following symptoms of illness within the 

past 24 hours: 

o Fever over 101.0 Fahrenheit  

o Diarrhea (more than one abnormally loose stool 

per day) 

o Vomiting in the past 24 hours  

o Nausea or severe stomach cramps 

o Severe cough 

o Unusual yellow color to skin or eyes 

o Draining eye (pinkeye or sinus infection) 

o Skin or eye lesions or rashes that are severe, 

weeping or puss-filled 

o Difficulty breathing or wheezing  

o Complaints of severe pain 

o Green or dark boogers 

o If a child is notably tired and/or irritable and 

needing one on one care 

If your child exhibits any of the symptoms above you must 

keep your child at home for a minimum of 24 hours 

(especially fever-free for 24 hours), even if your pediatrician 

has given authorization for your child to return. If your child 

exhibits these symptoms at the center, we will contact you 
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immediately. You must pick your child up within 1 hour of 

notification.  

G. Head Lice 

We will follow recommendations from The Center for Disease 

Control regarding head lice. We have a no-live live policy.  

The essential components of a no-live lice policy are the 

following:  

• Early detection of head lice infestations through routine 

screening by parents and/or caregivers 

• Treatment of children found to have lice 

If lice are found on a child at the center, the child’s parent 

will be called and asked to pick their child up. This policy 

allows the parent to treat overnight. The day following, the 

child will be re-examined and admitted if no-live lice are 

present.  

H. Injuries 

Since children are still developing large motor skills, accidents 

still happen even if we do a high effort to avoid them. If your 

child gets a minor injury such as a scratch, bump, or fall, a 

teacher will immediately clean wounds and band aid the 

injury or apply a cold compressor if it’s necessary. If the injury 

is significant, an accident report will be made and placed on 

the child’s daily attendance sheet. 

If your child receives a head injury, no matter how minor, a 

teacher will always call the parent to let them know. The 

teachers will also keep a close lookout for the child if there’s 

any sign of a concussion.  
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You will also be called if your child was bitten by another 

child.  

I. Medication 

Our programs allow for medical services which include 

administering prescription medications, inhalers, and Epi-

pens. If your child needs medication administered at our 

program, we will need you to fill out a Licensing form along 

with an authorization from you and your child’s doctor. If you 

haven’t completed the required and necessary forms the 

staff will not be able to administer their medication. 

Medication must be brought in the original container. The 

doctor’s and parent’s authorization  

J. Where to Report Health and Safety Issues 

If you have questions or concerns about any health or safety 

issues, please don’t hesitate to let the Director or assistant 

directors know as we encourage parent’s feedback. We 

understand you have good intentions in making our programs 

as safe and healthy as possible for all children.  

 

 

K. Mandatory Child Abuse Reporting  

All of our staff are mandatory child abuse reporters. This 

means if we have reason to suspect abuse or mistreatment or 

are told by a child they have been abused in any way, we 

are required by law to call and report this to Child Protective 

Services (CPS). Our staff must have training every two years 

per Licensing in which signs, suspicions, or clues must be 
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reported. Parents understand that filling in a report is a 

request for a concern to be assessed by specialized 

authorities. A report does not establish a fact but is the 

beginning of a process to help children and families.  

L. Toilet Training 

Our programs strive to help children potty train by coming 

into an agreement with a parent when they feel the child is 

ready. In order to prepare for this huge milestone, please 

have in mind that you must provide extra clothes every day 

and a lot of pull up. You and the teachers have to work 

closely together in when or how to potty train your child to 

have more successful transition.  

M. Clothing  

Children should be brought to school wearing comfortable 

clothes for active play. Children will be digging in dirt and 

sand, painting, working with clay, water, glue. They will also 

slide, swing, and climb. Children will be given an opportunity 

to explore their environment so comfortable clothes will be 

more beneficial for them in the long run. We require only 

closed-toe shoes; no sandals and flip-flops.  

We ask parents to also bring extra clothes to leave at the 

center, and please don’t forget to write their name on the 

tag with a sharpie!  

N. Pandemic  

Due to recent COVID-19 pandemic, we have created new 

emergency planning for our programs. In the case of a future 

pandemic or epidemic, our programs will take the following 

steps:  
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• Immediate program closure if school district closes  

• Reopening will be based off essential workers given 

priority followed by the rest of the families 

• Facilities will exclude visitors from classroom, only 

allowing them to sign in/out their children 

• Detailed health checks to everyone entering facilities 

(temperature checks and inspections) 

• Disinfecting surfaces throughout the day 

• Holding fees will be an option vs. paying full tuition 

• Holding fees will be added as a credit to your account. 

Meaning that if you pay 3 months’ worth of holding 

fees, you will be credited your holding fees in the span 

of 3 months. The allocation will be gradually as it was 

paid (month-to-month not all at once).  

• In case CDSS limits amount of group size, we will admit 

children whose family come first with the request to 

return. All other families will be placed on our waiting 

list.  

• Guidelines will be subject to change according OSHA, 

CDPH, CDSS, CDS, and licensing; we will follow all of 

their guidelines. 

• If the center does have an active case of a 

transmission, we will close the center for 24 hours to 48 

in order to disinfect. 

• Since we’re separating into small-sized groups (or 

pods), that staff and children from said pod will 

quarantine themselves for 14 days.  

• Parents will immediately receive notifications via email 

if the above happens.  
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• Community/public/large activities will be cancelled 

until further notice 

XI.  Parent Involvement and 

Communication 

A. Parent Involvement  

Parent are highly encouraged to participate in activities and 

to volunteer in the classroom whenever possible.  

There are many occasions and ways a parent can volunteer: 

• Lending objects for units of study 

• Helping children at home with the concepts and 

themes the school is learning 

• Reading to children 

• Volunteer during large projects or events (Holiday 

celebrations, flying up ceremony, carnivals, and 

fieldtrips) 

• Special Talent—If you have a specialization such 

carpentry, sewing, artistry, etc, we encourage you to 

come demonstrate it to our programs when applicable 

• We try to be as inclusive as possible with family 

traditions, cultures, or customs by doing activities such 

as cooking, storytelling, music, and celebrations not 

commonly known to our children and families.  

B. Parent Meetings 

Parent meetings are done twice a year, but you may request 

a meeting with a teacher if you have a big concern or have 
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a question about your child’s progress within one of our 

programs. It is also a great way for parents to get to know 

their child’s teacher more and be able to provide any 

feedback to our programs.  

C. Parent Advisory Board  

Our PAB committee is elected before the Fall begins and is 

open to all parents. If you become part of the board, you will 

be eligible for a tuition discount monthly. Meetings are held 

on a regular basis and their purpose is to plan fundraisers, 

events, and other means of keeping tuition affordable to 

families by being able to raise money for school materials, 

furniture, and plan bigger family activities.  

 

 

XII. Behavior Management and 

Disenrollment  

A. Behavior Management and Discipline  

Our educators are trained yearly to reflect our NAEYC’s Code 

of Ethics and our own regulations with comportment. Our staff 

has ongoing training in areas of discipline and behavioral 

management towards early childhood education. They 

practice positive encouragement rather than negative 

discouragement.  

Children are encouraged to learn problem-solving skills and 

become self-correcting. They are given the opportunity to 
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choose alternatives that will enable them to participate in a 

socially acceptable manner without reinforcing their 

negative behavior. Our teachers will assist children in pointing 

out logical consequences to both positive and negative 

behavior.  

Staff will use positive reinforcement while supervising children, 

encouraging them to cooperate and continue using 

appropriate behaviors. Children will be redirected to an 

alternative activity if their behavior is inappropriate (i.e. 

hurting others, biting, destroying property, etc.). Teachers will 

be an active listener to a child’s needs and will try to resolute 

any conflicts. Parents will be notified if the behavior 

management strategies are not effective. If a child’s 

behavior is unmanageable within a group setting, parents are 

required to be involved in the development and 

implementation of an individual behavioral plan for the child 

by doing a meeting with the teacher and director. It’s 

important that the messages the child is receiving at home 

and school are consistent.  

Biting: We take biting very seriously on all programs, so please 

make sure you speak to your child about biting.  

If your child bites a child in our program, they will be given a 

warning. A second offence will result in a suspension from 1-5 

days. A third offence may be a termination.  

Termination from the program will be considered only if the 

child’s behavior does not improve. A list of referral services will 

be given to parent/guardian in order to assist with the 

location of a program that may help the family.  
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B. Parent, Provider, and Visitor Conduct Policy  

Our programs is highly committed in creating an environment 

where employees, volunteers, parents, children, providers, or 

any other person who comes to our programs is treated with 

respect and professionalism at all times.  

In the even that any client or non-client engages in any type 

of unacceptable conduct towards our staff, client, or 

volunteer, the following measures will be implemented:  

• Deny, suspend, or terminate our services 

• Bar from access to our programs’ premises for any 

reason except for formal recertification meetings, 

appeal hearings, or license-exempt provider identity 

verification meetings 

• Report threats of bodily harm, actual bodily harm, 

psychological abuse, or any other illegal activity 

against one of our employee, volunteer, or other clients 

to appropriate local, state, or federal authorities. 

Additionally, our programs, at its discretion, may seek a 

restraining order.  

• Take any other action deemed appropriate under the 

circumstances that is not preclude by our programs’ 

policies or other applicable federal or state laws.  

• Our programs also retain lawyers at all times in severe 

cases where no agreements are made 

The above policies of “unacceptable conduct” includes, but 

is not limited to any of the following: 
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• Threats of or actual bodily harm or illegal activity 

against another client or an employee or volunteer 

engaged in our programs 

• Any form of action that may constitute harassment 

under our program’s harassment policy such as:  

o Any type of harassment including age, sexual, 

ethnic, or racial harassment; making racial or 

ethnic slurs, engaging in sexual conduct, making 

sexual overtures 

o Inappropriate touching  

o Making sexual flirtations, advances, or 

propositions engaging in verbal abuse of a 

sexual, racial, or ethnic nature; making graphic 

or degrading comments about an individual or 

his/her appearance 

• Fighting, kicking or other physical harm or attempted 

towards a client, employee, volunteer, or child 

engaged in one of our programs 

• Engaging in offensive or abusive physical contact 

• Making false, vicious, or malicious statements about 

any of our employee or volunteer or one of our 

programs and its services, operations, policies, 

practices, or management 

• Cursing, swearing, or other abusive or vulgar language 

directed towards a client, employee, or volunteer 

• Yelling or speaking in an aggressive raised voice 

• Bringing or possessing firearms or weapons or any 

hazardous or dangerous device on one of our 

program’s premises or functions.  
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• Uncivil conduct or failure to maintain satisfactory 

working relationships with other clients, employees, and 

volunteers 

• Immoral conduct or indecency within our premises 

• Any posting, defacing, or removing of notices or signs 

on our programs’ premises 

• Misappropriation of programs’ funds, property, or other 

materials 

• Deliberate or repeated violations of security 

procedures or safety rules 

• Attempting to coerce or interfere with a program 

employee or volunteer in the performance of their 

duties at any times, such as: 

o Making unsubstantiated, malicious, 

embarrassing, or false claims against an 

employee, client or volunteer through any means 

including verbal, electronic, or written 

communication in order to influence decisions 

about our programs’ services 

o Making false or misleading statements or taking 

any actions that inappropriately interfere with or 

inhibit a client’s access to one of our programs’ 

services 

• Conducting or attempting to conduct or engage in 

any fraudulent, dishonest or deceptive activity of any 

kind involving our program’s employee or services 

• Any other act which endangers the safety, health, or 

well-being of another 

C. Grievance Policy  
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• Our intent is to always attempt to resolve all grievances 

at the lowest possible level. If a parent is having a 

grievance in regards to one of our program’s 

operations, the parent should first speak with the staff 

person whom the grievance relates to in an attempt to 

resolve the issue. If the problem is not resolved at this 

level then grievances regarding one of our programs’ 

staff or operations should be addressed first to the site 

supervisor and then to the director of the programs if 

necessary. If a solution still has not been reached, a 

written response to the grievance will be issued to the 

director and assistant directors.  

 

 

D. Disenrollment Policy  

We deserve the right to disenroll any child, at any time, when 

we believe disenrollment is in the best interest of the child 

and/or program. Our first priority is to provide quality care and 

early education for all children enrolled in our program but on 

rare occasions there may be a need to disenroll a child. 

Some of the reasons for involuntary dismissal might include: 

• Failure to Adapt – Most children adapt to a new 

program within a reasonable time frame. If a child fails 

to adapt to our programs, even though an effort has 

been made by parents and the staff to integrate 

him/her into the program, the child may be disenrolled 

so his or her parents can find alternate care for their 

child.  
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• Aggressive/disruptive behavior – If a child is aggressive 

or hurtful to others or if a child’s behavior is disruptive to 

the classroom, we will make every attempt to guide the 

child in respecting others and behave in a socially 

acceptable way. If these behaviors continue, the child 

may disenrolled for the safety of other children 

enrolled.  

• Failure for the parent or guardian to cooperate with an 

individual behavior management plan and/or failure to 

obtain necessary services through referrals made to 

outside agencies that are in the best interest of the 

child.  

• Failure to pay tuition and fees – Our programs reserve 

the right to immediately disenroll any child whose 

tuition has not been paid per our policies; which in turn, 

we will make one final charge with your credit card on 

file application. 

• Abusive/disruptive behavior by parents – Our programs 

reserve the right to disenroll any child whose parent 

behaves in a manner that’s destructive towards the 

staff, their own child, or other parents/children in the 

center as outlined in Conduct Policies 

• Irreconcilable differences – Every parent has 

expectations regarding the care and education of 

their child. If it occurs that our programs are unable to 

meet a parent’s expectations, we reserve the right to 

disenroll the child in order to allow other parents on our 

waiting list enroll instead.  
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• Failure to comply with the California State Preschool 

Program eligibility requirements as outlined in CDA’s 

California State Preschool Eligibility Program Guidelines. 

• We will respect and understand if any family is 

experiencing a family’s loss and want to terminate their 

enrollment with us as soon as possible.   
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