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| . Purpose

The purpose of the preschool programis to provide a qualit y educational
program which meets t he individual needs of the child in the least

restric tive enviro nment, while serving as many Manit ou Sprin gs pre schoolers
as possible. Children wit h special needs learn and play along wit h t heir
typically-developing peers in ord er to develop age appropriate skills.

1. Ages

Pre schoolers who are three years old by September 15, 2006 through five
years of age will be accepted for enrollment on a space available basis.

Pre schoolers who turn three during the school year and re quire special
services may not attend before their third birt hday.

Hours of Operation
The preschool program shall begin Monday, August 27th, 2007 and will end
Thursday, May 22™, 2008.

The program operat es t wo sessions, Monday - Thursday.
Session 1. 8:20 A.M. - 11:15 A.M.
Session 2: 12:05 PM. - 2:55 P.M.

Our preschool bus (only for children who qualif y for special services as
determined by their |1 EP) will arriv e at approximately 8:20 A.M. or 12:05
P.M. and the children will be met by preschool staff at the busdrop off. If
you provide your childOs ransport ation, please do not drop him/ her of f until
school start s so that adequat e supervision is available. The bus depart s at
approximat ely 11:10 a.m. and 2:50 P.M. | f your child does not rid e the bus,
please be prompt in providing your own transport ation home.

There will be NO school on Frid ays; t his day is reserved for Child Find, home
visit s, and planning. Please refer tothe student handbook and school
district calendar for holiday and break closings.



| V. Enrollment

A. Enrollment shall be open to any child, living in t he Manit ou Springs School
District.

B. Enrollment in the school shall be granted wit hout discrimination wit h
regard to sex, race, creed, or political beliefs.

C. The child must meet age requirements.
D. Children who qualify f or special services have first priorit y.

E. Peer models who live in or out of the district are enrolled onafirst-
come, first-served, space available basis. Proof of residence is required.
A lease or mort gage agreement or utility bill in the parent Osr legal
guard ianOsiame are examples of proof of residence. Peer models who
live out of the district are enrolled on a space available basis after
student s who live in the district are placed.

F. The School District maintains a wait ing list for peer models. Admit t ance
into the preschool program does not guarant ee admit tance into
kindergart en. This applies only to students living outside t he school
district. You may call 685-2166 to place your child on t he preschool
wait ing list .

V. Admission and Registration Procedures

A. All contact for admission of a preschooler wit h special needs or peer
model will be dire cted to the Early Childhood Special Education
classroom teacher. Preschoolers with special needs have admission
priority. Admission to the preschool program does not imply a
permanent slot in the programfor the year, as preschoolers wit h special
needs have admission priorit ies. At any time, the classroom teacher, the
school principal, and/ or the Dire ctor of Special Programs may determine
it necessary to reduce enrollment dueto the severit y of educational
needs of the preschool students re ceiving special services. Enrollment
practices seek to be compliant wit h the Americ ans wit h Disabilit ies Act.

B. The classroom teacher will provide parents wit h a registration packet
including the parent handbook unpon enrollment in the program.



C. The child may not start the program until all registration materials are
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completed and the first mont hOg uition is returned to the of fice.

. To comply wit h the licensing standard s set by the State Depart ment of

Human Services and wit h the Colorado Depart ment of Education cert ain
items are required by the State to be included in all t he pre school
childrenOsecords. Parents should be aware that some children may be
attending school wit hout immunizat ions due to religious, medical, or
personal exemption. All children must have a copy of the following on
filein the of fice before a student is accepted into the preschool
program.

Birth certificate
Updated immunization records, which MUST be on the CO
Department of Health Form. ("Yellow Cards” will no longer be
accepted.)
Effective July 1, 2000 for children entering preschool, children
must have:
4 doses of DTP (Diphtheria, Tetanus, and Pertussis)
3 doses of Hepatitis B vaccine
3 doses of Polio
1 dose of Varicella (chicken pox) vaccine
1 dose of MMR (measles, mumps, rubella)
This immunization information is provided from the Colorado
Department of Public Health and Environment and the Colorado
Immunization Law.
Student data sheet with additional information attached
Current physical from an approved health professional (within the
past 12 months). This statement must be updated annually.
Proof of residency. See Section IV - Enrollment
Home language screening
MSES parent handbook and PreK parent handbook signature
Allergy information, video authorization, sunscreen authorization
Parent's work information, preferred medical services, authorization
of adults who may pick up or assume responsibility for the child



VI. Tuition Policy

A.

Tuit ion for the 2006 - 2007 school year is at arate of $60.00 per week
($15/ day) (four days - mornings or afternoon session) and is set by the
Superintendent of Schools.

Families may also elect to secure an application for free lunch. | f your
family qualif ies for free lunch, then you will be on reduced tuition rates.
The application may picked up from the school of fice. Pease return to
classroom teacher. Families who qualify for free lunch will be kept
strictly confidential.

Pre school tuition must be paid by the first of each month. If

payment s become delinquent by ten days, you will receive aletter from
the business of fice of the school district. |1f you do not keep your
account curre nt, the school principal may re move your child permanently
for a delinquent payment sit uation.

. You will be required to sign a contract agreement between you and t he

school district for preschool tuition payment. You must sign and date
the financial plan. Please return the agreement to t he classroom
teacher.

Tuit ion payment can be handed to the secretaries in the MSES of fice or
handed dire ctly to Patti Hickox in the business of fice. Payment may be
mailed to Patti at:

Manit ou Springs School District 14

Attn: Patti Hickox/ Tuition

405 El Monte Place

Manit ou Springs, CO 80829
| f you have any question regarding your account, please call Patti Hickox
at 685-2027 for assistance.

| f your child is absent due to a vacation, preschool tuition needs to be
paid per the contract agreement. |f the district cancels school (ie: snow
day) you will not be expected to make payment for that day.



VI1. Withdrawal
Pease notif y t he school upon your wit hdrawal from school. | f notif ication
does not occur, the school will drop your child fromthe rolls after 14 days.
| f this occurs and you wish to reenroll your child in the preschool program,
you will need t o place your name on t he pre school wait ing list by contacting
the classroom teacher at 685-2166.

Please see Section V - Admission and Registration (A) or Section VI - Tuit ion
(E) for furt her information about reducing enroliment in special
circ umstances or removal from the program.

VIII. Meals and Snacks
A. No meals are served as part of the Manit ou Springs Pre school Program.

B. A mid-morning and mid-afternoon snack are served. Snack and drink fee
are included in the tuition fee. Any students exempt from tuition based
on special needs are still required to pay $1/ day snack fee directy to
Paula Faucette, Dire ctor of Food Services.

C. All snacks prepared in the food service depart ment will adhere to all
state laws and healt h requirements.

D. Parents may send snack food for part ies and birt hdays. Prior notice
needs to be given to the teacher when food is brought into the
pre school program. Arra ngements must be made in advance to
accommodat e any food allergies. On holidays or special occasions,
teachers may ask parentstosignupto bringtreats.

| X. Authorization to pick up child
The preschool releases children only to adults (or siblings/ extended family
members) for whom writ ten authoriz ation has been given and maint ained in
the childOgile. 1 nan emergency, the child may be released to an adult for
whom t he childOgpare nt/ guard ian has given verb al or writ ten aut horiz at ion.
| f a non-designated person is to pick up your child, please writ e a signed
note to the classroom teacher. Until the preschool staff knows the people
aut horiz ed to pick up your child, we will ask for personal identif ication.
Pease inform these people that this is our standard procedure. We are
obligat ed to protect each child. A preschool sign in/out sheet is locat ed at
the school of fice. Your child needs to be signed in and out every day.



X. Procedure for children who are picked up late or not at all.

A. Classroom teacher will call the parent or emergency numbers listed if
someone has not picked their child up when t he class session ends.

B. I f noone can be contacted, the child will wait in the front of fice until
4:00 p.m. At that time, the Depart ment of Social Services will be
contacted.

Xl . Health

XIl.

Pease keep your child home when he/ she is not feeling well. Children who
are sick do not learn. |f your child appears to be ill at school, we will take
his/ her temperature. |If they are running a f ever, we will keep themin the
nurseO®f fice and t elephone you to come pick them up. For this reason, it is
imperative that we have curre nt phone numbers of someone who will always
be available t o come and pick up your child. Please let us know if your child
has any allergies (f ood or ot herwise) as well as any medical condit ions t hat
may af f ect his/ her perf ormance at school.

Absences

| f your child is going to be absent from school, please call the of fice at 685-
2195 and the classroom teacher at 685-2166. Also, please report any
communicable diseases so that we can inform parents of other children.

Inorder to prevent problems due to communicable diseases in t he school,
the following guidelines have been developed. These guidelines should be
used t o determine whet her your child should come to school or not.

1. Do not send child wit h sympt oms such as:
a. Constant runny nose - especially if the discharge is of abnormal
color or consistency.
b. Congestion (lung or nasal)
Coughing (usually consistent wit h a cold)
d. Recurr ent sneezing (ot her than allergy relat ed)

o

2. Do not send a child wit h an abnormal temperature (over 100 degrees).
Symptoms to wat ch for include flushed f ace, chills, pallor, and skin
abnormally warm to touch. |1f in doubt, please take the childOs
temperature.



3. Do not send a child to school who as been vomit ing or has had an episode
of diarrh ea wit hin the last 12 hours.

4. Do not send a child to school who has a suspected or confirmed
communicable disease.
a. Sore throat longer than 3 days, especially if it is associated wit h
swollen nodes or rash. A child diagnosed wit h Strep Throat
must stay home until 24 hours after treatment has been start ed.
b. Red or inflamed, swollen, or discharging eyes (not allergy relat ed)
c. Weeping cold sores or ot her lesions like impetigo, until under
t re at ment
d. Rashesthat are not allergy related and are not diagnosed

XTI, I'njuries
After assessment of the childOsondition, their teacher and/ or staff will
init iat e basic first-aid. | f the childOgondition re quires more t han basic
first aid, the teacher and/ or staff will call parent if furt her medical
treatment is necessary or 911. Inthe event 911is called, a parent will be
not if ied.

XI'V. Storing and Administering of Medications
Medication forms must be filled out by parent and physician for prescription
medicine and over -t he count er medicine, according to the Nurse Practice
Act. You my pick upthese formsin the office. Medicine must be in the
original container. All medications are to be turned in to the of fice where
they will be kept. Pease inform the classroom teacher astothe times for
the administration of the medication. Staff will escort studentstothe
of fice for the administration of the medicine.

XV. Discipline
A. Positive reinforcement, including praise and stickers, is used.

B. Redirectionis used as the second course of action if positive
reinforcement does not work. |f this not effective, atime out of no
more than five minutes is to be implemented. Parents will be
called to pick up their child if their child is uncontrollable. A behavior
management plan may be considered by parent, teacher, and school
principal. Regular school disciplinary procedures will be followed as



stated in the student handbook for all school children. Peer models may
be asked to leave programs if behavior interf eres wit h the learning and
saf ety of others.

C. Corporal and/ or degrading punishment will never be used.

D. Disciplinary action never involves food, resting, or toilet training.

XVI.Weather and Dress
A. Please dress your child in comf ort able play clot hes, sturdy shoes, and
provide outdoor play clot hing appropriate for the weat her. Outside
recess will be held daily, weat her and schedule permit ting.

B. During cold/ wet weat her children will be required to have a coat, head
covering, and boot s bef ore going outside for recess.

C. During excessively hot weat her, children will regularly be of f ered wat er
todrink. If achild appears flushed or overheated, a cool down time will
be enforced wit h the child in the shade or indoors. Children outside on
sunny days will be encouraged to wear sunscreen if the parents have
provided it and have signed a permission form for sunscreen.

D. Please label all hats, mittens, boots, and coat's so mix -ups wonOtoccur.

XVI1. Natural Disasters
Fire, inclement weat her dril Is, and green bag dril Is will be held of t en enough
for staff to know how to direct children in emergency sit uations. I nthe
event of floods, tornadoes, or severe weather where MSES is severely
damaged, children will be taken to Manit ou Springs City Hall. Parents will be
notif ied by telephone .

XVIII. Transporting Students
A. All transport ation provided by the Manit ou Springs School District, # 14,
will utilize approved bus drivers and school district busses only.

B. Students wit h special needs who require the related service of
transport ation will have t his service provided to and/ or from school as
part of their | ndividual Education Pan (I EP).



XI X.

C. Student Osvill be loaded/ unloaded out of the path of moving vehicles.

D. Students rid ing on school transport ation will be required to follow all
school transport ation rul es.

E. I ncase of an accident the van driver will:
1. Call the police (911) no matter how minor
2. Call MSSD # 14 immediat ely
3. I'f injury has occurre d, use first aid until help arriv es
4. School personnel will call parents to notify them of the accident
and of needed medical treat ment and/ or pick up

F. 1 ncase of bus problems, the children should remain in the bus, weat her
permitting, or be takento acontrolled area.

G. Parents of peer models are re sponsible for transport ing their child to
and from school.

H. Permission will be obtained for each field trip which utilizes a school
district bus.

Weekly Schedule

Student s will participate in Art , Gym, Music, and Media specials every day on
arotating schedule; please be sure to dress your child appropriately. The
classroom teacher will issue a newsletter every -ot her-week, highlighting
activities in a more in-depth fashion. The newsletter will describ e the
theme we are studying and what activit ies we will use to discover this theme.
Pease post weekly newsletter in a convenient place at home, as it will have
reminder s about upcoming events, field trip s, and activit ies.

XX. Television and Video

Regular television programming is not viewed at MSES. PBS, special
programming, document arie s, and educat ional programs which pert ain to the
curric ulum may be viewed. Videos may be viewed if the are age appropriate
(length, content, rating). All children may watch @5Orated videos. A signed
video permission slip will be placed in student file.



XXI .

Field Trips

Walking field trips and field trip s which require transport ation will be
scheduled t o enhance t he childrenOsearning. Parents must sign a field trip
permission for each field trip using a bus. Field trips will be listed in the
weekly newsletter. We welcome parent chaperonestosignuptoattend an
occasional field trip on afirst-come, first-served basis as help is needed and
space is available. Helpers are greatly appreciated by the staff and enjoyed
by your child.

XXI|. Safety on Trips

Pare nt s/ guard ians will be notif ied in advance of all field trip activities.
Children are actively supervised at all times. Staff members will t ake
necessary precautions to assure the safety of the children part icipating in
the activity. Staff will follow the lost child procedure as stated in the staff
handbook, which includes t horoughly searc hing all are as, not if ying t he school
front office, calling 911 f or police assistance in searc hing for the child, and
not if ying t he pare nts immediat ely.

XXII'l. Late Arrivals on Field Trip Days

I nthe event all staff and children are out of the preschool room, a notice
will be posted on t he classroom door naming t he location and time of return.
I nthe event a parent drops of f achild at afield trip site, staff must be
notif ied by the parent before he/ she leaves.

XXI'V. Snow Days

XXV.

Pease tune into your local radio during bad weat her days for information
about school cancellations, late start days, and early closings. Specif ic
stations are listed in the schoolO$iandbook. When there is alate start , AM
pre school classes will be cancelled.

Per sonal Belongings
A. The preschool program is not responsible for any personal it ems of
children or staff.

B. Personal it ems that need to be brought tothe program need to be labeled
wit h t he childOsiame.



C. Children are not to bring toys into the preschool program except on
special days.

D. A box for Qost and FoundOit ems will be placed in t he hallway. The
contents of this box will be donated to a charit y at vario us times during
the school year.

XXV . Diapering and Toilet Training
A. Peer models enrolled in preschool must be toilet trained.

B. I ndividual needs around diapering and toilet training for children wit h
special needs will be discussed at their individual education meeting.

XXV . Parent/Visitor/Volunteers
Manit ou Springs School District # 14 want s to have account ability of all
people in the schools. To accomplish t his, all outside door s will be locked
except the front door. All parents/visit ors/ volunteers are required to sign
in and receive a pass at the main of fice to bring their child to class. Using
the Preschool Parent Sign | n/ Sign Out book, please sign your child in at the
main of fice when when you come in the front door. You must alsoreturn
your pass and sign out at the same location.

A. Each day as students enter the classroom, attendance will be t aken.
Throughout the day, the teacher and assistant will use counting
techniques and attendance to identif y where children are at all times.
When class is over, each student must be seen leaving wit h an
approved adult .

B. Visit ors and volunt eers are welcome in t he pre school program.
Volunt eers must coordinat e their schedule wit h the classroom t eacher.
| f you wish to volunt eer, you must fill out and return the background
information release form for volunteers prior to entering the school.

XXVI11. Parent Conferences
A. Parent Conferences for peer models are conducted twice a year. Please
see the school calendar for dates.



B. Parent conferences for students wit h special needs are conducted twice
ayear. |naddition, there is an annual review of the student Os EP.

C. A parent may ask for a conference at any time. Please make your re quest
through the classroom t eacher.

XXI X. Child Abuse Reporting
All employees have the re sponsibility to report suspected child abuse tothe
Depart ment of Human Services in El Paso County. See number listed below.

XXX. Complaint Procedures
A. Please contact the classroomteacher first. If the dif ficulty cannot be
resolved t hrough t his means, please cont act the school principal at 685-2195
if you have any concerns about t he operation of the preschool program. In
the case of suspected child abuse by a preschool staff member, immediat ely
contact the principal. | f, however you wish to report any incident directly to
social services you may do so by calling:

El Paso County Depart ment of Human Services
105 Nort h Spruce Street
Colorado Springs, CO 80905 Child Welfare Hot line: 444-5700

| f it is suspected that a staff member has abused a st udent, you may re port
this directly to the Depart ment of Human Services Division of Child Care at:
1575 Sherman Street, Denver, CO, 80203-1714 or by calling 1-800-799-
5876.

B. Procedural saf eguards for students requiri ng special services are
discussed prior to conducting an evaluation of a child. Please follow

complaint procedures listed in the procedural saf eguard s handout.

Updat ed: August, 2007



St udent Name

| have read a copy of the preschool program handbook
and agree to the policies and procedures.

Signat ure Date



