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Courthouse Christian
Preschool & Afterschool

Vision Statement

Connecting lives to build a community of faith that inspires hope, spreads love, and transforms the
world by igniting a passion for Christ.

Mission Statement
Our mission is to elevate child development to a new level by leading the social and emotional
growth and education of young children by providing a safe and welcoming environment with a
caring, educated, and professional staff that enables children to grow through play and establish
a foundation for life and a love of God.

We see serving children and their families as a crucial ministry, as Jesus said, “Anyone who
welcomes this little child in my name welcomes Me. And anyone who welcomes Me welcomes
The One who sent Me. The least important person among you is the most important.”
Luke 9:48
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Programs

Preschool Programs

e The Two-Year Old Community provides a beginning experience of the joys of learning,
focusing on socialization and age-appropriate skill development. There are 2 day (Tuesday
/Thursday) and 3 day (Monday/Wednesday/Friday).

e The Preschool Community is geared for 3, 4, and 5 year olds, and provides curriculum
designed to engage development of the whole child. There are 2 day (Tuesday /Thursday),
3 day (Monday/Wednesday/Friday), and 5 day communities which meet from 9:00-12:30.

e Extended Care Communities for Preschool Students:

o Before Care Community is offered 5 days a week from 7:00-9:00.
o After Care Community is offered 5 days a week from 12:30-5:30 and includes lunch
bunch as well as rest time.

e Summer Camps are geared for 3, 4, and 5 year olds (rising kindergartners). One week
camp sessions are offered in June, July, and August. Camps meet 9:00-12:30, with
extended care available.

e Your child is considered FULL CARE only if they are enrolled in the preschool program
from 7am-5:30pm which includes before care, preschool, lunch bunch and after care.

Program Ratios

Minimum staff to participant ratios required by Social Services:
o Age?2 1 staff to every 8 children
o Age3-5 1 staff to every 10 children

CCPA strives to go above and beyond the minimum requirement, so you will find our ratios on
most days to be as follows:

o Age?2 1 staff to every 5 children
o Age34 1 staff to every 6 children
o Age4-5 1 staff to every 8 children

Registration Procedures
Complete and return the registration packet with the appropriate registration fee. This fee is
nonrefundable unless withdrawal is due to a move from the area.
e Complete and return the following forms prior to the first day of school:
e Emergency Form
e Health form and immunization record
e Original birth certificate, hospital record of birth, or passport must be shown to the
Director or Assistant Director.
e Medication Acknowledge Packet

Preschool families are invited to a special Meet and Greet event the week prior to the start of
preschool. Parents should plan to attend this event with their child. This time will allow your child
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to meet his/her teacher and be introduced to the environment before the first day of school. In
addition, all preschool families are encouraged to attend our Parent Orientation, which is scheduled
for the end of August.

Termination or Early Withdrawal

Withdrawal Procedures

Two weeks written notice is required prior to withdrawing your child from any of the
programs.

On this withdrawal notice please include the reason for withdrawal, and final day of
attendance.

Your account will be charged for the two weeks from the day we receive written notice,
whether you child attends or not.

If your child is withdrawn the last month of the school year for reasons other than illness or
moving from the area, parents will be held responsible for that last month’s tuition.

Termination of Enroliment

If a child’s behavior issue has not been resolved after attempting a cooperative solution in
communication with the parents, then the program reserves the right to terminate a child’s
enrollment.

The final decision on termination will be the responsibility of the program Director (see
discipline for more information regarding student behavior).

See the Financial Policies section for more information on termination of enroliment due to
non-payment of an account.

Financial Policies

Tuition is based on the annual school year calendar. It is divided into equal monthly
payments at your convenience. Therefore, there is no tuition reduction for school
vacations, inclement weather days, holidays, or absences. Summer Camp and tuition is
based on weekly fees as stated in registration information.

Tuition for Preschool and Afterschool programs is due on the first of each month.

Fees for summer camps will be due as stated in the registration paperwork.

A late fee of $10 will be assessed after 5 days. Persistent tardiness in paying tuition may
result in escalation of this charge.

There will be a $25 fee for all returned checks. After 2 returned checks during one school
year, we will no longer accept checks for payment.

If an account is delinquent for more than 10 days your child will not be accepted back into
the program until your account is paid in full.

Financial assistance in the form of tuition reduction may be available. Please see the
Director for more information.

Payments may be received in the form of check, money order, bank check, cash, or
Brightwheel.

Payments may be made through Brightwheel, in the school office, handed to the Director
or Assistant Director, or handed to an aftercare supervisor.
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e Checks should be made payable to Courthouse Christian Preschool & Afterschool or
CCPA and have your child’s name (first and last) written in the memo section of the check.

e Tuition payments made in cash should be brought directly to the office or given to the
aftercare supervisor and a receipt for payment should be given.

e If an account falls behind by a month’s worth of tuition, parents should contact the office
IMMEDIATELY to make payment arrangements. If an account falls behind more than a
month, the student will be disenrolled immediately.

e Please do NOT put your payment in your child’s bag or lunch box. We cannot
guarantee it will be received.

Confidentiality and Children’s Records

Information contained in your child’s records, including your personal information, is privileged
and confidential. Anyone who is not directly involved in the care of your child or affiliated with
Virginia Department of Education or Social Services will not have access to the records without
your written authorization or a court order. Parents and guardians may have access to their child’s
records at reasonable times upon request. Upon withdrawal of your child from the school, records
will be retained for at least two years as required by the Virginia Department of Social Services.

Cancellation of Programs

We do not ever wish to cancel any of our programs; however, each one must meet its minimum of
enrollment. If a program is cancelled, registrants will be contacted, and fees refunded.

Staff Qualifications

The staff of Courthouse Christian Preschool & Afterschool is hired based on a combination of
education and/or childcare related experience. Each employee has their references validated,
undergoes a criminal background check, fingerprinted, and receives a Tuberculin Skin Test prior to
working directly with your children.

Staff members are required to receive annual training pertaining to best practices when working
with children. Most staff members are certified in CPR and First Aid.

Reporting of Suspected Child Abuse or Neglect

Section 63.1-248.3 of the Code of Virginia requires any person providing full or part-time
childcare for pay on a regular planned basis to report any suspected child abuse or neglect. All
teachers are mandated reporters.
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Licensing Information

All of our programs are fully licensed by the State of Virginia Department of Education Office of
Childcare Health and Safety. Our school is subject to inspection by state and local health, fire,
licensing, and building agencies. Regulations and inspections pertain to staff qualifications, the
facility and playground, nutrition, health and safety matters, record keeping, and child to staff
ratios.

Open Invitation

Parents and guardians are always welcome at our school. We encourage you to come and observe
our programs but remember to address any questions about our activities to the staff rather than the
students. In order to maintain a smooth transition we do request you limit your observations to 30
minutes. We welcome your visit at any time during our school hours.

Your participation in our programs is encouraged and welcomed in many ways, i.e., for special
holiday celebrations, for end of the year events, joining us for our weekly chapel time, etc. Each
teacher will ask for parent volunteers as they need them, but if you have a special talent (cooking,
sewing, gardening singing, etc.) that you would like to share with the group please let the teacher
know. We look forward to working with you throughout the year.

Enrollment Guidelines

Courthouse Christian Preschool & Afterschool accepts children without regard to race, creed,
religion, marital status of parent(s), sex, ethnic, or national origin. A diverse environment enriches
the learning experience for children by providing exposure to different cultures and backgrounds.

Courthouse Christian Preschool & Afterschool is committed to offering accessible programs for
our students that are in compliance with Title Il of the American with Disabilities Act. We will
strive to accommodate the known disability of a qualified applicant if it would not pose an undue
hardship on the operation of the school. “Undue hardship” is defined as an action requiring
significant difficulty or expense when considered in light of factors such as financial resources,
and the nature and structure of its operation. The following guidelines have been adopted to assist
people interested in participating in our programs.

Age: Age requirements are established to suitably design activities that are appropriate for
participants in any given program. We follow the Virginia Beach City Public School cut off dates
forhour preschool programs, which means all students must turn the required age by September
30",

Eating and Drinking: All of our programs include a snack and/or meal time. Students must have
the ability to feed or drink by themselves with minimal assistance from the staff required.

Toileting: Students must be able to use the restroom facilities with minimal assistance from the
staff. This means they must be able to independently get on and off the toilet and dress themselves
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with minimal assistance. The one exception is for our two-year-olds who will be in a classroom
that is set up to work on potty training.

Behavior: For the safety of all our students and staff, students must follow all school and
classroom rules. If students present a safety threat to themselves or to others in the program,
parents will be contacted. Please see our Discipline guidelines for more information.

Behavior Guidelines

It is our goal to promote each child’s physical, intellectual, emotional, social, and spiritual well-
being and growth. Staff will interact with children and each other to provide help, comfort, and
support to each other while at all times being conscious of the following:

Respect for personal privacy

Respect for cultural, ethnic, and family backgrounds

Encouraging decision-making abilities

Promoting ways of getting along

Encouraging independence and self-direction

Consistency in applying developmentally appropriate expectations.

Behavioral guidance will be constructive in nature, developmentally appropriate, and is intended
to redirect children toward appropriate behavior and to resolve conflicts. If a child needs some
quiet time to regain control, he/she will be directed to a quiet space, which is always within sight
and sound of a teacher. Children will, on an developmentally appropriate level, be led toward an
understanding of actions and consequences, and will be learning to choose appropriate behaviors.
We will not at any time use physical punishment or use verbally abusive remarks such as belittling
or threats.

Young children are still learning about behavior expectations and the effects of their behavior on
others. On occasion, a child may physically hurt another person. When this occurs, the child is
given a few moments, as needed, to calm down and collect him or herself. Staff will work closely
with the child in helping him or her identify the problem (what happened that was wrong), the
outcome (physical hurt), and how the child may be able to “fix the problem” (how could I have
handled the problem in an appropriate way.?) The teacher may offer choices so the child can make
an appropriate choice in the future. In these instances, parents will be notified with an incident
report. If a child continues to struggle with these behaviors, staff and parents will meet to create a
plan to help the child become more successful. In the unlikely event that these behaviors continue,
the child may be disenrolled at the Director’s discretion.
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Discipline Guidelines

The word discipline means “to teach”. Therefore, any discipline we use with children, regardless
of age, should be to teach appropriate behavior rather than to punish or shame the child for
misbehavior. In using appropriate discipline methods, children will grow to trust not only you as a
caring adult but themselves as well, and better choices are easier to make.

1. Natural Consequences — These are consequences that occur as a result of our actions, things
that will happen without the interference of anyone.

2. Logical Consequences —A consequence that makes sense but doesn’t endanger anyone.

3. Fixing the problem — One of the most valuable tools we can use with children. It
encourages them to make good choices while building self-esteem.

Biting Policy
Courthouse Christian Preschool recognizes that biting is, unfortunately, not unexpected when
toddlers spend time together. We are always upset when children are bitten in our program, and we
recognize how upsetting it is for parents. While we feel that biting is never the right thing for
toddlers to do, we know that they bite for a variety of reasons. Most of these reasons are not related
to behavior problems.

Courthouse Christian Preschool does not focus on punishment for the biting, but on effective
techniques that address the specific reasons for the biting. When biting occurs, we have three main
responses:

1. Care for and help the child who was bitten.

2. Help the child who bit learn more appropriate behavior.

3. Work with the family of the biting child to identify potential triggers in the environment.

We give immediate attention and, if necessary, first aid to children who are bitten. We offer to put
ice on the bite if the child is willing. If the skin is broken, we clean the wound with soap and water.
If children are bitten on the top of the hands or fingers and the skin is broken, we recommend that
they be seen by their health care provider; this is due to a higher probability of infection.

When children bite, their parents are informed personally and privately the same day, and given a
copy of our incident report form, documenting the incident. When children are bitten, their parents
are informed personally that day and given a copy of our injury report form.

Our teachers work to keep children safe and to help the child who bit learn different, more
appropriate behavior. When there are episodes of ongoing biting, we develop a plan of specific
strategies, techniques, and timelines to address it. We do not and will not use any response that
harms a child or is known to be ineffective. If the child continues to bite despite our interventions,
s/he may be disenrolled from the program until the biting is under control.
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Arrival/Departure Procedures

e All students must be signed in and out daily by a staff member.

e Apicture ID is required to verify the authorized person picking up a student.

e Parents are required to notify the school if their child is going to be absent from the
program that day.

e Anyone not on the authorized pick-up list will need prior written permission from a parent
or legal guardian to pick up a student. Written permission via Brightwheel is acceptable. If
it is not possible for a parent to provide written permission, a phone call is acceptable.

e Parent or legal guardian must keep the staff informed and updated of all changes of names,
phone numbers, and/or addresses on the information form.

e A late fee of $1 per minute will be charged for every minute past the pick-up time when a
child has not been picked up.

e Your child(ren) will not be able to return to the program if the late fee is not paid within
five business days.

e No one under the age of 18 will be allowed to pick up a student.

e The safety of the child will always be foremost when releasing children to authorized
persons.

e Please let us know if there are any special circumstances with custody that we may need to
be aware of.

e We will not be able to prevent the release of a child to his or her custodial parent as listed
on the registration form, without having a court document on file.

Outdoor Time

Outdoor play is a critical part of young children’s experiences and aids in all aspects of
development. Teachers plan fun, active, and engaging activities for outside play. We ask families
to ensure that children are dressed appropriately for outside play each day. This means dressing in
coats, hats, and gloves when it is cold and light clothing when it is hot! Shoes that cover the feet
completely are required at all times, such as tennis shoes or boots. Unfortunately, we cannot
allow sandals, crocs, or any other footwear that does not adequately protect the feet. Our
children are very active, and we want to protect them from trips, falls, or other injuries.

We pay close attention to weather and air quality when making decisions regarding outdoor
activities. We will reduce or eliminate strenuous outdoor activities due to extreme heat and poor
air quality; however, we may go outside for short periods of time doing non-strenuous activities.
Teachers monitor the Heat Index to determine if it is safe to go outside. We will also reduce or
eliminate outdoor time due to extreme cold.

The majority of our school days will involve a minimum of thirty minutes outside, participating in
a wide variety of activities. Because of the rich nature of outside experiences at this age, our
children may spend extensive time outside, weather permitting.
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Food Service Program

Each program will have a designated time for students to eat snacks and/or lunch. Snacks will be
provided by the families. Children will need to bring a small, nonperishable snack that fits in the
pouch provided by the school. The pouch will have a tag for the date, we ask that parents change
the date each day. A list of choking hazards and guidelines will be sent home prior to the start of
the school year. We are a nut free facility so ask that you please check all labels carefully. If your
child brings a snack with nuts or one that has been processed in a plant with nuts, we will send it
home and provide an alternate snack for your child. Parents should verify food allergies with the
staff.

Parents will provide lunches for those children enrolled in extended care, sports, or dance.
Lunches should be placed in a lunchbox with a cold pack as we cannot refrigerate food. Lunches
should be labeled with your child’s name and the date in order to comply with Virginia
Department of Education Services Standard 22 8VAC20-780-560. Refrigeration and/or heating is
not available for food and drink.

llIness, Injury, and Allergies

IlIness

For the protection of all our students and staff, do not bring your child(ren) if they are sick.
Students who have had a temperature of 100 degrees or more must be fever free without the aid
of medication for at least 24 hours before returning to school.
e Please do not bring your child to the program if he/she has any of the following symptoms:
o A constant cough, wheezing, excessive nasal discharge, sneezing, vomiting or
diarrhea. (children must be vomit and diarrhea free for 24 hours before returning to
school)
o Any undiagnosed rash
Sore or discharging eyes, ears, or throat
o Any contagious childhood ailment such as strep throat, pink eye, ring worm,
impetigo, etc.
o Is unable to participate in regular classroom activities, unless first cleared with
administration

o

A doctor’s note may be required before your child can return to the program.

A student who becomes ill or has a temperature of 100 degrees or more while in the program will
be separated from the other students but will remain within supervision of the staff. A parent will
be notified and required to pick up their child within one hour of notification. Please note that
children who show a marked difference in behavior that keeps them from participating in normal
school activities (lethargy, sleeping, crying, etc.) may also be sent home. As with other illness,
parents are required to pick up their child within one hour of notification.
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When students in any of our programs have been exposed to a communicable disease listed in the
Department of Health’s current communicable disease chart, the parents will be notified in writing
within 24 hours or the next business day of the program being informed, unless forbidden by law,
except for life threatening diseases which must be reported to parents immediately.

Injury
If your child is injured, basic first aid will be administered. If deemed necessary, a parent or
guardian may be contacted. In cases of emergency, 911 will be called, and the parent/guardian
notified. The teacher will fill out an injury form explaining the incident and it will need to be
signed by a parent or guardian. If the injury is on the child’s head, a parent will receive a call from
the office.

The school has insurance coverage for accidents that happen on the school premises that require
medical treatment.

Allergies

If your child suffers from allergies of any kind (food, dairy, peanuts, bee stings, etc.), this
information must be listed in the appropriate section of the emergency form. We will also need
and action plan and proper medication forms in order for your child to attend school.

If, after entry into school, the child develops any allergies it is the responsibility of the parent to
immediately inform the school both verbally and in writing.

Staff are trained to recognize and respond to the symptoms of an allergic reaction as well as
prevent the exposure to foods/substances to which a child is allergic and prevent cross
contamination.

Medication

It is CCPA’s policy to administer emergency medications to children such as inhalers, epi-pens, or
other medications deemed necessary by a physician. We ask that you schedule needed antibiotics
or other medications around school hours. If your child is enrolled in our full day preschool
program (7:00-5:30) and they are in need of medication other than emergency medications, please
call the school office to discuss. If your child is in need of emergency medications, please
complete the Request for Administration of Medication Form which can be obtained from the
school office. Please be aware of the following:

e A Request for Administration of Medication Form must be completed and submitted to
the school for processing and approval prior to any medication being allowed to remain at
the school.

e One form must be completed for each medication. Multiple medications cannot be listed
on one form.

e Any change in prescription requires a new written order from the prescribing physician.

e A parent will be required to drop off and pick up the medication from the office. Students
are NOT allowed to transport medication to or from school, nor may it be kept with the
student.
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e All prescription medications should be in the original container with the prescription label
intact, stating the name of the child and the dosage instructions in full.

¢ All non-prescription medications must be in their original packaging.

e All medications must be accompanied by the correct means for administration.

e Parent/Legal Guardian must supply package insert for a complete list of possible side
effects of each medication.

e All Request for Administration of Medication Forms must be redone every 12 months,

regardless of the date of expiration.

Please check the expiration on all medications. We will not accept expired medications.

All medication is kept under lock and key.

Program staff trained in medication administration will oversee the medication process.

Any unusual side effects will be reported immediately to the parent and Director.

Any changes in the medication, dosage, time to be administered, etc.,
will require an updated Medication Form to be submitted.

Inclement Weather

CCPA school closings due to inclement weather will NOT be broadcast on TV or radio.

In case of inclement weather, we will follow the lead of the Virginia Beach Public Schools. If the
public school is delayed 1 hour, preschool will open on a 1-hour delay. (10am) If the public school
is closed or delayed due to poor weather we will also be closed or delayed. In the event the public
schools are delayed 2 hours or more preschool classes will be closed for the day.

In the case of a major weather event, i.e. hurricane, we may choose to re-open before the public
schools. Please call the school office for a recorded message.

*For our Extended Care families, please refer to Extended Care Program Information. (page 23)

If you are unsure about a closing, please call the school office at 689-0315 for a recorded message
or check our Facebook page and Brightwheel.

When the school is closed due to inclement weather staff is not expected to report to work.

Emergency Operations Plan

An emergency plan has been developed to help our staff and students be prepared for emergency
situations. Should there be an emergency, we want you to be informed of our plan. Important
components include:
e Emergency actions to be taken may include evacuation, internal lockdown, external
lockdown, or shelter-in-place.
e Program staff will receive emergency operations training during orientation and then
annual training with all updated information.

14
Updated July 17, 2025



e Program staff will complete fire drills, intruder drills and shelter-in-place drills.
e Parents should keep their child’s emergency contact information up to date.

Prayer Needs

As a Christian school, we will hold daily prayer as a staff as well as with the children. If you have
any prayer concerns you would like us to keep in mind, you may speak directly with the Director
of the school or a trusted staff member. We would be happy to pray for you. Please know that all
concerns are kept confidential by our staff.

School Administration

Courthouse Christian Preschool and Afterschool is affiliated with Courthouse Community United
Methodist Church. The established lines of authority are as follows:

Courthouse Community United Methodist Church
Church Leadership Board

Courthouse Christian Preschool and Afterschool
Preschool Board
CCPA Program Director
CCPA Program Assistant Director
CCPA Supervisor of Extended Care Program
Lead Teachers
Assistant Teachers
Substitute Teachers
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Preschool Programs

Registration/Supply Fee

e This is a one-time yearly fee. It includes all supplies (including a school tote bag),
curriculum materials, and programs. This fee is due at the time of enrollment and is
non-refundable.

Tuition
e Tuition is based on a yearly cost per student, but for your convenience we have split the
tuition into 9 equal payments which are due on the 1* of each month, with the first payment
being due on September 1%
e See website or call office for the current year’s fees

For more information on our financial policies please see the general rules and regulations section
of this handbook.

Preschool Curriculum

We use the Creative Curriculum for Preschool along with the Reggio Emilia philosophy to
construct a unique, play-based, and developmentally appropriate curriculum that will prepare
children for a lifetime of learning. We use Virginia’s Early Learning and Development Standards
from the Virginia Department of Education to ensure quality preschool experiences and that the
children enter kindergarten well-prepared for success. All of our programs have a heavy emphasis
on social emotional development such as problem solving, self regulation, independence,
expressing their emotions, etc.

Two-Year Old Community: Two-year-olds are learning that they can be safe and have fun while
away from home. They are also beginning to develop self-help skills and to enjoy working with
other children. We will work to meet the following goals with your 2-year-olds:

*To learn to take care of basic needs, with growing independence, such as handwashing,

feeding, drinking, toileting, and cleaning up.

*To begin to notice and listen to the needs and desires of others; beginning to build

cooperation skills

*To develop coordination through body awareness, gross motor skills, and fine motor skills

to prepare for writing.

*To build the ability to focus on a variety of interests, including songs, stories, projects,

and play experiences that encourage satisfaction and curiosity with one’s work

*To begin to build and grow in the knowledge of Christ’s love

*To begin to use skills, ideas, and abilities to positively impact others

*To build language skills through conversation, song, and reading

*To begin to develop aesthetic appreciation through exposure to art and music

*To be introduced to basic cognitive skills such as colors and shapes

Preschool Community: Three, four and five year olds continue to learn that it is fun to learn
outside of the home and to be part of a larger community. Our preschoolers also learn that they
can use their talents and skills to positively impact the world around them through outreach
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projects and classroom collaborations. We see the child as a dynamic, competent learner and seek
to grow not only cognitive skills but the intellect as a whole, and to provide opportunities that
encourage growth for the whole child. Goals for preschoolers are vast and may include the
following:

*To develop the ability to think about how things work and to hypothesize why

*To collaborate with classmates and teachers in developing projects and answering questions

of interest

*To express ideas and listen to the ideas of others

*To explore artistic media as a means of idea expression

*To continue to build an aesthetic appreciation through exposure to the arts

*To grow in one’s understanding of God and His love for all

*To perceive one’s own empowerment to positively impact others, including peers, the school

community, and the community at large

*To continue to develop friendships and relationships with others in the school environment

*To continue to develop gross motor skills that include hopping, running, galloping, throwing,

and catching, that lead to whole body coordination

*To continue to build fine motor skills that enable the child to begin the writing process

*To continue to develop cognitive skills that include beginning letter and number recognition,

beginning letter/sound identification, patterning and sorting, color and shape identification,

beginning science and social studies concepts, and basic counting skills.

*A love of reading, being read to, and an understanding of the written word as an important

means of communication

Children’s Chapel/Daily Prayer: We hold a weekly children’s chapel for all our students. This
will allow each child the opportunity to praise God, learn about being a part of a community of
worshippers, and become aware of God’s presence in his or her daily life. There will also be many
opportunities for prayer throughout the school day, i.e. before snack, at the beginning and end of
each day, etc. We want the children to become aware that God is always there to listen to and
guide them. In addition, we focus heavily throughout the year on how we can be the hands and
feet of God’s ministry. All of our preschoolers actively participate in a variety of outreach projects
throughout the year.

Fine Arts: Our school is equipped with a large room called the studio. The studio is used for music
and art class. Each class will have a scheduled day that they will go to the studio. The children will
work with our fine arts teacher, who introduces both art and music concepts, skills, and media. We
see these experiences as an extension of the classroom. Children will explore both new concepts
and ideas as well as thematic elements from their classrooms. In addition, children may work on
outreach projects during this time throughout the year.

Daily Schedules/Transitions

Each individual teacher will create a schedule for their classroom. They will send this schedule
home with your child within the first week of school. The schedule will have a balance of quiet
and active periods, outdoor play, large group time, snack, and individual choice time. If you have
any questions regarding your child’s schedule, please feel free to contact the teacher or Director.
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Arrival Procedure

Arrival is the most important part of the child’s day. It is the transition time between home and
school. We ask that your child arrive on time. It is sometimes difficult for a child to enter a class
already in full swing. The more prompt you are, the more able the teacher will be to step in with a
helping hand or loving hug to make that transition go smoothly.

e The school’s doors will open at 9:00am. Before that, teachers are preparing for the
morning’s activities.

e Please see Drive Up/Drop Off and Pick Up Procedures for more information on our arrival
procedures.

e At 9:15 the preschool entrances will be closed and locked for the safety of the children and
staff. If you arrive later than this, please escort your child into the building through the
church handicap entrance. Please stop at the preschool office to check in before continuing
to the classroom. Please make contact with the teacher or assistant. This procedure
ensures that we have responsibility for your child.

Dismissal Procedure

One of the key components to a child’s successful separating from his/her parent is the certainty
that parents always return. If you have an emergency and will not be able to pick up your child on
time, please call the school immediately.
e Dismissal time is at 12:30. At 12:30 a staff member will unlock the preschool entrance near
the studio so that parents can enter.
e Please see Drive Up/Drop Off and Pick Up Procedures for more information on our
dismissal procedures.
e If for any reason you need to enter the building before the doors have been unlocked, you
will need to use the handicap entrance and check in at the office.

Drive Up/Drop Off and Pick Up Procedures

CCPA offers a drive up/drop off and pick up for all students. Information will go home with your
enrollment packet about the procedures for this service. We will only release children to people
who are on their list of approved individuals for pickup. Drive Up/Drop Off and Pick Up is
only available for preschool hours, not for before care or after care hours.

Children’s Belongings
Clothing

Our school provides a wide range of active and sensory experiences and often children will be
using messy materials. Children should arrive each day dressed comfortably, in clothes that are
easily washable and appropriate for the weather. As a reminder, we do not allow any shoes that
are not completely closed-in, such as sandals, jellies, crocs, etc. Closed-in footwear such as tennis
shoes is required for all activities to ensure child safety.

In the event of a toileting or messy play accident, we would like to be able to change your child
into dry clothes. In order to do this, we ask that you provide a complete set of clothes (socks
included). Please put these clothes in a Ziploc baggie in your child’s tote bag. Please make sure to
label the clothing and the baggie. It will be your responsibility to check your child’s extra clothing
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daily, take out any soiled clothing and replace them with new set as needed. Please remember to
change your child’s extra clothing with each change of season.

Please make sure to send your child in clothing that they can be mostly independent in taking on
and off. We have found that belts, overalls, jumpsuits, etc. are often difficult for young children.
Clothing they can get in and out of easily is most suitable for school. Elastic waists and pullover
shirts work well!

Outdoors is used as an extension of the classroom, so your child should come dressed
appropriately for all types of weather. Warm jackets, hats, and mittens are needed for cold days.
Sunhats, shorts, and cool shirts are needed for hot days. Don’t forget the sunscreen before you
leave home! While we do not apply sunscreen at school, we DO spend time outside every day,
weather permitting.

Please remember to LABEL every item with your child’s first and last name. We cannot be
responsible for lost or damaged clothing.

Items from Home

Some children like to bring something from home to school to help them feel more secure in a new
environment. If your child would like to share something from home, here are our policies:

e Some children may require a comfort item to transition to class especially at the beginning
of the school year. Teachers may make a determination on when and for how long the child
can have this item in class.

e Acceptable items include family photos, postcards, things found in nature, educational
books or magazines, or items related to our studies.

e We do not allow children to bring toy weapons to school.

School Supplies

e Each child will be provided with a school tote bag on their first day of school. This is the
bag we would like children to use.

e Our staff will clearly label the bag with your child’s name. Feel free to decorate the bag
any way that you would like. This is a fun project to do with your child to get him/her
excited about school. Please do not cover your child’s name.

e Make sure that there is a change of clothes in the bag at all times. Please periodically
check this and make sure the change of clothes is appropriate for the season. Please put
these clothes in a Ziploc bag and label all items with your child’s name.

e Students in the two year old class who are not potty trained will be asked to bring in a
package of pull ups (preferably the pull away, Velcro kind) and a package of wipes. These
will be kept in the two year old bathroom and be used by all students as needed. When the
supply gets low the two year old teacher will let the parents know so the supply can be
replenished.

e Students staying for after school care must have a blanket and a travel size pillow with a
pillow case in their bags for rest time. They may also bring a small stuffed animal if it
helps them to rest. Please label all items clearly.

e All other supplies will be provided by the school.
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We may ask for donations of items from time to time, such as Kleenex or sanitizing wipes;
otherwise, all of your child’s needs will be provided for him or her.

Birthdays

Birthdays are very important to a child, and we would like to share those special days. On each
child’s birthday, we will celebrate with a special group time celebration; the parents of the birthday
child are always welcome to attend. Children with summer birthdays will be scheduled near the
end of the school year or at their %2 birthday, as we want to celebrate with them as well. The
teacher will send home information about this as that time nears. Things to send for the Birthday
Celebration include:

A photo from each year of your child’s life. These will be on display for about a week so
that each student will have plenty of opportunity to enjoy their classmate’s photos.

Fill out the Birthday Story Form (your child’s teacher will send this home as your child’s
birthday nears). This information will help us to tell your child’s story.

We will serve vanilla ice cream as a special birthday snack. We ask that you provide
enough individual cups for your child’s class. We are a nut free facility so be sure to read
all ingredients. We know that Blue Bell and Breyers are both brands that are safe.

We ask that you save the birthday cake, cupcakes, cookies, and goody bags for your at-
home party.

If you will be planning a birthday party for your child, we ask that you send invitations
through the mail, rather than through the classroom, unless you will be inviting the entire
class. Children can be easily hurt if not invited to a party.

Parent Communication

Informal communication between parent and teacher/administration through notes, emails,
or telephone calls are always welcome. Brightwheel is the preferred method of
communication unless the situation requires a conversation.

Most of the communication will be done through Brightwheel. Brightwheel is an app that
you download to your phone. You will receive an invitation to join via email once your
child is enrolled. Teachers and administration will use Brightwheel to communicate
important information about your child.

There will be a parent/teacher conference scheduled in February. Special conferences can
be arranged upon request.

Progress reports are issued three times a year. The first report, in November, will give you
a short but overall picture of how your child is progressing. The reports in January and
May are much more thorough.

Pictures will be posted on Brightwheel throughout the day and at the end of the day. You
may receive pictures that include other students in your child’s class or on the playground.
While we understand the temptation, we expect all families to refrain from sharing with
anyone any photos that are posted on Brightwheel that include anyone other than your
child. This policy is for every child’s protection.

A monthly newsletter will be sent to parents via Brightwheel with information on future
events and current happenings. We encourage you to read each newsletter carefully as they
contain important information. The following are some suggestions of ways you can help
facilitate communication:
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o The majority of communication you will receive from the school will arrive to you
through Brightwheel. Please set Brightwheel to receive notifications so you don’t
miss anything important!

o Please read carefully the notes and newsletters that are sent or come home.

o If you have a concern about your child’s development, please ask for a conference.
Teachers are happy to discuss your child’s growth and progress.

o Please complete any program evaluations that are sent home during the year, so we
can better meet your family’s needs.

o Please do not talk about your child in front of him/her. Children can be sensitive
about being discussed as if they were not there.

o Teachers are not permitted to share their personal phone numbers or emails with
CCPA families.

Information about our school can also be found on our website —
http://courthousechristian.com/ or on our Facebook page.

The office can be reached by calling 757- 689-0315 or by emailing preschool@ccumc.net.
To director can be reached by calling the office or by emailing ccpadirector@ccumc.net

Health and Safety Procedures
Sunscreen, Insect Repellent, Chap Stick and Diaper cream/ointment

It is the school’s policy not to apply sunscreen to preschool students. There are several
products out on the market that last throughout the day. Parents are encouraged to apply
sunscreen prior to the child arriving at CCPA.

It is the school’s policy not to apply insect repellent.

It is the school’s policy not to apply diaper cream/ointment unless your child is in the two
year old classroom. If your child is in the two-year old class, we will apply if the proper
forms are filled out. We would ask that this only be applied if the child has a rash and only
for a short period of time.

Chapstick and lotion may not be stored in the children’s bags. If your child needs
ChapStick or lotion while at school, you must fill out a “Non Prescription Over the Counter
Skin Product” Form and hand the lotion or ChapStick to someone in the office. A form can
be obtained from the preschool office.

After School Activities

We will be offering the following after school activities for our 3 to 5 year old students.
You may sign up for these activities as space is available.

Students who are enrolled in an after school activity will stay for lunch bunch. The cost of
lunch bunch is $7.00 per day and will be billed at the end of the month.

Students are expected to be picked up promptly at the end of their activity if they are not
enrolled in our aftercare program.

Parents must sign an authorization form, which allows the teacher of the program enrolled
in to sign their child out of our care during the time of the activity.

Late fees will be assessed for those that are not picked up on time.
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STARZ Program

STARZ is a sports program for preschoolers and will offer various classes in the fall and spring.
This class will be offered from 1:00-1:45.  For information on this program please contact
Brittany Suria at 1-877-897-8279.

Dance Makers

This is a dance program which is offered from 1:15 until 2:15. For more information on this
program please contact Jennifer Pappas at 757-418-1294.

Extended Care Programs based on availability

Children who are enrolled in before care and after care on a daily basis are considered

Full Care.

Before School Care

@)
@)

o

Before school care is offered from 7:00am-9:00am.

Students arriving before 9:00am must be walked into the building through the preschool
entrance and dropped off in the classroom designated for before care.

All students arriving before 9:00am must pay the before school fee.

Lunch Bunch

Lunch Bunch is offered for children who are enrolled in after school activities and
extended day only.

All students must have a healthy lunch. We respectfully request that you send items such as
lean proteins or cheese, whole grain breads or crackers, fruit, dairy, and veggies. Thank
you!

Virginia Department of Education requires nothing be sent that is considered a choking
hazard. A few items not to send are nuts of any kind, whole grapes, hotdogs,
marshmallows, raisins, fruit snacks (children 3 and under) and popcorn.

Grapes may be sent as long as they are cut in half lengthwise.

If items considered a choking hazard are sent, we will not be able to allow your child to eat
them.

Lunch Bunch is a nut free environment.

Lunches should be labeled with your child’s name and the date in order to comply with
Virginia Department of Education Standard 8VAC20-780-570.

Refrigeration and/or heating is not available for food and drinks

Don’t forget to clean out your child’s lunch box! Any uneaten food will be returned to you
at the end of the day in the lunch box.
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After School Care

e After school care will be offered from 12:30-5:30.

e Students who will be staying for after school care must have a healthy lunch, a blanket, and
small travel size pillow covered with a pillowcase in a bag, labeled with their name, for rest
time. Sleeping bags and bed rolls are not permitted as per licensing.

Please label ALL items.

e All nap items will be sent home every Friday for washing.

e Students must be promptly picked up by 5:30 through the extended care entrance.

e There will be no drive up for after school care.

Inclement Weather
e Preschool extended care will operate on the same delay as the VB schools. Note: If
Virginia Schools are delayed three hours then our preschool extended care will begin at
10:00am, not 7:00am, and will be open only to students enrolled in full care program.
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Preschool Summer Camps

Join us for summer fun! CCPA offers a preschool camp that explores a variety of children’s
Interests! If you enjoy science, math, art, music, drama, or movement, this is your camp!

Summer Camp Hours and Dates of Operation
Our camp sessions are one week in length and run throughout the summer. There is no camp the
week before school starts.
Each camp runs for one week, Monday through Friday, from 9:00-12:30.
e Before Care will be from 7:00-9:00
e After Care will be from 12:30-5:30
e Full Day Care will be from 7:00-5:30
e We are closed the week of July 4" for Independence Day.

Participant Requirements

e Rising Pre K- rising Kindergarteners

e Must be potty trained to enroll in our summer camps

e Must have all paperwork required under registration information turned in by the first day
of summer camp.

Camp Tuition

Camp Deposit: A non-refundable deposit of $45 per camp session is due at the time of
enrollment, which will be applied to your camper’s tuition.

Camp Tuition: Camp tuition is due the first day of your child’s camp, minus the $45 deposit
made at enrollment. Please call the office for current rates.

Extended Care Fees

Monthly Full Day Care Fee: (fee includes before care, weekly camp fee, and after care fees) A
non-refundable deposit is due at time of enrollment with the remaining balance due on the 1% of
the month enrolled.
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