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“God’s Work—Our Hands”

Dear Parents:

Welcome to Our Saviour’s Lutheran Preschool/Child Care (OSLPS). Our program is an expression of the congregation’s love and concern for the families of Natrona County. 
It is our belief that children learn best while in a warm, loving, and creative environment. While enrolled in our program, your child has a positive influence in the early years of their development, providing a strong foundation for success in school and later, in life.
We expect to have an exciting, challenging and rewarding year with your child.  Please feel free to discuss any ideas, joys, or concerns with the Director, Staff, or any member of the Preschool Committee.  Members of the Preschool Committee and their contact information are available upon request. Our Saviour’s Lutheran Preschool/Child Care and the staff would like to thank you for choosing our program. We look forward to getting to know you and your family.

Please read the handbook, sign the acknowledgement form on the last page and return it to us. If you have any questions, please contact OSL Preschool.

Sincerely,

Jessica Fredrickson
OSL Preschool Director

director@oslwyo.org
577-4006

MISSION STATEMENT

We believe that a quality early childhood program offers young children a setting in which to grow and learn by developing physically, spiritually, intellectually, socially and emotionally; expanding his or her perceptions of faith, of other people, and the physical world in which God has placed us.

Our goals are to provide your child, within a developmentally appropriate program, the opportunity to:

1.  Develop the whole child through individual goal setting 
2.  Develop Christian values

3.  Develop social and communication skills

4.  Progress through each stage of development at his/her own
     pace and learning style, all within a safe and nurturing 
    environment

5.  Develop a positive self-esteem

6.  Develop feelings and attitudes that are the foundation for a 

     positive self-image and good relationships within the community.

CURRICULUM GOALS AND OBJECTIVES

1. To give the child an understanding of God’s love as revealed in the Bible and the gift of His Son, Jesus.

2. To help each child develop confidence by building self-esteem through loving care and positive learning experiences.

3. To help make a child’s adjustment to an out-of-home experience a pleasant one.

4. To help encourage a child’s interest in the world around him/her and in the wonders of God’s creation.

5. To give the child opportunities to plan and work independently and with others.

6. To help the child learn to communicate positively, adjust and grow in cooperation with a peer group.

7. To provide a foundation for learning using many experiences and discoveries.

8. To develop the child’s language and early math skills.
9. To provide the child opportunities for creative expression and activities for gross and fine motor coordination.

10. To increase the child’s awareness of good health and personal safety.

11. To help the child manifest self-control, finish a task; learn kindness, courtesy, and respect for others and for property.

12. To help the child learn to problem solve.

CURRICULUM
OSLPS believes in the value of each child.  The future of tomorrow begins with a child’s foundation built in the early years.  It is important that the early care, education, and experiences complement and enhance what is learned within the child’s own family.  Day to day activities are engaging, developmentally appropriate, and meaningful, focusing on each individual child’s learning style and needs.  We use the Wyoming early childhood standards- The Wyoming Early Learning Guidelines and Early Learning Foundations (http://www.wyqualitycounts.org/providers/early-learning-guidelines-and-foundations), as a framework for preparing children for kindergarten. Our program integrates various approaches, methods, and educational philosophies to accomplish our goal of building the optimal foundation for learning in children. Knowledge of child development and the individual needs of the children we serve are the keys to success. In meeting the cognitive, physical, social/emotional, and spiritual developmental needs of all the children, we incorporate the following curricula:
Emergent Curriculum using the Reggio Emilia approach 
·  Planning is focused on being responsive to children’s interests to create meaningful learning experiences. 

· Prioritizing active participation, relationship building, flexible and adaptable methods, inquiry, and play-based learning. 

· Activities are child-initiated, collaborative and relative to their needs. 

· The teacher understands child development and has an ability to observe the children to discover their interests, provide documentation, reflect, brainstorm (web ideas), be flexible and patient.
· An environment is created that is the third teacher - inviting and typically using centers with natural materials and “loose parts” which encourage independent thinking, creativity, exploration, and vocabulary building.
Social Emotional Curriculum - Conscious Discipline
· With the importance of building relationships, Conscious Discipline helps us with our school family, focusing on social/emotional development.
· Conscious Discipline ensures optimal development in all domains through established routines, rituals, and structures to help children develop empathy, intrinsic motivation, helpfulness, problem-solving and communication. Children learn to identify feelings and learn appropriate ways of expressing how they feel.
· Skills are developed to practice self-regulation, resolve conflict, prevent bullying, and develop pro-social behaviors necessary for success in school and life.
Spiritual Curriculum - The Spark Story Bible 
· Developmentally appropriate Bible stories and related activities based on the seasons and themes of the New Testaments.
· Children learn to understand how the stories are applicable to everyday life situations.
· Partnering with the Pastor, Spark is used for daily devotions in the church sanctuary.  A weekly Spark worship bulletin is shared with the Pastor for cohesive, meaningful worship.
· Include prayers and related songs throughout our daily activities.
As the field of early education evolves, we incorporate the latest research-based methods into our program.  

ENROLLMENT

Our preschool program accepts children 2 1/2 years of age (must be fully and dependably potty-trained) through Elementary.  Elementary school students are welcome to attend our center before and after school hours or when school is closed. 
OSLPS admits students of any gender, religion, race, color, or national and ethnic origin to all rights, privileges, programs, and activities made available to children at the school. It does not discriminate on the basis of race, color, religion, national or ethnic origin in administration of its educational policies, admission policies, scholarships or any other school directed programs.     

Each child enrolled in a childcare facility in the state of Wyoming must be adequately immunized. The “Official Record of Immunization” must be completed and on file with the director within 30 days of enrollment to comply with annual reporting to the Wyoming Department of Health. 

To register your child:

1.  All forms in the enrollment packet must be completed, signed and submitted to the Director.
2. An annual $50.00 non-refundable registration fee and $25 photo fee for documentation is due upon enrollment for the school year.

3.  Parents receive a list of needed school supplies.

PAYMENTS

1. Payments are due on or before the 1st of every month for the following month; therefore, payment is made in advance of services. 

2. Payment made after the 5th day of the month will result in a late 
 
                        payment fee of $20.00.

3. If payment is not made by the 15th of the month, your child’s enrollment 
may be cancelled.  Upon re-enrolling, all necessary fees will be due.

4. If payments become more than 45 days past due, the outstanding bill may be sent to collections.  All fees, costs and expenses including attorney’s fees required to collect the outstanding debt will be the responsibility of the parent.
5. When enrollment is cancelled or children are withdrawn from the program for any reason, all accounts must be paid in full before their last day in attendance.

SCHEDULING AND FEES
Each child must be signed in and out with the correct time and adult signature on the attendance sheet provided in the Family Center.

School is open Monday through Friday from 7:00 a.m. to 6:00 p.m.

1. Upon new enrollment or annual school-year enrollment, the parent determines the schedule for their child.  This schedule is used to comply with state regulations related to staffing.  Any adjustments to the contracted times must be pre-approved by the administration to make sure adequate staffing is available. Additional charges may apply.  

2. Parents are asked to call the school at 577-4006 by 9:00 a.m. to notify the program that a child will be absent.

3. Parents receive a calendar with a schedule of special events and days OSLPS is closed.

4. Children who are registered for part-day preschool should not arrive before 8:30a.m. or be picked up later than 12:30p.m. 
5. If a child is picked up after 6:00 p.m., a late fee of $5.00 for every one minute, or fraction thereof, (using our clock), will be charged to the parent.  Repeated or non-approved late incidents may result in the cancellation of your child’s enrollment.

6. No child may be picked up by anyone unauthorized by the parent.  If any person not on the list is to pick up a child, the Director or staff must be notified by phone or in writing.  If we are not familiar with anyone picking up a child we require photo identification.

7. Tuition and fees are non-refundable.  No adjustments or credit is provided for scheduled holidays, professional development days, or days we are closed for transition; those days are included when determining the annual tuition rates.

8. No credit adjustments are given for absences occurring when children are taken out of preschool for vacation, illness, parent’s convenience, etc.  Families receiving assistance do not receive benefits from Department of Family Services for days the child is not in attendance and are responsible for the total charges.

9. A child enrolling after the first day of the month or withdrawing before the last day of the month will have that month’s tuition pro-rated on a daily basis.

10. A written two-week notice must be given when withdrawing your child from the program. You are charged the tuition for the two weeks even if your child is not in attendance.

11. A check returned for insufficient funds will be charged a $50.00 returned check fee.
12. Parents who receive financial assistance from third party agencies/organizations are responsible for all charges not covered by subsidies from those agencies/organizations.  Department of Family Services does not pay for days the child is not in attendance nor any fees/charges required by OSLPS.
FINANCIAL SUPPORT

As Children’s Ministry is an important part of the mission of Our Saviour’s Lutheran Church, it offers assistance and supports to families in the development of their young children.  Financial support is provided by lower tuition rates, assistance in fundraising and events, and gifts.  
TRANSPORTATION

OSLPS does not transport preschool age children. All preschool age field trips are within walking distance of the preschool, this includes Natrona County Library, OSL Church Sanctuary, City Park, David St Station, or any location within our immediate area. If a need for transportation to special activities arises, you will be notified beforehand and will need to complete a transportation form. OSLPS School age Before/After School Program and Summer Program will be transported by staff (18 or older) that have completed all preservice and safety training required by Dept of Family Services.  Drivers must have a valid driver’s license; insurance; background and fingerprint checks. Children will be transported in safe, maintained vehicles that comply with all motor vehicle laws. All child safety restraints will conform to Federal Motor Vehicle Safety Standards. When children are taken off site of our program, staff shall have: A First Aid kit, Emergency Medical Release Forms for all children, current and updated attendance records, direct supervision at all times, physical boundaries clearly identified for children and closely monitored by staff. 
EMERGENCY/DISASTER PROCEDURES 
Inclement weather

Generally, in the case of inclement weather, our school will follow the decision of the Natrona County Public School District. We urge parents to always have backup care arrangements prior to the possibility of our school being closed. We feel that if it is not safe for school-aged children to be out, it is not safe for us as well. Please listen to local radio and TV for school closing announcements.  Facebook and other mobile phone applications such as Remind will also be used for notices. In the event of school closures after the start of the school day you will be notified by phone by call/text/Remind.
In the event of a tornado, the Emergency Weather Siren, or Code Red Alert:                                                                                                                                           OSLPS children and staff will go downstairs in the church basement and sit in the hallway with backs against the wall until the danger has passed. We will remain downstairs until notified that the weather emergency has passed.  If needed, parents will be contacted by phone/text/Remind to pick up children.

Fire:                                                                                                                                                    OSLPS children and staff will exit the building in an orderly fashion as practiced in monthly drills.  We will gather in front of the Luther Home on Durbin Street until the fire department comes and the building is determined safe to re-enter.  If the building is unsafe, we will proceed to St. Anthony Manor located at 211 E. 6th street.  Parents will be notified by telephone/text/Remind to come and pick up their child.
Lock Down                                                                                                                                                               

In the event of potentially dangerous persons or situations in the area and/or the public schools have been instructed by authorities to go into a “lock down”, OSLPS will also go in “Lock Down” mode. During this time the doors will be locked, and no one will be allowed to enter or exit the building, including children being dropped off or picked up.
In the event of an earthquake:

As per our drills, children take shelter until the earthquake is over. Parents will be notified by telephone/text/Remind to come and pick up their child.
Evacuations: 

In any event that we would need to evacuate the school building, we will walk to St. Anthony Manor located at 211 E. 6th Street.  You will be notified by telephone call/text/Remind.

BEHAVIOR AND GUIDANCE POLICY 

Parents or guardians are the most important teacher in a child’s life. Home is the child’s first and constant learning environment.  Behaviors in children are influenced not only by the things children hear and see but also changes at home.  Parents should share this information with staff—the arrival of a new baby, death of a pet, nightmares, temper tantrums, pending trips, separation or divorce, visits from relatives—any information which may assist us in helping your child through difficult emotions. 
Our Behavior and Guidance Policy is not used as punishment, but as a method of assisting a child in making appropriate choices and navigating their feelings.  The social/emotional curriculum in Conscious Discipline assists our teachers in dealing with difficult behaviors, but also provides methods and resources for the child, as well as the family which are used as needed.  When inappropriate behavior occurs, it is dealt with on an individual basis at the time the behavior is exhibited.  The behavior and why it was inappropriate will be discussed with the child and be used as an opportunity to teach appropriate choices. Significant incidents will be discussed with parents, collaborating on a plan as a team. Our staff works together to teach children social skills, how to work and play together, how to identify their feelings, how to take directions, and respect those around them.  
The goal is to guide children in appropriate behaviors to set them up for successful learning.  Continued harmful, disruptive, and concerning behaviors may need further interventions with evaluations, behavior plans and outside medical resources.  Under no circumstance, shall staff use physical discipline, isolation, shame, or yelling to attempt to correct behavior. An emergency safety intervention (restraint) is allowable ONLY WITH APPROVED Variance request to address unanticipated behavior that places others in serious threat of violence or injury. Such intervention may only provide enough control so that the child is unable to cause themselves or others harm and may ONLY be performed by staff that has been trained and oriented in nationally recognized de-escalation training resulting in certification through a mandated competency test and observation by administration. 
Parents are responsible for restitution for property damaged as a result of their child’s behavior.

Expulsion:  As of 2018, Department of Family Services is requiring all childcare/preschool programs to have a formal expulsion policy in place.  As part of our Behavior and Guidance Policy, OSLPS takes the necessary steps to meet the individual needs of each child and implements our Behavior and Guidance Policy as necessary.  We provide supports and community resources for families.  Should the program deem supports and resources for a child’s behavioral needs are not being utilized, an agreement cannot be reached, and we are not able to maintain a safe and positive learning environment for all children, alternative placement may be discussed with the family.  

As of Jan 1, 2020: To ensure compliance with State and Federal guidelines OSLPS is required to implement a mandated Suspension/Expulsion Policy. 

OSLPS promotes positive social and emotional growth and includes age-appropriate behavior supports.  This practice, along with Conscious Discipline, enables us to offer the most proactive and supportive environment for children.  However, there may be a time when we have exhausted all efforts to help a child interact in a positive manner in our program and suspension or expulsion may be deemed necessary.  Our program works diligently to avoid these circumstances.  If this situation should arise with your child, we will adhere to the following guidelines: 

To prevent a suspension/expulsion from happening, our staff is committed to the following: 

· Creating a positive environment to nurture self-expression and opportune learning.

· Modeling positive behaviors to ensure children are treated with respect and kindness.

· Be consistent and clear with expectations and the guidelines of Conscious Discipline.

· Use redirection, positive guidance and praise appropriate behaviors. 

If a child is having a difficult time maintaining appropriate behaviors in our program, the following steps will be taken: 

· Thorough account of the child and staff’s actions will be documented and shared with parent/guardian. 

· Parent/Guardian will be notified of disruptive behaviors and a conference will be scheduled to develop an individualized behavior plan.

· Local resources such as developmental screening opportunities, mental health consultants and behavior specialists will be shared during conference.

If there is no improvement in the child’s behavior after these steps have been taken:

· Parent/guardian will be advised in writing about child’s behavior warranting an expulsion or suspension.  

· In the event of a suspension, expected behavior changes will be required in order for the child to return to the program. Behavior documentation will be shared with the parent/guardian, along with length of suspension. Expulsion may result in permanent termination of the OSLPS contract. 

· All final decisions regarding suspension or expulsion will be made by the Director.

HEALTH AND SAFETY

The State Department of Family Services, the Fire Marshall and the County Health Department evaluate this facility and staff. They ensure that all standards required by the state are fully met.  These minimum standards must be met, but the facility may also have more stringent standards.  OSLPS complies with the minimum health and safety standards and goes beyond in providing higher quality early care and education for your child.
1.  All children in our care are required to have the following forms completed, 


    signed and on file in the Director’s office:  

· Official Record of Immunization form

· Enrollment form

· Contract for services

· Over the Counter Medications form

· All other forms included in the enrollment packet
· All allergies and special medical needs MUST be listed on the enrollment form.
· Parents with children that have food and other allergies must fill out and return a F.A.R.E (Food/Allergy & Anaphylaxis Emergency Care Plan) form upon enrollment. This form will be on file, a copy stored in our food prep area and all staff will be required to review each form. 
2.  In compliance with state regulations, STAFF OR CHILDREN may not attend if they have had any of the following symptoms/diagnoses within the prior 24 hours: 

· A temperature above 100 degrees
· Diarrhea, vomiting, or any flu-like symptoms

· Measles or Chicken Pox –child may not return until all of the pox are scabbed over

· Head Lice –child may not return until ALL nits and eggs are removed from hair.

· Scabies –a child must stay out of school for a least one week from start of the first day of treatment.

· Pink Eye
· Any other communicable illness  
· The Director makes the final decision on exclusion from preschool for health reasons and when the child can return

3.  A sick child will be isolated until a parent or designated person comes to get the child.  OSLPS cannot provide sick childcare; therefore, a sick child must be picked up within 30 minutes of notification.

4. Your child should be comfortable and wear clothing and shoes suitable for indoor and outdoor play.  Make sure that your child has clothing that is labelled with their name or initials and is weather appropriate.  Regulations require preschools to provide outside play for all children every day.  If a child is well enough to be at preschool, they are well enough to play outside.  We do not have staff to accommodate children who cannot participate in outside activity.
5. OSLPS accepts all children and will never exclude based on special healthcare needs. Staff is required to meet the needs of each child and work with families to create an individualized care plan for the child. Upon enrollment it is the responsibility of the parent to make administration aware of all health care accommodations that a student may require. Administration and staff will require training from the parent/guardian to create a care plan in the event of a health care emergency. This includes, but is not limited to, diabetes, epilepsy, asthma, etc.
6.  Any medication that needs to be given during school hours must be accompanied by a “Permission for Administering Medication” form, available from any staff member.  All staff have specialized and mandated training in Medication Administration.  Prescribed medications must have the original prescription label with the child’s name and dosage. Over-the-counter medications must be in their original packaging.

7. The school will make every effort to reach parents in case of a medical emergency. If parents cannot be reached, the Director has the authority to call the child’s physician and/or ambulance at the expense of the parent.  If parents prefer a friend or relative be called in case of medical emergency, the information should be provided on the enrollment form.
8. Normal first-aid procedures will be followed for bumps, bruises and scrapes.  If first aid is provided, incident reports are completed by the teacher and    provided to the parent upon pick up.  If deemed necessary, a phone call is made to the parent.  All staff are trained in basic first aid and CPR with annual recertification.
9. As a licensed preschool, we do not allow any firearms, other types of weapons, tobacco, drugs, or alcohol on the premises.

10. Children in our program will not have physical access to any animals that may pose a risk to them in any manner: allergies, illness, attacks.
PARENT RESPONSIBILITIES

     1. 
Fill out all enrollment paperwork and return them to the Director, with any tuition and/or fees, before the child’s first day of enrollment.

     2.
When a parent or guardian comes into the building, they must sign the child in and out using their full signatures plus in/out times.  While the child is with the parent, OSLPS is not liable for injury to the child.
     3.
Remember to check your parent mailbox daily for important notices, bills, etc. Notes the children bring home are important; please read them carefully.  

     4.
Your child can only bring items or toys from home on scheduled show and tell days. No gum, candy, money, toy guns or toys promoting violence. 
     5.
All of your child’s personal items and clothing must be labeled with their name or    initials.  All go inside their cubbies.
6. Encourage your child to be responsible for recognizing his/her cubby, hook and        belongings.

    7.  
Make sure you send a minimum of at least one complete change of clothing with the child’s name or initials on them to keep at school.  Replace clothes with clean, seasonally appropriate clothing as needed. The preschool does not keep extra clothing; therefore, parents will be contacted if their child needs a change of clothing, and none are available.
     8.  
OSLPS is not responsible for any items that are lost or broken.

     9.
Check your child’s cubby daily.  Take home belongings at the end of the day. Take blankets/pillows home weekly to launder.
10.  Be involved!  Take an interest in your child’s early education which lays the      foundation for all subsequent learning and success in school.  Communication is key to helping us provide for your child’s needs.  We value your input and appreciate your ideas and concerns. Visit!  Parents are welcome at any time.
11. Messages to staff may be written on the appropriate sign-in sheet, or through phone calls, text messages, or Remind. 
12. Please inform us of any time your child has seen a physician or therapist.  If your child receives services from the Child Development Center, we want to be included in any IEP meetings, etc.  We believe in a partnership approach to meeting your child’s needs.
13.  Dress your child appropriately for play.  Preschool education is exploratory and often messy.  Efforts are made in teaching children the appropriate way to use materials indoors. Daily outdoor play provides additional opportunities to get messy or dirty. 
14. Parents are responsible for notifying the Director of any changes in employment and/or contact information, and any family situations which could possibly affect their child’s behavior.

15. Parents are responsible for prompt payment of tuition/fees due.  They are responsible for complying with the terms of the contracted times their child is in attendance or requesting changes be made.

PARENT INVOLVEMENT

OSLPS provides services for the total family unit. We invite all members of the family to become involved in their child’s school experience.  Here are some ways to be involved:

· Special activity day volunteer
· Events volunteers

· Field trip volunteer
· Special guests on selected topics

· Birthday of child

· Guest reader

· Newsletter contributions

· Volunteer fix-up, repairs, etc.
· Providing space to display projects at home

· Speaking of school in a positive way at home

· Help build your child’s vocabulary by reading to them daily and asking them open-ended questions about what they did while at school

PROGRAM RESPONSIBILITIES

1. Parents are the child’s first teacher.  We respect that relationship and work with parents to meet the individual needs of each child.  Communication with parents is vitally important to meet those needs. We provide various methods of communication – parent mailboxes, Family Center, main entrance calendar, newsletters, monthly menus, daily conversations, family events, notes on sign in clipboards, social media like Facebook and phone text/Remind.  

2. We provide a safe, healthy, and encouraging program with an environment that stimulates the development of the whole child.

3. We keep current attendance records and health records on file for each child. These records are confidential and are only available to the child’s parents, authorized physicians, and therapists, the OSLPS staff, and by request of Wyoming State officials.

4. We communicate with parents regarding any developmental concerns and provide supports, community resources, and advocate for services in the best interest of the child.

5. Parent/Teacher conferences will be held once a year. However, additional conferences can be arranged with the director and/or your child’s teacher at a prearranged time that is convenient.  If your child has any problems, please contact the Director or your child’s teacher as soon as possible.  We welcome suggestions and constructive criticism.
6. OSLPS is a Lutheran preschool and teaches children about God and Bible stories (devotions), distributes weekly Spark lessons for home, includes prayers before every meal, and songs. 

7.  All employees of OSLPS, like all licensed childcare providers, are mandated reporters of any signs or symptoms of child abuse or neglect, either emotional and/or physical. We are required by law to report any incidents or reasonable suspicion thereof to the Child Protection Services under the Department of Family Services.

DAILY SCHEDULE

In order to meet the needs of families of our community, we provide a faith-based 3 or 5 day per week early care and education program. For families desiring only a short education program, we have an enrichment time from 8:30-12:30 with activities more focused and concentrated.  Our full-day program has educational activities all day focused on learning through play in conjunction with our Emergent Curriculum.  We are open from 7 a.m. until 6:00 p.m., Monday through Friday. All children participate in daily devotions starting at 9, prayers before all meals and related stories and songs throughout the day.  Lunch is at noon, followed by a story time before rest time.      

SNACKS AND LUNCH ROUTINE

Nutritious morning and afternoon snacks are served daily.  Menus for snacks are sent home monthly and one is posted in the Family Center.  All children, unless allergic, are encouraged to taste the snacks, as we introduce them to different tastes and textures.

Families with children enrolled in the part-day preschool program and are picked up before noon do not need to provide any foods. Children here for the full day need to bring lunch.  Microwaves are available to quickly warm up lunches, but keep in mind the number of other children who made need their lunches warmed up also.  Milk is provided to all children.  Please limit sweets in lunches.  Inform us If your child has allergies or food sensitivities.  We need a note from the doctor about any accommodations needing to be made.  The families may need to provide substitutions, based on the needs of the child.  

 Snacks are served at 9:30 a.m. and 3:30 p.m. 
NAPS

“Quiet time” is required and begins at 1:00 p.m. The school provides cots for naps and we request that you bring a blanket and small pillow (marked with your child’s name).  If the child is not asleep by 1:45, they are allowed to get up quietly and participate in a choice of invitations for learning in the Gathering Room or outside activities, weather permitting. Cots are sanitized after each use. Parents are responsible for taking the child’s blanket home weekly to launder.
STAFF

    A.
All persons working in the school are committed to the care of young children and view themselves as agents of God’s love to children, parents and other staff members.

    B.
We want to spend quality time and give quality care to your children; therefore, our teachers and caregivers must have teaching and working experiences with young children. Teachers are highly qualified and are chosen for their abilities to work with young children.

    C.
In order to comply with DFS regulations, we schedule our staff based on the number of children, so please be considerate of unapproved 
extra hours or being late for your scheduled pick-up times as we may not have adequate staff.

    D.    Our staff is trained in first aid and CPR, and is required to       

        
complete a minimum of 15 hours of continuing education annually.
Parent Complaint Procedure

Communication with parents is VERY important. Establishing positive relationships with family members is an integral part of our preschool family. Teachers are to communicate with parents daily, greeting the child and family member and making conversation so the child AND family member are comfortable.  When the child is departing the Center, if the child’s primary caregiver is present, they are to greet the family member again, preface all conversation with a “positive” and then discuss any concerns.  Concerns are NOT to be addressed in front of the child.

Non-confidential notes from teachers to parents or the reverse may be recorded on the sign-in sheet.  Confidential notes should be folded or placed in an envelope and addressed to the parent or teacher.

If a parent has a concern regarding care for the child, the teacher should be the first person with whom to speak since they are with the child for the longest part of the day.  If the situation involves other parties or if the issue cannot be resolved at the primary level, the parent/teacher should contact the director and a meeting may be scheduled to resolve the concern.  Anytime a parent has concerns, they may contact either the Director or Assistant Director at the Center or at home. The Director is always available and may be contacted by phone/text/Remind or in the office. If this situation cannot be resolved through the Director, a complaint can be made to the Preschool Committee. 
Our Saviour’s Lutheran Preschool Child/Care is under the supervision of the Executive Committee and collaborates with the Preschool Committee of Our Saviour’s Lutheran Church.  A list of the names of the committee members is available upon request.  OSLPS secretary can be contacted at 307-237-9087 to obtain these contacts. 
The parent also may contact the local licensing office or childcare licensing officer about any serious concerns that have been discussed with the Director with no satisfactory resolution. Our Saviour’s Lutheran Preschool/Child Care is licensed by the State of Wyoming through the Department of Family Services. They can be contacted at 473-3964 for compliance and compliance history. All of the preschool’s inspection reports and records are submitted to and maintained by DFS. Inspection reports are available for review with a written request of the Director of the Center, with completion of a request and justification from the local DFS licensing officer or can also be found at www.findchildcarewy.org.  All reports relating to child abuse or neglect investigations, or complaints are confidential and unavailable for public inspection.  

If child abuse or neglect is suspected, local law enforcement of Department of Family Services (DFS) should be contacted.

PARENT HANDBOOK ACKNOWLEDGEMENT    
I have read this handbook and agree to abide by each of OSLPS’s individual policies outlined in this handbook. Should it be necessary to withdraw my child, I will notify the center in writing two weeks in advance.  I understand that I will be charged whether my child is attendance or not.
Parent Signature_____________________________________________________

Date________________________________________________________________

Please read and initial:
________
I understand my responsibilities as the parent.
________
I understand that tuition is due, in advance, on or before the 1st of each month for the following month.

________
I understand the late payment fee policy.
________
I understand that a 2 week written notice is to be given when



withdrawing my child, even if my child is no longer in attendance.

_______
I understand the debt collection policy.

_______         I understand that OSLPS does not provide liability insurance.
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