HANDBOOK FOR PARENTS
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Tree City Preschool
1435 EAST MAIN STREET

P.0. BOX 646 KENT, OH 44240
330-673-5879 Ext. 16

United Methodist Church of Kent Tree City Preschool
David A. Palmer, Senior Minister Judith Dobbins, Director



OVERVIEW

Tree City Preschool of the United Methodist Church of Kent was first organized in the fall of
1967 under the direction of the Rev. Mr. C. E. Burkert, Minister of Education. The preschool
program was organized for four-year-old children and expanded in 1984 with a three-year-old
program.

Tree City Preschool is a ministry of the church which operates under the supervision and
guidance of the Commission on Education, Council on Ministries, and the Administrative Board.

The preschool is licensed by the State of Ohio under the Department of Job and Family Services.
The laws and rules are available at the preschool. The preschool’s licensing record, including
compliance report forms and evaluation forms from the health, building, and fire departments,
are available upon review from the Ohio Department of Job and Family Services.

This manual is concerned with the organizational policies and the standards which have been
approved for Tree City Preschool by the Administrative Board and those which are required by
the State of Ohio.

PURPOSE

Tree City Preschool is charged with the responsibility of giving three, four, and five year old
children in the church and community effective quality educational experiences which benefit
them in their emotional, intellectual, physical, spiritual, and social development.

STAFF
3's/ Young 4's 4's/ Young 5's
Marylee Richards, Co-Teacher Judith Dobbins, Director, Lead Teacher
Laura Raymond-Smith, Co-Teacher Lisa Dile, Teacher

Kristin Valente, Teacher

ENROLLMENT INFORMATION

Tree City Preschool meets in the church school wing of the United Methodist Church of Kent on
Tuesdays, Wednesdays, and Thursdays. The three year olds and young four’s meet in rooms 111
and 113. The four year olds/young fives meet in rooms 108 and 110. The classes are from 9:00
a.m. to 11:15 a.m. for the morning schedule and from 12:15 p.m. to 2:30 p.m. for the afternoon
classes. A lunch option is available to all students which extends their day by forty-five minutes.
Classes begin the second Tuesday in September and end the third Thursday of May. The yearly
tuition is divided into nine equal payments, of which one payment is the nonrefundable deposit
made at the time of registration.



Registration begins in January and continues until all openings are filled. The three year old’s
class is given two weeks priority for registration into next year’s pre-kindergarten program. Itis
then opened to the public on a first come, first served basis.

POLICIES

Entrance

1. Children may enter the three-year-old program if they are three years old on or before
September 30, or by special permission. Children may enter the four-year-old program if they
are four years old on or before September 30, or by special permission.

2. All children must be toilet trained before entering school.

3. No children will be permitted to leave the school grounds with a person other than parents or
designated drivers. The only exception is with prior written permission. Parents and/or
caretakers must be certain that a staff member is aware of each child’s arrival and departure at
the school. No child shall ever be left alone or unsupervised.

4. Parent Rosters are available upon request. Parents not wishing their names and phone
numbers included on this list should notify the school immediately. Student names do not appear
on this roster, only the parent/guardian.

Withdrawal

1. Parents may withdraw their child at any time as they deem necessary. Two weeks notice is
requested, but not required. Tuition is due for the entire month in which the child last attended.

2. Children may be withdrawn by the director under the following conditions:
a) Lack of toilet training as determined by three or more toileting
accidents within a four week period.
b) Continued aggressive behavior which puts the child, the staff, or
other pupils at risk, as determined by three or more incidents
within a four week period.
¢) Non-payment of fees.
d) Disruptive behavior of a parent or caregiver which interferes
with the proper function of the school, as determined by the
director.



Financial Arrangements

1. The preschool requires tuition payment by the first Tuesday on which school is in session
each month, or by special arrangement with the director.

2. Full tuition is expected of each student regardless of the child’s attendance record.
3. No rebates or discounts are available at this time.

4. Early Arrival/Late Departure: Teachers use the time before and after school for planning the
day’s activities, setting up or closing up for the day. It is an important time and helps the days
run smoothly. For this reason the children are to arrive no earlier than 8:45 a.m. or 12:00 noon
and depart promptly at 11:15 a.m. or 2:30 p.m. respectively. Tree City has no programs for
surround care for children before or after school. Occasionally, provisions can be arranged for
early arrival or late departure on a very limited basis. Please talk with your teacher for the cost
and possibility of making such arrangements.

5. Overtime charges: There is no charge for the first five minutes after the end of each class.
There is a $5.00 fee for the next ten minute period, or any part of that period. There is an
additional charge of $5.00 for every fifteen minute period, or any part of that period, thereafter.
Continued late pick-up can be grounds for dismissal. Early arrival charges follow the same
guidelines.

6. Tree City Preschool makes a contribution to the church to defray expenses of utilities and
maintenance. All of the school’s income results from tuition.

7. 'You may be eligible to claim preschool tuition on your tax forms if you use the preschool as

childcare while you work or attend school. Check with your tax preparers for eligibility
requirements. Our tax identification number is # 34-0768862.

Insurance and Travel

1. The United Methodist Church and Tree City Preschool provide insurance for all school
activities for each child while classes are in session.

2. Parents are responsible for travel to and from school. We strongly recommend the use of car
safety restraint systems with all children. The law requires that children under four years old and
weighing less than forty pounds be placed in an approved child safety seat.

3. Parents are responsible for travel to and from all scheduled field trips and for their child’s
supervision during the event. Parental permission slips are required. A person trained in first aid
will be available on each field trip and special outing. During field trips away from the center,
the school will provide a First Aid box that meets the requirements of Rule 5101:2;12-33 of the
State Administrative Code, and a name tag will be attached to each child stating the school’s
name, address, and telephone number.



Safety and Discipline

1. Tree City Preschool teachers, employees, and volunteers will not administer any form of
corporal punishment. The primary method of discipline used is discussion and redirection. If
applicable, children are offered the opportunity to resolve the conflict between themselves by
discussion with teacher mediation. Isolation with teacher supervision will be used for extreme
discipline. Continual, disruptive behavior will be discussed with the parents and can result in
dismissal from the program.

2. Tree City Preschool complies with health, fire and civil defense regulations. The staff is
trained to respond correctly in the event of an accident, fire, or other emergency. There will be
monthly fire drills, an annual disaster drill, and an annual lockdown drill. A plan is posted in
each classroom which explains action to be taken and staff responsibilities in case of fire,
weather, or other emergencies. There is immediate access to a working telephone in Room 110
of the preschool.

3. The classrooms are adequately heated, lighted, and ventilated. The toilets and washbasins are
sanitary and sufficient in number.

4. No aerosol spray cans are used at the school when the children are present.

5. Teachers are aware of the signs of child abuse and are required by law to report any
suspicions to the proper authorities.

6. When an accident or injury occurs, or when any other incident necessitates the emergency
transportation of a child, the center will complete an incident report. A copy of the report will be
provided to the child’s parent/guardian on the day of the incident, as required by the State of
Ohio. Parents/guardians will be asked to sign a second copy of the Incident Report which will
then be kept in the child’s file for a period of one year as required by the Ohio Department of Job
and Family Services. If a child is transported for emergency treatment, the child's health and
medical records shall accompany the child. The center administrator or staff member shall stay
with the child until the parent or guardian assumes responsibility for the child's care. 5101:2-
12:34

7. No child will ever be left alone or unsupervised.

8. In compliance with Ohio code 5101:2-12-14, “the center shall provide outdoor play each day
in suitable weather for any ... preschool child ... in attendance for more than four consecutive
daylight hours. “ We will use the outdoor playground whenever possible. With the following
exceptions:

Temperature below 40 or above 85 degrees Fahrenheit
Rain and/or lightening

Icy conditions

Excessive wind chill or humidity levels

Excessive snow



Insect or animal problems (to be dealt with by staff as soon as
possible)

Other temporary dangerous conditions as determined by director,
(such as mowing or construction)

A suitable indoor area is available daily for large muscle play.

9. School cancellations because of weather are in effect according to Kent Public Schools. This
is reported on all network news programs. The Preschool is not listed separately.

10. Dress for safety. Comfortable, loose-fitting play clothes and well-fitting sneakers or sandals
with non-slip soles are the suggested attire for our students. Please avoid the following: full-
length dresses or shirts; excessive jewelry; make-up; platform or high-heeled shoes, clogs, flip-
flops, jellys; costumes; hats worn inside; belts and purses.

11. Tree City Preschool does not participate in any type of swimming activity.

12. In case of building evacuation, we will relocate in the United Church of Christ 1427 Horning
Road 330-673-9534. The teachers and children will evacuate the building by the south Sunday
School wing door, proceed to the sidewalk, walk hand-in-hand to the intersection of Horning
Road and State Route 59, cross at the crosswalk, and proceed to the front entrance of the United
Church of Christ. Parents will be contacted immediately and may pick up their children at that
location.

Health

1. Physical health exams are required by the State of Ohio within thirty days of the opening of
school and annually thereafter.

2. Any child with a contagious or undetermined illness will not be admitted to class. Parents
will be called in the event of a child’s becoming ill during school. In cases of emergency, every
effort will be made to reach the parents. Children exhibiting the following symptoms should not
be sent to school:

a) Diarrhea — more than one abnormally loose stool within a 24-
hour period.

b) Severe coughing, causing the child to become red or blue in the
face or to make a whooping sound.

c) Difficult or rapid breathing.

d) Yellowish skin or eyes.

e) Conjunctivitis.

f) Temperature of 100 degrees Fahrenheit taken by the auxiliary
method when combined with any other sign of illness.

g) Untreated infected skin patches.

h) Unusually dark urine and/or gray or white stools.



1) Stiff neck, sore throat or difficulty in swallowing.

J) Evidence of lice, scabies or other parasitic infestation.
k) Vomiting.

I) Unusual spots or rashes.

If any of these symptoms are noted while the child is at school, the child will be isolated
immediately (under continual staff observation), made comfortable on a cot with clean bedding,
observed for continuing or worsening conditions and discharged to the parent as soon as
possible. The cot, all bedding and any area or item possibly contaminated by the child will be
cleaned by laundering or washing with an appropriate germicidal cleaner before being used
again. A communicable disease chart and a dental emergency chart (with procedures to be
followed in the event of a dental emergency) are available in the hallway for parents’
information and examination.

3. In the event of the illness of a staff member, substitute teachers will be available.
4. Tree City Preschool teachers will administer no medication of any kind.

5. Mild Illness: “A child who does not feel well enough to participate in activities, but who is
not exhibiting any of the symptoms specified in paragraph B of Rule 5101:2-12-50.” Such
children may remain at the school and participate as they are able. Parents will be notified upon
pick-up and an observation form will be filled out and sent home with the child.

6. Any child absent from school due to any contagious illness other than coughs and colds will
not be readmitted to class without a doctor’s written consent. Parents must report any
communicable disease to the teachers so other school families can be notified.

7. Parents will be notified promptly, as required by law, of their child’s exposure to certain
communicable diseases. This will be in the form of notices sent home with each child and a
posted notice in the classroom.

8. All staff members receive physical examinations as required by the State of Ohio.

9. The staff renews training in first aid, communicable diseases and child abuse recognition
every three years. A staff member trained in CPR is available in each classroom. A person
trained in first aid will be available on each field trip and special outing.

10. If parents need assistance with problems or complaints related to the preschool program,
they should contact the director.

11. Employee concerns, problems, or complaints related to the preschool program should be
discussed with the lead teacher, the director, the chairperson of the Education Commission, or
the Senior Pastor.



License Review

The current school license is posted outside of Room 108. The state laws and rules governing
child care are available for review upon request. They are located in Room 108. Tree City
Preschool’s licensing record including compliance report forms and evaluation forms from the
health, building and fire departments are available upon request from the Ohio Department of
Job and Family Services. The Ohio Department of Job and Family Services has a toll free
number which may be used to report a suspected violation of the law and rules by the center
which is 1-800-686-1581.

The license capacity for the center is as follows:
Infants: 0  Toddlers: Preschool: School Age:

The Tree City Preschool exceeds the following staff/child ratios and group sizes which are
required by Law:

Preschool for children age 3 years: 1 teacher for 12 children

Preschool for children age 4 and 5 years: 1 teacher for 14 children

Parents Are Welcome

We encourage parent involvement. This is necessary as they visit school, discuss policies, make
suggestions, and participate in the activities, including snacks for each day and special occasions.
Parents are permitted to visit at any time. One of our goals is to encourage the child’s
independence. In order to facilitate this development, we ask that you limit the frequency and
duration of your visits.

For safety reasons, exterior access doors to the Preschool wing of the church may be locked.
Parents/Guardians can access the children at any time using the church office entrance. The
parent/guardian must notify the director upon entering the premises.

Preadmission interviews between the lead teacher and the child and parent are required.

We expect parents to share in their child’s progress at school. A conference between the parents
and teachers of each child will be scheduled during each school year. Additional conferences or
discussions are available upon request.

We will abide by all court directed custody agreement procedures. Custodial parents are
responsible for providing a copy of the agreement for the child’s school file.

Newsletters are distributed throughout the year to keep parents informed and involved in the
program.

The parent/guardian must sign, date, and return to the teacher a statement verifying the review
and receipt of these written policies and procedures per state regulation 5101:2-12-30. This
statement is attached to the back of this booklet.



Tree City Preschool Philosophy for Three and Young Four Year Olds’ Class

We believe that learning for the young child should encourage his/her developing social,
emotional, cognitive, communicative, and physical growth. This learning will be developed in a
guided play environment that includes a wide variety of experiences. Within the program
developmentally appropriate play, active exploration, movement opportunities will be available
to help children observe, investigate, seek, and acquire new information about themselves and
their world. The program will provide enough regularity in daily routine so as to give each child
a feeling of security. The opportunities will encourage the child to demonstrate and practice self-
help skills as they are developing their independence.

The individuality and diverse needs of young children are recognized and respected. All
children grow and develop at different rates. The teacher’s role is that of encourager. Interacting
with the children, the teacher will seek to nurture the child’s social, emotional, intellectual, and
physical/motor development.

We believe that the school and the home should have close communication so that the child feels
secure and happy and grows to his/her best potential.

Objectives

To foster security with designated adults who are not members of the family.

To foster curiosity for exploring and investigating their environment and world.

To engage in simple conversations

To encourage children’s play as it moves from associative to cooperative play.

To encourage the development of small muscles.

To develop control in using large muscles.

To foster the ability to make good choices.

To foster the child’s self image and good feelings about self and abilities.

. To develop self-expression in art, music, and creative movement.

10 To foster taking turns and listening to each other’s ideas in a group setting.

11. To follow verbal directions with one to three parts.

12. To encourage independently taking care of clothing, feeding, toileting, and hand-washing
needs.

13. To encourage independence in obtaining supplies needed for an activity and the clean-up that
follows play.
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Daily Schedule for Three and Young Four Year Olds’ Class

9:00 a.m. Small group activities:
(12:15 p.m.) Room 113 Art/Center Play
Room 111 Language/Math/Science/Center Play

9:40 a.m. Music/Snack
(12:50 p.m.)

10:15a.m. Small Group Activities repeated
(2:20 p.m.)

10:45 a.m. Play Room for Gross Motor Play
(2:00 p.m.)

11:00 a.m. Story Time
(2:15 p.m.)

11:15a.m. Morning Dismissal from Room 104
(2:30 p.m.)  Afternoon Dismissal from Room 104

Morning Lunch 11:15 a.m.-12:00 Noon
Afternoon Lunch 11:25 a.m.-12:10 p.m.

10
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Tree City Preschool Philosophy for Pre-Kindergarten

It is our belief that children of this age learn best when offered educational experiences which are
carefully planned to facilitate the emotional, social, perceptual, conceptual, cognitive and
spiritual growth of the child. Our children are encouraged to explore, inquire and discover
within a safe, structured environment, under the guidance and supervision of qualified teachers.

Differences in social, physical, cultural and intellectual development are recognized, welcomed
and nurtured as positive aspects of the children's school experience.

It is our belief that the value of the total child, as he comes to us, is inestimable. We simply
strive to foster his continued growth through a program both safe and stimulating, and serve to
ease his eventual progress to kindergarten.

Objectives

1. To foster security with designated adults who are not members of the family.
2. To foster excitement and curiosity about learning.

3. To foster successful social interaction.

4. To develop and encourage the use of small and large muscles.

5. To assist in the development of decision-making skills.

6. To foster the child's self-image.

7. To develop self-expression in art, music, and creative movement.

8. To develop independence with self-care skills.

9. Todevelop appropriate behavior concerning actions and their results.

10. To introduce kindergarten skills and readiness activities.
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Daily Schedule for Pre-Kindergarten

9:00 a.m.
(12:15 p.m.)

9:10 a.m.
(12:25 p.m.)

9:20 a.m.
(12:35 p.m.)

9:35a.m.
(12:50 p.m.)

9:45 a.m.
(2:00 p.m.)

10:00 a.m.
(2:15 p.m.)

10:10 a.m.
(2:25 p.m.)

10:30 a.m.
(2:45 p.m.)

11:10 a.m.
(2:25 p.m.)

11:15a.m.
(2:30 p.m.)

Arrival — The children may choose from a selection of table activities including
puzzles, coloring, manipulative toys, sandbox and books. Show and tell takes
place during this time. Children have one assigned day each week when they
may bring one item from home to share with the class.

Opening circle — We plan our day during this time. The children alternate as
helpers as we discuss the day and date, the weather, snack-time, holidays, current
events, birthdays and other things of interest that are happening that day.

Activity — This is the time for structured, teacher directed activities to improve
the child's skill in a variety of areas. Activities include: sequencing, left to right
orientation, number recognition and matching, alphabet recognition and
matching, direction following, shapes, cutting, glueing, etc.

Music and memory — Included here are rhythms, dancing, finger plays, song and
verse memorization, and movement to music.

Recess — Free play in the gross motor room, outside on the playground, or in the
classroom. Physical activities are also developed here. They include such skills
as balancing, ball throwing, hopping, skipping, and dancing.

Story — The children develop their listening skills and attention span by daily
stories.

Snack — Nourishing snacks provide the opportunity for children to use their
social skills. Many health tips filter in here as we discuss hand washing, eating
habits, good foods, etc. Prayer is always offered before snack since we consider
it vitally important to develop the child's spiritual as well physical, social,
emotional and intellectual growth.

Freeplay — Children may choose from any of the toys and activities within the
classrooms. A selection of art projects and discovery experiments are also
available at this time.

Closing Circle — We review our day's activities, prepare for our next day of
school, and play games encouraging the development of kindergarten skills.

Dismissal — Children are responsible for putting on their own coats and should
collect their papers and show and tell items to take home.



