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Dear Parents, 

I want to take a moment to share my enthusiasm about your child’s adventure here at My School. I rejoice over your decision to entrust us to not only teach, but to nurture, your child’s spiritual, emotional, mental and physical growth. Our school and our staff strive toward providing your child with a safe place to learn and play, the opportunity to connect with our Lord and Savior through his word and through our actions, and finally we want to uplift and praise your child as they begin to explore and discover all that God has set before them.

We want to thank you for allowing us to prepare your child for a grandeur adventure of education. 


Blessings,


Louise Pulido

   






   Director

MISSION

· To humbly educate your child
· To appreciate the vast differences amongst each child’s personality and character
· To interact and work with them in a respectful manner 
· To truly value their time here at My School.

PHILOSOPHY

Our School was created with one purpose, to Glorify God. Therefore, We stand on God’s Word and Believe His Truth For My School & The Children.

“He is like a tree planted by streams of water, which yields its fruit in season and whose leaf does not wither. Whatever he does prospers.” Psalm 1:3

Admission Policy      [image: image1.wmf]
*Complete Enrollment Applications includes a $75 NON-Refundable Registration Fee, birth certificate, immunization card, licensing forms, and Fact agreement. 

Immunization

All immunizations must be completed prior to enrollment along with the signed Physicians Form. Immunizations required by the State of California are:

4 DPT, 3 Polio, MMR, Hepatitis B, Meningitis, Varicella, Pneumoccal, and TB skin test.

Tuition

Tuition is automatically withdrawn from your account by FACT. Payment is due on the 5th or 20th of each month. 

*PLEASE NOTE-Outstanding Tuition Balance

Our financial company will continue to withdraw funds throughout the month until your account balance is paid in full.   

There are no refunds or allowances for absences/vacations/holidays or days closed. If your child is absent on one of their scheduled school days we will not allow the child to come on an unscheduled school day to make up for the days absent.

Your Admission Agreement only gives your child the right to attend on specific scheduled days and times, to alter this schedule without written notice or pre-arrangements could jeopardize our ratios and compliance with State Licensing.

Extra Day

If your child needs to attend an extra day, other than their regular scheduled days, you must make arrangements prior to the day and pay the $55 ($27.50 half day) fee.

*Refer to page 6

Sample- Financial Agreement

Student Name: _________________________________________________________

Person Responsible for Tuition:

Name 

____________________________________________________________

Address
____________________________________________________________

City

___________________________ State _________ Zip _______________

SSN

____________________________________________________________

Registration Fee: 

$75.00 
Sibling Registration Fee: 
$50.00

Annual Registration Fee:
$50.00 per child
* These fees are non-refundable.

Monthly Rates:
Payments will be automatically withdrawn from FACTS and due on the 5th or the 20th of each month. Please indicate which schedule you are requesting.

Not Potty Trained 2year olds



Potty Trained
__________5 Full Days

$1100.00

__________5 Full Days

$870.00


__________4 Full Days  

$900.00


__________4 Full Days  

$750.00

__________3 Full Days  

$780.00


__________3 Full Days  

$650.00








__________2 Full Days  

$550.00

__________5 Morning Days
$850.00


__________5 Morning Days
$675.00

__________4 Morning Days
$730.00


__________4 Morning Days
$550.00

__________3 Morning Days
$600.00 


__________3 Morning Days
$475.00








__________2 Morning Days
$375.00

Full Day hours are 7:00 a.m. to 6:00 p.m. Morning Day hours are 7:00a.m. to 12:00p.m.  Please pick your child up on time. Late pick-ups will be charged an overtime fee.

Absentee policy:  There is no refund or adjustment to tuition.  Your tuition ensures that your child has a spot.

Withdrawal:  30 days written notice is required to avoid full payment of the following month.

Discounts:  10% discount on tuition for each sibling.  A 10% discount is also offered to Cathedral of Faith members who participate in tithing.
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School Hours


Regular Full-day students

7:00 a.m. thru 6:00 p.m. (Office Closed for staff lunch 12:30-1:30)

Monday – Friday

Morning-day students

7:00 a.m. thru 12:00 p.m.

Monday - Friday

*Our Extra Day Rate: $55.00 per day

Half & Full Day overtime charges

There is an overtime charge for students left at school past 12:00 p.m. and 6:00 p.m. 
It is the parent’s responsibility to pay for the overtime late fees within the same week that the overtime fee was accrued.

Fees are to be paid in CASH to the My School office.
Late fee Schedule for Half-Day students after 12:00 p.m.


$2.00 per minute


12:01-12:30


$4.00 per minute


12:30-2:00

*If you need your child to remain at school after 2:00 p.m. you will be charged a flat “Extra day” fee of $27.50. 

Late fee Schedule for Full-day students after 6:00 p.m.
  
$2.00 per minute


6:01-6:30 p.m.


$4.00 per minute


6:31-7:00 p.m.


$10.00 per minute


7:00-8:00 p.m.

After 8:00 p.m. Child Protective Services will be contacted.
Termination
The School Reserves the right to dismiss or temporarily exclude children from the Program if:


The parents do not observe the School Rules/Parent Handbook

The child does not abide by our standards of conduct determined by the school board, Director, and teachers.

The child appears to be ill (also lack of good hygiene), diagnosed with a communicable disease, or injured. Please refer to Sick Policy Section

The child poses a risk to himself, other children, or the staff, behaviors such as consistent biting, punching, kicking, and foul language.

The parents are unable to pay the tuition or the tuition is past due. 

The child is not ready for group activities or does not appear to benefit from our school program.

The child/parent does not abide by school rules or health and safety policy.
Withdrawal:
Written Notification must be given to the Director at least 30 days prior to the student’s last day, Without the 30-day Written Notice YOUR CHILD’S FULL TUITION will be charged to your account.
*No child is refused because of race, color, creed, or religion.
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If your child becomes ill at school:

The child will be isolated and the parent must make provisions for the child to be picked up within a 30-minute period.

Please be aware that your child will be sent home if they have any following health issues while at school.

· Vomiting  (needs to be vomit free for 24 hours before returning to school)

· Undiagnosed Rash w/fever (need a Doctors note stating rash is not contagious)

· Head Lice (all nits & eggs need to be completely removed before child can return to school)

· Diarrhea (2 times with in 1 hour – will be sent home)

· Eye infection (thick mucus or pus draining or crust around the eye)

· Sore throat & excessive coughing (w/ fever or swollen glands)

· Ear Ache (w/ fever or discomfort)

· Fever (100 degrees or higher/ child needs to be fever free for 24 hours before returning to school.)
If your child shows any of the above symptoms prior to coming to school PLEASE keep them home. When your child is sick have plans for back up childcare and please call the school to let us know they are staying home due to illness. 

*If your child is just not feeling good (unusually tired, pale, lack of appetite, confused, or cranky) we may give you a courtesy call. This doesn’t mean that you will have to come pick up your child—It’s just a forewarning that you may have to come later if your child’s symptoms should worsen.

Absences: You can call the school office 979-3025, office hours are 7:00-6:00p.m. Our voicemail is available 24 hrs a day (Please include child’s name, classroom, days out, and reason for absence)

Please let us know when your child is staying home due to illness.
State Health Regulations Require:


The parent must notify the school immediately if the child has a contagious disease. A child can only return to school with a physician’s note if they are diagnosed with a contagious disease. All parents will be notified if their child has been exposed to a communicable disease.

Medication

We will only administer prescription medicine. Medication must be signed in daily in the medicine binder located in the office. Office personnel will administer medication at 12:00 pm. Medication must be labeled and come in original container. We will only give the dosage that the doctor has prescribed for no more than 5 days.

Allergies: If your child needs an inhaler, Epi-pen, or Benadryl for allergic reactions, please bring a note from your physician stating (one of the above medications/ treatments) to administer on an “as needed basis”. We will then put the note in your child’s file. The note will be good for one school year.

Safety 

Parents are responsible to visually supervise their child in the school parking lot as well as accompany the child to and from class, especially in the school hallways.

WELCOME TO MY SCHOOL 

WHAT TO BRING FOR ENROLLMENT
· Birth Certificate

· Immunization Records
WHAT TO BRING FOR YOUR CHILD

Back Pack

Bring 3 changes of weather appropriate clothing and an extra pair 

of shoes. This should include underwear/ panties & socks as well.

Lunch 


Bring a cold lunch from home (no warm up’s please) ice packs will help keep food cold until lunch time.

Bedding

To comply with state licensing all children need to have a fitted crib/ toddler sheet and small blanket for nap. You can also bring a small pillow, stuffed animal or doll for naptime if it helps your child rest comfortably.

2’s & young 3’s who are not potty trained
Parents’ it is your responsibility to provide diapers for your child. Plan for your child to be changed 3 to 5 times a day. You may bring diapers in daily or in bulk. Please be sure to label them so they don’t get mixed up with another child. The teacher will inform you when you’re getting low on diapers and need to bring more. If your child comes to school and is out of diapers we will call you and expect you to bring some in with in the same day. Plan to replenish any diapers that may have been borrowed.  My School provides Costco brand wipes. If your child has sensitive skin and needs a different brand of wipes, it will be your responsibility to provide them.

* Please do not bring pull-ups, pacifiers, bottles or sippy cups.

Thank-you (
2’s Preschool Program

Your child must be at least 2 years old to attend My School. Our school provides classes for ages 2 through kindergarten. If your child is older than 3 years old they must be completely potty-trained.  My School only provides potty training and diaper changing service to our 2-3 year olds. It is pertinent that both parents completely support the potty-training process at school as well as at home.

No Pull-ups. We transition the child from diapers to underwear. If your child is still in diapers you must provide enough diapers and wipes for each day.

Biting Policy

My School strives to provide a safe place for every child. Typically biting is a behavior we commonly see with our 2-year olds. However, regardless of the child’s age, our staff will notify the family if biting becomes a serious issue. *Please refer to the Termination Section.
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No Reimbursements, Credits, or Exchange of days will be given for Holidays, Inservice, Days closed/Days absent

SCHOOL CLOSED

July 5


Independence Day

Aug. 30-Sept 3

Inservice week 

Sept. 6


Labor Day

Nov. 24, 25, 26

Thanksgiving

Dec. 20-31


Christmas & New Year 

Jan. 17


Martin Luther King Jr.

Feb. 21
President’s Day 

April 8
ACSI Teacher Conference

April 22


Good Friday-School Closes at 12pm 

May 30


Memorial Day

July 4


Independence Day

Aug. 22-26
    
Inservice week

School Events
Sept. 21-22

School Pictures

Oct.29


Harvest Party/Pumpkin Patch @ 10:30

Dec. 10

Parent Night Out

Jan. 12

Pajama Day

Feb. 14

Valentine Party @ 11:00 (classroom)

March 17

St. Patricks Day (wear green)

March 21-25

Parent Volunteer Week

April 5-6

Spring Pictures

April 22

Easter Egg Hunt/Party @ 10:30 

May 2-6

Teacher Appreciation Week 

May/June TBA

Mother’s Day/Father’s Day Event 

June 20-Aug.19

Summer Session

Preparing for Pre-School

General School Guidelines

Toys from home are okay on Fridays for Share Day.

* Toy guns, weapons, electronic games, candy, and gum are not okay to bring to school.

Clothing for school.

Children should come dressed ready for play and learning. Casual clothing is recommended. Please be aware dirt, sand, paint, glitter, and glue are just a few of the materials that your child and their clothing will come in contact with on a daily basis.

Extra Clothes

Please pack at least 2 sets of extra clothes, including underwear, socks, and a pair of shoes. *Please know if your child has a potty accident and no extra clothes you will be called and have 30 minutes to bring extra clothes or take your child home.

Discipline

The purpose of discipline is to provide order to our classrooms and establish guidelines for our students. Discipline includes giving clear directions to the child in such a way to help them understand our concern for their welfare.

Discipline Procedures:

The first warning is verbal and the child will be redirected to another activity, the second warning is with a time-out (the teacher will explain why the behavior is unacceptable), the third warning is a visit to the school office (the child and Director will discuss and pray about the situation). 

If the behavior continues and is harmful to others--the parents will be notified and the child will be sent home for the remainder of the day (such as biting).

Breakfast & Lunch

All classes will eat breakfast sometime between 8:00-9:00 *Based on the students class schedule-check specific time with the classroom teacher.

Parents will need to provide each child with a cold lunch.

Teachers do not have access to a microwave in the children’s lunchroom and will not be able to warm food. Please make sure to send a lunch that is ready to eat. 

Storage

Your child’s lunch should be stored in the blue bin labeled with their classroom number.
Nap Time12:30-2:30 
All children at our school are required to lie quietly on their mats and rest. My School does not provide children with alternative options for naptime. Those children having a difficult time sleeping will still be expected to lie quietly.

Parents must Supply: A fitted sheet and a small blanket, which will need to be washed and returned on a weekly basis. 

Optional: small pillow, and stuffed animal or doll 

*Please return their washed blanket every Monday.

Academics 

Our Academic Year is from September to June and includes:

-A Beka Curriculum & ACSI (ABC’s, 123’s, colors, shapes, beginning reading and writing skills)

-Handwriting without Tears

-Music (Christian music & children’s music)

-Art (painting, crafts, cutting, coloring, gluing)

-Drama (musical productions)

-Technology (children’s computer lab)

-Weekly Chapel Service and offering    Wednesday morning (9:15-9:45)   

-Biblical teachings (learning about Jesus, disciples, God’s creation, prayer, scripture, Christian character).

*Classroom goals & objectives are attached

Monthly Themes
Lessons, artwork, room decorations and special events are planned according to these themes. Remember that every experience is a learning experience for your child.  
	MONTH
	Theme(
	
	
	

	September


	Back to School
	Red
	Apples
	Class rules, Safety, and my new environment.

* Learning self-control. 

	October


	Harvest


	Orange
	Pumpkin
	5 senses, Hygiene, All about me, and using my imagination. Dressing up in my favorite costume. 

* Learning to use my words.

	November
	Thanksgiving
	Brown
	Bell Pepper
	Family, Autumn, harvest, & thankfulness.

* Learning how to say Please & Thank you.

	December
	Christmas
	Green
	Pears
	Jesus’s Birth, the candy cane, Christmas tree, and gift giving-3 wise men.

*Learning how to share

	January 
	New Year
	White
	Hicuma
	California weather. Chinese New Year & Martin Luther King Jr. Cultural music, language, food, and clothing. 

* Learning how to be thoughtful of others

	February 


	Valentines-Love One Another
	Pink


	Rasberry
	Valentines- Learning about God’s love for us, learning to love others.

* Learning how to forgive.

	March
	St. Patricks
	Gold
	Celery
	Learning about the rainbow and what it means, flying kites/wind socks/hot air balloon, learning about Noah’s Ark.

* Learning how to trust.

	April
	Easter-Spring & New Life
	Purple
	Grapes
	Learning about creation & April rain showers.

* Learning how to be the teacher’s helper.

	May
	Mother’s Day-Health & Nutrition
	Yellow
	Corn
	Learning about gardening, vegetables & nutrition. 

* Learning how to be mommy’s helper

	June
	Father’s Day,

Community, Graduation
	Blue
	Blueberry
	Learning about work equipment 

Community Helpers & professions. 

* Learning how to be independent.


Daily Schedule for the 2’s & 3’s

*Tenative Schedule (based on season & weather)

	Time
	Activity

	7:00-8:00

Morning drop off
	Various Activities

Free Choice of play & toilet time

	8:00-8:30
	Morning Recess & wash up

	8:30-9:00
	Breakfast

	9:15-9:50
	Circle time, Music & Movement

	9:50-10:00
	Clean-up

	10:00-10:40
	Recess 

	10:45-11:15
	Arts & Crafts

	11:15-11:30 
	Wash-up & Potty time

	11:30-12:00
	Lunch

	12:00-12:30
	Prayer time & Story

	12:30-2:30
	Nap time/Lights off @ 12:15

	2:45-3:00
	Snack 

	3:00-3:20
	Bible Activity

	3:30-4:10
	Recess

	4:10-4:25
	Wash up & toilet time

	4:30-5:30
	Various Activities

	5:30-6:00
	Dismissal


Daily Schedule for the 4’s & 5’s

* Tenative Schedule (based on season & weather)

	Time 
	Activity

	7:00-8:00

Morning Drop off
	Various Activities

Free Choice of Play

	8:00-8:30
	Morning Recess & wash up

	8:30-9:00
	Breakfast

	9:15-10:00
	Circle Time & Curriculum

	10:00-10:30
	Arts & Crafts

	10:45-11:25
	Recess

	11:25-11:40
	Wash-up & Potty time

	11:45-12:15
	Lunch

	12:15-12:30
	Prayer time & Story 

	12:30-2:30
	Nap time

	2:30-3:00
	Snack

	3:00-4:00
	Bible Activity/Free Play

	4:15-5:00
	Recess & wash up

	5:00-6:00
	Various Activities/Dismissal


General Staff Requirements


Staff:

I. Education:

1. 12 early education units from a community college

II. Criminal Clearance:

2. Live Scan fingerprinting with criminal clearance

III. Health Clearance:

3. Physical with TB Skin Test required

IV. CPR Certification:

4.Updated every two years

Ratio:


State Licensing Codes: 1:12


Age 2, not potty trained:


*Our goal is to keep ratios at one teacher to 8 children.


Age 3, 4, 5 (potty trained) 


*Our goal is to keep ratios at one teacher to 11 children 

Parent-Teacher Conference

An appointment must be made:

-In order for the Director to be present 

-In order for the Director to make arrangements for both teachers to be present.

Parents and teachers are expected to communicate the child’s behavior and work together towards resolving any issues. If we are unsuccessful at resolving the issue it is possible that the child could be dismissed or terminated from our program.

Drop-In Visits

Parents are invited to visit their child’s class at anytime during regular hours 7:00-6:00 but please keep in mind that naptime is scheduled from 12:30-2:30pm.

Major Disaster 

-Please see Disaster Plan & Escape Route attached

-Safety Drills are practiced on a quarterly basis

In the event of a major disaster My School will respond in the following manner:

Power Outage: We will proceed as normal as long as our facility has sufficient natural light. Otherwise we will contact parents to arrange pick up.

Earthquake: In the event that our building is structurally unsafe we will relocate to either the gymnasium at the Horton Youth Center or the Main Sanctuary, located on the Cathedral of Faith Campus, 2315 Canoas Garden Ave, San Jose, CA 95125 (408) 267-4691.

Flooding or Fire: In the event that our campus is deemed unsafe we will relocate to the First Baptist Church, located at 500 Sands Drive, San Jose, CA 95125 (408) 265-9000.
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