Parent Policy Handbook
Horne Memorial Preschool, Clayton NC

Welcome friends! We are excited for you to be a part of Horne Memorial Preschool. The following
information is to inform you of the policies of Horne Memorial Preschool and to answer any questions
you may have. Please take some time to review this handbook.

Contact Information

e Preschool Director: Holly Patton — holly.patton@horneumc.net
e Phone: 919-553-6464 x130
e Address: 121 E. 2nd Street, Clayton, NC 27520

Mission Statement

Our mission is to provide a wide variety of fun and educational activities in an organized church-run
preschool setting. We will promote learning, cooperation, socialization, and a positive first school
experience.

Staff

We believe that one of the keys to a successful preschool is a strong staff. The Horne Memorial
Preschool staff are gifted and unique individuals, each with their own gifts and talents. What they have
in common is a love of teaching children and a love for Christ. We believe it is both a privilege and
responsibility to care for and nurture your child.

What to Bring to Preschool

Your child will need to bring a full-size bookbag to school each day. Check your child’s bag at the end of
each day as teachers send home artwork, papers, and/or forms to return to school or keep at home.

Each child is required to keep a seasonal change of clothes at preschool to include shirt, pants,
underwear, and socks. Please place these items in a zip lock bag with your child’s first and last name
on it. You will keep this in your child’s bookbag.

What to Wear to Preschool

Play clothes and tennis shoes or rubber-soled shoes are best for preschool as we do many different
things such as messy art and outdoor play. Simple clothing free of complicated fastenings and dressing
in layers are a great way to dress. We plan to go outside every day so provide your child with sweaters,
jackets, and coats when necessary.



Toys From Home

Please leave personal toys, books, etc. at home unless the teacher requests such things for sharing
days. Toys can get lost or broken and cause distractions. No guns, knives, or other weapons are
allowed at preschool.

Curriculum

Our instruction is designed to prepare the children for kindergarten through fun learning experiences
designed to foster a love of learning. Teachers will guide the children through a daily routine that
includes self-directed and teacher-directed activities. Children will learn through a combination of circle
time, seatwork, centers, crafts, play, outdoor activities, and more.

Parent Participation

We encourage families to get involved and help build a strong partnership with our staff. Below are
some ways you can get involved.

e Substitute (background check required and a minimum of 6 months enrollment in preschool)

e Serve on the Teacher Appreciation Committee

e Attend field trips (our staff does not transport children)

e Attend special programs — Harvest Parade, Grateful Gathering Thanksgiving Program,
Christmas Program, Donuts with Dads/Dear Ones, Mother’s Day Tea, and more.

Meals and Snacks

Please send a healthy lunch for your child. Do not include items that must be heated. If food needs to
remain cool, please include an ice pack in the lunch box. Label the lunch box and all permanent
drink/food containers with your child’s name. Our 2-year-old classes have snack time, our 3- and 4-
year-old classes do not. The 2-year-old teachers will let you know how they handle shack time in their
respective classrooms.

Enrollment/Tuition

Our preschool is open to all children who may benefit from our program. In the event it is determined
that our facilities and staff are not best suited for your child and their development, we may ask that you
withdraw your child to find a more appropriate setting to better assist in their development.

As we follow the Johnston County Public Schools policy on enroliment, the birthday cut off is August
315t of the enroliment year.

Children enrolling in our 3s and 4s class must be fully toilet trained and able to use the restroom
independently prior to the start of the school year. No diapers or pull ups are allowed in these
classrooms. Children who enroll and prove not to be completely toilet trained will be withdrawn.

There is an annual non-refundable $150 enroliment fee due at the time of registration.



Tuition is due on the 1%t of the month. A $15 late payment fee will be added to any account paying after
the 5" of the month. Tuition is recorded as paid on the date it is received by the Finance Director of
HMUMC, not the date on the check. Tuition payments may be paid with cash, check, or by credit card
on our web page. Horne Memorial Preschool reserves the right to increase tuition to maintain the
quality of our program.

Tuition payment reserves your child’s space in the preschool, regardless of attendance. Our operating
costs are based on enroliment, and these costs remain the same each month. For this reason, no
adjustments are made based on attendance, illness, injury, vacations, holidays, or inclement weather.

Priority Enrollment is as Follows:

1) Horne members and currently enrolled families who are repeating an age level

2) Currently enrolled families

3) Community families

4) Those wanting to be added to a waiting list when the class is full, will pay "% of the non-
refundable enroliment fee to secure a spot on the waiting list.

Scholarships may be offered on a need basis and will be reviewed annually by the Scholarship
committee to determine eligibility and the amount of the scholarship to be awarded.

Classes Offered (Monday -Thursday 9am-1pm and Friday 9am-12n)

1) Two Year Olds
a. Tuesday/Thursday (bring your lunch) $220/month
b. Monday/Wednesday/Friday (bring your lunch M/W) $255/month
2) Three Year Olds
a. Tuesday/Thursday (bring your lunch) $220/month
b. Monday/Wednesday/Friday (bring your lunch M/W) $255/month
3) Four Year Olds

a. Tuesday/Thursday (bring your lunch) $220/month
b. Monday/Wednesday/Friday (bring your lunch M/W) $255/month
c. Monday-Thursday (bring your lunch) $300/month
d. Monday-Friday (bring your lunch M/T/W/Th) $350/month

Tuition Discounts

e Paid in full: Parents will receive a 5% discount on yearly tuition if paid in full by September 30™.
(Monthly Tuition x 9, minus 5%)

e Siblings: If two or more children are enrolled in preschool, you will receive a 5% discount off the
combined monthly total. (monthly tuition child 1 + monthly tuition child 2 = total tuition, minus
5%)

e Paid in full and siblings: You can combine annual paid in full discount with sibling discount for a
total 10% discount. (monthly tuition child 1 + monthly tuition child 2 = total tuition, minus 10%.
This total tuition with 10% discount x 9 months)



Late Fees

A $15 late fee will be added to any account paying tuition after the 5" of the month.

A late pick-up fee of $10 will be charged to your account each time a child is not picked up by
1:10pm Monday-Thursday and 12:10pm on Friday.

4-year-olds will not be permitted to graduate if there is an outstanding balance on your account.
2-year-olds and 3-year-olds will not be permitted to enroll next year if there is an outstanding
balance on your account.

Other Fees

Our 4-year-old classes subscribe to the monthly Clifford magazine. This fee is due in
September.

Most field trips have additional fees for both parents and students. You will be notified in
advance so you will have time to plan and submit the payment.

In November, our Grateful Gathering/Thanksgiving Celebration is catered so parents do not
have to cook and transport hot food for our meal. There is a small fee for this, due in early
November.

In April, there is a graduation fee for each of our graduating students to cover the cost of your
child’s cap, gown, and tassel.

On some occasions your teacher may ask for a special fee to cover a project that is not covered
by the cost of tuition.

Fundraisers are sometimes held during the school year. Parents are asked to assist with these
when needed. Your participation is greatly appreciated.

Closings

All school closings (except for unexpected weather closings) are listed on the school calendar which
can be found on the last page of this handbook. No credit is given for days missed for inclement
weather. These days may or may not be made up. In some cases, the preschool Director may decide to
hold preschool even if Johnston County Schools decide to close. Our county is large, and our local
conditions may allow us to hold preschool and still keep everyone safe. Weather closings will be
communicated through WRAL-TV, WTVD-TV, teacher emails, and Facebook.

The preschool will be closed for the follow:

Wednesday, Thursday, Friday for Thanksgiving

Christmas Break (approximately 10 days)

Good Friday, Easter Monday

Johnston County Schools Spring Break (approximately 5-7 days)
Johnston County Schools Teacher Workdays

Holidays observed by Horne Memorial UMC



If Johnston County Schools...

e Are Closed - We are closed

¢ Have a 1 hour delay — We will have a 1 hour delay (10am — 1pm/12n)

e Have a 2 hour delay — We will have a 2 hour delay (11am — 1pm/12n)

e Have a 3 hour delay — We will be closed

e Have early release — We will close at 12 noon (9am — 12noon)

e [f Johnston County schools should be dismissed during preschool hours, please pick up your
preschool child immediately, prior to picking up your school age children.

Iliness and Sickness

Whether you are at home, enroute to preschool, or any time during the day, children with the following
symptoms CANNOT ATTEND PRESCHOOL.

e Sore throat
e Cough that cannot be controlled
e Fever (above 100)

e Rash

e Earache

e vomiting

e Upset stomach/nausea
e Diarrhea

e “Green discharge” from nose
e Sores on the body

Lice

Infectious illness

If you are called to pick up your child from preschool due to any of the above listed symptoms or your
child becomes ill with one of these symptoms the night before, your child may not return to preschool
until their condition has been normal and fever free for 24 hours without medication.

If your child is being treated with antibiotics, they should be on the antibiotics for 24 hours before
returning to preschool.

Please notify your teacher if your child is going to be out of school.

Should your child’s teacher call and let you know your child is not feeling well and needs to be picked
up, you will need to be available to pick your child up within 30 minutes.

Toilet Training

e We require that students be fully trained before starting three-year-old and four-year-old
preschool. This means they must be able to:

o Recognize when they need to use the bathroom and communicate it to a teacher.

e Be able to pull down/up their pants and underwear independently.

e Sit on the toilet and complete the process without excessive prompting.



o Wipe effectively after urinating or having a bowel movement.

e Flush the toilet after use.

¢ Wash hands with soap and water after using the bathroom.

e They can briefly postpone going to the restroom (if they must wait on another child, need to be
walked to another restroom, or we are out of the classroom).

¢ No Pullup and diapers (even “just in case”).

¢ We understand occasional accidents happen. If a child has three accidents within a short
period, parents may be asked to take them home until they demonstrate consistent toilet
independence.

Medication

Teachers and the director will not administer medications. If your child must receive medication during
school hours, we ask that you come to school to administer it. If your child has an EPI pen, inhaler, or
other emergency medical medication, please talk to your child’s teacher so that arrangements can be
made to serve your child’s needs in case of an emergency.

Over the counter medicines, creams, lotions, powders, ointments, and sunscreen are considered
medication and will not be administered by preschool staff.

We are unable to provide an allergy free environment due to the various groups we share space with
during the year.

Allergies and Asthma

Allergies and asthma can produce life threatening emergencies. If your child has an EPI pen, inhaler, or
other emergency medical medication, be sure you have completed your child’s enroliment form
accordingly. If your child has an EPI pen, inhaler, or other emergency medical medication, you MUST
include an Allergy/Asthma Action Plan approved by your child’s health care provider along with a photo
of your child with the plan and enroliment form. This information will be posted in your child’s
classroom.

Your child’s safety and well-being are important to us. After the plan has been submitted and before
preschool begins, you will meet with your child’s teacher to discuss the severity of your child’s condition
and review the plan of action should action be necessary.

In the event the preschool cannot meet your child’s needs with respect to the allergy/asthma condition,
you may withdraw your child, or the preschool may decline the enroliment and refund the enroliment
fee.

Discipline & Conflict Resolution

Teachers have a responsibility to provide an atmosphere that is conducive to learning. Therefore,
teachers use positive methods of discipline such as redirection and discussion in the classroom to
ensure an orderly environment. Time-out is used for behaviors that are destructive or physically



harmful to others or themselves. Persistent and unmanageable behaviors are reported to the parents
and the Director.

When we have difficulty resolving a discipline issue, the parents will be contacted. If behavior/discipline
problems persist and cannot be resolved, such as consistently disrupting the class, excessive
aggressive behavior toward peers and staff, etc., Horne Memorial Preschool has the right to dismiss
the child from the school and have the parents find a more appropriate setting for the child.

In accordance with the laws of the state of North Carolina, Horne Memorial Preschool staff are to
refrain from corporal punishment. Children are not subject to punishment of a physical or psychological
nature.

Should your child’s teacher call and let you know your child has a discipline issue and needs to be
picked up, you will need to be available to pick your child up within 30 minutes.

Biting/Hitting

Biting is probably one of the most worrisome types of aggression we see in young children. It is usually
expressed when young children are in a social situation they find stressful and are unable to express
their frustration verbally. As educators, we work with parents of children that are biting to resolve this
issue.

Hitting in preschoolers is often the fastest way a big feeling gets out. Triggers include frustration,
wanting a turn, hunger, tiredness, and over-stimulation, usually linked to big emotions and
still-developing impulse control. As self-control develops, hitting typically decreases. Frequent intense
aggression that isn’t improving is worth discussing with your pediatrician. As educators, we work with
parent to help resolve this issue while keeping the children in our care safe.

This is our process for dealing with children who bite or hit:

¢ Both children are calmly separated.

e First aid is given to the child who was bitten/hit.

¢ The teacher talks to the child who bit/hit and tries to find out what caused the problem and gives
clear, age-appropriate redirection.

e The parents of both children are told of the situation without names being divulged.

e The teacher completes an incident report for both parents the day the incident occurred.

e Both the teacher and parent should talk with the child and try to give them other ways to
express themselves.

e When a child bites/hits for the first time, the child will be removed from the classroom and will
need to be picked up from preschool.

e If a child bites/hits a second time, the child will be removed from the classroom and will need to
be picked up from preschool. In addition, they will take a week or two break from preschool for
the parents to work on resolving this issue at home. This is not a punishment, this is a pause, a
time to grow a bit before returning to the group setting.

e Should there be a third time of biting or hitting, the parents will need to find another appropriate
setting for the child.

¢ We know these situations are hard and strive to always show care and grace we would want
extended to our own child. We are always available to talk.



Drop Off/Pick Up
Morning Drop Off

e Morning carpool runs from 8:55am until 9:05am.

e One week after the start of school we will have our “Independence Day” where the children will
independently walk from the car to their classroom. In other words, we will start our morning
carpool.

e The carpool line will start on Second Street and turn right onto Church Street. If you arrive on
Church Street, you will need to circle the block and pull up to the rear of the carpool line on
Second Street. This keeps the traffic flow and children safe.

e The parents pull up along the curb, and a staff member will help your children exit the car. They
will then walk the child to their classroom.

o If you would like to walk your child to the front door, a staff member will meet you at the door to
walk your child to their classroom.

Afternoon Pick Up

Any time someone other than those listed on your child’s form is picking up a child, the teacher is to be
notified in advance and the person picking up needs to be prepared to show identification. Should your
child need to be picked up early, please let your child’s teacher know so your child will be ready for you
and someone will be available to unlock the door.

e The main door and back door by the small parking lot will unlock at 12:45/11:45 for parents to
enter to pick up their child.

e At the classroom door, there will be a name card for each student. You will slide this card under
the closed classroom door. When your child is ready, the teachers will open the door, and your
child will come out to meet you.

¢ |f you would like to have a conversation with your child’s teacher, please stay after the last child
is picked up to talk. This allows for privacy and will not hold up other parents trying to pick up
children.

Confidentiality

We value the partnership created with parents and we respect open and honest communication. We
consider any information you provide to us about your child confidential, unless you specify otherwise.
Please inform the Director and your child’s teacher if there is a separation agreement, divorce decree,
court order or other legal agreement addressing custody of the child you are enrolling.

Parent Grievances

If a parent has a grievance, immediately notify the Lead Teacher of the issue. If the issue is not
resolved with the Lead Teacher, the parent should notify the Director in writing. The Director will
address the grievance with the staff member. The Director may seek assistance from the Preschool
Board if needed and will work to resolve it within a timely manner. Anonymous grievances will not be
accepted or investigated. All grievances must include the complainant’s name and contact information.



Withdrawal from Preschool

A 30-day notice, written to the Director, is required if you are planning to withdraw your child from the
program. Tuition will be due for the month the child is leaving as well as any balance on the account.

On rare occasions a child may be withdrawn on the recommendation of the preschool staff for the
welfare of the child, the welfare of the group, or the child’s development and safety. Before withdrawal,
attempts will be made with the teacher, parents, and any other agencies requested to help develop a
plan of action to best meet the needs of the child within a specified time limit. Horne Memorial
Preschool reserves the right to exercise this option if necessary.

A child may be withdrawn from the program for nonpayment of tuition and fees or for failure to adhere
to Horne Memorial Preschool policies. Any sibling registered at this time will also forfeit their place if an
older or younger sibling is withdrawn.

Summary

We look forward to getting you know you and your child as we help prepare your child for the future
while being nurtured in a Christian environment.
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