FPDS Parent Handbook 2011-2012

FPDS Details

Days and Hours of Operation
School hours are from 9 am to 2 pm on the following class options: Wednesdays, Tuesday/Thursday, Monday/Wednesday/Friday and Monday through Thursday.  Please arrive as close to 9:00 as possible.  Teachers cannot accept children earlier as they are preparing the rooms and lesson plans during this time. Late arrivals upset the routine of the class, and it is hard on the child to arrive when everyone else is already involved and he or she has missed some of the instruction. 

Please be prompt in picking your child up at 2:00.  A child becomes worried and upset when he or she is left after other children are picked up.  

A late fee of $10.00 will be assessed for the first 10 minutes late and $2 for each additional minute thereafter. You must pick up your child in the office if you are late. Habitual lateness may result in additional fees or withdrawal from the program.

Enrollment and Request for Space
A registration form must be completed and turned in with an enrollment fee. Although this fee is non-refundable, it will be applied as your Fall Semester Supply fee.  A Spring Supply Fee will be due once again in January. 
In late February or early March, a 2-week enrollment opportunity for the next year will be given to:
· Children currently enrolled at FPDS
· Siblings of currently enrolled students
· Children of FPC members

Enrollment will be opened to the public after these groups have been served. A waiting list will be compiled, and openings will be filled in the order the names are placed on the list with respect to age and boy/girl ratio. A Health and Immunization Form and All About Me form are due at the time the child starts school.

Families must be current in their financial obligations to the school in order to register for the upcoming year. Students will be assigned to a class according to their birth date.

Tuition
Tuition is calculated for the entire year and split into nine equal payments, September through May. It is the same each month, regardless of how many school days or holidays are in each month. Payment envelopes will be provided to serve as a reminder of tuition and to make payment convenient.

Tuition is due by the 10th of each month beginning in September. A late fee of $25.00 will be charged for payment not received by the 10th of the month unless you have made prior arrangements with our office.  Students are subject to dismissal from enrollment after the 25th of the month for non payment and may be replaced with another child from the waiting list. No refunds are made for withdrawal and a 30-day written notice of withdrawal is requested. 

What to Bring to School
*Come to school dressed in play clothes and tennis shoes or a similar type of closed toe shoe. All belongings should be labeled with your child’s name. 
*A complete change of clothes, including socks.   It is convenient to store all of this in a gallon-sized storage bag.
*A well-balanced lunch, including a non-carbonated drink. Please try to include foods that contain Vitamins A and C. A cold pack needs to be put in each child’s lunch box if perishable foods are included. Any lunch not eaten will be left in the lunch kit to be taken home. Snacks are provided as part of the regular program.
* A bag for his/her belongings.
* A washable nap pad or blanket for naptime. Toys should be left at home except for “security” items like a blanket, pacifier, or stuffed animal.
*A spill-proof cup of water to drink during the day in addition to what is in their lunch. 
*Please send children wearing diapers in clothes that will be easy for changing diapers.  In particular, if a child wears a one-piece outfit, it must have snaps in the legs that come completely apart with no solid cuff that the child’s foot must be pulled through. The child should have 4 diapers available each day.
 
What not to bring to school:  Absolutely no guns, war toys or other toys of destruction.  Party invitations may not be distributed at school.

General Guidelines and Policies

Age Requirements
FPDS serves children 20 months through Pre-K.  To be eligible for enrollment in each class, the child must be the specified age on or before September 1st of the school year.  Adjustments in the number of classes available per age group may occur due to demand and length of waiting lists. 

Advertising/Use of Cubbies
Students’ cubbies are not to be used as distribution points for any outside materials.

Birthdays
Birthday invitation can be distributed at school only if every child is invited. A class roster will be provided.

Parent Communication
Parents are required to use the sign-in/sign out sheet at the front of the church. 

Teachers will communicate to parents in a variety of ways such as a daily information sheet and a monthly calendar. FPDS will publish monthly newsletters indicating school-wide information and events or memos, as needed.

We welcome your feedback. Parents may contact the Director for any questions, concerns, or praises about the policies or procedures of the school. The Ministry Team members are listed in the church directory and are available to give information about volunteer opportunities, tours of the school, and collect suggestions for school improvements.

Conferences and School Visits
Parents of Four’s students will be asked to attend a scheduled parent conference during the spring. It is our policy not to discuss concerns about children at the classroom door in front of the students and/or other parents.  Teachers will send notes home, make phone calls, or schedule a time to talk with parents privately. 
Parents are welcome to visit the school at any time.  Volunteer opportunities are available for parents.  Observers must check in through the office.

Discipline and Guidance
Discipline is individualized and consistent for each child, appropriate to the child’s level of understanding, and directed toward teaching the child acceptable behavior and self-control.

Teachers may only use positive methods of discipline and guidance that encourage self-esteem, self-control and self-direction, which include, at least, the following:

· Using praise and encouragement of good behavior instead of focusing only upon unacceptable behavior
· Reminding a child of behavior expectations daily by using clear, positive statements
· Using brief supervised separation or time away from the group, when appropriate for the child’s age and development, which is limited to no more than one minute per year of the child’s age

FPDS faculty and staff are trained in problem solving and have age-appropriate expectations and guidance techniques.  There will be no cruel, harsh or unusual punishment, and no child shall ever receive corporal punishment.  If very difficult behavior occurs where the child does not respond to the normal ways of gaining cooperation, a brief, supervised separation from the group may be used in the office.  Should further guidance be necessary, parents may be asked to pick up the child from school.  On rare occasions, the Director reserves the right to counsel with parents and possibly remove the child from FPDS either temporarily or permanently.

Emergency Procedures
Fire drills are practiced monthly in each classroom.  Severe weather drills are practiced every 6 months.
In the event of emergency sirens or tornado alert, children will be moved to the most secure level of the church.  Should a major emergency occur, where the building must be evacuated, children will be moved to Aledo High School.

Cancellation of Enrollment
Some children are not ready for group activities at these early ages.  If, in the judgment of the leaders of FPDS, a child is not ready, the school reserves the right to request cancellation of enrollment.  In this event, any unused tuition would be refunded.
If, for other reasons, a child is withdrawn by the parents, the school requests one month’s written notice (submitted to the Director) and full payment for that month.  This will enable the school to fill the vacancy from the waiting list.

Equal Opportunity
FPDS admits students of any race, color, nationality or ethnic origin to all the rights, privileges and activities generally accorded to students at the school.

Field Trips
Field trips are scheduled for four year olds on non-school days. Parents will be notified in writing of the designation, time, and parents will be drivers for the trip as FPDS does not provide transportation.  Each transported child must have a safety seat or seat belt, according to their age/weight. 

Students under 4 years of age will not be taken on field trips, but may use other FPDS facilities for special activities.

Illness/Accidents
If a child appears ill, and cannot fully participate in the regular routine, his/her parents will be asked to take the child home.  Any child with vomiting, diarrhea, an undiagnosed rash, or fever over 99.6 will be sent home.  Children should be free of fever, vomiting, and diarrhea for at least 24 hours, without the aid of medication, before returning to school. 

All communicable diseases, including chicken pox, measles, mumps, hepatitis, meningitis, etc., must be reported to the teacher and/or the Director so we can, in turn, make our report to other parents and the Health Department. Licensing requires that after ANY serious or communicable illness, the parent must bring a readmitting slip from the child’s physician stating that the child is able to participate in normal class activities (including outdoor activities).

If a child is chronically ill with a non-infectious disease (asthma, etc.) parents may be asked to stay with the child during the daily outdoor period for a few days until the child can resume the normal routine. If emergency medical care is warranted, we will attempt to contact the parent or guardian, child’s physician, and contact the parents through any of the persons listed on the emergency form.  For this reason, it is IMPERATIVE that the school has the necessary information and authorization for medical care for each child enrolled.  In the case of serious injury, the parents will be notified immediately. A report will be made that requires a parent signature and will be placed on file in the office. Minor scrapes will be reported via a teacher note, with no signature required.

Each child must have a current Health Form and it MUST BE ON FILE AT THE SCHOOL within 10 days after the start of school.  Specific requests for non-compliance with this requirement must be obtained from the Director at her discretion. For the Health Form to be valid, it must:
a. Show the child has had a physical exam within the last year, and be signed by the child’s physician
b. Show that the child has been completely immunized (according to state requirement for the child’s age); and
c. Show proof that children ages 4 years old and older who attend five days per week have had vision and hearing screening (by a qualified examiner).

Medication
FPSD will not administer any medication, including sun screen, insect repellent, or diaper rash ointments. Exceptions are made only for prescribed medications for the safety of the child (Epi pens, rescue inhalers, etc.) if a parent is not immediately available. Licensing requires that prescription medication be in the original container labeled with the child’s name, date, directions, and physician’s name. 

Parent Review of Minimum Standards for Licensed Child Care Centers
The FPDS office has a copy of Minimum Standards, which is available for parents to review by the sign-in books.  All licensing and inspection reports will be posted in the FPDS office and available for parent inspection.

Parents may contact the local licensing office, the PRS child abuse hotline, and the PRS website for information or questions concerning this program or for general licensing information.
Local licensing information:  817-321-8000
Child Abuse Hotline:  1-800-252-5400            PRS Website:  tdprs.state.tx.gov

Pets and Toys
Unless otherwise requested by the teacher, outside toys must not be brought to school. Classroom pets are limited to small rodents (hamsters, gerbils, guinea pigs, etc.) or aquarium fish.

Release Policies
A child will not be released to anyone other than a parent, unless written authorization by a parent is presented to the teacher or is listed on the Registration form. If someone new is picking up your child, they will be required to show a driver’s license to verify their identity. Any last minute change in pick-up arrangements done by telephone must be authorized by the FPDS Director or staff.  In the case of non-custodial parents, a copy of custody and visitation papers must be on file in the FPDS office.

Release of School Records and Confidentiality
Class rosters, with name of parents, address, and phone numbers are distributed by class to enrolled students to help foster relationships outside of school and for ease of mailing invitations, etc. Pictures are taken of children at school during various activities so that we may share these events with you. Photo CD’s are given to parents at the end of the year as a small token of our appreciation for you sharing your child with us. Any parent NOT wishing to be a part of the distributed class roster or have their child photographed should notify FPDS in writing.  FPDS maintains complete confidentiality concerning students’ school activities and records. 

Safety and Security
It is a primary goal of FPDS to ensure the safety of students and staff during school hours.  These policies are designed to maintain a safe environment for the students.  All doors to the FPDS will be locked 15 minutes after classes begin and unlocked 15 minutes before dismissal.  Only adults with a background check through DPS and fingerprints run through the FBI data base will be allowed into the room with the children. Access to the area between those times will be given via the office doors on the side of the building.  All visitors and volunteers must check in at the FPDS office.


School Closings
FPDS follows Aledo ISD’s cancellation of classes due to bad weather as closely as possible.  If AISD schools are closed or open two hours late, FPDS will automatically be closed.  There will be no tuition or schedule adjustment due to bad weather or special circumstances.

Substitute Teachers
Parents may apply to be added to our substitute list.  Please complete the section for substitutes on the application for employment (available on our web site). This is a paid position and a great way to help offset your tuition! Applications, criminal history background checks and affidavits will be processed in the same manner as our staff. Fingerprinting is a requirement of the state as part of our background check and must be completed at your own expense. 

Transportation and Parking
Each family will provide transportation to and from the school for their child/children.  Parents are expected to park in the indicated parking spaces and escort their children inside. Please do not park in the circular drive or under the covered parking to escort your child inside, as we want the area closest to the church to be vehicle-free for the children’s safety.
 
Volunteer Information
Volunteers are welcome at FPDS. The school has many jobs to be done, including organizing and management of books and supplies, making sensory bins, sewing jobs/ items, and clerical needs.  
Volunteers must:
· Have activities approved through the classroom teacher and/or FPDS Director. 
· Sign in and out in the FPDS office and must present proper identification. 
· Follow FPDS staff policies for classroom practices.  FPDS reserves the right to dismiss volunteers if practices are not followed. Volunteers are never left alone with children.
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