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Dear Parents,

Welcome to ABC Christian Learning Academy!  We are so thrilled that you are joining us for our 19th year in business!  What a blessing these years have been!

The staff is committed to teaching your children by preparing them socially, emotionally, mentally, and spiritually for their future.

We believe that giving a child a firm educational foundation is the key to their success in future years of learning.

Our staff will provide this foundation in a loving, fun, and hands-on approach, within a Christian setting.  

We strive to enhance the foundation that you have already established in your home.  We welcome parent participation, and hope that you will join us by making this a team effort.

In this handbook, you will find the answers to the most commonly asked questions.  If you have additional questions, or have comments or concerns, please feel free to talk to anyone on the staff. 

Sincerely,

ABC Christian Learning Academy Staff
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Our Philosophy

At ABC Christian Learning Academy we strive to provide a safe, responsible, early education program for children from the ages of 3 to 5 years.

We will help to provide a foundation to each child by helping them develop mentally, physically, morally, spiritually, socially, and emotionally.

We will value each child by letting them know that they are loved and important to us by treating them with the utmost respect and care.  We will provide the parents with a peace of mind knowing that their children are safe while in the program, and give them a peace of spirit as well, by giving them support in the task of bringing up their child in the way that God intended.

Through this program we also strive to bring glory to God by utilizing the building and resources that He has blessed us with.

Program Goals

The goals of ABC Christian Learning Academy are:

· To provide a warm and nurturing environment where the young child’s learning can thrive through play and directed activities.
· To stimulate the young child’s learning with hands-on activities in areas of reading readiness, language arts, math readiness, art, music, motor skills, and spiritual development.
· To encourage the self-esteem of the young child through respect, and by celebrating the unique place that they hold in our community.
· To create a love of learning and develop a life-long learner who challenges themselves daily for future school and life success.
· To provide the basic needs to a child of Pre-School and Pre-Kindergarten age:
· Unconditional love as a valuable worthwhile child of God
· Acceptance as a unique and lovable person
· Security which comes from a consistent schedule and a sense of family belonging


Class Information

Our Pre-School Program meets two days per week on Mondays and Wednesdays or Tuesdays and Thursdays.
· The morning sessions are from 8:45 a.m. - 11:15 a.m. 
· The afternoon sessions are from 12:00 - 2:30 p.m.

Our Morning Pre-Kindergarten Program meets four days per week on Mondays, Tuesdays, Wednesdays, and Thursdays.
· The class times are from 8:45 a.m. - 11:15 a.m. 

Our Four All Day Pre-Kindergarten Program meets four days per week on Mondays, Tuesdays, Wednesdays, and Thursdays.
· The class times are from 8:45 a.m. - 1:00 p.m.

Our Three All Day Pre-Kindergarten Program meets three days per week on Tuesdays, Wednesdays, and Thursdays.
· The class times are from 8:45 a.m. - 2:30 p.m.

Classes begin promptly at 8:45 a.m. and 12:00 p.m.  Please help start your child’s day off on a positive note by being punctual.

If on the rare occasion you need to drop off your child late, or pick them up early, please call the school office at 365-5735 and let us know.  This will help inform the teachers, and lessen any interruption to their classroom. (See drop off/pick up for more information)

Tuition
 
Tuition is due each month from September through May.
· Preschool Tuition is $140.00 per month
· Morning Pre-Kindergarten Tuition is $220.00 per month
· Three and Four All Day Pre-Kindergarten Tuition is $325.00 per month  

Tuition due by the 10th of every month. A late fee of $5.00 will be assessed on the 10th of the month, with an additional fee of $10.00 on the 20th for any unpaid tuition.  

Our monthly tuition is based on a full school year, and split up into a monthly amount. For any month where a full month of school is not provided (example: Christmas Break, Spring Break, or weather closings) there is another month during the school year where it is a five week month.  Therefore, every month the full tuition amount listed above, will remain the same September through May.

Tuition is NOT based on your child's attendance.  The monthly tuition will remain the same regardless of how many days your child attended that month.

Payments

We will gladly accept cash, credit cards*, money orders, or your personal check.  Please make checks payable to "ABC Christian".  (*Credit cards have a 4% processing fee added, per transaction.)

If we receive a check that is returned "unpaid" from your bank for any reason, you will be charged a fee of $25.00.  If we receive two returned checks within a school year, we will no longer be able to accept personal checks.  You will be required to pay in cash, money order, or credit card. (Credit card fees will apply per transaction.)

If you would like to pay automatically by credit card each month, please ask for a credit card form.


Phone Numbers and Email

If you ever need to get in contact with the school office or teachers, please call 219-365-5735.  If it is an emergency and you cannot get through on the school phone Mrs. Trish's cell number is 219-688-8290.  

You can also contact us through email: ABCChristianLA@gmail.com or on Facebook.

Enrollment Policy

ABC Christian Learning Academy accepts students without regard to race, color, ethnic origin, or religious affiliation.

All children must be completely out of diapers.  

Children that are attending Kindergarten the following year, will be in our Pre-Kindergarten classroom.   Children that will NOT be attending Kindergarten the following year, will be in our Preschool classroom.  (Unless other arrangements have been discussed with, and approved by the Administrator.)

Withdrawal Policy

As we know, circumstances arise (such as moving), where your child may need to withdraw from our program.  Therefore, we require a written notice 30 days in advance to the withdrawal date.  Any tuition that is due during those 30 days, will be your responsibility.

School Closings

If ABC Christian School deems it necessary to close school (due to weather etc..) we will notify you in the following ways:  
1) An email will be sent to the email addresses we have on file for you.  
2) We will post a note on the main page of our website:  www.abcchristian.org.  
3) We will make a post on our Facebook Page and send a message to you on the GroupMe App.

If you have any questions regarding school closings, you may also TEXT Mrs. Trish @ 219-688-8290.  Due to the possible volume of calls, we ask that you text rather than call her cell phone on these occasions.  

Sample School Day Schedule

Here is a sample of what will be happening in our classrooms on an average day:
· Welcome Circle
· Learning Centers
· Story Circle
· Outdoor Play / Large Motor Time
· Art
· Learning Circle / Bible Story
· Music and Movement
· Dismissal

On special days throughout the month, some of our classes may have a cooking activity or enrichment classes such as Science, Math, Phonics, Sign Language, or Spanish.

Each month you will receive a calendar that contains reminders for the month, as well as a small idea of what we will be doing in class each day.

On the reverse side of the calendar, there is a newsletter with additional information.  Due to the limited space on the calendars, the teachers also have a page on our website under the password protected "Parents Section".  You will be given the password to this page at the beginning of school.  The teachers will be able to give more classroom detail on this page for you.
Registration Information

Each child must have a complete registration file in order to begin school.   A complete file includes:
· A current year registration form
· A current immunization record/medical form
· A copy of the child’s birth certificate
· Any court or custody papers that contain any information that contains any information pertaining to school
· A signed Picture Permission sheet
· A signed "Tuition Contract"
· A signed "Student Password" Sheet
· A signed "Policy Book" Sheet

A $50.00 non-refundable registration fee is required to hold a spot in our school.  This fee will be used in the following manner:

· Your child will be provided with:  A school bag and all school supplies.  We will also provide them with an art shirt to wear at school.
· The only items that we ask the parents to supply are:
· A folder of your child's choice.  This folder is the main communication tool between teacher and parent.  
· Please send all notes, payments, and any other type of communication in this folder with your child every school day. 
· It is very important that you look through this folder each day at home.  Once you look at the items in the folder, please remove them, so we know that they have been seen by you.
· A change of clothes (including underwear and socks) just in case of “accidents” to be kept at school.  Even a child that has been toilet trained for a long time, can "forget" to use the bathroom when they are playing, and unfortunately accidents do happen.  
· Please put this change of clothes in a large ziploc bag with their name on it.  They will be kept at the school throughout the year, and returned to you during the last week of school.  Note - it is usually best to send in some type of pants instead of shorts.  It is warm weather when we start school, but these clothes may be needed during the winter months!

Release Policy

Our release policy is very strict because we care about your children so much.  For this reason, we will not be able to “bend” our policies.

You will need to fill out a password sheet that states your family password, and lists all people that are allowed to pick up your child.  ONLY the people on this list will be allowed to leave the school grounds with your child, and ONLY if they know the password.

If the situation arises, where someone knows the password but they aren't on the list, OR if they don't know the password but they are on the list, we will need to contact you to get permission before they will be allowed to leave with your child.   

Passwords will be checked on every person picking up until our staff becomes familiar with them.  When putting someone on your list, please let them know the password and that they may be asked to show ID at any time when picking up.

Thank you for your cooperation - your child’s safety is our main priority.

If for any reason, you need to have someone different come to the school to pick up your child, you need to call the school and let us know before the person arrives.  You can let us know at this time if you would like them permanently added to the pick-up list.  Please make sure they know the password before they get here, or we will have to call you to get permission as in the above stated procedure.

A password can be changed throughout the year.  You must send in a written request, or speak to Mrs. Trish to change it.  Please indicate the old password, and what you would like the new one to be.  Also, please include the date you would like it to become effective.
Drop Off and Pick Up Procedures

Our main school entrance (for reasons other than Drop Off or Pick Up) is on the rear west side of the building, and is labeled DOOR D. 

During drop off and pick up, we only use the south door of the building, labeled DOOR E.  The teachers will come out to the car to get your child. Please wait in line and move up when the car in front of you leaves.

DO NOT let your child out of the car until the teacher comes to your car.  We do not want any children unattended in the parking lot.  Also, when waiting in line, please DO NOT pull around other cars.  This can be dangerous to children and staff walking to and from the other cars.  A teacher will need to direct you to around, only if needed.

We will start letting the children into the building at 8:45 a.m. (for morning arrival) and 12:00 p.m. (for afternoon arrival). If you arrive before that time, please wait patiently in your car for our teachers.

When picking up your child, please use the same procedure as drop off. We will dismiss at 11:15 a.m. (for morning) and 1:00 or 2:30 p.m. (for afternoon classes and all day). A teacher will come out to your car with your child. Before school starts, you will be issued a "car sign".  PLEASE USE THIS EVERYDAY, ALL YEAR LONG!  Place it in the driver’s side window by the door lock, and not in the windshield.  We use this to line the children up inside the building.   Make sure that all cars that will pick up your child have a sign!  You are welcome to make as many signs as you need, just please write their name large and dark.  We cannot see pencil or light pen from inside the building.

We know that in the first few weeks, it can seem like the Drop Off and Pick-Up Procedures take a long time, but as the children get used to school, it will get faster.  The following items are things that you can do to help us keep things moving quickly!  Thanks for your cooperation!
· Please have your child un-buckled and ready to get out on the driver’s side of the car before it is your turn.
· Please do not use this time as a conference time with the teacher. If you would like to schedule a time with the teacher, please call the school office.  If the teacher needs to speak with you, she will ask you to pull over, out of the line. 
· At Pick Up, please DO NOT buckle your child in while you are still in line.  
· Please pull up, and park in one of the parking spots, and buckle them in there. 
· This allows the line to keep moving. 
· We can't stress enough how important it is to use your car sign at Pick-Up.  Please put the sign in your car as soon as you arrive in the lot.  The staff will be looking ahead to get the children lined up.  Waiting to put the sign up, or not using it at all causes huge delays in the line.  Thank you!
· If you lose your sign, or need one for additional cars, we ask that you please make another one!  You can use any paper you want, we just ask that you please write the name VERY dark!  We are not able to see writing done in pen or pencil from far away.
· Please make sure that all people that will be picking your child up, have a sign for their car.  

Late Pick Up Policy

We know things happen, and you may run late, so we appreciate a phone call. This way we can make sure your child doesn't get upset.  

In the rare case that the lateness becomes consistent, we will have to charge a late fee of $5.00 for every 10 minutes that you are late.  We sincerely appreciate your cooperation in this matter, as it affects the teachers lunch times, class times, and/or preparation time.  

Safety Policy

We understand that there may be times when you need to come into the school.  But, in an effort to make your child’s school environment as safe as possible, the doors to the school will be locked at all times.  If you need to enter the school please knock on the main school door, and a staff member will assist you.  If possible, please call or send a note letting us know that you will be needing to pick up your child early, etc.
Progress Assessments

Our staff is very committed to making your child's school year a team effort!  We love parents that get involved in their child's education!  If you ever want to come in and discuss your child's progress, please call the office and schedule an appointment with the teacher.  This way, the teacher can devote their full attention to your questions and prepare any papers that you may need to see.

We will be doing written assessments of the children half way through the school year (January) and at the end of the school year (May).  You will be provided with copies of these assessments at the end of the year and have the opportunity to discuss them with the teacher.

Clothing

WE WILL GET MESSY!!!  We know that getting dressed up for school is a fun activity for some children (and parents), but we are a preschool and most of our daily activities are "hands-on"!  This means that our hands will be in paint, water, play dough, and when we go outside - dirt!  Please do not send them in their “Sunday Best”.

We will be providing them with art shirts, but as we know, children seem to find ways to get dirty even through an art shirt!

Clothing should be appropriate for weather conditions.  We will go outside as often as the weather allows!  Fresh air and exercise are important to your child’s health, so please see that proper clothing is worn.

Personal Items

We know that bringing something from home can be a comfort to children.  We will sometimes have a minute of "share" time during our morning circle time, but in order to keep their item safe from loss or harm, it will need to stay in the child's bag after circle time.  If a little "security" moment is needed, we will allow a sneak peek!!!   

Discipline

This subject is our least favorite.  We like to stay positive, but we know it is one we must discuss.  At our school, we have a "#1 Rule" - Never hurt anyone on the inside or on the outside.  

We have chosen to make this #1 Rule because it is easily memorized and it also encompasses all behavior issues.

This allows children at a young age to begin taking responsibility for their actions and choices.  

We always refer to the fact that we respect the children, and their development of self-esteem and problem solving skills, so we have found that a "stoplight" method works wonderfully!  Each day, every child starts on a green light.  If behavior warrants correction, they will be given a chance with an explanation of how to correct the behavior.  If they choose to continue the behavior, they are asked to move their color to the yellow light.  This gives them the opportunity to change their behavior and possibly move back to green, or continue the behavior, and move to a red light.  Encouragement and positive instruction are being given from the teacher this entire time with the hopes that they will make the right choice!  Each classroom handles their "reward" system differently and it will be explained at the beginning of the school year.  Anytime a child goes home on a color other than green, the teacher discusses with them ways to avoid it happening again, and they are also reminded that each new day starts on a green light!

In the very rare situation where the safety of the students or staff becomes an issue, we reserve the right to dismiss a child from our program.
First Aid

We will administer first aid to all minor injuries, and if necessary, the parents will be notified by phone.  An accident report will be completed by the supervising staff if deemed necessary and you will have full access to this report.

All Staff is CPR/AED Certified, and we do have an AED in the building.

Health Policy

All students are required to have a current and complete Medical Information sheet in order to be admitted into the program.

In addition, we ask that you notify us throughout the year, if your child has been exposed to a communicable disease, or any infection.  We will then notify all of our parents so they can watch for symptoms at home. 

Keeping an ill child home from preschool is a common courtesy to avoid spreading germs to classmates and teachers.  
  
Additionally, if we see that your child is exhibiting any behavior of not feeling well, we reserve the right to notify you and ask that someone please come as soon as possible to pick them up.  

Please do not bring your child to school when:
· The child’s nose or eyes have a mucus discharge.
· The child has a rash.
· The child has a fever over 99.5, had a loose bowel movement or vomited within the last 24 hours.


Medication at School

If prescription medication needs to be administered at school, we will need you to bring it in the original packaging, with the dosage displayed.  If over the counter medication needs to be administered at school, we will need you to bring a new, unopened container of the medication, with specific dosage instructions written out by the parent.  

If your child has asthma and needs an inhaler or if your child has an epi-pen for allergies to food, bee stings etc. you are welcome to leave one at the school, or they can leave it in their school bag every day. Again, this must be in the original container with the dosage clearly marked.  These of course, will be returned to you at the end of the school year.

Food Allergies

If your child has a food allergy listed on their Medical Form, you will be receiving additional forms to fill out.  In our registration forms, there is also a safe list for you to fill out.  We will use this list in all of our lesson and party planning, so it is extremely important that you be as specific as possible when filling out this form.

Snacks At School

Food allergies are a huge concern, so we will not be having a daily snack in class.  We will occasionally have a snack that goes with our monthly theme, but you will be notified on the monthly calendar.  This gives you the opportunity to know the ingredients, and send in a safe replacement for your child if needed.

Lunches for All Day Pre-K Students 

We have to insist that you send NOTHING WITH PEANUT BUTTER OR NUTS.  Make sure to have healthy items in their lunch.  They will be asked to eat their healthy items before they are allowed to eat any treats.  Also, make sure to include a drink and any plastic eating utensils that they will need.
Birthday Treats

When sending in birthday treats, please be mindful of children with allergies, and avoid anything with peanuts or peanut butter, and make sure that all treats are in a sealed bag that can be sent home in the school bags.  

[bookmark: _gd55bdclicng]ALLERGY PARENTS PLEASE NOTE - we will NOT be opening all of the birthday bags to check to see what is inside before sending them home.  It will be your responsibility to look through the bags and approve all items before your child can eat them.   (Please see the other section for additional specific birthday information.)  

Holiday/Special Event Parties 

We will be having the following parties during the school year - Harvest, Thanksgiving, Christmas, Valentine's Day, Easter, Grandparents Day, King & Queen Day, and Graduation.  Some parties allow parent participation and some are celebrated as part of our classroom centers.  You will be notified in advance as to which allow parent participation.

You will have a chance to sign up and volunteer to help for any event that you choose.  A form will come home at the beginning of the year.

All parents are welcome to attend the parties.  If younger siblings attend with the parents, please keep in mind that the parents planning the parties are only providing enough treats, etc. for the number of students.  You may want to bring something to keep their attention, and a snack for them to have during the party snack time.

ALLERGY PARENTS - Prior to our parties, we will be notifying you of all food items that will be served at our parties.  We are going to use our "safe lists" to choose food items to serve, but it will still be your responsibility to notify us if there is an item that you do not wish for your child to have.   In addition, you will need to send in a safe replacement for them.    We HIGHLY recommend that if your child has a food allergy, that you attend all of the parties as well.

Birthday Parties - We love celebrating birthdays!  We welcome the opportunity to make the birthday child feel special!  You are welcome to bring in a treat bag for your child to pass out to their friends (but it is NOT mandatory).

Very important - due to very serious food allergies, we cannot allow food to be brought in and eaten here at school for birthdays.  If you would like to send in a treat for your child's birthday, we ask that it be in a treat/ziploc bag that is sealed and can be sent home.  We will allow your child to pass them out.   Please remember to be mindful of allergies and avoid items with peanuts or peanut butter.  Birthday treat bags can definitely be non-food items which is always a safe option!

Allergy Parents - As much as we try to make sure that all sure that all items are allergy free, we are unable to go through all birthday treat bags that go home.  For this reason, we have insisted that all treat bags be sealed, and it will be your responsibility to check through the bag and approve all items for your own child. 

If your child has a summer birthday - don't worry!  We will plan an "honorary" birthday for them in the Spring!  We want all children to have a special day!

Fieldtrips - As a school, we will leave the grounds to go on fieldtrips (ex: apple orchard, pumpkin patch, etc...), or have organizations come to the school to help us in our monthly themes (ex: fire truck, police officer, dental hygienist, librarian, tumbling, exercise, etc..).  We will not be traveling by bus for any fieldtrips, the parents will be responsible for transporting their own child to the trip.   We will send more information home before each fieldtrip.

Fieldtrips are optional.  Not all fieldtrips are scheduled on school days, but some years they are.  If you decide not to attend a fieldtrip, and it is a school day then your child will just stay home from school on that day.
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