520 Fairmount Ave.

Jamestown, NY 14701

(716)-664-9137
Introduction

Welcome to Zion Covenant Preschool and Wrap Program!  Adrianne Smeltzer is our Director. Our staff provides an all-inclusive loving atmosphere for your family.  This Manual outlines our programs and policies. If you have questions, please email the director at andis@zioncov.org
Philosophy

Our school/Childcare is a part of the Zion Covenant Church outreach ministry.  We will strive to support families through quality teaching and loving care of their children.  We want to come along side parents and support them in their child's learning process.   We will encourage a child’s natural desire to learn. We will work to help each child achieve its full potential through a holistic approach to learning.   We strive for each child to develop a love for learning.
Hours & Days of Operation 

Preschool/Childcare hours are 7:30-5:00 during the week, September through June.   We follow the Southwestern Central School Calendar.  We will remain open during snow days, holidays, and vacations providing there are enough students attending.  There will be a contract regarding these days offered to families in September.  A Zion school calendar is provided at the beginning of the year. 
Staff

Our goal is to provide the best developmentally appropriate environment for children in our care.  Each staff member is required to take continuing education courses during the year through the Early Childhood Learning Council and the Office of Children and Family Services.  Several of our teachers have a Masters, bachelor’s degree or Certification in education.  At least one person is certified in CPR, AED, and First Aid in the school at all times.   The Director and lead class teachers are available to parents/guardians by appointment.  While children are in our care, our complete focus must be on the student as we maintain state ratios.  
· 3 years to 3.09 years 1:7

· 3.09 years to 5 years 1:8
Every member of our staff is NOT permitted to use their cell phone except for taking pictures and life threatening/safety emergencies. They will contact you once their class is over.  Staff is NOT permitted to give out their personal cell phone numbers or text using them. Our Brightwheel app is a great way to communicate. They will be able to see a message from you if sent during their class time and will respond if urgent. 

Enrollment/Application Process

Zion Covenant Preschool and Wrap Program are open to all children from the ages of three to five years.  Priority is given to families in need of care throughout the full day.  Children may be placed on a waiting list until openings become available. 
Registration
 The entire enrollment packet must be filled out and returned with a non-refundable $70.00enrollment fee.  All court orders, physician documentation must be in your child's file two weeks prior to attending. If not accepted into the program due to limited space, your full registration will be returned.  The first week’s tuition is due no later than the third week in August. If not paid in full, your spot will be filled by another student on the waiting list. You will be able to pay this on your brightwheel app once your account is completed. 
Tuition
Full payment for Zion is due by the last week each month. Unpaid accounts past two months will be turned over to our Preschool Board of Directors for termination or a payment plan.  Please contact the Director immediately if there is a concern with your payment.  We can work with you!  You are contracting for a specific time slot and payment is required whether your child is present (our planned expenses remain the same). 
Payments 

Weekly payment will be required on Monday prior to the school week.  These payments may be by automatic withdrawal. Choices for withdrawl are monthly, bi- monthly, weekly. 
 Checks returned by the bank for insufficient funds will be charged a $25.00 fee.  Students that are only attending a UPK class through Southwestern Central School's lottery are not responsible for enrollment charges or monthly tuition payment; however, any additional classes during the day will require the $70.00 non-refundable enrollment charge and class tuition payment.  

We accept family assistance from the Department of Social Services from Chautauqua and Erie Counties.  

· A $20.00 late fee will be added at the beginning of each week tuition is overdue.  

· $ 1.00/minute late fee will be added for a pick up after 5:00. 

· An extra class fee charge will be added if student is not picked up at end of their scheduled class.  

Change in class Schedule

Should you desire a change in your student's schedule, please contact the 

Director (andis@zioncov.org) as soon as possible so arrangements can be made.  We need to make sure all state qualifications will be met within your child's new schedule. Your child’s teacher is not able to make this adaption in your students schedule. Communication will be made to the director. We are able to change classes/billing at the first of every month.
Withdrawing Enrollment

 You must give Zion at least two weeks written notice before withdrawing your child from our Preschool. Failure to provide notice will result in a charge equal to one month's regular tuition.
Termination
 Zion reserves the right to terminate any child’s enrollment immediately at its sole discretion. 

Absences & Vacations

There is no tuition reduction for days missed. The expenses incurred by the school are ongoing whether a child is present or absent.
Lost, Damaged Articles

Zion Covenant Preschool is not responsible for lost items or items damaged due to normal preschool activity.(painting, playing outside, getting dirty are sometimes part of normal activity)  Please send your child to school in “preschool appropriate” clothing. Sometimes we get messy!

Daily Program

The daily program at Zion consists of developmentally appropriate activities led by trained staff members following a specific curriculum. Research indicates that young children learn best through self-initiated play. Zion will provide a balance between child-initiated and teacher-directed activities. Teachers are trained to assist each child develop in the following skill areas:

· Language development

· Gross & fine motor skills

· Directed & Free art 

· Science

· Music

· Peer socialization

· Emotional awareness

· Decision making

· Taking care of personal needs

Classes

· No weapons or toys of a violent nature are allowed. 

· Toys should be brought for scheduled show and tell times only as they get broken or stolen.
· A parent needing to talk to a teacher needs to schedule a time to meet.  Our staff need to be engaging with the children during class times. 

· Only lead teachers will discuss issues with family members after consulting with the Director. 
· Parent must sign the student attendance sheet when arriving and when picking up.  If students ride the bus, a staff member will sign them in and out. 

· Students are not allowed to be released from outside the building. 

· If student does not "like school", there needs to be communication between parent and teacher for possible solutions.  In some situations, terminating enrollment or changing the child's schedule might be the best option for the child.  Many years of school are ahead, and we want them off to a positive start!

· Each head teacher will send home or email a schedule of daily class activities.  It will include your child's snack days, and special events for the class. Make sure you look for this each month. Use this information to ask your child about their day!  

· State law that children are NOT allowed to bring in home baked treats or cut up fruit/veggies from home to share with the class.  Must be store purchased in original packaging.  

· Don't run home or panic if you forget lunch or snack... we have an emergency stash here!

· "Be a thinker", "How will you solve this problem?" are phrases they will hear during class. Our goals include equipping children with a voice, self-confidence and self-autonomy.  

Potty training
Only children who are potty trained are accepted to Zion’s program.  We recognize that “accidents” happen because this is a new experience and sometimes, they are so engaged that it is easy to “forget” or get there a little too late.  Every discretion will be made to protect the child’s privacy should an accident occur.  Although our staff will work with families, should it begin to affect other children in our care or the class rhythm, you may be asked to keep the student home until the issue is resolved.  

Our facility is not equipped with changing tables. Children will be cleaned up and clothing will be sent home in a plastic bag.  Extra clothing is available at the preschool and needs to be washed and returned
Restroom Guidelines
Parents should take their child to the restroom before class begins.  Our staff will provide times during the day where the class will go to the restroom as a group.  Children will always be encouraged to take care of their bathroom needs on their own. Precautions are made to ensure your child’s modesty and safe.

Discipline

Our school is committed to the well being of each child. In order to provide a safe, loving, and stimulating environment, we require a certain degree of cooperation from each child and parent as well.

The way children are taught to identify and manage their feelings is crucial to their later development and success.  Children’s feelings of happiness, frustration, anger, confusion can at times be stronger than their ability to manage or identify.  Children learn self-control when adults treat them with dignity, help them put words to their feelings and use appropriate strategies to discipline or re direct.   

If efforts to re-direct inappropriate behavior are unsuccessful, our teachers will use a time-out policy for discipline. The child is removed from the group and allowed time to regain composure. The teacher makes sure the child understands the reason for the time-out and helps him or her to re-enter the group in a positive manner. If time-outs become routine and appear to be ineffective, a parent/teacher conference will be held to discuss the situation and possible solutions.  Discipline measures may NEVER be associated with toilet training, food, rest, or isolation according to New York State regulations. This is reinforced. If there is little or no improvement and the child’s behavior becomes a continual distraction to the rest of the group, termination of enrollment may become necessary.

Accidents

Children playing and interacting with peers may fall or become injured during their daily routines. We strive for safety in all settings; however, when a child has an accident, a staff member will complete a boo boo report or an incident report in more severe cases. In the event of a minor injury, first aid will be administered to your child at the school. You will be made aware of injuries.  We like to keep communication open; often we will call our parents just to alert them to a new bump.
.  
School Security

You will receive a code to enter the school portion of the building.  We can change it quickly if we need to.  Only people dropping off or picking up your child should be given your code.  Always close the door behind you.  If someone asks you to let them in, close the door and tell a staff member.  We take safety very seriously.  You will also be using our Brightwheel App to check your student in and out of our preschool (this will be a different code). Safety first!
Arrival & Departure

You may enter through the doors at the top of the parking lot or the bottom of the parking lot.  Be aware that the bottom lot has quite a hill to get up if it is slippery outside.   Your child's personal items should be hung up in their designated assigned space.  Any parent or guardian not recognized by a staff member will be asked to show picture identification and cross-referenced with the pick-up information required.   If someone other than those listed on the child's release form are picking a student up from school, a written or verbal notification is required.   You will be responsible to provide written information should another parent be taking your child home that is out of your ordinary routine.  During snowy/wet weather use caution when driving in the parking lot and entering the building.  Hold the railing on the steps as they become slippery.   

Visitors need to sign our attendance log stating time of arrival and departure.  This includes anyone out of the ordinary picking up or visiting the preschool 

Parent Involvement

Parent involvement is encouraged. Please talk with your child's teacher and schedule a day/time if you would like to be a special reader, share an interest, hobby or talent with the class. Your involvement is an essential component of your child’s growth and our program. 

Lunch

Each student will bring their own lunch to school.  This time is as valued as children have opportunity to sit around a table with their friends and staff and talk about things that are important to them.  It is one of their favorite times of the day.  Please label your child's lunch box and water bottle.   We will let you know if we have any peanut allergies in the building as it varies from year to year.  Water is always available for the students. Microwaving food is not allowed because it could get too hot and burn a child. Southwestern morning students will be offered a breakfast, Southwestern afternoon students will be offered a lunch option, all day Southwestern students will be offered both a breakfast and lunch option.
Snacks

Healthy snacks are always encouraged. Some ideas are raisins, yogurt, fresh fruits, and crackers, fruit bars, cut vegetables, cheese, muffins, graham crackers, rice cakes, and applesauce.  Bring a treat your child enjoys and would like to share with the class! 
However; do to some children having specific food allergies and State Health Department regulations, all snacks must be store purchased and include an ingredient list on the package.  (Even vegetables such as carrots and celery must be packaged.)

Think of it this way:

Store purchased and original packaging for class snacks, class parties, and special class treats.

Homemade: Special events like school programs, potlucks where parents are with their child or if it is intended only for their child.  

Confidentiality Policy

Confidentiality is the process by which the right to privacy of all users is protected.  This relates to written confidentiality as well as verbal confidentiality.  Our goal is to develop positive relationships with families based on professionalism, mutual trust, and open communication.  The Director will guard confidentialities and communicate as parent directs.
All written records relating to a child will remain confidential and can only be made to the following persons:
The Licensee

1. The Director

2. A member of the staff authorized to access records as needed by director

3. A parent or any person authorized in writing to see the records

4. An authorized officer of the law

 Staff members may discuss necessary information on a professional level if seeking guidance or support in a situation. Confidential matters will only be discussed with persons involved directly and in a private space.
Private information given to staff by parents regarding income levels, fees, reasons for care, custodial arrangements will be kept confidential by the Director.  
School Closings

Currently, our classes follow the Southwestern Central School closing schedule. If Southwestern has a delay, then we have the same time delay.   If Southwestern cancels for the day, then we will be closed for the full day.  Please watch our local TV news stations and our Facebook closed site for most current announcements.  

  Occasionally, the weather will deteriorate quickly and Southwestern will close school early or cancel after school activities.  Should this occur while your child is at school, we will call and alert you to the severe conditions and the possibility of picking your child up early. 

Illness

 In order to provide a healthy environment for all our children at Zion, sick children will not be permitted to attend school.  If your child becomes ill while at the school, the parent or guardian will be notified by phone and we ask that you pick your child up as soon as possible. It is at our discretion to send them home if necessary.
If your child has:


                        They can return to school:
	Swollen, runny eyes, pink eye, sneezing, sore throat, bad cold symptoms.
	24 hrs after start of treatment if symptoms have improved.

	Diarrhea, loose bowel movements, vomiting


	24 hrs after last loose stool or after one normal bowel movement.

24 hrs after last incident of throwing up with no medications.

	Fever

100.5 degrees or higher. Ear infections are painful but not contagious. Can attend school once antibiotic has started. We will send home if in pain, fatigued, or miserable.
	24 hrs after temperature is normal without medications.

	Lice
	24 hrs after treatment has begun, re treat as indicated. 

	Poison Ivy/Poison Oak
	After lesions stop oozing and are dry.

	
	

	Croup, difficulty breathing, asthma attack
	After illness has subsided, breathing & coughing are within normal limits.

	Influenza, Strep infection, pneumonia, rashes, fifth disease, mouth sores, scabies, ringworm, contagious diseases...
	24 hrs after symptoms have subsided and medical exam approves readmission. Note required.


Attendance – Mandatory Notification

Please notify your teacher when:

· The child will be absent from the school due to severe illness such as COVID, strep, flu, or anything else contagious.  We will need to disinfect properly.  

· You will be late picking up your child.

· Someone other than the parent or guardian written on your enrollment form will be picking up the child (I.D. will need to be presented)

· The child has been exposed to a communicable disease. Proof of clearance will need to be provided by your child’s doctor.

· Your child has been hospitalized or has outpatient surgery.

· Your family is going on a vacation.

Medical Emergencies 

If your child will need medical attention, every attempt will be made to contact you first. Therefore, it is imperative that you notify us of any changes in your schedule or phone numbers. In the event of a serious injury or medical emergency, an ambulance will be called, and you will be notified immediately. Staff cannot transport children from the school for any reason.
Up-to-Date Medical File

 All children are required to have a physical examination and medical report completed by their physician annually and prior to enrollment at the school. It is the responsibility of the parent or guardian to keep the child’s immunization record current. Each time immunizations are received a copy should be given or faxed to the office. Our fax number is 484-8463. It is the parent’s sole responsibility to notify the school in writing immediately of any changes concerning allergy and health issues.  Every student must be current with his or her vaccinations.  
Mandated Reporting (child abuse)

Childcare workers are required by law to report suspected cases of child abuse, neglect and maltreatment. Department of Social Services Law states, “In accordance with the provisions of section 413 and 415 of the New York State Social Services Law, the staff and directors of day care centers are to report to the State Central Register of Child Abuse and Maltreatment whenever there is reasonable cause to suspect that a child has been abused or maltreated”.

All children have the right to be transported safely to and from Zion. If a parent or other pick-up person is deemed to be under the influence of alcohol and/or drugs, the staff will contact the appropriate authorities. Zion will not release a child to a parent or authorized designee if impairment is suspected.

Shelter in Place

Shelter in place is a response to an emergency that creates a situation in which it is safer to remain in the building rather than evacuate.  Some situations might include severe weather conditions or a public disturbance.  We are required to keep on site a variety of supplies should a situation like this occur.  

Class Parties

During specific times of the year, our teachers like to have a special day or activity for the class.  During the regular school day our staff is mandated to keep every child in sight at all times. This is no different during parties.  The potential for our children's safety becomes compromised with un-clearenced volunteers and difficulty maintaining undistracted visual contact with students.  Parties are special for the children, and teachers may request additional help at their digression.   Parents who have been in the class previously as a reader or activity leader will have priority, as they will be better equipped to assist the teacher as needed.  We always welcome parents in the classroom!
COVID-19 and Infectious Diseases
We will continuously evaluate our practices regarding infectious disease in order to stay current with the most recent information and guidance. Our goals remain constant as we strive to provide excellence in early childhood education, while at the same time; ensure a safe, loving, and developmentally appropriate environment for all of our students and families.  We will communicate updated policies with our families when needed.
Our goal is to make each child feel special as an individual and accepted as a vital component of the preschool. Thank you for your cooperation. We hope your family’s time with us is a pleasant and joyful one!
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