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SCHOOL OVERVIEW 
 

Sandy Springs United Methodist Church Preschool & Kindergarten is an outreach and educational 
ministry of the church.  It is our belief that children and families benefit immensely from participation in 
early childhood education and it is our honor and privilege to share in this early childhood experience.   
 
Since 1963, Sandy Springs United Methodist Church has provided outstanding Christian preschool and 
Kindergarten education.  We have achieved a recognized level of excellence as demonstrated by our 
accreditation in November of 2008 by SACS (the Southern Association of Colleges and Schools) and 
certification as a Program of Excellence since 1997 by the United Methodist’s North Georgia Conference 
Preschool Association.  We welcome families, children and staff from all faiths, races and nationalities to 
all the rights, privileges, programs and activities that we offer. 
 

OUR VISION 
How We’d Like the World To Be, Our Inspiration 

 
Our Vision for the children of our community, as they grow with us and beyond us, is to form a lifelong, 
positive relationship with God; to respect, accept and embrace all others in a manner consistent with the 
teachings of Christ; to have a deep-rooted love of learning; and to experience continuing academic 
success.   
 

OUR MISSION 
What We Do & How We Know We’re Doing It 

 
Our Mission is to provide a loving, stimulating, and safe environment for children; to provide a Christian 
program of academic excellence; to serve children aged 12 months to 6 years old; to accept each child 
for who he/she is; to positively motivate each child to move along a continuum of skills acquisition; to 
prepare each child in equal measure spiritually, socially, emotionally, intellectually, and physically for 
elementary school, church and life among others in a constantly changing world. 

 
OUR VALUES 

What We Believe & How We’ll Make Our Decisions 
 
We believe play is the language of children and the foundation of quality preschools. 
 
We believe in fostering independent thinking and problem solving skills in our children, in ourselves and 
in partnership with parents. 
 
We will foster healthy peer relationships among the children in the classroom, between the staff and 
parents, and among the staff of the preschool. 
 
We believe each child, parent, teacher and staff member is to be accepted as a person of worth and 
value. 
 
We will treat one another with dignity, compassion, grace, integrity, honesty and humanity. 
 
We will celebrate our similarities and embrace our differences. 
 
We will favor decisions based on God’s guidance that create long term improvement for our parents and 
children over short term expediency for the preschool or the individuals and organization we serve. 
 
We will focus on our strengths and build upon them. 
 

SSUMC Preschool & Kindergarten… Where Children Shine!
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WHAT IS A HIGH QUALITY EARLY CHILDHOOD PROGRAM? 

 
A high quality early childhood program is one that provides a loving, stimulating, and safe 
environment for children, accepts each child for who he/she is, and is both nationally and locally 
recognized to positively motivate each child to move along a continuum of skills acquisition which 
will promote their spiritual, social, emotional, intellectual and physical development.  In our program 
you will see: 
 

• frequent, positive warm interactions among adults and children 
• planned learning activities appropriate to children’s age and development 
• a wide variety of age-appropriate materials 
• specially trained teachers 
• regular communications with parents who are welcome visitors at all times 
• effective administration 
• ongoing systematic evaluation  

 
 

ACCREDITATION & AFFILIATIONS 
 
We are accredited by the Southern Association of Colleges and Schools (SACS), a national 
organization which conferred accreditation in November 2008.  The SACS Accreditation is rigorous 
and based on five standards, with multiple criteria for each standard, by which each school is 
judged. This accreditation is renewable every 5 years.  
 
Our school has also been certified as a “Program of Excellence for Young Children” by the North 
Georgia Conference Methodist Preschool Association since 1997.  Our school goes through a re-
certification process with this organization every 3 years, most recently in 2013.  The school also 
maintains professional membership in the Georgia Preschool Association.   
 
 

STATE LICENSING 
 
SSUMC Preschool & Kindergarten is not required to be licensed by the State of Georgia - Bright 
From the Start agency.  We are classified as “EXEMPT” from state licensing under the Faith Based 
Exemption category, which states that a faith based/religiously affiliated school which also has a 
national accreditation, in our case SACS accreditation, can be exempt from licensing. We will 
continue to maintain our high quality standards for health and safety. 
 
 

WHAT MAKES IT CHRISTIAN? 
 
Because we believe each person is a unique child of God and therefore worthy of love, acceptance 
and support, we provide many experiences to build a positive self-image.  To love our neighbors, or 
to love God, we must first love ourselves.  
 
We further a child’s Christian Education through celebrations, such as Christmas, Easter, 
Thanskgiving and birthdays, interpreting them from a Christian perspective.  A chapel service is 
held weekly by our Ministers, the Director of Children’s Ministries and the school Director.  We learn 
of God’s love for us with stories portrayed through drama, physical activities, songs and prayer in 
our Chapel program and in each classroom.  
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WHAT MAKES IT CHRISTIAN? (cont.) 
 

We share our faith with children when we: 
• provide an atmosphere of love, caring, happiness and trust 
• help our children see themselves as persons of worth 
• live our faith by showing love, forgiveness, discipline and acceptance 
• share our attitudes about others 
• practice the rule of love in all relationships 
• learn to handle differences and disagreements 
• provide opportunities for our children to make good choices 
• help children become better stewards of God’s creation by learning about health & 

safety, good  nutrition, conserving our environment and sharing what we have 
• provide opportunities for them to be involved with and appreciate the beauty and 

orderliness of God’s world 
• provide opportunities for involvement with other people in our community 
• provide opportunities to develop individual talents and create through art, music, drama 

and imagination 
 
 
NONDISCRIMINATION POLICY 

 
SSUMC Preschool & Kindergarten welcomes all children to its program, regardless of race, creed, 
sex, ethnic, or economic background.  Classes are filled on a first-come first-served basis. 

 
 
STAFF QUALIFICATIONS  

 
Staff qualifications have been determined by the Southern Association of Colleges and Schools (SACS) 
and meet the certification requirements of the United Methodist Church’s North Georgia Conference 
Preschool  Association.  In addition, these qualifications also meet or exceed those set forth by Bright 
From The Start: Department of Early Care and Learning Child Care Licensing Services.  (Though we 
are no longer required to be licensed by the state as we meet the “faith-based exemption” requirements, 
we seek to meet or exceed the state’s requirements). Finally, all staff members are required to pass 
Criminal Background checks. 
 

 
TRAINING 

 
All classroom teachers are required to accumulate 24 hours of in-service training per year.  Special 
topics teachers and support staff must accumulate 12 hours per year or more, as determined by 
Director. Hours include professional workshops/classes, age level planning meetings, and planning 
or training sessions at staff meetings. 
 
Specific training classes are required during the first year of employment.  These include classes in 
Health and Safety, Child Abuse (including the Methodist Church’s Safe Sanctuaries training), 2 
hours in CPR and 2 hours in First Aid.  CPR and First Aid must be repeated every 2 years for all 
staff.  In addition, the United Methodist Church requires that all staff be trained under its Safe 
Sanctuary program. 
 
The Georgia Preschool Association has traditionally provided a weekend of training workshops one 
weekend in the winter beginning on a Friday.  That Friday, school is closed to provide teachers the 
opportunity to upgrade their skills and enrich the classroom experience.  Teacher training is mostly 
obtained before school begins in the fall, at Staff Meetings and via computer.  Occasionally, a select 
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group of teachers will participate in a training workshop during the school year, however, we strive 
to minimize interruption of classroom time for training.  
 

SUBSTITUTE TEACHERS 
 

This is an important need throughout the school year!  If a parent is interested in serving as a 
substitute teacher, the parent must complete a Substitute Application form, complete a criminal 
background check and receive Safe Sanctuaries training.  A W-9 Form will also need to be 
completed to receive payment for services.  In addition, all substitute teachers must attend Safe 
Sanctuary training prior to working in the classroom. 

 
Subs will receive a Substitute Teacher Manual.  Subs will serve with an experienced teacher, and 
follow the teacher’s lesson plan.  Subs must be able to be at school by 8:45 AM on the day he/she 
substitute teaches.  Payment for substitute teaching is $35.00 per day.   

 
AGES SERVED 

 
The school offers classes for children aged 12 months (by September 1st of the year enrolling) through 
Kindergarten (age 5 by September 1st of the year enrolling).   
 
 

SCHOOL HOURS 
 
Regular school hours are 9:00am to 12:30pm Monday - Friday.  Carpool begins at 8:55am for 
arrival and begins at 12:25pm for dismissal.  After school enrichment, Discovery Days, concludes at 
2:30pm. 
 
In Kindergarten, there are additional enrichment days throughout the month.  These are Tuesdays 
and Thursdays (except once a month on those Tuesdays when there are Staff Meetings) and 
dismissal from Kindergarten is at 2:30pm on those enrichment days in the preschool lobby (there is 
no carpool). 
 
School begins each year in September on the day after Labor Day and ends during the 3rd or 4th 
week in May.  Generally, the school follows the Fulton County School System for holidays and 
closings.  A specific calendar for the year will be provided to all parents listing all holidays and 
special events.   
 
 

WEBSITE 
 
Our school has a website that we make every effort to maintain!!  You can find many of our forms 
and answers to many of your questions at www.ssumc.org/preschool-kindergarten and look for the 
Preschool & Kindergarten pages!  Each of our monthly calendars and the schedule for various 
school systems are posted on the Teachers’ Corner page of the website! 

 
 
SSUMC PRESCHOOL & KINDERGARTEN BOARD OF DIRECTORS 
 

SSUMC Preschool & Kindergarten is governed by a Board comprised of church members some of 
whom may be preschool parents, the Senior Pastor, the Director of Children’s Ministries, and the 
school’s Director. Representatives from certain church committees, such as Finance, Board of 
Trustees and Staff Parish Relations, as well as a teacher representative serve as ex-officio 
members. The daily decisions will be made by the director; however, policy, overall staff issues and 
other such matters will be determined by the Board. 

http://www.ssumc.org/preschool-kindergarten
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SSUMC PRESCHOOL & KINDERGARTEN BOARD OF DIRECTORS 
 
 
Armour, Sue 6355 Black Water Trail NW       404 255-8945 
Emeritus Chair   Atlanta, Georgia  30328  ha6429@aol.com    404 275-8945 
 
Dietrich, Donna 6140 Riverwood Dr.       717 658-3073 
   Sandy Springs, GA   30328 donnadietrich@earthlink.net  
  
Lawrence, Jessica 5552 Benton Woods Dr.  jessicabcouch@gmail.com  
   Sandy Springs, GA   30342     404-518-4256 
 
Miller, Buffy  40 Bransford Rd. NE  BuffyJMiller@aol.com 404-565-2304 
   Atlanta, GA   30342       404-275-0494 
 
Nelson, Shirley 5674 River Heights Crossing SE snandjn@aol.com  678-742-8479 
Chair   Marietta, GA   30067      706-955-4846 
 
Reece, Stacey 4400 N Elizabeth Lane SE      404-202-0541 
   Atlanta, Georgia  30339     stace.reece@gmail.com 
 
Sodl, Lisa  750 Weatherly Lane   lmhatlanta@hotmail.com 404-663-3353 
   Atlanta, GA   30328       404-663-3353 
 
Taylor, Sherry  850 Greenvine Trace       770 841-9153 
      Roswell, Georgia  30076  staylor60@gmail.com   
              
Wilson, Pam  240 Spalding Gates Dr.      
   Atlanta, Georgia 30328  pam.wilson@mac.com   404 252-3623 
 
 
Ex-Officio Members: 
       
Martin, Thomas Senior Minister     tmartin@ssumc.org   404 255-1181 
 
Nadolski, Nancy Preschool Director     nnadolski@ssumc.org  404 250-9455 
 
Johnson, Candace  Director, Children’s Ministry chirsch@ssumc.org   404 255-1181 
  
Moore, Lynn  Teacher Representative  lpmoore@comcast.net 404-374-3632 
     
McDonald, Kelly Parents’ Club  Representative kellymcdonald9@gmail.com 404 272-4126  
 
Parkman, Kim Parents’ Club Representative klnparkman@gmail.com 404- 510-3208 
 
Robinson, Kay Teacher Representative  kr1167@aol.com  404 255-7518 

mailto:ha6429@aol.com
mailto:donnadietrich@earthlink.net
mailto:jessicabcouch@gmail.com
mailto:BuffyJMiller@aol.com
mailto:snandjn@aol.com
mailto:stace.reece@gmail.com
mailto:lmhatlanta@hotmail.com
mailto:staylor60@gmail.com
mailto:pam.wilson@mac.com
mailto:tmartin@ssumc.org
mailto:nnadolski@ssumc.org
mailto:chirsch@ssumc.org
mailto:lpmoore@comcast.net
mailto:kellymcdonald9@gmail.com
mailto:klnparkman@gmail.com
mailto:kr1167@aol.com
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HUMAN RESOURCE TOPICS 

 
TERMS OF EMPLOYMENT  

 
Each employee has an agreement for one year’s service, however it is not binding by either party.  
At the close of each school year, continuation of employment will be re-evaluated, and may be 
renewed, revised or discontinued.  If problems arise with performance during the school year, 
these will be discussed and the employee will be given a reasonable length of time to correct the 
problem. If correction is not made, the employee may be terminated. If an employee desires to 
leave the position, then the school requests 2 weeks notice be given. A written notice of resignation 
is needed for the files.  
 
The employee agreement is not a contract of employment for any specific term.  
Employment may be terminated at will, with or without any cause. 

 
 
SALARY BENEFITS  

 
Teachers are paid bi-monthly (September – May), generally on the 15th of the month and the last 
day of the month, and ½ month pay in August for pre-planning. Federal tax, state tax, and FICA are 
withheld from each salary check.  Staff is covered at no expense for accident and liability under the 
church’s plan.  Worker’s Compensation coverage is provided for teachers who are injured while 
working at the school.  The director should be notified immediately following any injury at school. 
Copies of medical bills should be saved by the employee for the director or the insurance 
companies’ use settling the claim. Should a day of work be missed because of an accident at 
school, the Director should be notified immediately. 
 
Each staff member is given the number of personal or sick leave days for the school year 
equivalent to the number of days per week they work.  When teachers exceed personal leave days, 
the daily rate of pay based on that teacher’s salary will be deducted from the current pay period, if 
possible, or the following one. If a staff member terminates their contract prior to the end of the 
school year, days off  will be deducted from their last check.   

 
Paid leave days: 

• 5-day a week employees- 5 days per school year 
• 4-day a week employees- 4 days per school year 
• 3-day a week employees- 3 days per school year 
• 2-day a week employees- 2 days per school year 
• 1-day a week employee-   1 day per school year 

 
Paid holidays follow most Fulton County school holidays and Good Friday, as well as, any other 
days listed on the school calendar.  Teachers are expected to be present for pre-planning days in 
August, parent open house night and children’s open house, training days during August and 
teacher workdays even though it may not be one of your scheduled days.  Teachers are strongly 
encouraged to attend night and weekend family functions, if possible.  Children and parents love to 
see their teachers outside of the classroom and feel special when they see you at these events.  
 
In the event of an absence of the lead teacher, the assistant will take over as lead during the 
absence and will be compensated an additional $10.00 per day. 
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SALARY BENEFITS (cont.) 
 

Restrictions 
 

1. The lead teacher and assistant may not be absent at the same time.  If such a need arises, 
priority will be determined by the Director. 

2.  Anyone absent on the days prior to a holiday or the last week of school, will receive an 
automatic deduction of a full day’s salary, plus the substitute fees. 

4.  Failure to make the required substitute arrangements or in notifying the Director or Office 
Manager will result in automatic deduction of full day’s pay from your monthly check and 
may be grounds for dismissal.   

5. Deductions will be made for excessive tardiness. 
 
 
Discounted Tuition 
 
Our school does provide discounted tuition for the children of our staff.  Tuition discount is 
determined by the number of days per week a person works at the preschool as follows: 

• 5-day a week employees- 25% 
• 4 day a week employees- 20% 
• 3 day a week employees- 15% 
• 2 day a week employees- 10% 
• 1 day a week employees-   5% 

 
 
STAFF PARKING 
 

All staff may park against the hill across from playground or on the carpool side of the building 
away from the building. Please leave the parking spaces on the playground side closest to the 
building for parents dropping off their children. 

 
 
JURY DUTY 
 

Teachers who receive a jury summons should make a copy of the summons for the Director and 
obtain a sub for the day(s) out.  Teachers will not lose pay for the days out. 

 
 
SICKNESS POLICY 
  

Teachers should not come to work when experiencing fever, diarrhea, severe cough, or any 
communicable disease.  Teachers should be fever free for 24 hours and illness free before 
returning to work. 

 
It is your responsibility to obtain a substitute for your position.  A list of approved substitutes 
will be given to you prior to the start of school. (A copy of this list should be kept at home for use 
when needed.)  Except in cases of emergency or serious illness, do not ask the Office Manager to 
find a substitute for you. 
 
Please remember it is easier to find someone to help the night before and extremely difficult at the 
last minute. However, we understand that illness often strikes at night!   
 
If you are ill in the morning and find a sub, leave a message on the office voice mail informing the 
Director of your absence and the name of the sub coming in for you--  be sure to inform your 
teaching partner as well. 
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GENERAL POLICIES 
 

1.  All teacher and special positions, e.g. Library/Supplies, Curriculum Coordinator, Music, etc. are 
classified as part-time. 
 
2.  SSUMC Preschool & Kindergarten is an equal opportunity employer.  No applicant will be 
discriminated against because of race, religion, sex, or national origin. 

           
3.  New employees may be hired for a three-month probationary period.  At the end of this time the 
Director will make a professional judgment as to the physical and psychological competence for 
working with children, their staff-child interactions and curriculum implementation.  Based on these 
judgments, the employee may be terminated or will no longer be on probation. 
 
4.  Each new employee will be expected to go through an orientation process which includes the 
following: 
 

a. Criminal records check will be made on all new employees 
b. Program philosophy 
c. School policies and procedures (staff and parent handbooks) 
d. Employee benefits 
e. Training requirements 
f. Job responsibilities 
g. School health and safety procedures 
h. Reporting child abuse 
i. Emergency evacuation and weather plans 
j. Supply and resource locations 
k. School curriculum for age level taught 
l. Overview of planning and lesson plan responsibilities 
m. Discipline methods 
n. Parent conferences 
o. Physical plant 

 
 
STAFF QUALIFICATIONS 
 

Staff qualifications have been determined by the Southern Association of Colleges and Schools 
(SACS), who conferred accreditation in November 2008. This is a national accreditation renewable 
every 5 years.  
 
Qualification standards also meet the certification requirements of the United Methodist Church’s 
North Georgia Conference Preschool Association. Our school has been certified as a “Program of 
Excellence for Young Children” since 1997.  Our school goes through a re-certification process 
every 3 years, most recently in 2013.   
 
These qualifications also meet or exceed those set forth by Bright From The Start: Department of 
Early Care and Learning Child Care Licensing Services.  (Though we are no longer required to be 
licensed by the state as we meet the “faith-based exemption” requirements, we seek to meet or 
exceed the state’s requirements). 
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STAFF QUALIFICATIONS (cont.) 
 

1. All Staff 
a. Is at least 18 years of age. 
b. Does not suffer from any physical condition, communicable disease or mental health 

disorder which would interfere with the applicant’s ability to provide care and supervision 
of young children.  All staff should be  

i. physically able to lift 40 lbs.,  
ii. able to get up and down from sitting position on the floor,  
iii. able to stay outside for at least 30 minutes in hot or cold weather,  
iv. able to move quickly and react quickly,  
v. able to climb stairs,  
vi. able to spend extended times standing, and  
vii. in overall good health. 

c. Must have an acceptable criminal record check in the state of Georgia. 
d. Agree to participate in required training. (see specific training requirements in the 

Training section of this handbook) 
e. Agree to uphold the philosophy of the United Methodist Church regarding the spiritual 

development of young children. 
f. Have not made any false statements concerning qualifications. 

 
2. Lead Teachers 

a. For teachers of children 0 – 2 years of age: 
i. High School Diploma or GED 
ii. One year of qualifying experience 

b. For teachers of children 2 – 5 years of age: 
i. High School Diploma or GED, 30 hours of instruction in ECE child development, 

and two years of qualifying experience. 
ii. Early childhood associate credential or a child development and related care 

diploma from an accredited vocational institute, or similar credentials where the 
course of study includes an intensive practicum in child care as a part or the 
curriculum and two years qualifying experience. 

iii. Associate’s degree in early childhood education and one year qualifying 
experience. 

iv. Bachelor’s degree from an accredited college or university in a field other than 
early childhood or child development and one year’s qualifying experience. 

v. Bachelor’s degree from an accredited college or university in early childhood or 
child development. 

 
3. Assistant Teachers 

a. High School diploma or GED and one year qualifying experience 
 
4. Substitutes or Volunteers 

a. 18 years of age 
b. Clear criminal record check 
c. Trained in school policies and procedures 
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TRAINING 
 

All teachers, the Director and Curriculum Coordinator are required to accumulate 16 hours of in-
service training per year and office and support staff 10 hours per year or more, as determined by 
Director. Hours include professional workshops/classes, age level planning meetings, and planning 
or training sessions at staff meetings. The school pays for in-service training in workshops pre-
approved by the Director. Hours must be accumulated during the current school year including the 
summer prior to the start of school.  Hours accumulated beyond the requirement are not 
transferable to the following school year.  Transferring current college hours to workshop credit 
hours should be discussed with the Director. 
 
Specific training classes are required during the first year of employment.  These include classes in 
Health and Safety, Child Abuse, 2 hours in CPR and 2 hours in First Aid.  CPR and First Aid must 
be repeated every 2 years for all teachers.  
 
The Georgia Preschool Association has traditionally provided a weekend of training workshops one 
weekend in the winter beginning on a Friday.  That Friday, school is closed to provide teachers the 
opportunity to upgrade their skills and enrich the classroom experience.  Teacher training is mostly 
obtained before school begins in the fall, at Staff Meetings and via computer.  Occasionally, a 
select group of teachers will participate in a training workshop during the school year, however, we 
strive to minimize interruption of classroom time for training.  
 
If an employee terminates employment before the end of the school year, the cost of any 
training provided during that year will be deducted from the last paycheck. 
 
All certificates of attendance must be turned in to the Office.  This certificate should include: title of 
the course, date and hours attended and place of the course.  If no certificate of attendance is 
received, the above information should be given in writing to the Director.  Each teacher and 
assistant is responsible for turning in all documentation.  A written record of workshop hours 
will be kept by the school. 

   
 
GENERAL EMPLOYMENT RESPONSIBILITIES  
 

1. Work hours are 8:30am – 1:00pm. These times should be strictly observed as pay is based on 
a 4 ½ hour workday. 

 
2. Salary information is confidential. Salary amounts are based on education, type of degree 

achieved and qualifying experience. 
 

3. Information about children and families MUST be kept confidential.  Be aware of this as you talk 
with neighbors, moms or baby sitters! Many teachers have personal, social relationships with 
school parents--  always remember that you represent the school and err on the side of caution 
in your social interactions. 

 
4. No personal leave is to be taken during the last week of school, nor 1 day prior to or following a 

holiday. If personal leave is used during that time, the employee’s pay will be reduced by their 
daily rate AND the rate for the substitute’s fee. 

 
5. Always report any absences due to sickness to the Director and to your teaching partner as 

soon as possible. You may call the Director as late as 9:00 p.m. or as early as 7:00 a.m.  
Absences due to personal leave must be submitted in writing to the Director and approved 
PRIOR to the absence and your training partner must be informed.   

 
6. Smoking is not permitted on the school premises. 
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GENERAL RESPONSIBILITIES OF STAFF 
 

It can be confusing to know who to talk to about certain topics.  The following lists general 
responsibilities that may help you as you begin to navigate the workplace. 

 
Director 

• Oversees all areas and personnel 
• Hiring & firing – including summer camp 
• Budget 
• Payroll questions 
• Child, parent or fellow teacher mediation 
• Money disbursed (e.g. reimbursements) 
• Duty assignments 
• Requests for time off 
• Maintains Training log for each teacher 

 
Curriculum Coordinator 

• Curriculum Development & Training 
• Lesson plans 
• Classroom assistance 
• Purchases and maintains books for the Library 
• Directs teachers to in-house resources on subject matters 
• Conducts Scholastic book order program for preschool families 
• Provides Weekly Readers to older classes 

 
Discovery Days Coordinator 

• Discovery Days vendor relations 
• Teacher scheduling & payroll records 
• Daily student schedule 
• Calendar follow-up with parent and/or Office Manager 

 
Office Manager 

• Money collected 
• Student files & state required forms 
• Website content 
• Class roll and directory 
• Copier toner, jams, etc. 
• E-blasts, Facebook, and other communications 

 
Supplies/Workroom Coordinator 
• Orders general office supplies 
• Keeps general office supplies 
• Orders supplies from catalogues (as approved by Director) 
• Orders paper, including copier, bulletin board and construction paper supplies 
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TEACHER EVALUATIONS 

 
Performance evaluation will be a continuous process with the primary purpose being to facilitate 
self-motivation and improved work performance through mutual goal setting between the school’s 
Director and employee.  New employees will be evaluated by the school’s Director at three months, 
one year and annually thereafter.  Teachers are also given the opportunity to fill out annual 
evaluations on the Director, Office Manager, special class teachers and the program in general. 
 
Teacher evaluations are based on the ability to care for children, quality of work, interest, 
dependability, initiative, attendance, punctuality, and ability to relate to children, parents/guardians 
and other staff.  The employee will see in advance a copy of the evaluation criteria and are asked 
to fill out a self-evaluation. The Director will respond to employee evaluations and help set goals for 
improvement and growth as needed. 
 
The Director will meet with each staff member in February/March to discuss “how things are going” 
and begin discussion of employment agreements for the next school year.  All staff members are 
encouraged to meet with the Director at any time to voice concerns or to make suggestions.  
Automatic renewal of employment agreement is not guaranteed.  Performance evaluation and 
school enrollment will aid in determining renewed employment agreements. 
 

 
GRIEVANCE PROCEDURE   

 
Teachers should take problems, concerns and complaints directly to the school Director.  If the 
problem is not resolved to the mutual satisfaction of the teacher and school Director, both teacher 
and the Director should present the problem to the school’s Board of Directors.  The resolution to 
the problem as stated by the Board will be final. 
 
If the problem, concern or complaint is with your training partner, first address it with the partner.  
Only then, if there is no positive resolution, should you approach the Director for mediation. 
 
There will be suspension without pay or immediate termination for any actual or alleged acts of 
impropriety including, but not limited to, child abuse, theft or failure to comply with the rules and 
regulations of the school. 

 
 
GUIDELINES FOR CORRECTIVE ACTION (SHOULD IT BE NECESSARY)  

 
Corrections will be made through Staff/Director interaction: 
 
1. Oral “advance warning”: This is given in an informal but professional manner. The 

employee is told why such behavior is unacceptable and reminded of consequences of 
repeated violations. 

 
2. Oral warning (documented): This is a stronger reprimand and a note will be placed in the 

employee’s file.  The documentation will include the circumstances, corrective steps 
necessary and the results of the decision.  

 
3. Written Warning: This is a more formal written warning which is placed in the employee’s 

file with a copy given to the employee.  This will include the nature of the deficiency, steps 
done to correct it and the current situation.  The employee’s status may be probationary at 
that time and a specific period of time for correction before termination may also be stated.  

 
4. If the situation does not show significant improvement, the employee will be terminated. 
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TERMINATION OF EMPLOYMENT  

 
Agreement of employment may be terminated at any time.  Whether termination of employment is 
initiated by the employee or the school, the employee will be paid for all days worked less any 
leave time taken in the pay period. 
 
Possible reasons for termination (examples include but are not limited to): 
 
1. The commission of any criminal acts against the school, children or families. 
2. Use of alcohol or non-prescription drugs (excluding OTC).  Staff members may not be under 

the influence of alcohol or any controlled substance at any time when on the premises or any 
time they are supervising children for whom the school is responsible. 

3. Use of physical force toward a child; subject to immediate dismissal with no warning. 
4. Violation of school policies. 
5. Violation of confidential school information. 
6. Use of any discipline measure that “ridicules or “embarrasses” a child in front of others. 
7. Consistent failure to perform duties. 
8. Consistent tardiness or leaving early. 
9. Consistent absences from staff meetings. 
10. Consistent unexcused absences. 
11. Excessive absences. 
12. Smoking anywhere on church/school premises. 
 
A termination release form will be signed by both parties stating the reasons for said termination.  
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EXPECTATIONS AS A MEMBER OF OUR STAFF 
 
 
PROFESSIONALISM 
 

We have built our reputation by providing a professional attitude in conversations with other 
employees and parents.  Program employees are expected to speak professionally about our 
program and staff.  If there is a problem or concern, the proper channels should be followed to 
resolve the situation (see Grievance Procedure in this Handbook).  Issues between or concerns 
regarding staff members should be brought to the attention of the Director.  

  
If you are talking with another staff person when a parent or visitor walks in, please stop 
immediately and attend to the parent or visitor.  A parent is only at the school for a few minutes 
each day, and that is the only time a favorable impression of the school and staff can be created. 
 
 

GOSSIP 
 
Do not discuss personal matters, other children, or other parents with a parent.   
 
Do not discuss the personal problems of children or parents in your class with other 
teachers. We must maintain the highest level of confidentiality.   
 
Staff who choose to breach this standard are subject to dismissal.  Refer any inquiries regarding 
children, their performance and parents to the Director. 
 

 
SOCIAL MEDIA POLICY 

 
The following guidelines apply to all social networking media, including but not limited to 
Facebook, Twitter, MySpace, Wiki and personal web pages, for all employees of SSUMC 
Preschool & Kindergarten. 
 
Employees are personally responsible for the content they publish online.  What you publish on a 
social media network, such as Facebook or Twitter, is viewed not only by the intended recipient 
but any and all individuals who have access to that individual’s account. 

Because you are an employee, your online behavior should reflect the same, if not greater, 
standards of honesty, respect and consideration that you use face-to-face in any and all on-line 
communications.  Those viewing your online postings may already know that you are a SSUMC 
Preschool & Kindergarten employee.  Whether or not you identify yourself as such, ensure your 
profile, related content and postings are consistent with the expectations of professionalism in 
presenting yourself with colleagues, parents and students.   

Concerns you may have with the policies of the school should not be aired publicly on social 
networking sites, especially if they may be viewed by other employees, families and/or students. 

No last names, school names, addresses or phone numbers should appear on online 
postings.  Never post confidential student [or parent] information. 

When uploading digital pictures to your personal social media sites, make sure you do not post 
pictures of your students and do not post pictures of other staff members without their express 
approval.  When posting to the school’s social media sites, still avoid last names. 
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SOCIAL MEDIA POLICY (cont.) 
 

SSUMC Preschool & Kindergarten is a Church-based preschool.  Any online postings that are 
derogatory towards its employees, families and/or students reflect negatively on Sandy Springs 
United Methodist Church.  In short, use common sense and common decency when contributing 
comments on social networking sites. 

Any violations of the aforementioned social networking policy may result in disciplinary action, 
including, but not limited to, termination of employment from SSUMC Preschool & Kindergarten. 

 

CELL PHONE USAGE 
 

There shall be NO talking on cell phones, texting or e-mailing, [web usage, etc.] during 
preschool hours or during any school-related workshops or staff meetings.  In extenuating 
circumstances, receiving a call, texting and/or emailing is permissible, so long as the employee 
informs the Director, preferably at the start of the day if possible, that such an emergency situation 
exists. Complete attention to the children must be given at all times. 

Feel free to provide the school’s office number to your children’s schools and your family.  
However, please impress upon your spouse, partner and family members that while you are at 
school, you are working and are not to be interrupted or distracted.  Teaching is a profession that 
requires your undivided attention!!   
 
Any violations of the aforementioned cell phone policy may result in disciplinary action, including, 
but not limited to, termination of employment from SSUMC Preschool & Kindergarten. 

 

DRESS CODE 
 

Dress professionally, yet comfortably. Our dress code permits slacks, nice blue jeans, and suitable 
tops, dresses, skirts and knee-length shorts or Capri pants.  Halters, tops with spaghetti straps, 
midriffs, tops with low cleavage, clothing with inappropriate wording, short shorts or skirts are not 
considered suitable. Shoes or sneakers must be worn at all times.  
 
 
 

STAFF MEETINGS 
 

Staff meetings for the entire staff will be held once a month and attendance is expected even if it is 
not your usual day at school.  Meetings are usually scheduled for 12:30pm on the first Tuesday of 
the month. Specific dates for meetings will be announced in advance. 
 
We often include a mini-training session which can be counted toward your in-service training 
requirements.  In addition, matters of importance to the entire school are discussed and your 
attention and participation will help these events run smoothly. Planning together and building 
community is for the benefit of everyone and our school.   
 
We try to arrange a sitter for staff children. In the event this is not possible, we will rotate care 
among those that have children. Deductions will be made on monthly payroll in the amount of 
$10.00/meeting for unexcused absences.   
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STUDENT POLICY & PROCEDURES 
 

MEDICATIONS 
 

No prescription medicine, neither oral nor topical, may be administered without a parent completing a 
Medical Authorization form.  The medication must be brought in the original prescription bottle showing 
the prescription number, name of medication, date filled, child’s name, physician’s name and the 
directions for dosage.   
 
No over the counter medications will be given unless prescribed by a physician and the Medical 
Authorization from is completed.  
 
All medication will be administered by the Director or Office Manager.  Severe allergies requiring an 
epinephrine injector may be kept in the classroom upon agreement by the Director.  Clear instructions 
for the teachers and staff for appropriate usage of the epinephrine injector must be provided by the 
parent.  Again, the Medical Authorization Form must be completed by the doctor.    
 

 
ABSENTEEISM - Preschool 
 

It is requested that parents call the school office when their child is absent for more than two 
consecutive days.  If parents have not called, the classroom teacher or director may call the 
child’s family. 
No refunds will be made for short or long absences.  In the case of extended absences or illness, 
monthly tuition must be paid to reserve a place in the class. 

 
ABSENTEEISM - Kindergarten 
 

Absences and Tardies will be recorded and policies are in place should they become a problem.  These 
are among the records that will be forwarded to the public elementary school and/or private school a 
child will attend after Kindergarten.  Private schools in particular look at attendance/tardies as part of the 
admission process.   
 
If a child has 3 tardies, a meeting with the parent may be requested by the Kindergarten teacher.   
If a child has 6 tardies, a meeting with the parent may be requested by the Kindergarten teacher to be 
held with the teacher, the Director, and the School Counselor. 
If a child has 9 tardies, the child is subject to expulsion from the school at any time.  The school may 
offer other opportunities to comply with the attendance policy, however, at 9 tardies, expulsion may 
occur at any time.   
 
A note must be sent to the school office to be placed in the student’s file for any absence.  An e-mail to 
the Office Manager copying the teacher is sufficient to meet this criteria.  We prefer to have note on file 
in advance of any planned absence, but we must have a note on file in a timely manner for any 
absence, planned or unplanned.  At this time, an absence for which there is no note on file is 
considered unexcused.  We reserve the right to further define an unexcused absence and incorporate 
that definition into our school policy.   
 
Extended absences due to sickness may require a doctor’s note. 
 
If a child has 3 unexcused absences (no note), a meeting with the parent may be requested by the 
Kindergarten teacher to be held with the teacher, the Director, and the School Counselor. 
If a child has 6 unexcused absences (no note) the child is subject to expulsion from the school at any 
time.  The school may offer other opportunities to comply with the attendance policy, however, at 6 
unexcused absences, expulsion may occur at any time. 
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ABSENTEEISM – Kindergarten (cont.) 
 

No refunds will be made for short or long absences.  In the case of extended absences or 
illness, monthly tuition must be paid to reserve a place in the class. 
 

CASH OR CHECK 
 

Payments can be made by check or cash. We do not accept credit card payments at this time.  
 
Checks may be written to SSUMC Preschool or SSUMP.  When using the abbreviation SSUMP, we 
recommend adding a line behind it (e.g. SSUMP ------------------------------).  Checks may be combined for 
children, e.g. one check can be written for tuition for multiple children.  We request separate checks for 
different topics (e.g. one check for tuition and another check for Discovery Days).    
 
For regular payments, such as tuition, bank generated checks are great!  The check must be generated 
in time to be received by the due date.  Weekends, holidays and the postal service can sometimes 
delay these checks.  We do not recommend bank generated checks for Discovery Days payments as 
these vary month to month. 
 
Payment may be made in cash but there is no petty cash in the office to provide change.  We try very 
hard NOT to keep cash in the office, so payments should be made with exact change or a credit to the 
student’s account must be accepted.  
 

 
WITHDRAWAL POLICY 
 

One month’s written notice is required before a child may be withdrawn. If a child is withdrawn without 
30 days’ notice, the Tuition Deposit, applicable to May tuition, is forfeit. 
 
If a student will not be re-enrolling for the following year (unless currently enrolled in the 4’s and Young 
5’s classes), we ask that a written notice be sent to the preschool office.  
 
 

SUPPLIES 
 
Most supplies will be furnished by the school with the exception of diapers.  Teachers may ask for help 
with snacks, wipes, tissues and playdough. 
 
The school will provide a school tote bag to all new students and this is the only type of bag we will 
allow.  Absolutely NO backpacks will be allowed for preschool children.  THE TOTE BAG SHOULD 
BE SENT WITH THE CHILD EVERY DAY!   
 
ONLY Kindergarteners will be allowed to carry backpacks to school.   THE BACK PACK SHOULD BE 
SENT TO SCHOOL WITH THE CHILD EVERY DAY!   
 
Weather appropriate change of clothes should be kept in a zip-loc bag in the tote bag as children can 
get wet, dirty, spill paint, get sick or have potty accidents necessitating a change of clothing. 
 
For returning students who wish to replace their tote bag, the school will happily provide a replacement 
for a small fee. 
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SCHOLARSHIP FUND 

 
The school has a Scholarship Fund which helps families with tuition assistance.  Families are  
encouraged to apply for help, if it is truly needed. Conversely, if families are able to give contributions to 
this fund to help others, donations would be greatly appreciated.  Any contributions to this fund are tax 
deductible. A portion of the proceeds raised through our Parent Club fundraising events is added to this 
fund each year in addition to private donations. 
 
 

STUDENTS WITH SPECIAL NEEDS 
 
SSUMC Preschool & Kindergarten recognizes and embraces the unique differences in all children, 
especially those with special needs.  Inclusion of all children is the first goal of our school. We welcome 
children with special needs, as long as we feel that they will benefit from our program.  
 
While we welcome children with special needs, the Board of Directors of SSUMC Preschool & 
Kindergarten reserves the right to accept or decline the application of any child having a physical, 
mental, emotional or behavioral condition, which, in the Board’s sole judgment, poses a possible threat 
to the health, welfare, or safety of other students. 
 
The school may not be able to accommodate a child having a physical, mental, emotional or behavioral 
condition which requires special supervision or handling (without prior consent of the Director or Board 
of Directors) and/or which requires the dedication of special facilities for the child. 
 
If it is determined, through teacher, director and/or outside professional observations, that a child is 
having difficulty with adjustment to school, is struggling, is frustrated with or not benefiting from the 
learning environment, or is disrupting the learning environment for other children, the director, teacher 
and/or outside professional will meet with the parents to discuss their observations. Attempts will first be 
made to work with the child and adapt the environment to their needs. Every attempt will be made to 
refer the parents to public/private special services and school staff will work in conjunction with these 
specialists as much as possible. Since the staff at the school is not specially trained to teach children 
with all learning difficulties or some types of behavior problems, it may become necessary to ask the 
parents to withdraw their child from the school. 
 

 
DRESS CODE FOR CHILDREN 

 
Children should wear play clothes that are practical, comfortable, and washable.  Children’s clothing 
(especially coats, jackets, sweaters, mittens) should be CLEARLY MARKED WITH THE CHILD’S 
NAME.  Lost and Found items are hung on the hooks located under the stairs at the main entrance. 
 
For shoes, tennis shoes are best.  Crocs, flip-flops, sandals, slip-on shoes, cowboy boots, or 
patent leather shoes should NOT be worn!!!  These can cause serious injury on the playground. 
Teachers may opt to have a child sit out on the playground if proper shoes are not worn. Please don’t 
put your child in this position. 
 
As the weather gets colder, children should dress in layers since classes are encouraged to go outside 
every day, weather permitting.  A change of clothing should be sent in a zip-loc bag in the tote bag 
every day.  Accidents (potty, paint, spilled water, etc.) can happen to any child that may require a clean 
change of clothes.  Parents may need to be reminded to change the clothes in the tote bag as the 
seasons change and their children grow! 
 
Umbrellas or and rain boots should not be worn to school.  They are unnecessary at school and 
pose a threat of injury. 
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DISCIPLINE 
 
We work hard to offer a safe, warm, nurturing, and enjoyable learning environment for every child. 
Children learn best by experiencing “natural consequences” instead of “punishment.”  Re-direction of a 
child’s activities is often all that is needed.  Positive reinforcement works well for most children.   
 
If behavior problems persist, the staff member will handle the situation as positively as possible.  
Negative consequences will be apportioned appropriately for each age level and each personality.  
Older children are encouraged to talk about the problem with teachers and/or friends. A “hand on the 
shoulder” works as a reminder for many children.  A brief separation from the group of 1 minute for each 
year of age of the child (i.e. time out) may work for 2’s and older children.  The 4’s and Young 5’s 
classes may use a daily report system to inform parents of their children’s behavior for the day. 
 
If the misbehavior continues, or becomes serious, the teacher may: 
 
Call the parents to discuss the problem 
Request a conference with the parents at school 
Request a conference with the parents and the director. 
 
We also have a school counselor on staff who may be called upon by us to observe the child, may 
make recommendations to the teachers and/or may meet with parents. 
 
AT NO TIME WILL ANY FORM OF CORPORAL OR DEMEANING  PUNISHMENT BE USED AT 
SANDY SPRINGS UNITED METHODIST PRESCHOOL & KINDERGARTEN. 
 

 

CHILD ABUSE 
 
The SSUMC Preschool & Kindergarten Staff is trained to recognize symptoms of child abuse. Staff is 
mandated (i.e. required by law) to report any cases of suspected child abuse, neglect, exploitation or 
deprivation to the Department of Family and Children’s Services. 
 
 

GRIEVANCE PROCEDURES 
 
Parents should take problems, concerns and complaints first to the teacher to remedy.  If the 
problem is not resolved to the mutual satisfaction of the parent and teacher, the parent or teacher 
or both may present the problem to the Director.  The Director will then make a decision.  However, 
the Director may elect to defer the decision until she can consult with the school’s Board of 
Directors.  In extreme cases, if the parent is not satisfied with the decision of the Director, the 
parent may request consideration of the problem by the school’s Board.  The resolution to the 
problem as stated by the school’s Board of Directors will be final. 
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HEALTH, ACCIDENTS & DISASTER PREPAREDNESS 

 
 
HEALTH INFORMATION 
 

Information on any child that has a limiting health condition or allergy or any other pertinent health 
risk situation will be posted on the inside of a cabinet in the classroom so that it will be available to 
the teacher, the teacher’s aide or substitute at all times.  This information should also be included 
in the teacher’s plan book on a bright sheet of paper so that a substitute could locate it easily (see 
Substitute Plans in this handbook).  In addition, this information should be kept in the “On The Go” 
bag discussed later in this handbook.  Finally, this information will be provided to the office and 
maintained with collected copies of the Emergency Forms.  
 

 
BLOOD SPILL PROCEDURE & UNIVERSAL PRECAUTIONS 
 

A blood spill may occur anytime the skin or membranes are opened, such as a skinned or cut knee 
or a nosebleed. Universal Precautions should always be exercised when there is potential contact 
with blood. 
 

1. When handling a blood spill, always wear disposable gloves, even if the incident is minor.  
Do not touch clothes, doorknobs, furniture, etc. with bloody gloves.  Wash gloves with 
antibacterial soap before taking them off.  Discard gloves and used towels in a heavy duty 
plastic bag and seal. 

 
2. Wear an apron (plastic) when clothing is likely to be soiled.   

 
3. Wear a mask for nose and face protection if splashing or spraying will occur.   
 
4. Stop the bleeding and care for the child appropriately depending on the severity of the 

situation.   
 

o If it is a minor incident, use the closest first aid kit available.   
o If there is a serious injury, do not move the child without the advice of medical 

personnel.   
o If the situation is life threatening, call 911 and send someone for the Director.  The 

Director will notify parents or guardians. 
 

5. Put clean clothes on child, if needed.  While still wearing gloves, place soiled clothes in a 
sealed plastic bag, label with the child’s name and send home.  (Do not rinse clothes.) .   

 
6. Wash gloves with antibacterial soap before taking them off.  Discard gloves in a heavy duty 

plastic bag and seal. 
 

7. Blood on surfaces should be cleaned with bleach and water disinfectant solution (1 part 
bleach to 10 parts water).  This solution must be made fresh for each session.  Always wear 
gloves and use disposable towels for clean up.  (Again, wash gloves with antibacterial soap 
before discarding.  Discard gloves and used towels in a heavy duty plastic bag and seal. 

 
8. Wash hands with soap and water. 

 
9. Complete an Ouch Report for minor situations and an Accident Report for serious 

situations.  
 

10. Notify parent or guardian. 
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BLOOD BORNE DISEASES 
 

Blood means human blood, human blood components, and products made from human blood.  
Blood borne diseases or pathogens means microorganisms that are present in human blood and 
can cause disease in humans.  These diseases include, but are not limited to, hepatitis B virus 
(HBV) and human immunodeficiency virus (HIV). 

 
Universal Body Substance Isolation (BSI) is the isolation of all moist substances including: 
 
oral secretions   urine    semen 
blood    feces    wound drainage 
cerebrospinal  fluid  pleural fluid   pericardial fluid 
peritoneal fluid   vaginal secretion  synovial fluid 
any other drainage 
 
Universal Body Substance Isolation (BSI) applies to all contact with potential danger of infection 
from blood borne disease.  BSI is practiced by: 
 

 Wearing gloves when touching body substances, mucous membrane or non-intact 
skin is likely 

 Changing gloves between occurrences 
 Wearing an apron (plastic) when clothing is likely to become contaminated 
 Wearing a mask and eye protection when splashing or spraying may occur 
 Consistent hand washing after all contact 

 
All body substances are to be considered potentially infectious.  All teachers and staff should 
treat every infant, child, and adult as a potential carrier of an infectious disease and should take 
universal precautions in dealing with everyone.  Teachers should wear gloves at all times when 
dealing with blood, runny noses, vomit or when in contact with urine or feces.  
 
All open wounds (such as cuts and scratches) on a child or a teacher should be covered by at least 
a band aid.   
 
Teachers must carry a set of gloves with them in their “On the Go” bags (see On The Go Bags in 
this handbook) at all times in order to protect themselves and be ready for immediate care.   
 
 

FIRST AID 
 
Each teacher and staff member has been fully trained in CPR and First Aid procedures.  Posters 
are mounted in the school with reminders of these procedures. 
 
A complete first aid kit is located in the school office.  A thermometer is available in the Office. Gel 
packs (ice bags) are available in the staff refrigerator.  Kleenex and disposable gloves are kept in each 
classroom and the school office at all times.  In addition, tissues, band aids and disposable gloves are 
kept in the “On the Go” Bag taken with the teacher which whenever the class leaves the classroom for 
another activity. 
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MINOR INJURY PROCEDURE 

 
Minor injuries include but are not limited to cuts, scrapes, bumps and insect bites should be 
handled in the following manner: 
 
1. Take the child to the school office where the first aid kit and emergency supplies are kept.  

Books on administering first aid are also available in the Director’s office. 
 
2. Treat the injured as necessary.  Disposable gloves must be worn if the child is bleeding. 

 
3. Notify the parents if further immediate care is necessary.  If unable to reach the parents, notify 

the emergency contact person. 
 

4. Complete an Ouch Report and send the original home with the child and make a 
     copy for the school’s student file. 
 
 

OUCH REPORTS 
 

An Ouch Report should be completed for all children who have minor injuries during the school 
day.  If any teacher or staff person administers any first aid, an Ouch Report must be completed.   
 
Ouch Reports are provided to you and are available in the office and copy room. Ouch reports 
need to be signed by the Director, Office Manager, Curriculum Coordinator or Office Support staff 
and then one copy needs to be made for the office (to be kept in the child’s permanent file) and the 
original goes home with the child. 
 
Briefly describe what happened, how the injury was treated and how the child responded to 
treatment.  Parents want to know if their child was despondent the rest of the day or if they 
bounced back and participated in school.  We want to provide facts and reassure parents.  
However, if the injury was the result of an altercation with another child, do not name the other 
child, simply refer to the other child as “a friend.” 
 
 

SERIOUS INJURY/EMERGENCY MEDICAL CARE 
 

If a child needs medical attention for conditions that include, but are not limited to, a blocked 
airway, a severe allergic reaction, loss of consciousness, severe bleeding or a compound fracture, 
the following procedure will be followed. Remain calm and keep child as calm as possible. 
 
1. Call 911, if necessary.  Begin first aid or CPR as necessary. 
 
2. Notify the Director. 

 
3. The Director will notify the parent/guardian or emergency contact person. 

 
4. If paramedics have been called and they decide transport is necessary, a staff member (if 

the parent has not arrived by the time of transport) and the child’s emergency form will 
accompany the child to the hospital.  

 
5. If the injury does not warrant a call to 911, but requires outside medical attention and the 

parents or emergency contact can not be reached, the Director and another staff member 
will transport the child to Children’s Healthcare of Atlanta - Scottish Rite on Johnson Ferry 
Road. The child’s emergency information and parental consent form will be taken with the 
child. 
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SERIOUS INJURY/EMERGENCY MEDICAL CARE (cont.) 
 

6. For poisoning, notify the Director who will in turn call the poison control center for 
assistance. Directions from poison Control will be followed and parents contacted. 

 
7. Fill out a detailed Ouch Report – one copy to parents and one to office 

Detailed instructions for emergency procedures are posted in every room. 
 

 
Allergic Reaction 

 
If a child is having a reaction to a known allergy, the child should be brought to the Director’s office 
immediately.  In treating a reaction to a known allergy, the parent will advise (in writing) the staff of 
the symptoms and review directions for administration of the medication with the Director. If the 
child demonstrates the symptoms as described by the parent, medication will be given and the 
parents will be notified immediately.  Consent on the required form and explicit instructions must be 
in writing on the prescription; the medication will be kept in the Director’s office. 
  
Except in the case of extreme allergies, NO medications can be kept in the classrooms.  
Direct parents to take any medicine to the Director’s office.  Parent must give detailed and 
complete written instructions regarding the dispensing of any medication. A specific form, filled out 
by the parent, is required before any medication will be given. Times medicines are given and any 
adverse reactions will be noted on the form. All medications must be in the original container. 
 
 

“ON THE GO” BAGS 
 
“On the Go” bags are provided for each classroom.  These are to be taken with you whenever 
students leave the classroom (e.g. to go to Music, to the Playground, etc).   
 
The following items should be in this bag: 
 Class list with parent contact info 
 Daily attendance 
 Cell phone with Remind contacts 

First Aid supplies – gloves, tissues, bandaids, bottle of water, disposable wipes, white 
washcloth (to be used as a compression bandage) 

  Suggested additional items: books, paper and crayons, 2 diapers – if applicable 
 
 Please keep the items in this bag up-to-date.  Tip:  When you turn in your attendance sheet each 

month, check the bag! 
 
  
HYGIENE PRACTICES 

 
Hand washing 
Staff should always wash their hands with antibacterial soap at the following times: 
 
1. BEFORE taking off bloody gloves. 
2. After diapering a child 
3. After toileting or helping a child use the toilet 
4. After any contact with body secretions (nasal or mouth secretion, vomit, diarrhea or blood) 
5. After wiping a child’s nose with tissue 
6. After coughing or blowing your own nose 
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Hand washing (cont.) 
7. Before preparing or serving food 
8. Before feeding a child 
9. After touching hair. 
10. After handling pets or animals 
 
Use the following hand washing technique each time you wash, and teach children to use the same 
technique: 
 
1. Run water 
2. Wet hands 
3. Apply soap, preferably liquid soap 
4. Rub hands together vigorously--  it’s the friction that’s important!! 
5. Wash the backs of hands, wrists, between fingers and under fingernails  
6. Teach children to sing a song like Happy Birthday to show how long to wash their hands 
7. Rinse well under running water 
8. Dry hands with a paper towel 
9. Turn off faucet with paper towel  
10. Discard paper towel in the trash can 
 
Hand washing is the single most important way to prevent the spread of infection! 

 
 Cleaning 
 Room surfaces should be washed frequently with EXCELYTE or a bleach solution (one part bleach 

to 10 parts water).   
 
 Toys that have been in children’s mouths should be soaked in a EXCELYTE or a bleach solution 

(one part bleach to 10 parts water) solution for five minutes and left to air-dry or wiped dry with a 
paper towel before returning it to the children. An alternative solution is to use a dishwasher to 
sanitize and leave toys to dry overnight.  

 
 

 
SICK PROCEDURE 

 
If a child is ill or becomes ill while at school, notify the Director or Office Manager, and one of them 
will proceed to call parents/emergency numbers if necessary. If a parent cannot be reached by 
phone, the teacher may be asked to text the parent.   
 
The child should brought to and remain in the office, if possible, to isolate from other children until 
someone can come and pick the child up from school.  If no one is available in the office to watch 
the child, then let child rest in a quiet corner of the room until parents arrive. 

 
If a child vomits at school, notify the Director or Office Manager, and one of them will proceed to call 
parents/emergency numbers if necessary.  If a parent cannot be reached by phone, the teacher 
may be asked to text the parent.  If the child is actively vomiting, remain in the bathroom with them 
until someone can come and pick the child up from school.  If the child’s vomiting has stopped, the 
child should be brought to and remain in the office, if possible, until someone can come and pick the 
child up from school.   
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SICK PROCEDURE (cont.) 

 
After a child has vomited,  
 

1. Wash the child’s face and hands and wash your own hands.   
2. Put on gloves.   
3. When necessary, change the child’s clothing.  Place the soiled clothing in a plastic 

bag, seal it, label it with the child’s name, and send it home.  Soiled clothes should not 
be rinsed since this increases the spread of disease.   

4. With disposable gloves on, wash all possibly contaminated areas with EXCELYTE (a 
disinfectant /cleaner/ deodorant) or with a bleach solution (¼ cup bleach to one gallon 
of water).   

5. Vomit on carpet should be sprinkled with STERI-GEL (found in school storage room) 
and vacuumed later.   

6. Dispose of gloves in a trash container.   
7. Wash hands again. 

 
All body fluids (vomit, saliva, mucous, diarrhea) should be handled in the same way as blood spills.  
(See Blood Spill Procedure in this handbook.) 
 
Teachers who have a fever or any signs of an infectious disease should not come to work!!  Find a 
substitute and call the Office Manager or Director and your training partner to inform them. If the 
illness begins during the school day, notify the Director. 
 
 

GENERAL GUIDELINES FOR COMMUNICABLE/CONTAGIOUS DISEASES 
 
It is the responsibility of the parent to alert the school should a child contract a communicable/ 
contagious disease.  Common communicable/contagious diseases include Chicken Pox; Pink Eye; 
Fifth’s Disease; Hand, Foot, and Mouth Disease; Whooping Cough; RSV and other Upper 
Respiratory illnesses; and Roseola.  Less common include Mumps, Measles, Pinworm, Ringworm, 
Yeast infections, Giardia, and oral cold sores.  In addition, incidents of Lice, Diarrhea, Scabies, 
Impetigo, etc. should be reported.  For more serious conditions such as Hepatitis, Meningitis, AIDS, 
etc., a discussion with the Director may be necessary. 
 
In all cases, children should be kept home until the danger of contagion is no longer present and 
regular activity can be resumed.  Guidelines are usually given by the pediatrician as to when a child 
can return to school.  However, we may request a delay in return depending upon the type of 
illness, whether another child in the class might be particularly vulnerable to disease, and whether 
other children have also contracted the illness. 
 
If a child is in the “recuperating” stage of an illness and comes to school, he will be expected to 
participate in all activities, i.e. outdoor play.  WE DO NOT HAVE PROVISIONS FOR CHILDREN 
TO STAY INDOORS WHILE THE REST OF THE CLASS IS OUTSIDE. If a child has not fully 
recovered, then he/she needs to remain at home. 
 
Parents will be informed via a letter home when there is a report of a child having a communicable 
disease in the class. 
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BITE POLICY 

 
While some schools have a “3 bites and you’re out” policy, we do not subscribe to this philosophy.  We 
recognize that until language skills are well developed, children express emotions in all kinds of ways, 
and that may include biting!  Unless biting is grievous, unwarranted, focused on a particular child and 
continues unabated, we prefer to work with the child who bites.  Children who bite are expressing 
frustration, anger, and fear, and sometimes biting can even signal the beginning of social play (sort of 
the preschool version of pulling a ponytail).  We bring parents and teachers together to teach the biter to 
express him/herself in more constructive and positive ways. 
 
Parents of both the biter and the child who is bitten will be informed when a biting incident occurs, 
however, the biter will not be named.  If a child has been bitten, we ask that parents have a little 
patience.  Parents of children who have bitten another child are usually very embarrassed and we have 
experienced great success when they work closely with teachers to correct this behavior.  The biter will 
be closely monitored by teachers so that they can step in when potential problems occur.  The 
preschool maintains the right to dismiss a child who continues to display disruptive or harmful 
behaviors. 
 

 
WEATHER SAFETY 

 
The school has a weather safety plan.  In the event of severe weather, including but not limited to 
tornado, hurricane, high winds, etc. The Director or Office Manager will monitor the EBS on the 
weather radio or the National Weather Service via computer.  In the event of severe weather, here 
are the procedures: 
 

1. A siren is sounded.   
2. Each teacher will be responsible for bringing her children to the closest interior hallway of 

the building.  The Director and Office Manager and any additional staff will assist younger 
classes to their assigned location. 

3. Upstairs classes will go first to the interior hallway closest to their classrooms.  At the 
discretion of the Director, they may be moved to the lower hallway during an extended 
Tornado Warning alert. 

4. The teacher will take the On the Go Bag with her and close the classroom door upon 
leaving. 

5. When all classes are in the hallway, the end hallway doors will be shut and must remain 
shut until the “all clear” is given.   

6. The teacher will take attendance periodically to be sure that all the children are present.  
7. The children will sit along the wall and teachers will help to keep them calm with books, 

songs, etc.  
8. No one should be in a doorway.   

 
Use of the restrooms and water fountain is acceptable.   
 

 A Severe Weather Evacuation map is posted in each classroom.  Be familiar with it!  Know your 
class’s location in the hallway.  
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INCLEMENT WEATHER 

 
In the event inclement weather results in Fulton County schools closing for the day, then Sandy Springs 
UMC Preschool is also closed.  The school will be listed by name on WXIA-TV Channel 11, 11 Alive 
News.   
 
In the event inclement weather results in Fulton County schools opening one hour later, we will open as 
usual.  If Fulton County schools open two hours later, we will open at 10AM.   
 
In the event Fulton County closes schools early for weather, all afternoon activities (i.e. Discovery Days 
programs) will be cancelled and school will close for all students at 12:30PM.   
 

 
FIRE SAFETY 
 

The school has a fire alarm and emergency lighting system in place.  Evacuation routes are posted 
in each classroom near the doorway.  Drills will be conducted monthly throughout the school year. 
 
Teachers: 
In the event of a fire or to initiate a fire drill, the fire alarm will sound signaling teachers to evacuate 
the children from the building using the nearest designated exit, which is posted in the room.   
 

1. The teacher will take the On the Go Bag 
2. Line the children up quickly (count to be sure everyone is there) and leave the building 

quickly and in an orderly fashion.  Do not stop to put on coats though you may grab them as 
you go. 

3. Close the door behind you. 
4. Go to your designated waiting place on the grassy, hill area.   
5. Once outside the building, take attendance to be sure, again, that all the children are 

present. 
6. Do not return to the building until you receive the “all clear” from the Director or Office 

Manager.  
 

 
Director/Office Manager:  

1. Pull the alarm if necessary and call 911.   
2. Take notebook containing all Health Issues and Emergency Information and Sign In/Sign 

Out book.   
3. The Office Manager exits using the carpool door, checking the classrooms on the hall on 

her way out; checks with classes exiting through that door to be verify everyone is present 
(children and staff); walks to area where she can visually connect with Director at other end 
of the building to relay “all clear” sign or indicate whether help is needed. 

4. Director leaves via playground door, checking classrooms and bathrooms along the way; 
checks with classes on grassy hill to verify everyone is present (children and staff); verifies 
with Music teacher and classes which exit through door upstairs (this can be done visually 
and verbally); and gets a visual confirmation from Office Manager.  

5. Director will give the all clear signal when it is safe to return to the building.   
6. In case of a large fire, where it is not safe to re-enter the building, the children will be taken 

to the Fellowship Hall in the church building and parents called to pick them up from that 
location.  Teachers and staff will remain on-site until all children have been picked up. 

 
Know the locations of fire extinguishers. 
Detailed evacuation plans are posted in each classroom, be familiar with ALL routes. 
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FLOODING 
 

In the event that flood conditions occur while school is in session, the parents will be notified and 
asked to immediately pick up their child from the school.  The children will be moved to the second 
floor and released to the parents through the upstairs building exit. School will not be held if serious 
flooding in the area has occurred prior to school hours. 

 
 
LOSS OF ELECTRICAL POWER OR WATER 

 
In the event of electrical power loss or the loss of water during school hours, the Director will 
investigate the cause and notify the maintenance supervisor, church trustees or the church office.   
 
If power is not restored, the school day will be kept as normal as possible for the children.   
 
If the water supply is not restored, water faucets will not be turned on and the toilets will not be 
flushed. Hand washing will be done with pre-moistened towelettes or hand sanitizer.  Depending on 
time of day when loss of water occurs, the Director will make decision whether to close school early 
and begin contacting parents.  The Director and other staff will remain with children until all have 
been picked up.  
 
Should the electrical or water supply be interrupted for more than one day the school will be closed 
until the utility has been restored. 

 
 
 
CRISIS SITUATIONS 
 

The following code will instruct you as to the course of action to follow in the event of a crisis 
situation. 

 
Code Green--Normal school day; all clear. 
 
Code Yellow—Evacuate the building.  

1. Evacuate the children from your classroom as quickly as possible.   
2. Take your “On the Go” Bag and go to the same designated area that is used for a fire drill, 

unless otherwise directed. 
3. Wait for the all clear. 

 
If a situation occurs, where permanent or long-term evacuation of the building is necessary, 
such as bomb threat, gas leak, etc.; the children will be taken across the street to the church 
building and parents will be called to pick them up there. 
 
Code Red—Lockdown of the building. 

1. Immediately close and lock classroom door. 
2. Lower and close window blinds 
3. Gather the children to a corner of the classroom and remain on the floor till further 

instructions are given.  
4. Engage the children in quiet activities like reading a book, remain calm – the children will 

follow your lead.   
5. Do not leave the classroom or open the door to find out what the situation is. Wait until you 

receive the all clear signal of “Code Green” before opening your classroom door.  
a. Place a “green card” in the window of your classroom door and in the outside 

window to indicate that all is well in your classroom and all children and staff are 
accounted for. 

b. Place a “yellow card” in your door window if you think you might need assistance, 
but it is not an immediate emergency or threat. 
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CRISIS SITUATIONS (cont.) 
 

c. Place a “red card” in your door window and one outside window if you need 
assistance such as missing child, missing staff member, intruder in your class, 
serious injury of someone, etc. 

 
During a Code Red, the entire school/building will be under “lockdown.”  No one will be 
permitted to enter or leave the building during lockdown. There may be times when we go into 
lockdown, but may remain in our classes without going into complete Code Red procedures (for 
example, assailant at large in our community).  If you and your class are on the playground 
when the school goes into lockdown, quickly enter the building and go to the teacher workroom. 
Use the same colored card procedures. DO NOT try to return to your classroom. Toddlers and 
2s should go their own classroom in this situation, because those classrooms are located by 
the workroom. 
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ARRIVAL & DISMISSAL 

 
DROP OFF & PICK UP PROCEDURE 
 

All children will be walked into the classroom by their caregivers during the first week of school.  
 
4’s, Young 5’s and Kindergarteners will start carpool during the first week of school; 3 year old 
classes will start carpool the second week of school; 2 year olds will start carpool the third week of 
school. (Toddlers are the only age that does not participate in carpool.)   
 
Strongly encourage parents whose children can use the carpool system to do so.  Carpool helps to 
develop a sense of independence and responsibility on the part of the child to enter the classroom, 
hang up their bags and jackets and get busy. If parents continue to bring their children inside, they 
must walk them to the door and say good bye there. Do not encourage coming into the classroom 
or lingering in the hallway.  
 
Late arrivals must sign in first at the preschool office. With the exception of Toddlers, office staff will 
bring late arrivals to your room to reduce disruption. 
 
If parents pick up children prior to the end of the day (12:15), they will need to sign out in the office 
and office staff will get the child from the classroom for them (with the exception of Toddlers). This 
procedure is necessary to maintain security and minimize disruption.  
 
It disrupts the class for a parent to “conference” during class time. Set up a specific time to meet or 
call them from home. Please explain this carefully and in detail to parents at Open House. They will 
not be allowed to “linger” or “disrupt”. Let them know they are welcome to observe or help at 
designated times, if they would like to visit the classroom.  
 
If you do not recognize the person who is picking up a child or have any concerns about the 
person to whom you are releasing the child, send or accompany that person to the office so 
we can verify they are approved to pick up the child and we can check ID. 

 
 
CARPOOL DUTY 
  

Morning carpool begins at 8:55am and ends at 9:15am or when the last car in line has been 
unloaded.  
 
Assistants who are responsible for carpool need to be at the door ready to open the car doors 
promptly at 8:50am.   
 
Make sure the car is in PARK before you unload the children.  Greet the children warmly as you 
open the door!  Hold hands and walk them to the door of the building. Be sure they are seen by the 
hall monitor.   
 
Teachers should be at their doors and ready to greet children as they enter the classroom.   
 
Afternoon carpool begins at 12:25pm. Students should leave their classes for the carpool area at 
12:20pm.  
 
Teachers who are loading students into cars should be there by 12:20pm. Children should be 
walked to their cars, holding your hand and patiently put into the appropriate car. We do not buckle 
children in their carseats in the afternoon. Instruct parents to pull to top of the hill to buckle; parents 
should not get out of their cars to buckle them in the carpool lane. 
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TEACHER ROLES, RESPONSIBILITIES & RESOURCES 
 
LEAD TEACHER DUTIES  
 

All hours and provisions stated in the annual employment agreement shall be observed.  This 
position is directly accountable to the Director of the school. Roles and responsibilities include, but 
are not limited to, the following: 

 
1. Administer and adhere to church and school policies, and health, safety and emergency 

procedures. 
 
2. Treat each member of the staff with dignity, respect and an open heart and allow for individual 

differences. 
 

3. Assist the Director and Curriculum Coordinator in long range planning with regard to curriculum, 
skills, program philosophy and goals of the entire school as well as personal skills and goals.  

                                            
4. Be available for planning sessions with the Director, Curriculum Coordinator, other Lead 

Teachers and Assistant Teacher as needed. 
 
5. Be responsible for all classroom activities.   

 
6. Meet with the Assistant Teacher prior to the start of each school year and discuss classroom 

assignments and responsibilities.   
a. Treat your Assistant with respect 
b. Regularly solicit Assistant teacher’s input. 

 
7. Inform Assistant teachers about plans as much in advance as possible  

a. Welcome all suggestions.  
b. Co-plan with assistants as much as possible; this will lead to effective implementation in the 

classroom.  
 

8. Meet with other Lead teachers in your age groups to plan a month in advance at age level 
meetings for the general plan for the month. 

 
9. If applicable, meet with Adaptive Learning Center team prior to the start of school.  Remember, 

the ALC teacher in your classroom is there for a particular student, be mindful of the many hats 
this teacher must wear. 

 
10. Plan at least one week in advance.  

a. Use the developmental objectives listed in the curriculum continuum for your age group  
b. Adapt objectives as necessary to the individual needs of the students in your class  

 
11. Use your plan book and keep it handy and visible for assistant teachers and substitutes. 

 
12. Have at least two-day emergency file of lesson plans and turn into the school office by mid- 

September.  
 

13. Turn in lesson plans, monthly calendars and newsletters to the Curriculum Coordinator. 
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LEAD TEACHER DUTIES (cont.)  
 
14. Attend regular staff meetings. 
                                
15. Attend in-service training and professional meetings regularly. 

 
16. Maintain a professional attitude. 

 
17. Treat all children with dignity, respect and an open heart and allow for individual differences. 

 
18. Keep anecdotal records, checklists and progress reports on all children in your class. 

 
19. Treat all parents with dignity and respect. 

 
20. Maintain positive communication with parents 

a. Provide a monthly calendar for parents 
b. Provide regular newsletters home about class activities; monthly at a minimum, weekly is 

preferred 
c. Inform individual parents about behavioral issues compassionately 

 
21. Conduct parent conferences twice a year. 

 
22. Inform the Director of unreasonable behavior of children, parent complaints, comments or 

problems with fellow members or other problems which should be handled by the Director in 
the best interests of the children, families and staff.   

 
23. Know playground rules. 

 
24. Supervise playground activities, in cooperation with the lead teacher; both the lead and 

assistant teachers must go out to the playground with the children. 
 

25. Assist in “door” duty and other “all staff” assignments. 
 

26. Leave room and other areas used clean and in good order each day.  This includes supply 
rooms, workroom, kitchens, gym, etc. 

 
27. Report items needing repair, after first attempting repair yourself, or replacement to the 

Director. 
 
 
ASSISTANT TEACHER DUTIES  

 
All hours and provisions stated in the annual employment agreement shall be observed.  This 
position is directly accountable to the Director of the school. Roles and responsibilities include, but 
are not limited to, the following: 
 
1. Administer and adhere to church and school policies, and health, safety and emergency 

procedures. 
 

2. Treat each member of the staff with courtesy, respect and an open heart and allow for 
individual differences. 

 
3. Assist the Director, Curriculum Coordinator and Lead Teacher in long-range planning with 

regard to curriculum, skills, program philosophy and goals of the entire school as well as 
personal goals. 
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ASSISTANT TEACHER DUTIES (cont.) 
  
4. Be available for planning sessions with the Director, Curriculum Coordinator, Lead Teacher and 

other Lead Teachers as needed. 
 
5. Meet with the Lead Teacher prior to the start of the school year to discuss classroom 

assignments and responsibilities. 
 
6. If applicable, meet with the Adaptive Learning Center team prior to the start of school.  

Remember, the ALC teacher in your classroom is there for a particular student, be mindful of 
the many hats this teacher must wear. 

 
7. Take direction from the Lead teacher for all classroom activities, discipline, etc.   

a. The Lead teacher sets the tone for the classroom.   
b. Participate in the planning process where possible  
c. Actively assume regular classroom responsibilities 
d. Cooperate with lead teacher to make sure all things run smoothly and effectively in the 

classroom. 
e. Operate together as a team. 

 
8. Help set up for the activities of the day; get materials ready, etc. 
 
9. Turn any payments or parent correspondence into the school office by 10AM each morning. 

a. Check children’s bags daily. 
 
10. Within the framework the lead teacher has planned, supervise the children in your class 

a. Help occupy them in learning centers during choice time and while lead teacher works with 
individuals or small groups.   

b. Use initiative to anticipate the Lead teacher’s needs with children. 
c. Anticipate the needs of the children while the Lead teacher is occupied 

 
11. Work with children in small groups, as directed by lead teacher. 
 
12. Assist the children at bathroom, snack time and lunch time. 
 
13. Assist Lead teacher with arts and crafts activities or any other way needed. 

 
14. At the end of the school day, help tidy up the room, including making sure tables, sinks and 

bathrooms are left neat and orderly. 
 

15. Be available to Lead teacher for discussion and observation of children. 
 

16. Attend regular staff meetings 
 

17. Attend in-service training and professional meetings regularly. 
 

18. Maintain a professional attitude. 
 

19. Treat all children with dignity, respect and an open heart and allow for individual differences. 
 

20. Treat all parents with dignity, respect and an open heart and allow for individual differences. 
 

21. Maintain positive communication with parents  
a. Refer inquiries about the children’s progress, behavior or personality to the Lead teacher. 
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ASSISTANT TEACHER DUTIES (cont.)  

 
22. Know playground rules. 

 
23. Supervise playground activities in cooperation with the lead teacher; both the Lead and 

Assistant teachers must go out to the playground with the children. 
 

24. Assist in “door” duty and other “all staff” assignments. 
 

25. Leave room and other areas used clean and in good order each day.  This includes supply 
rooms, workroom, kitchens, gym, etc. 

 
26. Serve as the lead teacher when she is absent. 

 
 
CHILD SUPERVISION 
 

Above and beyond anything else we are able to do here at school, children need to be safe and feel 
safe.  Children must be supervised at all times. Children should be supervised by 2 adults in 
accordance with Safe Sanctuaries guidelines.  
 
Supervision of children under age 3 must be by both sight (can you see them and what they are 
doing and can they see you?) and sound (can you hear them and what they are saying and can 
they hear you?). 
  
Children 3 and older may be supervised for brief periods of time by sight or sound.  Care should be 
given to arranging rooms so that a clear “line of sight” is in effect.  When a child leaves the 
classroom, he is never left alone.  Teachers must have consistent procedures that involve “counting 
heads” during all transitions to and from the classroom.   
 
No teacher should be in a concealed area when diapering a child or providing potty assistance.  An 
open door or presence of another staff member is required at all times.  When children visit the 
bathroom, teachers can hear the child and provide assistance when necessary.   
 
Children need to be supervised by both teachers when on the playground. This is not the time to 
take a break or prepare for the next activity.  

 
 
GENERAL CLASSROOM RESPONSIBILITIES  
 

1. Copies of lesson plans, calendars and newsletters should be turned into the Curriculum 
Coordinator weekly.  

 
2. Schedule should be displayed outside classroom. 

 
3. Follow your daily schedule as closely as possible, always remembering flexibility is essential to 

a good teacher.  
 

4. Be sure your classroom is bright and cheerful.  Place pictures at the child’s level, please.    
Chairs are to be stacked for vacuuming, and sweeping.  Tables are to be cleaned and 
disinfected often during the day.  

 
5. Be sure to have the children “clean up” their space and throw trash away.   

 
6. A neat, attractive classroom makes for happy children.   
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GENERAL CLASSROOM RESPONSIBILITIES (cont.) 
 

7. Speak positively to children (not loud or angry tones); mean what you say. 
 

8. Be consistent with limits and consequences.  
 

9. Do not use threats as a disciplinary technique.   
 

10. Communicate problems concerning children to the Director. 
 
 
CLASSROOM HYGIENE 
 

1. Toys put in mouths should be sanitized daily, using ODO-BAN or bleach solution. 
 

2. All other toys should be sanitized on a regular basis or as needed. 
 

3. CHILDREN and TEACHERS SHOULD WASH HANDS: 
a. Upon arrival at school 
b. Before snack/lunch 
c. After toileting 
d. Before and after using sand/water table 
e. After wiping nose or coughing 
f. After playing outside 

 
Teachers should wear food service gloves when serving snack or lunch. Tables should be 
cleaned and wiped before and after eating and sprayed with EXCELYTE at the end of each 
day. 

 
 
SUPPLIES AND EQUIPMENT 
 

Basic supplies and equipment are found in the teacher work room and the closet in Room 107 
(sometimes referred to as “Never Never Land”). Teachers may purchase small items and be 
reimbursed by the school.  All large expense items must be approved by the school Director or 
Supply person in advance of purchase.   

 
• Laminator, paper rolls & other large equipment are stored in the main teacher workroom.  

 
• Manipulatives, puzzles, and games are stored in the copy room.  

 
• Bikes and balls are stored in a closet in the gym.   

 
• Curriculum guides are stored in the library area of the workroom. Also in the area are 

McMillan Activity Kits, Big Books, curriculum unit/theme ideas.  
 
Sign-out procedure – A sign out procedure will be instituted and teachers are expected to sign out 
items and return them.  If there is a particular book that you like to use often and keep in your 
room, you need to purchase your own copy. Do not keep books in your room for extended periods 
of time. 

  
 Laminator 

The Laminator will be available at certain times.  Laminating film is expensive, so please evaluate if 
an item needs to be laminated.  Overuse of the laminator may result in teachers losing this 
privilege. Please turn the laminator off when not in use.  DO NOT unplug the laminator from the 
timer. 
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EXPENSES 

 
After checking supply closet and with the Supply person or Director, you may buy needed items on 
your own and turn in the receipt by the end of the month.  Make sure to keep school purchases on 
a separate receipt from personal items. Attach your receipts to the check request form, make a 
copy and turn in both a copy and the original into the Director.  You may be given a specific amount 
for each classroom that may be spent with approval by the Director. Reimbursement checks take 
about a week to process.  All expenses for the current school year must be submitted by the end of 
May in order to be reimbursed. 

 
 
VIDEO EQUIPMENT 

 
The VCR should be used only OCCASIONALLY for educational and instructional purposes.  It is 
not to be used just “to fill in time”. It is stored under the stairwell. When finished, return it to the 
same storage location. Only G-rated movies or videos may be shown.  If you are not sure of the 
content, please preview before showing children and/or gain Director approval. 

 
 
EVALUATION AND RECORDS  

 
We provide written progress reports to parents twice a year for all classes.  A checklist of basic 
skills is available for each age level that correspond to specific curriculum objectives. Teachers 
should be familiar with the curriculum goals and objectives for their age group. Make certain that 
activities are planned throughout the year to develop the skills on the checklist.  Take anecdotal 
records and use checklists throughout the year and keep these in the child’s folder.  Oral 
conferences are held in addition to these written records. 
 
At the beginning of the year, the teacher should make a file folder for each child and include the 
following records: 
 
1. Copy of Personal registration form  
2. Health Issues form-- check for allergies 
3. Accident report in case of serious accident at school 
4. Anecdotal records and written evaluation of child’s progress (progress reports) 
5. Authorization to pick up 
6. Sampling of child’s work and any other information teacher wishes to keep 
 

 
STUDENT ATTENDANCE 

 
Attendance forms are given to each teacher at the beginning of the each month.  Attendance 
MUST be kept daily, as required by State Law. A monthly attendance record for the class MUST be 
turned into the office at the end of each month.  Keep a copy for your own records. The office will 
keep all attendance records for the year. 
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WORKDAY PREPARATION TIME 
 

All staff are salaried employees.  All are expected to do their job to the best of their ability in 
enriching the school environment. We begin preparing for our day at 8:30am.  A deduction of $5.00 
per day will occur from your salary for consistently late arrival or for consistently leaving early. You 
will be informed when this deduction will begin. Quality preparation ensures quality education.  
Daily activities to be attended to before the children arrive or after they are dismissed until 1:00 
may include: 
 

1. Work on areas of responsibility for that period 
 

2. Restock necessary classroom supplies, change centers  
 

3. Put out new activities, manipulatives, etc. 
 

4. Replace bulletin board and make seasonal changes 
 

5. Return materials not to be stored in classroom to appropriate locations, i.e. rotation 
of materials among classrooms. 

 
6. Make new materials for classroom 

 
7. Make notations of individual children in files (for parent conferences, i.e. artwork) 

 
8. Communicate with parents via notes, phone, etc. 

 
9. Prepare new group times, activities. 

 
 
SCHEDULES  
 

Each class has an individual class schedule.  Different days, classes will join a special teacher for 
Music, Playball, STEAM, etc.  Please follow schedule times closely to avoid overlapping classes in 
various activities. 
 
All staff are expected to do “door” duty in the morning (8:55am-9:10am) and after school at 
12:20pm-12:40pm. This will be discussed in the weeks of pre-planning.  In addition, a rotation of 
other duties will be assigned, such as setting out toys on the playground, putting up toys on the 
playground, straightening the teacher workroom, etc.  Everyone is expected to do their share of 
“extra” to keep our school in great shape and running smoothly. 
 
Other extra jobs will be assigned as needed such as clean-up, lock-up, set up for special events, 
rainy day set up and clean up, clean out of storage closets and workroom, etc.  
 
 

SUBSTITUTE PLANS 
 

Substitute plans must be kept current.  Make sure the substitute can find your plan for the day, the 
resources for the day, and has plenty of activities in which to engage the children. 
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GENERAL CLASSROOM INFORMATION 

 
Art: Art is an integral and essential part of our program.   
 
1. Art media should always be accessible during center time.  Try to keep an easel open for use. 
 
2. Some projects can be planned by the teacher, but do as much “pure” art as possible.   

 
3. Lead and assistant teachers should refrain from cutting and drawing for the children; children 

should not just “assemble” projects.  Let the child choose where to place things on the paper.   
 

4. THE PROCESS IS MORE IMPORTANT THAN THE FINISHED PRODUCT.  
 

5. If teachers have to do much of the work, then consider whether it is an age appropriate activity.   
 
Behavior:  Children become what you tell them they are.  A child’s behavior is influenced by his 
feelings.  Feeling helpless and dependent is the universal condition of childhood.  A teacher that 
understands and accepts a child’s feelings will help guide them in positively and effectively 
expressing and managing feelings in acceptable ways.  Our aim is to help the child choose for him 
or herself the kind of behavior that is personally satisfying and socially acceptable.  Authority 
should not be used for its own sake.  Are the restrictions we put on children for their own good or 
for our convenience?  We all have to respect authority.  There are rules and laws for all of us.  Help 
the children understand this. 
 
 
A few good points to guide us in establishing good social living in the school are: 
 
1. Make necessary rules definite and have as few as possible.  Go over these at the beginning of 

the year with the students. 
 

2. Be consistent about expecting acceptable behavior but not impatient or harsh.  Be firm but kind.  
Watch the tone of your voice (use a quiet, warm yet firm voice).  Always go to the child and 
speak directly to him or her with your face at their level. 

 
3. Let the children have as much freedom as possible.  Freedom within limits that are well defined 

will help a child at this learning stage.  
 

4. Be honest with the children. They need to believe us. 
 

5. Do any necessary correction of behavior in private with the individual child or children.  When a 
child is reprimanded before others, the child is embarrassed and ashamed. This                                  
often causes unacceptable behavior.  It is important that each child respects himself or herself. 

 
6. Only positive forms of discipline should be used. 

 
7. Always feel free to discuss a child’s unacceptable behavior with the School Director and the 

parents. 
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TEACHER BOXES  
 

Check your box in the copier room daily for notices to go home and messages left for you. These 
are items that do not require immediate action but do require your attention.   
 
Items to go home the same day will be placed in the basket outside your classroom door.  Only 
daily attendance and/or Discovery Days attendance should be in the basket.  Please check the 
basket prior to packing bags to go home.  Items may be distributed to baskets as late as 12pm, 
though that is unusual, so check the basket at the end of the day and pack students’ bags 
accordingly.  

 
 
CHAPEL  

 
Chapel is held upstairs in the church Chapel on Monday mornings at 9:30am for all 3’s, 4’s, Young 
5’s and Kindergarten classes.  
 
Teachers of Toddlers and 2’s participate in Bible Time with the Minister of Children and Leisure 
Activities. 
 
All teachers are expected to provide Christian education in the classrooms to include: Bible stories, 
Christian songs, Bible verses, etc. 
 
 

GENERAL HEALTH AND SAFETY RESPONSIBILITIES  
 

1. Fire, medical and storm emergency plans must be posted in each classroom. 
 

2. All teachers should have both First Aid training and CPR training every 2 years.  
 

3. All cleaning supplies, medications and potentially dangerous products should be inaccessible to 
children.  This includes teacher purses--  contents might be dangerous to children! 

 
4. Be aware of children’s personal records: medical, emotional, developmental.  

 
5. All medicine must be administered by the Director or Office Manager. 

 
6. Children should be observed daily for signs of illness or child abuse.   

 
7. Any suspected abuse must be reported immediately to the school Director who should then 

report to DFACS.   
 

8. Disposable gloves must be worn in treatment of children’s injuries or illness and for changing 
diapers.  

 
9. Teachers must wash hands after changing each diaper, coughing or wiping a nose, going to 

the bathroom, touching hair and before preparing or assisting with food. Food service gloves 
must be worn when assisting children with snack and lunch. 

 
10. Diapers must be placed in a covered container and diaper changing area sanitized after each 

use. 
 

11. Always report to parents any injury, no matter how minor and fill out an Ouch report form for the 
parents and the child’s file.  A report of serious injury requiring treatment by an outside doctor 
or facility is required to be made in writing.  A form is available in the office and must be 
completed with the Director’s knowledge. 
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GENERAL HEALTH AND SAFETY RESPONSIBILITIES (cont.) 
 

12. Children must be supervised at all times in the classroom, hallways and on the playground.   
 

13. Meals/snacks cannot be withheld as a means of discipline.   
 

14. Release children only to authorized adults.  Never dismiss a child to a stranger.  Insist on a 
note if a child is going with “someone new” (not on list). Request picture ID to confirm. 

 
 
CHILD ABUSE 

 
All employees should be familiar with signs of child abuse.  All cases of abuse or suspected abuse 
should immediately be reported to the school Director who will then report to the Department of 
Family and Children Services, 404-995-2100 in accordance with O.C.G.A.  All staff are required to 
take an approved 2 hour class during the first year of employment in recognizing and reporting 
child abuse, in addition, to complete the Methodist Church’s Safe Sanctuaries training.  

 
 
DIAPERING 
 

Since children in the two-year class do not have to be potty trained, the school has a diapering 
procedure. Follow these procedures to ensure the health and safety of both children and teachers. 

 
1. Child’s bag should be taken with the child to the changing table. 

 
2. The changing mat should be sprayed with a bleach solution (1/4 cup bleach to one gallon of 

water which must be made daily) or ODO-BAN and wiped off with a paper towel. 
 

3. Clean paper should cover the mat before taking off the child’s diaper. 
 

4. Wash hands with antibacterial soap and water. 
 

5. Put on gloves.  Clean gloves must be worn for each child while changing the diaper. 
 

6. Gloves are taken off as soon as the child’s bottom is cleaned and before putting on the clean 
diaper. 

 
7. Dirty diapers and gloves must be put into a covered, plastic lined container and placed out of 

the reach of the children. 
 

8. Diaper and re-dress the child. 
 

9. Wash hands with soap and water. Help child to wash his/her hands, too. 
 

10. Start the process over with number one for the next child. 
 

11. After school the diaper area should be disinfected thoroughly.  
 

Staff members will not change diapers and prepare food simultaneously.  One teacher 
should take the responsibility for the day to change diapers and the other teacher should 
handle snack and lunches. 
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THE CLASSROOM 
 

THE CONTINUUM   
 

In the 2008-2009 school year, our school created its own curriculum called The Continuum.  
Together with a Curriculum Consultant, all of our teachers worked to identify the specific skills from 
Toddlers to Young 5’s that students should cultivate during their years at our school.  These skills, 
or objectives for skill acquisition, follow national and state standards, are research-based, and, most 
importantly, are developmentally appropriate.  In addition, we review, refine and update these 
objectives each year based on teacher feedback. 
 
Each age level has a specific list of objectives that are taught throughout the year.  The teacher 
chooses from the objectives and creates a lesson plan around those specific skills pulling from 
various in-house resources.  In this way, an art project may actually be a language arts, math and 
science activity all rolled into one.  A teacher can review the objectives from the age level preceding 
and succeeding the one she is teaching and clearly see where their children have been and where 
they need to be guided. 
 
Some objectives appear every year!  These objectives move a child along a continuum of 
introduction, endeavor, intermittent success and mastery as a child moves through each age level 
of the school.   
 
A child’s Progress Review follows The Continuum.  Children are evaluated both at the beginning of 
the year and the end of the year and progress is reported on the developmental objectives 
appropriate for each age.  In this way, parents can see what skills their child is encouraged to 
acquire and how well the child is doing along the continuum.  The objectives are developmental in 
nature and build on one another.  Children develop at their own rate and each objective can be 
modified or enriched based on the needs of each individual class and student. 
 
Our most important job is to foster the development of each child in a way that complements the 
child’s own unique learning style and encourages a love of learning that will last a lifetime.  The 
Biblical values and developmental objectives that students learn at Sandy Springs UMC Preschool 
will give them the basis they need for a lifetime of success. 

 
 
CURRICULUM OVERVIEW 
 
The curriculum of the school consists of many areas of high interest to children including experiences that 
provide for: 
 

1. Spiritual Development 
2. Social/Emotional Development 
3. Intellectual Development  
4. Physical Development 
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CURRICULUM FOR TODDLERS AND 2 YEAR OLDS  
 

1. Spiritual Development 
a. Becomes aware of God and Jesus 
b. Becomes aware that we are all God’s children 
c. Becomes aware that all things in nature come from God’s design 
d. Is exposed to basic Bible stories and songs 

 
2. Social/Emotional Development 

a. Becomes comfortable leaving mom and/or dad 
b. Feels loved, safe and secure and has fun apart from parents   
c. Feels good about the adults that care for them 
d. Begins to interact positively with others 
e. Plays collaboratively (side by side) with other children 
f. Begins to use manners to be polite to others 
g. Begins to work together (cleaning up toys, etc.) 
h. Takes care of books, toys, puzzles, etc. 
i. Expresses feelings in a positive way 
j. Copes with transitions in their environment 
k. Takes pride in their work 

 
3. Intellectual Development 

a. Becomes aware of basic shapes 
b. Becomes aware of basic colors 
c. Becomes aware of basic body parts 
d. Becomes aware of special concepts (up, down, in, out, etc.) 
e. Develops creativity through art  
f. Follows classroom rules 
g. Follows classroom directions 
h. Begins to listen to others without interrupting them 
i. Begins to listen attentively to stories 
j. Participates in circle time 
k. Helps clean up 

 
4. Physical Development 

a. Moves joyfully and expressively 
b. Begins to become coordinated using gross motor skills (e.g. jumping with two feet, using 

two hands, crossing the midline, etc.) 
c. Begins to become coordinated using fine motor skills (e.g. sorting, tearing, lacing, etc.) 
d. Uses art materials in an appropriate manner 
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CURRICULUM FOR 3 YEAR OLDS 

 
In addition to continued introduction, endeavor, partial success and mastery of Toddler and 2 year 
old skills, 3 Year Olds further expand their skill acquisition along the continuum of learning in the 
same categories but in more complex or different ways. 

 
1. Spiritual Development 

a. Becomes aware of the hand of God in all things 
b. Becomes aware of the love of God 
c. Begins to understand the real meaning behind Christmas and Easter 
d. Is introduced to stories and verses from the Bible 
e. Participates in weekly Chapel 
f. Sings familiar songs  

 
2. Social/Emotional Behavior 

a. Begins to play cooperatively with other children 
b. Begins to negotiate conflicts with teacher assistance 
c. Is kind to classmates 
d. Practices self-control 
e. Goes to the toilet unassisted 
f. Washes hands unassisted 
g. Puts on and takes off coat independently 
h. Develops a feeling of self-confidence and self-reliance 
i. Is enthusiastic with his/her work 

 
3. Intellectual Development 

a. Language 
i. Begins to develop phonemic awareness 
ii. Uses rhyming language 

b. Math/Science 
i. Becomes aware of numbers and how they relate to counting 
ii. Becomes aware of complex shapes 
iii. Begins to classify things into sets 
iv. Becomes aware of the life cycle 

c. Art/Music 
i. Becomes aware of how colors combine to make other colors 
ii. Learns more complex songs 

 
4. Physical Development 

a. Gross Motor Skills 
i. Balances on one foot 
ii. Hops on one foot 
iii. Jumps in place 
iv. Rolls ball in desired direction 
v. Throws a small ball 

b. Fine Motor Skills 
i. Works simple puzzles 
ii. Builds with blocks 
iii. Holds scissors and cuts 
iv. Begins to work with pencils 
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CURRICULUM FOR 4 YEAR OLDS AND YOUNG 5’S 

 
In addition to continued introduction, endeavor, partial success and mastery of Toddler, 2 year old 
and 3 year old skills, 4 and Young 5 year olds further expand their skill acquisition along the 
continuum of learning in the same categories but in more complex or different ways.  Special 
attention is paid to preparing these children for the expectations of elementary school. 

 
1. Spiritual Development 

a. Begins to accept others differences 
b. Begins to understand forgiveness 

 
2. Social/Emotional Development 

a. Takes care of personal needs (toilet, washes hands, wipes and blows nose) 
b. Puts on shoes and socks unassisted 
c. Puts on and takes off coat unassisted 
d. Maintains school supplies and work in an orderly manner in cubby 

 
3. Intellectual Development 

a. Language Arts 
i. Recognizes and names letters of the alphabet 
ii. Begins to organize letters into words 
iii. Begins to organize stories 

b. Math 
i. Counts from 1-20+ 
ii. Recognizes numbers from 1-10 
iii. Begins to be aware of math concepts (more, less, fewer, 1 to 1 correspondence) 
iv. Begins to make and extend a pattern 

c. Science 
i. Uses senses to learn about the natural and physical world 
ii. Sorts objects into living and non-living categories 
iii. Collects, measures and organizes data 
iv. Shares observations 
v. Recognizes basic properties of matter (gas, solid, liquid) 

d. Social Studies 
i. Can give full name 
ii. Knows address 
iii. Knows phone number 
iv. Knows date of birth 

 
4. Physical Development 

a. Gross Motor Skills 
i. Plays games with a ball 
ii. Follows the steps of a simple dance 

b. Fine Motor Skills 
i. Cuts with scissors 
ii. Grasps crayons/pencils comfortably and correctly 
iii. Traces and draws simple shapes 
iv. Traces and prints first name 
v. Attempts age level non-drawing activities such as buttoning, zipping, folding paper, 

building manipulatives and other construction toys 
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CURRICULUM FOR KINDERGARTEN 

 
In addition to continued introduction, endeavor, partial success and mastery of Toddler, 2 year old 
and 3 year old skills, 4 and Young 5 year olds, Kindergarteners further expand their skill acquisition 
along the continuum of learning in the same categories but in more complex or different ways.  
Special attention is paid to preparing these children for the expectations of elementary school. 

 
5. Spiritual Development 

a. Begins to accept others differences 
b. Begins to understand forgiveness 
c. Begins to understand the concepts in beginning Bible stories 

 
6. Social/Emotional Development 

a. Takes care of personal needs (toilet, washes hands, wipes and blows nose) 
b. Puts on shoes and socks unassisted 
c. Puts on and takes off coat unassisted 
d. Maintains school supplies and work in an orderly manner 

 
7. Intellectual Development 

a. Language Arts 
i. Recognizes the sounds letters make 
ii. Begins to organize letters into words  
iii. Recognizes high frequency words 
iv. Begins to organize words into sentences 
v. Begins to organize stories 
vi. Begins to follow the rules of reading & writing from left to right 

b. Math 
i. Counts from 1-30+ 
ii. Writes numbers from 1-20 
iii. Begins to compare sets of objects 
iv. Begins to build number combinations 
v. Explores measurements 

c. Science 
i. Uses time patterns 
ii. Describes the physical attributes of rocks and soils 
iii. Investigates motion 
iv. Begins to understand and group living organisms and non-living materials 

d. Social Studies 
i. Identifies the purpose of national holidays 
ii. Identifies important American symbols 
iii. Begins to understand maps, globes and land/water features 
iv. Begins to understand the work that people do and wages 
v. Begins to understand how rules are made & why they should be followed 

 
8. Physical Development 

a. Gross Motor Skills 
i. Begins playing games with rules 
ii. Follows the steps of a simple dance 
iii. Begins to bounce, catch & throw a ball 

b. Fine Motor Skills 
i. Prints name and letters of the alphabet (both lower and upper case) 
ii. Attempts age level non-drawing activities such as buttoning, zipping, folding paper, 

building manipulatives and other construction toys 
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PARENT OPEN HOUSE AND CHILDREN’S MEET & GREET  
 

Each year at the beginning of the school year, we will hold a Parent Open House (one evening) 
and a Children’s Meet & Greet (drop in, daytime).   
 
At the Parents’ meeting: 

 
• Tell about yourself- your background, where you went to school, your teaching experience, 

why you want to teach etc. 
• Let your assistant tell about herself.  Let parents know how important the assistant teachers 

are and some of their duties. 
• Go through a daily schedule of a “typical day.” 
• Discuss some of the interesting units to be covered by your group and what skills your age 

group hopefully will obtain during the year. 
• Talk about special events that occur throughout the school year, e.g. Storytellers, Music 

programs, animal shows, a visit from our Fire Station, etc. 
• Talk about individual parent/teacher conferences and when these will be held. 
• Check out the Handbook to see if anything else needs to be discussed such as marking 

bags and jackets, not needing umbrellas or rain boots, wearing closed toed shoes. 
• Point out arrival and dismissal policies; be very clear regarding these. 
• Remind them to send in changes of clothes, etc, as needed. 
• Have a wish list for each family to send in tissues and any special items needed for your 

class; e.g. stickers, play dough, etc. 
• Write out a summary what you say at the Parent Open House and send it home with 

parents including those that miss the meeting. 
• Have Room Parent and Substitute sign-up sheets available. 
• Go through the Remind process and try to get all parents to sign-up that evening. 
• Remind parents that absolutely NO LATEX BALLOONS can be brought to or used at any 

school party or function.   
• Be sure parents know they are welcome to come in to help, share or visit, but to make prior 

arrangements for these visits. 
• As you tell about chapel, make certain parents know they are always welcome to attend.   

 
You will think of many other items to discuss at your meeting, but maybe this will help get you 
started. 
 
The Children’s Meet & Greet is an opportunity for you to meet and welcome the children who will 
be in your class.  Parents may ask you for information that day as they reflect on what you talked 
about the night before. 

 
 
PARENT COMMUNICATION  
 

Frequent parent communication is essential for a family’s positive school experience! 
Monthly newsletters and calendars should be sent home in all classes.  These should include 
information on special days and upcoming events, themes and units for the month, skills learned, 
etc. Parents are more confident when they are well informed of all activities and learning going on 
in their child’s class. Weekly communication for 5 day classes is also important. Parents are 
encouraged to visit and observe in the classrooms, are welcome to eat lunch with their child, and to 
arrange for a teacher conference.  Please handle all communication with parents in an honest and 
positive manner.  Deal directly with parents. Please consult with the Director about any 
circumstances you are unsure how to handle. 



 
STAFF HANDBOOK 

47 
 

 
NEWSLETTERS 
 

The school distributes newsletters via e-blast to parents discussing matters that pertain to the 
school as a whole.  Each teacher should distribute a brief, printed newsletter weekly pertaining to 
the unique events and activities in his or her room, including both what has been done already and 
what’s coming up.  Curriculum units and holidays should be mentioned.  Class newsletters to 
parents go home weekly dealing with specific happenings in your class: birthdays, parties, show 
and tell, etc. A monthly calendar should also be sent home to parents outlining important events 
and a highlight for each day. A calendar listing all school events and holidays will be provided by the 
office. 
 

 
PROFESSIONALISM with Children and Parents 
 

Be a happy greeter! It is important to establish a sense of trust between you and the parents.  Be 
highly visible to parents and show them that you are available and have genuine concern for their 
child.  Remember that for many parents, this is the first time they have left their child with anyone 
other than family and they may be more than a little anxious and are often emotional.  Parents are 
trying to determine the boundaries between school and home and look to you for guidance.     
 
Greet arriving and departing children by name and assist them as they settle in for the school day.  
Staff can be positive role models in manners, language and tone of voice.  This provides the best 
example of appropriate behavior for the children. 

 
 
PROFESSIONALISM regarding Child’s Behavior 
 

Staff shall provide each child with guidance that helps the child acquire a positive self concept.  
Discipline and behavior guidance used by each teacher will, at all times, be constructive, positive 
and suited to the age of the child.  We wish to focus on nurturing, comforting, and guiding the 
children who attend our school!! 

 
To prevent an unacceptable behavior from occurring, the staff will:  
 Model appropriate behavior  
 Arrange classroom environment to enhance positive behaviors and reduce negative 

behaviors. 
 Use specific descriptive words when appropriate behavior is occurring. 

 
When unacceptable behavior occurs, staff will: 
1. Re-direct— substitute a positive activity for a negative activity 
 
2. Distract— change focus of activity or behavior 

 
3. Use Active Listening— determine the underlying cause of the behavior 

 
4. Initiate Time Out— separation from the group is used only when less intrusive methods have 

been tried or if the behavior of the child is dangerous to himself or others.  Holding and hugging 
of a child are equally important as we demonstrate our love and concern. Time Out should last 
only 1 minute for every year of age. For example: a 2 year old would only be put in time out for 
2 minutes. If necessary, a child can be brought to the office, if it is felt complete separation from 
the class for a short period of time is warranted. This should only be used after all other 
attempts have been tried unsuccessfully.  Please do not leave the child in the office for longer 
than 5 minutes!! 
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CONFERENCES 
 

Parents often wish to discuss their child at drop off and pick up time.  Be pleasant and generally positive 
but these times are not the best for an in-depth discussion.  If you can tell a parent wants significant 
feedback, initiate a conference.   Except in the most general terms, it is not appropriate to discuss a child 
or his behavior in front of the child.  Parents should attend conferences without the child present. 
 
Unscheduled- Parents may want to meet with you to learn about their child’s progress or voice 
concerns.  We encourage parents to visit the school throughout the school year and to openly 
communicate with the teachers and the director at all times.  Respond to requests for a conference as 
soon as possible. 
 
Scheduled- Parent/teacher conferences are scheduled in the fall and the spring for all our classes. The 
fall conference is a time to get to know the parents, hear their concerns, and fill them in on how things 
are going so far.  The spring conference is a formal conference in which the child’s yearly progress will 
be discussed. Written evaluations will be sent home at the end of the year. 
 
 

CENTERS 
 

Classrooms are set up with centers (or Interest Areas).  Centers should be kept fresh by changing 
out items on a regular bases.  The following centers should be available in the classroom:  Dramatic 
Play, Blocks, Art, Sensory, Reading (or a quiet area) and Writing (for classes aged 3 and above). 
 

 
LIBRARY 
 

Books and other media are stored in the main teacher workroom.  The Librarian can assist you in 
finding books.  Please do not keep books for extended periods of time as others may need them.  
The books in your reading center should be changed on a regular basis. 
 
 

SHOW AND TELL  
 
This is an excellent opportunity for language development and confidence building.  We don’t allow 
weapons such as toy guns or knives.  We encourage books, souvenirs, and nature items, etc.  Of 
course, children will bring toys and that is acceptable.  Encourage the child to express himself; 
encourage the children to ask open-ended questions.  Let parents know your schedule and 
procedures for show and tell during open house. 

 
 
PETS AND PLANTS 
 

Registration forms and health issues forms must be checked prior to allowing the children to go 
outside to visit an animal.  Pets may not be brought into the building.  They are to be taken to 
the sidewalk area only.  Large pets must be on a leash.  A parent must stay with the pet at all times 
and the pet can only stay at school for the length of time necessary for all the children to see it.   
 
Class Pet 
Prior to bringing an animal in for a “class pet”, you MUST check for allergies in your classroom. It is 
your responsibility to keep the cage cleaned and sanitized, arrange for care of the pet during 
holidays, and enforce classroom rules for safety and care. Pets can be a wonderful lesson in 
responsibility as well as comfort to the children. 
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PETS AND PLANTS (cont.) 
 

Staff should be aware that certain plants are poisonous and should research all plants to see if they 
are safe for children to be around before bringing them into the classroom. If parents send plants 
for show and tell, etc., staff will keep the plant in a locked cabinet except for the time it is shown to 
the children and given back to the parent at the end of the day.  Children may not handle plants 
that are not known to be safe. 
 

 
USE OF WORKSHEETS 
 

Worksheets may be used to reinforce Kindergarten concepts or as a follow-up to hands-on 
experience-based activities.  They can be useful and valuable, but generally, we do not plan to use 
worksheets as a means of teaching new materials.   
 
For preschoolers, worksheets are to be used rarely, better even not at all, and only as a follow-up 
to hands-on experience-based activities.  They can be useful and valuable, but we believe they fall 
into the category of BUSY WORK. Our children have plenty to do without that!   
 
Teachers may run copy machine copies at anytime during the school day. 
 

 
PLAYGROUND RULES 

 
SAFETY is our Number 1 priority!!  The playground is the MOST LIKELY place for a serious 
injury to occur.  Teachers should space themselves around the playground where all children 
can be seen and supervised.  Interaction with children on the playground is strongly 
encouraged!  Teachers should NOT be sitting in a large group engaged in conversation! 
 
• The large playground is for children in 3’s, 4’s, Young 5’s and Kindergarten classes 
• The small playground is for children in Toddler and 2’s classes 
• 2 year olds may use the large playground if no older class is on the playground 
• The cover is to be on the sandbox at all times when the sandbox is not in use. 

o Hang the cover over the fence when you remove it; do not leave it lying on the 
ground. 

• Sand and sand toys should stay in the sandbox or sand table.  Do not allow children to carry 
sand or sand toys to other parts of the playground, to fling sand outside the sandbox or to 
throw sand. 

• When you have finished with the sandbox, put the cover on it!! 
• Do not allow children to climb the fences, the trees or on top of the playhouses.   
• Do not allow children to swing on the gates.   
• Do not allow children to stand on the swings or the slide. 
• Do not allow children to walk or run up the slide—  they are not allowed to continue playing 

on the slide if they do this. 
• Children should slide down the slide feet first, on their bottoms!!  Absolutely NO ONE should 

go head first down the slide!! 
• Mulch and sand do not belong in the water table!!  Please supervise this area!! 
• The storage shed should be locked during the day and absolutely no children are allowed 

inside. 
• Do not allow children to dig up plants. 
• Be especially respectful of the Children’s Garden and memorial bench. 

o Do not allow children to run into the small railings with the trikes and other vehicles. 
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PLAYGROUND RULES (cont.) 
 

All toys should be put away at the end of the day.  The last class on the playground (usually 
Discovery Days) should have children help put away toys.  Check the smaller playground for 
any toys remaining.   
 
A rake and broom are kept in the storage shed.  Teachers should check the fall zone areas 
around the equipment periodically and rake when needed to keep mulch high in those areas.  
Report any equipment that may need repair. 
 
Leave the playground better than you found it!!!! 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Please sign the next page and return to the office after you have read this Handbook.  Keep 
your Handbook in your classroom for easy referral. 
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