PARENT HANDBOOK

        FOR          

TERRA NOVA CHRISTIAN PRE-SCHOOL CENTER

         1125 TERRA NOVA BOULEVARD

          PACIFICA, CALIFORNIA 94044

            (650) 355-2962

           VERA RICARTE, DIRECTOR  

TERRA NOVA CHRISTIAN PRE-SCHOOL CENTER

1125 TERRA NOVA BOULEVARD

PACIFICA, CALIFORNIA 94044

(650) 355-2962

Dear Parents,

Welcome to the Terra Nova Christian Pre-School Center!  Thank you for choosing our center.  As a Christian Center, it is our belief that each child is unique and created by God.  Therefore, we wish to demonstrate God's love and concern for children in a warm and nurturing environment.

We are concerned with the good care of your child as well as his/her potential growth in every area of his/her life.  We are what is termed a semi-structured school, concentrating on providing activities which the child chooses, as well as some activities in which the child has no choice.  In our opinion, this balance between conformity and free choice introduces your child to the outside world in a realistic way.

Children are entitled to the best that modern knowledge makes available about their education, care and guidance.  We thank you for allowing us to join with you in providing loving, nurturing care for your developing child.

Please read the enclosed Parent Handbook.  Sign and return the attached signature page with your child's emergency packet as soon as possible.  It is very important, and a requirement of licensing that you the parents or any person who signs your child in/out use his/her full legal signature (no initials please).  Thank you for your cooperation.

We look forward with eagerness to the years ahead!

Yours Most Sincerely,

Vera Ricarte

Director  


PARENT HANDBOOK

    Policies and Procedures

PHILOSOPHY AND GOALS

As a Christian Center, it is our belief that each child is created by God and therefore, we wish to demonstrate God's love and concern for children in a warm and nurturing environment.  It is our desire that each child experience the joy of "being" and reach his/her full potential in the areas of social adjustment, intellectual capabilities, physical and spiritual development.

We believe that each child is a unique individual who has a right to be treated with respect and dignity and that it is important they become an integral part of the group by sharing, playing, helping each other and by participating in creative activities.  We believe that an atmosphere should be provided which is conducive to learning to share love for others, developing a good self image, and achieving feelings of self worth.

SELF EXPRESSION/PHYSICAL DEVELOPMENT
That the child develop self expression in the areas of music (through body movement and the use of instruments) singing, art, painting, creative crafts, dramatic play, social interaction and tactile material.

Each child will have numerous experiences to develop gross and fine motor skills.

EXPLORATION
That the child explore nature through stories, classroom experiences, and be encouraged to experience a sense of wonder and sensitivity to God's creation.

Denomination will not be taught, but it will be a natural part of the program to teach positive Christian living through Bible stories, prayers, songs and the sharing of God's love.

The goal of our day care center will be to enrich and expand the experience of each child, taking into account individual differences of culture and background.  The children will be encouraged to share their interests and language skills.

The center will provide good physical care with ample opportunity for children to develop their potentialities - - socially, intellectually and emotionally, including a free flow of activities with very little regimentation.  The teachers and adults role will be to guide, nurture and to offer a setting of security and order.
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PROGRAM

A balanced program of daily activities will be provided in accordance with the needs of the children to be served.  Provisions will include a variety of play materials and equipment, constructive methods of discipline, naps and appropriate food service during the hours of operation.

Children will be accepted into all programs of our school without regard to sex, religion, race or national origin.  The program will be planned for children between the ages of two through five (before entry to kindergarten).  This will include pre-school children in half-day and full-day sessions.  If your child can not follow the program, or becomes a disciplinary problem, you will be asked to make other provisions for your child.

We will share with parents the responsibility for promoting sound growth and learning in a period when growth is rapid and significant.  Respect for the individual child and his or her needs are the basis for our program.  Child/teacher ratio will be in compliance with State Licensing.  The staff will set the stage for learning through activities and provide a wide range of experiences.  Curriculum will be planned, meeting the needs and development of the children in this age group.

The day will begin at 7:00 a.m. and end at 6:00 p.m., and the activities will take into account the children's long day.  The schedule will include a 9:45 a.m. and a 2:45 p.m. snack.  Lunch is provided by the parents and will be served at 11:30 a.m.  In order for your child to participate in the daily activities, please bring him/her to the center by 10:00 a.m.  Children brought in after 10:00 a.m. will not be accepted until 1:00 p.m.  Nap time is from 12:00 noon until 2:15 p.m...  All children will rest for one hour.  Children who are not asleep at 1:00 p.m. will be taken out of the nap room and go into a classroom with a teacher for the afternoon program. The day will end with a slowing down of activities.

There may be excursions (pre-planned with permission only) to the local park areas, and walking trips or nature walks.  There will also be visitors from the local community - - police officers, fire fighters, paramedics, dentists, librarians and people who have interests to share.

Children enjoy bringing their own toys and video tapes from home to share with other children at the center.  Sharing day is on Wednesdays only!  (Unless specified by your child's teacher).  No weapons of any type are to be brought to the center (i.e. guns, swords, knives etc.)  Children should bring only “one” toy and it must fit into their cubby. Please label these toys, video tapes and put them into your child's cubby until sharing time.  As we all know ... these toys and video tapes may get broken, misplaced or taken home by another child.  Therefore, please keep expensive toys and video tapes at home.  The teachers and day care center are not liable for items which may get broken!  The toys brought in to share will be kept in the classroom and not allowed in the school yard. 
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DISCIPLINARY ACTION
When there is a conflict between children, the child may need to be directed to a "quiet corner" (for time-out) until he or she is ready to participate with others.  This will not be done in a punitive manner, but the teacher will communicate to the child that destructive behavior will not be allowed, while demonstrating a basic caring for the child.  Children will not be allowed to hurt others or for any reason strike a teacher.  If needed, the parents will be contacted and the child will be sent home.  If there is a prolonged disciplinary problem, a conference with the child’s parents will be necessary, if need be, you will be asked to re-enroll your child (if space is available) after three months.                 

CLOTHING

Please send your child in comfortable play clothing.  Your child will be participating in messy activities.  Send an extra set of clothing in a shoe box.  Your child's name should be on each piece of clothing and on the shoe box (in case of "accidents").  No jewelry, please!

SIGN-IN/SIGN-OUT

The person bringing your child to school must sign in with a full legal signature on the form provided (no initials please).  Children may not be "dropped off" and enter the school unaccompanied.  Persons picking the child up at school must sign out on the same sheet.  If a person other than the parent is picking the child up, that person must be listed on the child's "Emergency Sheet".  Identification will be required if the person is not known to the staff member in charge.  The child will not be released to any other person unless prior notification has been given by a parent.

When you bring your child to the center, please take your child to his/her teacher first so that the teacher can greet your child.  After you have given the teacher any information she may need to know, and you have given your child good-bye hugs, sign your child in (no initials please).  When leaving the center after picking up your child, please hold your child's hand so that he/she does not run ahead or leave the center unattended.  For Safety ... do not allow your child to climb the gates to open or close them.  

HEALTH/MEDICATION
Please be sure to keep your child at home if he/she is not feeling well or looks sick in any way.  If your child is running a fever or is sent home from school with a fever, please be sure to keep your child at home for 24 hours.

All medication must be in the original bottle, and given to the teacher.  A school permission slip must accompany the medication.  No loose pills, medication or vitamins are to be sent with your child in his/her lunch box or at any time. 
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INTERVIEWS WITH PARENTS
When parents visit our center with their child to discuss enrollment, they will be escorted on a brief tour of the classrooms and grounds.  At this time they will be invited to visit the child's prospective classroom for a brief time.  The visit will enable the child to explore the classroom environment.  The parents are urged to allow the child to choose his/her own activity, to observe the others, or to voluntarily join in the play or explore the materials.  After the parent and child have visited the classroom and playground, they will be invited into the office for a personal interview.  During the interview, the child may be interested in playing outside or in one of the classrooms, in order that the parent and Director may discuss pertinent information to determine whether or not the child will benefit from our program.  The parent will be given various forms to fill out and the registration fee will be requested. The parent is given a copy of the "Parent Handbook" to further acquaint them with school policies and procedures. 




ENROLLMENT
Inquiries regarding enrollment may be directed to the Director or the Lead Teacher.  To be eligible for enrollment, the child must be between the ages of two and five.  The child does not need to be toilet trained (non-toilet trained fees will be charged).  Upon enrollment, the non-refundable registration fee and the first month's tuition (all tuition is due in advance) must be paid and the necessary forms completed.  All children are accepted for a four-week probationary period, and if the child is found during that time not to be ready for the program, a conference with the parent will be necessary and the parent may be asked to re-enroll the child some months later.  If this happens, the unused tuition will be refunded.  

FOOD 

If you are bringing your child in the morning before 8:00 a.m. and he/she has not had time to eat breakfast, please send any type of nutritional food which he/she may eat at a table (toast, fruit, cereal etc.)

BIRTHDAY’S

We will celebrate Birthday’s on the 2nd Wednesday and 4th Thursday of each month.  The center will provide cupcakes, cookies or ice cream.  If you wish your child NOT to eat these goodies ... please feel free to write a note to the director or teacher and a substitute snack will be provided for your child.

TELEVISION

Many children bring in a favorite video to share with their classmates.  On rainy or very hot days the teachers may set up the television with a video (approximately 30 minutes in the morning and afternoon).  At the same time a classroom for free-play will also be available.  The children may choose to watch the video or play in the free-play classroom.  If you wish your child NOT to watch these videos, please feel free to write a note to the director or your child’s teacher. 
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ORIENTATION OF THE CHILD TO THE CENTER/SEPARATION FROM THE PARENT

Most children have little difficulty adjusting to the center after they have made an initial visit with their parents.  Nevertheless, it is important to introduce the child to the center in a way that will make his/her first separation as easy as possible.  The following is our suggested procedure:


1.
Introduce the child to the center gradually.  Make short



visits ahead of the scheduled enrollment day. 


2.
The parent enrolling the child may participate by being



in the room with the child in some sort of separate



activity, giving support by just being there.


3.
When it is appropriate to leave, the parent should never 



sneak away, but say good-bye and leave quickly and



unhesitatingly without looking back.  If the child cries,



it usually is only for a few minutes.  It's O.K. to call us!


4.
It is normal for a child to go through a period of 



adjustment and some parents may feel guilty about 



leaving a crying child.  But, rest assured this is 


a common feeling for parents and children, and that



"this too will pass".


5.  
For nap time your child will need a blanket or a sleeping



bag.  A pillow is necessary only if your child is 



accustomed to sleeping with one.   This "bedding" is to



be taken home on Friday or the last day of your child's



week to be laundered.
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           REMINDER

•
SAFETY:  It is very important, and a requirement of licensing that you the parents or any person who signs your child in/out use his/her full legal signature (no initials please!).

Please use the designated parking spaces when dropping off or picking up your child at the center.  Do not park along the curb side.  Handicapped parking spaces should only be used by handicapped persons. Thank you for your cooperation.

Do not allow your child to climb the gates to open or close them.

• Sharing day is on Wednesdays unless specified by your child's teacher.   Small toys which fit into your child's cubby are welcome.  These toys are not allowed in the school yard.  No weapons of any type are to be brought to the center (i.e. guns, swords, knives etc.).  Toys do get broken, misplaced or taken home by other children.  Therefore, please keep expensive toys at home.   
•
Please dress your child in comfortable play clothing.  



•
Nap bedding should have your child's name printed clearly and taken home to be laundered each Friday or the last day of your child's week.  Please make every effort to pick up your child's nap items if he/she is absent during the week.

•
Disaster kits and a shoe box with an extra outfit must be in within 2 weeks after enrollment.

•
HEALTH/MEDICATION:  If your child has a fever or is sent home from the center with a fever be sure to keep your child at home for 24 hours.  Prescription Medication must be given to a teacher with a school permission slip.  


            (Medication distribution is at:  8:00 a.m., 12:00 noon and 4:00 p.m.). 
•
TUITION:  Tuition is due on the 1st day of each month.  A 10% late fee will be assessed if payment in full is not made by the 5th of each month.  Your child will not be admitted if payment is not made by the 10th day of the month.


•
LATE PICK UP FEES:  A charge of $2.00 for each minute will be levied (per child) who is on the premises after 12:00 noon for the Half-Day program and 6:00 p.m. for the Full Day program. 


•
VACATIONS AND OTHER ABSENCES:  There is no refund for absences due to illness.  A two weeks vacation allowance will be given after 6 months of enrollment.  There will be no switching of days to make up time.  If you wish to take your child out of the day care, please advise the office as soon as possible.  In order to be considered for a refund of unused tuition, two weeks notice is required. 

•
OBSERVED HOLIDAYS ... New Year's Day, Martin Luther King Day, Presidents' Day, Good Friday, Memorial Day, Independence Day, Labor Day, Columbus Day, Veterans' Day, Thanksgiving Day & the day after, Christmas Eve Day, Christmas Day & the day after and New Year's Eve Day .   
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EMERGENCY/DISASTER PLAN

The center will have monthly fire and earthquake drills.  In the event of a disaster, the children at the Terra Nova Christian Day Care Center will remain at the center until parents or an authorized person is able to pick them up.  In the event we encounter any structural damage, we will then relocate to the Terra Nova High School (which is our shelter point).

During a disaster, the likelihood of a great many children spending an extended amount of time at the center waiting for a responsible adult to pick them up increases dramatically.  This is true because of the large number of parents who work outside the area who may experience difficulty and delays in returning home.  Please make arrangements with someone in the local area to pick up your child in the event that you are unable to do so.

In addition to supplies on hand (water, flashlights, and transistor radios), we feel we would be able to provide adequate care for the children for a 24-72 hour period following a major disaster if each child has the following  items:



PLEASE FILL A GALLON-SIZED ZIP-LOCK BAG, CLEARLY



MARKED WITH YOUR CHILD'S NAME:




1 Small sealed bottled water (16 oz)




2 Small cans of juice (cans only)




2 Packages of cheese/crackers or




   peanut butter/crackers




2 Granola or fruit snack bars




2 - 1 oz. bag of fruit/nut mix




2 Additional snack food items




1 Small package of baby wipes



1 Toothbrush & toothpaste




1 Emergency 3 oz. "space blanket"   (found at




   sporting goods stores or Target).  We will use plastic




   garbage bags if one is not supplied.




Also recommended:  1 small flashlight and a 




reassuring note from parents and a family picture!

These items are mandatory within two weeks of enrollment of your child.  Each child must have a kit assembled by the parent.  Periodically the items should be refurbished and updated by the parent.  These kits will be returned to you when your child is leaving to another center or kindergarten.
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Terra Nova Christian Pre-School Center’s

Daily Schedule

 7:00 a.m.



-
Center Opens 

 8:00 a.m.



-
All Children go into their own classrooms

 8:00 a.m. - 8:30 a.m.

-
Free Play

 8:30 a.m. - 9:45 a.m.

-
Circle Time - Calendar, Weather etc.







-
Project Time






-
Story Time - Sing Songs






-
Sharing Day on Wednesdays (unless other day 









specified by teacher)

 9:45 a.m.  -  10:00 a.m.
-
Toilet Time & Snack Time

10:00 a.m.
- 11:00 a.m.
-
Outdoor Play

11:00 a.m.  -  11:20 a.m.
-
Toilet Time, Sing Songs & Story Time 

11:20 a.m.  -  12:00 p.m.
-
Lunch Time - Half Day children go home

12:00 p.m.  -    2:00 p.m.
-
Nap Time - 1:00 p.m. 

Children who are not asleep go into classroom 

 2:00 p.m.   -    2:45 p.m.
-
Project or quiet indoor play

 2:45 p.m.   -    3:00 p.m.
-
Snack Time

 3:00 p.m.   -    5:00 p.m.
-
Outdoor Play (weather permitting) 








winter months come in earlier.
5:00 p.m.   -    6:00 p.m.
-
Indoor Play (unwind time)

                   -8-
     


TERRA NOVA CHRISTIAN PRE-SCHOOL CENTER

"PARENT HANDBOOK"

I, _____________________________________________________, parent or 

guardian of __________________________________________ have read and 

understood all the policies and procedures of the Terra Nova Christian Pre-School Center as
 set forth in the Parent's Handbook.  I will also have a Disaster Kit assembled within 2 weeks of
 enrollment.






Signed:  __________________________________






Date:  ___________________________________

PLEASE RETURN THIS PAGE TO THE DAY CARE OFFICE
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