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Welcome to Sunnyside Preschool. This Handbook contains information regarding the preschool program. It is very 
important that you read this handbook and keep it handy as long as your child is enrolled in our program. It will 
answer many of the questions you have about Sunnyside. 

Mission Statement: 

Our mission is to guide the children in reaching their highest developmental, social, emotional, and academic 
potential. We will provide each child with a safe, clean, and fun learning environment. Through partnering with the 
parents, we strive to help your child do their best and provide the best developmental appropriate experiences that 
your child deserves. 

Vision: 

Our vision at Sunnyside Preschool is to see children grow and develop to their greatest potential for their age. This 
includes focusing on the social, physical, emotional, and cognitive skills. We want to provide children with the best 
possible education. We focus on the quality of teachers, the cleanliness of the facility, overall safety, and the skills 
we provide for a fun growing experience. At Sunnyside, we know that parents are the primary teachers in a child’s 
life. Our goal is to work alongside the parents to make sure the child is growing in the best way possible. 

Core Values: 

Caring for each individual child to ensure growth in every way. 

Challenge each child to be their best in every situation. 

• Making sure every child is treated equally. 

• Ensuring we meet the child and parent’s needs. 

Work alongside the parents for the child’s greatest growth.  

Provide a fun and clean learning environment. 
• Showing a positive attitude everyday  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ADMISSION REQUIREMENTS 

Potty Trained 
To attend our school, your child must be at least 3 to five and be potty trained. We will not accept 
children who are not potty trained. If your child is potty trained but still has a few accidents, we 
will accept them. We ask that if you know that your child still has accidents that you do send 
extra clothes to the preschool in case of an accident.  

Handicap Accessible 
We also have a facility that is handicap accessible. We will not keep your child out of school if 
they have a special need. We believe that each child should have the chance to learn and become 
the best they can be. 

Enrolling 
Your child will be considered enrolled when the center has received the registration fee, when all 
the paperwork is turned in and when the administrator confirms the child’s space. If there are any 
changes, the preschool must be notified immediately for current information to be on file. The 
medical must be turned in to the school at least 20 days after admission and is to be updated 
every year. 

HOURS/DAYS OF OPERATION 

The school will regularly be open at 7:00 AM for drop off and pick up is at 5:00 PM Monday 
thru Friday. Our office hours are from 1:00 PM to 3:00 PM Monday thru Saturday.  
The Preschool will be closed on the following holidays: Memorial Day, Labor Day, President’s 
Day, Martin Luther King Jr Day, Thanksgiving, Christmas Eve, Christmas Day and New Years 
Day. Any other days the school will be closed will be weather related.  

STAFF/CHILD RATIO AND MAXIMUM GROUP SIZE 

The center will not exceed the following ratios: 

1:12 Preschool Age (3-5 year olds) 

The maximum group size that we will be taking as of now is 24 children. This may change in the 
future. 
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DAILY SCHEDULE 

This is a flexible schedule when necessary.  

7:00-8:00 AM   Drop Off 
8:00-8:30 AM   Free Play 
8:30-9:00 AM   Circle Time 
9:00-9:30 AM    Snacks 
9:30-10:00 AM  Discover Table/Manipulatives 
10:10-10:50 AM  Center Rotation 
10:55-11:20 AM  Play Time 
11:20-11:30 AM  Clean Up/Restroom Breaks 
11:30-12:15 PM  Lunch 
12:15-12:30 PM  Clean Up/Restroom Breaks/Quiet Reading 
12:30-12:45 PM  Music 
12:45-1:00 PM  Story Time 
1:00-3:00 PM   Rest Time 
3:10-3:30 PM   Snack 
3:30-4:30 PM   Center Rotations  
4:30-5:00 PM   Play Time 
5:00 PM   Pick Up 

TUITION RATES 

We operate from Monday to Friday. Our price varies depending on if you are a full five day 
student or a half week student. 

Full Day:      Half Day: 
5 days  $140.00 a week   5 days  $90.00 a week 
3 days  $105.00 a week     
2 days  $80.00 a week 

**For every five minutes you are late picking up your child, you will be charged an additional 
$2.00. If for any reason you cannot be there at 5:00 PM to pick up your child, we must be 
informed or you will be charged. If you being late becomes a habit, you will be charged. 
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PAYMENT POLICY 

All payments are to be brought in every Monday for the upcoming week. You should always be a 
week ahead with payments. If you fail to make payment, you will have to the end of the week to 
make up the payment while your child can still attend school. If it is longer than one week, your 
child will be taken out of class due to lack of payments. All checks are to be made out to 
WBCSC with the child’s name being the memo or you can pay with a card. If you are paying 
with cash, put the cash inside of an envelope putting the child’s name on the outside of the 
envelope. 

If you arrive late to pick up your child, you will be charged $2.00 every five minutes you are late 
unless we are otherwise notified. If this becomes a habit, then we will continue to add charges 
until you can figure out someone else to pick up your child.  

RETURN CHECKS 

A $40 fee will be applied to your payment for any returned checks and due to this you will be 
asked to pay in cash until you can pay with either a check or card. 

VACATION TIME 

You are to pay the preschool whether your child is here or not to reserve your spot throughout 
the year. 
However, if you know your child will not be here due to vacation time, you are to fill out the 
absent notification form and give to the teacher in advance.  

REGISTRATION FEE 

A registration fee of $40 is due at the time the child is enrolled. This is a non-refundable payment 
but will be counted off of your last weeks payment.  

WITHDRAWAL 

Your child must attend at least a month of the preschool before you can take your child out of the 
school. We must be notified and you must fill out a withdrawal paper before your child can 
leave.  

WEATHER, DELAYS AND CANCELLATIONS 

We will be open every day that we can during the school year. If we do need to close for weather, 
you will still be expected to pay as if it were a regular week. If we need to cancel or delay, we 
will be going off the same schedule as Houston High School. This information can be found on 
the local news or radio station WMVR 105.5. 
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SUPERVISION 

Our staff is prepared and alert at all times to ensure your child’s safety. They are aware of all 
action plans we have and are ready to put your child’s best interests first. Your child will not be 
left alone at any time. There will also be head counts taken throughout the day. 

CHECK IN AND CHECK OUT POLICY 

Only those who we are told are able to pick up your child can. When arriving, the child is not to 
be left alone when coming in. The drop off person must walk in with the child. Always make 
sure that some staff member knows that your child is dropped off. There should always be a staff 
member at the check in station.  

If when picking up your child, we do not recognize someone who is picking them up, we will be 
asking to see the ID and the child will not be allowed to leave with any person unless they are on 
your pre-approved pick up/drop off list.  

LATE ARRIVAL 

If your child is late then your child will not be allowed in the classroom. We give you an hour to 
get your child to the preschool and if you cannot honor that time, then your child will not be able 
to attend class that day. If something were to come up to where you know you will be late, notify 
the preschool and there will be no penalties.  

CUSTODY AGREEMENTS 

If there is a custody agreement, the preschool is to be notified and have a copy of the court 
papers on file at the school. This is for your child’s safety and for us to know who can or cannot 
pick up your child. We cannot deny parent access to their child without documentation.  
  

CHILD ABUSE REPORTING 

All Staff members are mandated reporters of child abuse. If staff has suspicions that a child is 
being abused or neglected, they MUST make a report to the local children’s services agency. The 
safety of the children is always our first concern.  
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DISCIPLINE PROCEDURES 

If your child is acting up in class we will do the following: 

1. Talk to the child and give him/her a warning. 
2. The child will be sat in time out and then talk to the teacher about why they are there. 
3.If the child still cannot calm down a teacher will call the parents and have them pick up their 
child immediately. 
4.If at any point the child is threatening his/her safety or the safety of others, they will be asked 
to stay home for a day. 

We will also use positive reinforcement as much as we can with all children. These procedures 
will be used at any time during the year and will be applied any time at the center. We will work 
beside parents to help with any child’s behavioral problems. If the child at any point requires 
extra attention from a staff member, we can develop a behavior management plan with the 
parents. This plan would be developed in consultation with the parents and would be consistent 
with the requirements of Rule 5101:2-12-22 OAC. 

LUNCH AND SNACKS 

Lunch 
Each child will be provided a lunch at the school every day. We ask that you provide two snacks 
for your child each day.  

Nutritional Information 
For more information, please visit choosemyplate.gov. 

Birthdays 
If when your child has a birthday and you would like to provide any food for their day, then 
contact the school ahead of time and we can set up a time for the snacks or a little party. This will 
only be allowed if you first contact the school. If you do not contact the school first and come 
with supplies anyways, you will be asked to leave.  

Food Amount

Fruit 1-1 1/2 cup

Vegetables 1-1 1/2 cup

Grain 3-5 ounces

Protein 2-4 ounces

Dairy 2-4 ounces
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ACCIDENTS/EMERGENCIES 

All of our staff is trained of what to do in case of fire, tornado, intruder, physical and any dental 
issues. We have these posted around our facility as well.  

We will be doing monthly fire drills, monthly weather drills between the months of March and 
September, and periodic tornado drills throughout the year so the children are aware of what they 
need to do in case of these emergencies. In the case of a fire, each parent will be notified and 
everyone will be across the preschool by the flag pole. In the case of a tornado, we will be 
putting all the children in the preschool bathrooms. In the case of an intruder, we have a safe 
place where all the children and teachers will meet up. In any case, we will do our best to keep 
the parents informed. In case of any power lose, water leaks, heat lose, we will have the children 
out by the flag pole and contact each parent to pick up their child until we can get these problems 
fixed. In the event of an emergency evacuation, we will try to keep the children outside as much 
as possible if safe. If not, they will be moved to another building on the camp. 

We also have someone on staff at all times with first aid and CPR and AED training. In case of 
any injury to your child, you will be informed immediately as the school takes action to ensure 
your child is being taken care of.  Also, we are a mile away from the Houston Rescue Squad who 
will be our emergency contact as much as possible. 

In any case where your child is hurt, a teacher who was closest to the situation will fill out an 
injury/accident report to be sent home with the parents and to have on file. The report will be 
filled out when any first aid is in need, if there was a bump to the head, if an ambulance was 
used, or when an incident is threatening the safety of the children or staff. Reports will always be 
sent home with the parents. The licensing branch will be notified in the case of death of a child, 
an incident that threatens the safety of the children or staff and when professional medical 
attention or an ambulance is used for emergencies. 

SICK NOTIFICATION 

If your child is sick, then you must call in to the preschool to notify us. If your child becomes 
sick at school, you will receive a phone call and the child must be picked up immediately and the 
child will remained isolated from the other children until he/she can be picked up. If you are not 
able to pick up your child, you will be responsible to get another pre-approved person to come 
pick up your child. At any point your child becomes sick and has to leave the school, their cot 
will be disinfected and any nap time materials you have at the school will be washed.  

If there is a communicable disease, it will be posted on the doors of the preschool for parents. 
The child will be able to attend school again when they are free of the disease for 24 hours or 
with a doctors note saying that they are not contagious.  
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HEALTH POLICY 

FEVER 
If your child has a temperature of 100 or higher then we ask that your child not come back to 
school until their temperature stays down for a day. 

VOMITING 
If your child is vomiting then they can return to school after they have quit vomiting for a full 
day unless accompanied by a fever.  

DIARRHEA 
If your child has diarrhea, they will be able to return to school after they are diarrhea free for a 
full day. 

COLD 
If your child has a cold or any other contagious disease, then we ask that your child not come 
back to school until they do not have symptoms anymore. 

ALLERGIES 
If your child has any allergies you are to inform the school. 

REST 
Allow your child to get plenty of rest each night. 

LICE 
If your child has lice, you will need to get rid of the lice before your child can return to school. 

CHICKEN POX 
Your child should stay home until all signs are gone. 
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MEDICATION ALLOWANCE 

The center will administer medications to a child only after the parent completes a Request for 
Medication form. All proper sections must be completed and the medication handed to the 
teacher each day. Medications will be stored in a designated area inaccessible to children. 
Medications may NOT be stored in a child’s cubbie or bookbag.  

Prescription medications must be in their original container and administered in accordance to 
instructions on the label. Over the counter medications must also be administered in accordance 
to instructions on the label. If parents request any different dosages or uses, a physician must 
provide written instructions on the Request for Medication from. Over the counter medications 
will not be administered for more than three days without instructions from a physician. 

FOOD SUPPLEMENTS/MODIFIED DIETS 

If your child requires any food supplement or a modified diet, you must secure written 
information from your physician regarding this. Please feel free to contact the administrator for 
more details.  

OUTDOOR PLAY 

Outdoor play is very important in a child’s life and is required for each child. We will try to have 
the children play outside at least once a day unless the weather is too bad to play outside. We 
have marked off, safe areas for the children to play with supervision, a first aid kit and the 
emergency cards on hand at all times.  

When the weather is too bad for outside play (wind chill below 20°, rain, snow, hail, icy) we will 
be playing indoors at the center. With how we are set up, we have a big open area in the middle 
of the building for play. The play activities can change every week.  

PARENT VOLUNTEER 

Parents are encouraged to volunteer in any way they feel gifted in our preschool. If you have a 
special gift that you would want to contribute to the preschool, then you will have to sign up with 
a paper in the enrollment packet. If you did not sign up but would now like to volunteer, just talk 
to a teacher and you can still sign up. 
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PARENT PROBLEMS 

If at any point you have a problem with anything at the preschool, we suggest you follow this 
chain: 
-Child’s Teacher 
-Administrator 
-Owner or Board 

Our employees are to use the same chain as above.  

CONCERNS/QUESTIONS/COMMENTS 

If at any point throughout the year that you have any concerns, questions or comments please 
feel free to call the director, Hannah Martin using the schools phone number, (937) 295-3663. 

WEBSITE 
Our website is up to date with some paperwork you may need to fill out in case you were to lose 
anything given to you when signing up. On the website we include a daily schedule, a school 
calendar and also a copy of the Parent Handbook. To visit our website go to 
www.sunnysideprek.wix.com/prek. 

PROVIDED BY THE SCHOOL 

Learning at Sunnyside is a continual process. There are always new gifts, talents or other 
knowledge that we can experience and learn. Here at Sunnyside, we focus on the learning areas 
of Language Arts, Social Studies, Science, Math, Creative Arts (art and music) and Technology. 

Language Arts 
Language is growing a lot in a preschoolers life. We teach language arts in a variety of ways, 
such as communication with teachers and other students, through spelling, practicing their 
writing, retelling stories in order, and by simply using clear simple sentences.  

Social Studies 
In social studies, we are not just concerned that your child not only knows where they live but 
also the people around where they live and how to communicate with people well. Here, we 
focus on communication, and different occupations.  

Science 
Children’s minds are so curious. They want things to be explained to them and for them to really 
understand it. We focus on just that by allowing students to use their five senses to explore new 
things. We use sensory boxes and will grow plants and take care of animals through out the year. 
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Mathematics 
In the area of math, we focus on patterns, number recognition, counting, measuring, the 
difference in size, shapes, weight, and much more. We also teach children how to read a calendar 
and to keep up with the class calendar throughout the month. 

Creative Arts 
It is important that we focus on the creative arts here. We want a child to be able to express 
themselves while also getting their fine motor skills even more developed.  

Technology 
We live in a very technology centered world. It is important for your child to understand how to 
use types of technology such as iPad's and phones. Here, we will teach your child to use iPad’s 
and to search the internet for kid friendly sites. We will also focus on teaching your child how to 
use different types of phones to call in case of emergencies. 

SPECIAL EVENTS 

Parties 
As mentioned above, it is alright to bring in snacks or have a party for special events but only if 
you contact the school first. When the school has holiday parties, they will be held in the 
morning and parents are allowed to stay until the party is over.  

Special Days (Christmas/Valentine’s Day) 
We allow children to bring cards to pass out, but only if every child receives a card. 

Programs 
We will do programs throughout the year and we have all the children participate in some way. 
Teachers and parents are encouraged to help. If parents are interested, you must sign up with a 
teacher. 

School Pictures 
Pictures will be taken towards the beginning of each school year. 
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CLASSROOM RULES 

We ask that to help your child with the transition that you practice as many of these rules that 
you can at home. 
1. We are not mean to our friends. 
2. We are polite and quiet when a teacher is talking.  
3. If we need something, we raise our hands to ask the teacher. 
4. When having an argument, we use our words to solve our problems. 
5. We do not run inside. 
6. When inside we use our quiet voices. 

DRESS CODE 

Since we do our play inside and out, we ask that your child wears either tennis shoes or sandals 
with a strap on the back to make sure they stay on.  

Dress them appropriately for each season. Always make sure to bring a jacket to school with 
your child in case it gets cold.  

WHAT TO BRING TO SCHOOL 

Personal Belongings 
We do allow students to bring in personal belongings. However, if it is broken or damaged in any 
way, we are not responsible for that. We ask that the child’s name is also somewhere on whatever 
he or she brings in.  

Extra Clothes 
Accidents can happen at any moment. To prepare for those, we ask that your always provide the 
preschool with an extra pair of clothes for your child depending on the season. When you bring 
in the clothes, you should bring them in a plastic bag with the name of your child written on it 
somewhere. 

Cot/Nap Time 
We ask that each parent bring a small pillow, and a blanket for their child to use during nap time. 
Also, if the child uses any stuffed animals during nap time, those are permitted as well. We will 
keep all of your child’s belongings on their cots even in storage to make sure nothing gets 
switched. If the child becomes sick, the school will take care of washing the cot/nap time items.  
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**This packet is to be brought in when you have the first meeting with the teacher to go over 
everything. After you have discussed everything in the packet for understanding, both the teacher 
and parent(s) are to sign this.  

The child cannot attend class until this is signed at your meeting.  

I hereby agree that I have read over this packet on my own and with the teacher. I have a full 
understanding of what is in the Parent Handbook and agree to follow the guidelines.  

________________________________________  _____________________________  
 Parent Print Name       Date 

________________________________________ 
 Parent Signature   

________________________________________  ______________________________ 
 Teacher Print Name       Date 

________________________________________ 
 Teacher Signature  
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