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Introduction
Non-Discrimination Policy

Christian Academy of Prescott Preschool and Childcare is operated on a non-discriminatory basis, requiring equal treatment and access to service and does not deny entrance to the school based on race, color, sex, or national origin.  We require families to sign the Parent Commitment Contract before they enroll their children in the school’s 3 yr. olds to Pre-Kindergarten program.

Mission Statement

“GROWING KIDS IN CHRIST” (Luke 2:52)
History of Christian Academy of Prescott Preschool

Christian Academy of Prescott Preschool has been serving the community for over 30 years.  The preschool is a ministry of First Baptist Church but functions as a nondenominational preschool and child care center.  C.A.P.P. is governed by the Board of Directors of the Christian Academy of Prescott, with a staff of administrators and educators to oversee the day to day operations. 

Purpose

There is an important difference between the Christian and the non-Christian viewpoints on a given subject.  Even 
though knowledge is factually the same for both, no subject can be taught in the totality of its truth if the Creator is ignored or denied.  Knowledge is purified by the recognition of God’s place in it.  No other approach to education can be entirely God honoring for parents and children as an approach through the Scriptures.

We believe that Christian education rightfully begins with the parents (Deut. 6:4-9).  Education is not limited to the counsel of God revealed in His word, but also the counsel of God revealed in His world.  Parents should want their children to be educated at home and at school with the consciousness that all truth is God’s truth, including history, geography, science, music and the arts, and that Jesus Christ is to be central in learning and living. 

Philosophy

The Christian Academy of Prescott Preschool operates with the thought that “All truth is God’s truth and is practical for today.”  The philosophy of C.A.P.P. centers around Biblical values.  Each student is viewed and treated as an individual; not as a part of a mass.  Our goal is the development of the whole child – spiritually, mentally, socially, physically, emotionally, and aesthetically and is to be an extension of the Christian home.  Parents who have fostered in their homes a respect for God’s laws and a sense of individual responsibility will find these same values promoted by the Academy.
C.A.P.P. Parent Commitment Contract
Student’s Name ________________________________________________________

PRIOR TO ADMITTANCE to the Christian Academy of Prescott Preschool, each of the following statements must be initialed, signifying agreement, by ALL parents or guardians having legal custody of the child written above.

_______ I agree that my child’s attendance at Christian Academy of Prescott Preschool and Childcare Facility is a privilege and not a right, and that if at any time his/her conduct, academic progress, or family cooperation with school authorities is not in keeping with the requirements of the Academy, C.A.P.P. reserves the right to terminate, at its discretion, my child’s enrollment.

_______ I give permission for my child to take part in all school activities.  I absolve C.A.P.P. from all liability, beyond the limits of school provided accident insurance, in the event my child is injured at school or during any school sponsored activity.

_______ I agree with the school’s efforts to train my child in the Bible and will encourage him/her in this, and in all other phases of the biblically-integrated curriculum.

_______ I agree to pay assessments charged by C.A.P.P. to cover malicious damage to school property by my child (i.e. broken window, book abuse, etc.)

_______ I agree my child is fully potty trained and 2 or more “accidents” will be cause for delayed entrance to C.A.P.P.

_______ I agree to pay the nonrefundable (re) registration fees upon request.  I understand that tuition is to be paid in advance, yearly, or monthly.  I understand that a 10% late charge is billed to unpaid accounts the first working day after the 10th of the month.  An account is declared delinquent on the 11th.  I further understand, when my account becomes 30 days delinquent, my child may not be allowed to continue his/her education at C.A.P.P.

_______ Since the cost of operating C.A.P.P. exceeds revenues received from tuition and fees, I will endeavor to assist through prayer, volunteering, giving, and recruiting.  I will also endeavor to participate in Parent-Teacher Fellowship activities.

_______ I understand that my preschool child must be at least 3 years old by September 1st to be admitted and my kindergartner must have his/her fifth birthday prior to September 1st, to be considered for enrollment.

_______ I will provide, in a prompt manner, all requested immunization records for my child.

_______ I agree to attend the August Parent Orientation prior to my child’s first day of attendance in the fall.

_______ I have read the Parent-Student Handbook and agree that both my child and I will endeavor to follow the regulations and guidelines stated.

_______ I agree that tuition refunds will be made on a pro-rated basis for withdrawals when the school has received two weeks prior notice.

_______ I agree that all differences are to be resolved by utilizing biblical principles.  I agree that any claim or dispute arising out of, or related to my child’s enrollment and attendance at C.A.P.P. shall be settled by biblically-based mediation.  I further agree that if resolution of the dispute and reconciliation does not result from such efforts, that matter shall then be submitted to a panel of three arbitrators for binding arbitration.  Each party shall have the right to select an arbitrator.  Two arbitrators selected by the parties shall jointly select the neutral third arbitrator.  I further agree that these methods shall be the sole remedy for any controversy or claim arising out of the parent/students and C.A.P.P. relationship, and expressly waive my right to file a lawsuit against C.A.P.P. in any civil court for such disputes, except to enforce a legally binding arbitration decision.  I agree, regardless of the outcome, to bear the cost of my arbitrator and one-half the fees and costs of the neutral arbitrator and any other arbitration expenses.

All parents or guardians residing in the home, please sign below indicating agreement with the above requirements.

PARENT OR GUARDIAN SIGNATURE ______________________________________________ 

DATE _____________________  

PARENT OR GUARDIAN SIGNATURE ______________________________________________

 DATE _____________________ 
Welcome
Thank you for choosing Christian Academy of Prescott Preschool and Child Care Facility.  We are glad to have you as part of our family.  We strive to build a well structured, biblically based, educational, and fun atmosphere for children age 3 and up.  If you at any time have questions regarding C.A.P.P. please call the school office at 928-445-2565.  The office is open from 7:30a.m. - 3:00p.m. Monday – Friday during the school year and is closed for all school holidays.  For your information our address and fax number is:

Christian Academy of Prescott Preschool

148 South Marina Street

Prescott, AZ 86303

Fax:  928-778-9794

State Licensure

Every year Christian Academy of Prescott Preschool must pass an Arizona Department of Health inspection and renew our license to operate as a child care facility for full-day, part-day, and school-age child care (from ages 3 and up).  You may request to see a copy of our state inspection at anytime and you may also call the State Licensure office at anytime.  The address and phone are:

Office of Child Care Licensure

1500 E. Cedar Ave

Suit 22

Flagstaff, AZ 86304

(928) 774-2704

Hours of Operation
C.A.P.P. offers childcare in the mornings from 7:45a.m. - 8:30a.m., for children age 3 to 5th grade. C.A.P.P.’s preschool program is from 8:30a.m. - 11:30a.m (preschool hours may also occur in the afternoon if enrollment allows.)  After 11:30a.m., childcare is available.  After-school childcare is from 2:45p.m. - 5:30p.m., for children age 3 to 5th grade.  
Touring Our Facility

We would be more than happy to give you a tour of our facility!  Either call the office (928-445-2565) and set up an appointment if you would like to meet specifically with a Teacher, Director/Supervisor, and/or the Administrator or stop in and a member of our office staff will show you around.

Registration

Registration:  To register your child a $50.00 non-refundable registration fee, an Admissions Application, and a Blue Card (Emergency Information Card), both obtained from the office, must be filled out in their ENTIRETY and brought to the school office.

Re-registration:  For re-registration of your child a $50.00 non-refundable registration fee, a Re-Registration application, along with the Parent Commitment Contract, and a Blue Card (Emergency Information Card) must be filled out in there ENTIRETY and brought to the school office by the return date printed on the Re-Registration Application.
Admission Policy
Parents or the legal guardians of a child must fill out an Admissions Application.  The State of Arizona and the Christian Academy of Prescott Preschool requires that ALL information on the application MUST be filled out.  All children are screened and will be placed in a class according to the child’s maturity level, age, and developmental group.  A child will not be allowed to attend preschool or childcare if the office does not have an Immunization Record Card or a Notation of Exemption Affidavit on file.

Waiting List & Children-to-Staff Ratio

The State of Arizona Child Care Licensure has regulated our capacity at 106 children.  Only 106 preschool and childcare children may be present in the facility all at once.  Classroom capacity is 20 children.  The children to staff ratio is as follows:    

Age 3 – 1 staff member to 13 children

Age 4 – 1 staff member to 15 children

Age 5 not school age – 1 staff member to 20 children

For example:  If our 3 year old class has 20 students it   

         will have a teacher and an aide.

In a group of children who are all different ages, the staff-to-children ratio is based on the age of the youngest child in the group. (For example:  there is a 3 year old in a group compiled of 4 and 5 year olds.  The staff to child ratio would be one staff member to every 13 children.)

Since C.A.P.P. must follow Arizona State regulations we only have the capacity for 20 students in a class, it may be necessary for you to put your name on the waiting list.  As soon as there is an opening the office will contact you.  Openings do happen frequently for many reasons, so we do recommend that you request to have your name put on the waiting list.  

Tuition Payments

Tuition discounts are available:  


10% for the second child


15% for the third or more children


3% off annual tuition if tuition is paid in advance 
Tuition payment for preschool is based on the number of days a child attends per week:

(Hours are: 3’s & 4’s 9:00a.m. – 11:30a.m., and Pre-Kindergarten 8:30a.m. – 11:30a.m.) 



2 days - $100



3 days - $150



4 days - $180



5 days - $225

Childcare fees are per hour and are based on the amount of kids per family:

(Hours are 7:45a.m. – 8:30a.m. & 11:30a.m. – 5:30p.m.)



1 child $4.00 per hour



2 or more children $6.00 per hour


*Childcare costs are incurred before and after preschool hours.  You will be billed $1.00 for every minute your child remains in childcare after 5:30p.m.  Repeated offenses my result in no admittance of the child.
Billing charges go out the last day of every month.  All charges are due before the 10th of every month.  An account is declared delinquent on the 11th and a 10% charge is added.  No child shall continue attendance once the family account becomes 30 days delinquent unless acceptable payment arrangements have been agreed upon by the Administrator.  Extenuating circumstances must be discussed with the Office Manager prior to the account becoming delinquent.  Please make all checks payable to CAPP. 


*There will be a $25 charge on all non-sufficient funds checks.

Scheduled Hours/Days
Childcare:  For staffing purposes, every Friday all parents must go to the office and schedule their children according to the next week’s childcare needs.

Preschool:  Parents are billed according to the amount of days their child is scheduled for preschool, not the amount of days the child actually attends preschool.  For example:  If a child is scheduled for 5 days of preschool and only attends 3 days, you will still be billed for 5 days of preschool even though only 3 days of preschool were attended.  There are NO REFUNDS for non-attendance. 

Classes Offered

Morning Classes:  8:30a.m. – 11:30a.m.
2 days – Tuesday and Thursday


                   
3 days – Monday, Wednesday, and Friday

4 days – Tuesday through Friday

5 days – Monday through Friday

* If enrollment allows
Afternoon Classes:  12:30p.m. - 3:30p.m.   

Any combination of days.

Withdrawal Policy
A TWO WEEK ADVANCED NOTICE OF WITHDRAWAL IS REQUIRED.  If the required two weeks notice is not given, the account will be charged for a full month.  If notice has not been given but the child has been absent for several days the account will still be charged for a full month.  Refunds for tuition will be made on a prorated basis. 

Absences and Holidays
Out of courtesy for the teachers, please call the office if your child will be absent from preschool for the day.

All parents will be given a school calendar at the beginning of the year.  The calendar contains all holidays, as well as all early release days, and all C.A.P.P. special events.  When the calendar states All Facilities Closed the Christian Academy of Prescott (K-8), the Christian Academy of Prescott Preschool and Childcare all will not be in session or open.

Dress Code
Children should be dressed for play and in clothes that are easily maintained.  Please provide your child with appropriate attire with the weather in mind (i.e. a warm jacket when it is cold outside).  Closed toed shoes and socks are required (please NO heelies or plastic high heel dress up shoes).  The students are not allowed to wear costumes at Christian Academy during Halloween.
Snacks and Lunches
Christian Academy of Prescott Preschool and Childcare facility does not provide lunches for children staying in childcare.  We require parents to provide a lunch for their child if the child will be staying past 12:00p.m.  ABSOLUTELY NO SODA, GUM, OR PEANUTS (i.e. peanut butter, candy with peanuts in it, etc. for allergy reasons) PLEASE.  Please limit your child to one item which contains sugar, please do not send items which require heating, and please do not send hard candies for your child’s safety.  C.A.P.P. Childcare will provide an early afternoon snack for your child.

Preschool snacks will be provided by the parent of the child who is the “special person of the day”.  Each parent will be
responsible to bring a healthy snack, drink, cups, and napkins for the number of children in your child’s class.

C.A.P.P. Staff & C.A.P.P. Program
Staff Experience, Education, 

and Training

All of the employees at C.A.P.P. have experience working with children ages 3 and up.  At C.A.P.P. we encourage our employees to further their education and knowledge of child development and child education.  All employees attend an Association of Christian Schools International Convention every other year where they gain more knowledge on how to improve their teaching skills and the program here at C.A.P.P.  All applicants are required to be fingerprinted through the Arizona Department of Public Safety before they are hired. We require our employee training to be completed within 10 days of the starting date of employment.  Training includes:  being familiar with the staff handbook and the policies and procedures of C.A.P.P.  Every year the entire staff receives CPR and First Aid training for children.  C.A.P.P. employees not only meet the minimum requirements for the State of Arizona, they exceed them.

C.A.P.P. Program
Kindergarten:  A child must be age 5 by September 1 for admittance to kindergarten.

Developing Skills:  Preschool – All topics below are covered once a week in the classroom:


Bible Stories



Prayer Times



Colors and Shapes



Science and Math



Music, Arts and Crafts



Reading and Listening

 -   In addition to the above developing skills, preschool classroom activities also include:  



Sharing and Listening



Dramatic Play



Social and Free Choice Play



Large and Small Muscle  Development



Indoor and Outdoor Play



Sensory Learning



Snack Time

Childcare:  Activities for childcare include:



Nap (as directed by a parent)



Snack



Indoor and Outdoor Play



Art



Sensory Learning



Social and Free Choice Play



Games/Puzzles



Story Time/Silent Reading (age appropriate)



Homework (age appropriate)

Preschool:  All preschool teachers prepare and post a dated lesson plan in each activity area for each calendar week.  All lesson plans are to provide opportunities for each child to:


a.
Gain a positive self-concept


b.
Develop and practice social skills through 


Christian character


c.
Think, reason, question, and experiment


d.
Acquire language skills


e.
Develop physical coordination skills


f.
Develop habits that meet health, safety, and 


nutritional needs


g.
Express creativity


h.
Learn to respect cultural diversity of 



children and staff


i.
Learn self-help skills


j.
Develop a sense of responsibility and 


independence

Childcare:  A current schedule of children’s age-appropriate activities are posted in each activity area.  The times of the following are provided:


a.
Meals and snacks


b.
Naps


c.
Indoor and outdoor activities


d.
Quiet and active activities


e.
Teacher-directed activities


f.
Self-directed activities


g.
Activities for individuals, groups of five or 


fewer children, and groups of six or more 


children 


h.
Activities that develop small and large 


muscles

Rules and Discipline

At C.A.P.P. there are five sets of rules which are taught to the children:
General Rules:  


1.  Listen and obey the teachers.


2.  Be kind to friends (no hitting, biting, pushing, 

                 kicking or punching).


3.  Use kind words.


4.  Share with others.


5.  Keep hands to yourself.


6.  Ask the teacher before you leave the room.

Fellowship Hall Rules:


1.  Use inside voices.


2.  No running inside unless the teachers are 

                 supervising running games.


3.  No sitting or standing on the tables.


4.  No climbing the poles.


5.  Pick up the toys before getting something new or  

                 when the teachers ask you to.


6.  Treat the toys gently so they will not get broken.


7.  To be safe do not throw the toys.

Playground Rules:


1.  Always swing forward in the swings.


2.  No toys on the swings.


3.  Hold onto the swing with both hands.  No 
   

                 swinging on stomach.


4.  Always walk in front of the white line.


5.  Stay on the safe side of the white line.


6.  Do not run in front or behind the swings.


7.  Always slide on your bottoms.


8.  To be safe do not climb up the slide.


9.  Always stay on your bottoms on the jumper.


10.  To make sure the windows do not get broken 

       no baseballs or bats on the playground.


11.  Do not kick the balls above you head. 

Lunchroom Rules:

1.  Eat your healthy food first (sandwiches, fruit 

                 etc.).


2.  Use inside voices.


3.  Do not tip your chairs or push the tables.


4.  No spitting.


5.  Be kind.


6.  Use good manners and stay in your seat.

Children need to socialize during lunch time.  The staff is encouraged to eat their lunch with the children if brought from home (no fast food).  If the staff chooses to eat their lunch later, they must still sit with the children at their lunch time and encourage good manners, conversation, etc. 

Bathroom Rules:

1.  No playing in the bathroom.


2.  Wash you hands after using the bathroom.


3.  Do not put too much toilet paper in the toilets.


4.  Do not splash water on the floors or the mirrors.

The employees organize the children into groups and take one group to the bathroom so they can observe what is taking place in the bathrooms.  Children are not allowed to be in the bathroom by themselves.

Discipline:  Employees are not permitted to use any method of discipline that could cause harm to the health, safety, or welfare of a child.  Corporal punishment is not to be used.  Any discipline associated with eating, napping, sleeping, toileting, medication, mechanical restraint or discipline administered by another child is not permitted.

Staff Procedures for Appropriate Discipline
Staff procedures for appropriate discipline is as follows:  Staff will explain to a child why a particular behavior is not allowed, suggest an alternative, and assist the child to become engaged in an alternative activity.  If staff determines that a child’s behavior may result in harm to themselves or others, staff will hold the child until the child regains control or composure.  Staff will use a kind voice and appropriate, gentle, physical contact until the child regains composure.  

Time Outs:  Time outs should be used after redirection.  Time out can become ineffective if overused.  Automatic time outs are:  

1. Hitting, biting, or hurting other intentionally

2. Spitting

3.  Lying

If staff has told the child several times (and after redirection) then a time out is warranted.  This should come only if the child has been spoken to one on one with eye contact so that staff knows that the child understands why they are having a time out.  

Time outs should be no longer than 3 minutes.  Excessive time outs defeat the purpose.  A child must not be kept in time out with no contact from staff longer than 10 minutes.  Please no group time outs.  If staff needs to explain a rule or incident that has happened call for a silent moment so the rule or incident can be explained.  Do not punish the whole group for the few that broke the rule.  Always have the child come to staff when the time out is over and have them explain why they were in time out and end it with a positive and with a hug.  

Do not punish in public.  God does not punish us in public and He is our example.  When staff disciplines a child they are to always bring God into it and do it in a loving but firm way.  Remember God only disciplines us with love.  

Use TACT:  T = Talk on their level   A = Assist/Redirect   C = Comfort/Composure      T = Time Out
Communication on Behavior to Parents:  For behavior that becomes a habit and the above methods do not work, a child’s parent/guardian shall be asked to come in and discuss the situation with the teacher or Director/Supervisor.  Further discipline by the parent/guardian may be necessary to help us correct unacceptable behavior.  More specific plans for discipline will be distributed by individual teachers or Director/Supervisor.

Statement of Faith

All staff applicants, if they agree with each statement, are to initial statements 1 – 9 before they are hired.   
STATEMENT OF FAITH

Please acknowledge your acceptance of each statement by placing your initials on the line.  If you do not accept a particular statement, please explain your position below.

_________1)
We believe the Bible to be directly inspired 

                        by God.  It is the only infallible, free from        

                        all error, authoritative Word of God in the 

                        original writings (II Timothy 3:16, II Peter     

                        1:20-21, I Cor. 2:10-13).

_________2)  We believe there is one God, eternally  

                        existent in three Persons; Father, Son and     

                        Holy Spirit (Matthew 3:16-17, 28:19-20).

_________3)  We believe man was created by a direct act  

                        of God (Genesis 1:26-27).

_________4)
We believe in the Deity of the Lord Jesus 


Christ (John 1:1, 14, Colossians 1:19); the 


virgin birth (Matthew 1:23, Isaiah 7:14); His 

sinless life (II Cor. 5:21); His miracles (John 

2:11, 10:25,38, Acts 2:22); His death on the 


Cross to save from sin all who believe on 


Him (I Peter 1:18-19, I Cor. 15:3); His 


bodily resurrection (John 20:24-27; I Cor. 


15:3-4, 20, I Peter 1:21); His ascension to 


the Father’s right hand (Luke 24:51, Mark 


16:19); His personal return in power and 


glory (John 14:1-4, Matthew 25:31, I John 


3:2, Acts 1:11, I Thess. 4:15-17).

_________5)
We believe all have sinned and sin leads to 


condemnation (Romans 3:23, Romans 6:23).

_________6)
We believe Jesus Christ died for all 



mankind, but only those who repent and 


believe on Him as their personal Savior will 


be saved (John 3:14-17).

_________7)  We believe that salvation is by the grace of 


God, not by any works or good deeds of 


men (Eph. 2:8-9).

_________8)  We believe in the present ministry of the 


Holy Spirit, who lives in the born again 


Christian and enables him to lead a Godly 


life (John 3:5-6, Romans 8:13-16).

_________9)  We believe in the resurrection of both the 


saved and the lost; they that are saved unto 


the resurrection of eternal life (Romans 6:5, 


John 11:25, I Cor. 6:14, 15:51-54) and they 


that are lost unto the resurrection of eternal



separation from God and condemnation 


(Mark 16:16, John 3:18, Revelation 



20:11:15).

Parent/School Communication
Parent Teacher Fellowship

The Parent-Teacher-Fellowship is an organization of families and teachers working to create a closer relationship between the home and the school, so that parents and teachers may cooperate intelligently in the training of the child.  Following each PTF meeting will be an opportunity to talk informally with the teachers and other parents.  The officers of the PTF will bring ideas and recommendations to the Administrator of C.A.P.P.  The main focuses of the PTF are to build rapport with families and teachers, improve parenting and educational skills, and to support the school in creative ways.  At the time of enrollment you are an automatic member of PTF.

Parent/Teacher Conferences
January 29 and January 30, C.A.P.P. will be closed for Parent/Teacher Conferences.  Parents will need to schedule an appointment with your child’s teacher.  Childcare will be open on January 29 and January 30.

Parent Access
Parents have access to all areas of a facility where childcare services are provided during hours of operation and they are permitted to participate in any childcare activity.  Parents (as well as individuals designated in writing by a parent) are allowed immediate access to the facility during hours of operation.  

Change of Address or Phone Number

It is required that the office maintain up-to-date records of all children enrolled at C.A.P. P.  Therefore, parents must notify the office promptly when there is a change of address and/or phone number.

Teacher/Parent Confidentiality

Communication/ Confidentiality:  Communication between a teacher, director/supervisor, and a parent about a child is to be kept confidential unless the parent authorizes differently (this in no way applies in cases of abuse).  Privacy laws prohibit teachers or staff from disclosing any information about a child or their family except when in cases of abuse.  If a parent has a complaint about a teacher, aide, or childcare employee the complaint is to be taken up with the director/supervisor not the employee.  

Sign in and out Policy
It is an Arizona State regulation that your child be signed in and out of their preschool class as well as signed in and out of childcare.  If you drop your child off during preschool hours or pick up your child during preschool hours you must sign them in and out of their class.  If you drop your child off or pick up your child during childcare hours you must sign them in and out at the podium in Fellowship Hall.  If you drop your child off during childcare hours, for example before 8:30a.m., their teacher will sign them out of childcare and into preschool.  If your child will be staying after 11:30a.m., after preschool hours, their teacher will sign them out of preschool and into childcare.  It is then your responsibility to sign your child out of childcare when you pick him/her up.

“For Your Information”
Preschool:  

Directly outside of each classroom is a parent file box.  The file boxes contain folders for each child in that particular classroom.  In the files are the monthly billing statements and other important information.  It is very important that the file boxes are checked by all parents every day.

Each child has their own cubbie.  All papers, such as art work, will be put into theses cubbies.  To prevent the cubbies from getting too full, it is very important that parents pick up their child’s papers every day.

Preschool and Child Care:
C.A.P.P. puts out a monthly newsletter called “Preschool Happenings”.  The newsletter contains information about important dates to remember and what the “Classroom Themes” will be that month (i.e. what the children in the preschool will be learning for that month).  Please check the parent file boxes for the monthly newsletter.

Information boards are placed in various places throughout C.A.P.P.  The most important information board is located directly outside of the office windows by the front entrance.  If you need another copy of a flyer/handout stop by the office.  
Health
Medication
Only an office staff member may administer a prescription medication provided by a parent for their child from a container dispensed by a pharmacy.  Office staff members may only administer nonprescription medication provided by a parent for their child from a prepackaged, labeled container which has the child’s name on it.  No medication which has been transferred from one container to another is to be administered.  The office staff must be notified and keep a written record of any medications being administered.  Parents, please do not put any medication in your child’s lunch box.  All medications are to be kept in only the office out of the reach of children in locked, leak-proof storage cabinets or containers.

Required Immunizations

The following immunizations are required by Arizona School Immunization Law:


- DTaP/DTP/DT 


-Td


-Polio


-MMR


-Hib


-Hepatitis B


-Varicella


-Hepatits A

*(Every child admitted to C.A.P.P. must have an immunization record or an exemption affidavit.)  
Allergies

For your child’s safety it is VERY IMPORTANT that all allergies be reported to C.A.P.P.  Allergies include:  food (i.e. peanut butter), other substances (certain detergents or cleaning products), pollen (because of asthma or trouble breathing when outdoors), and bees.

Communicable Illness 

Attendance Policies
If a parent notifies the school that a child has a communicable disease and the child lacks written evidence of immunity to the communicable disease, that child is not permitted to be in the facility until:  1) A parent provides written evidence of the child’s immunity to the disease.  2) A local health department notifies the Director/Supervisor that the child may return to the facility.

If a child shows sign of illness or infestation:  1) The child must be immediately separated from other children.  2) The child’s parents are to be notified immediately to arrange for the child’s removal from C.A.P.P.  3) A child must stay home if they leave C.A.P.P. with a fever &/or have vomited.  The child will not be readmitted if he/she is still running a fever even though they have started medication and are not considered contagious after 24 hours.  A child’s temperature must be normal for 24 hours before they will be readmitted.   4) Within 24 hours a notice of the communicable disease or infestation must be provided to all parents.  

Please do not send your child to school if he or she has:

1) A temperature

2) Severe cough, even without a fever

3) Suspected communicable disease (i.e. the flu, strep etc.)

4) Lice, scabies, pink eye, ring worm

5) Cold or sore throat, even without a fever

6) Vomiting or diarrhea within the past 24 hours

7) Also, do not send your child back to school unless their temperature has been normal for 24 hours.
Liability Insurance

C.A.P.P.’s liability insurance coverage includes bodily injury occurring on the premises of C.A.P.P.   Our liability insurance is written through Brotherhood Mutual Insurance.

How C.A.P.P. Works
Attendance & Release
Attendance:  Preschool teachers take daily attendance containing the first and last name of the child and the date.  Parents may go to the office and request a copy of their child’s attendance for the year.  Attendance sheets are kept on file for 12 months.


           Childcare has a sign in and sign out sheet which must be signed with first and last name and dated each time the child is admitted and released.  The Childcare sign in and sign out sheet will be kept on file for 12 months.

Release:  Preschool children will be put into childcare until the parent(s) or someone who is on the child’s pickup list comes to pick the child up.  The parents will then be billed for the amount of time the child spent in childcare.


    Children in childcare must be signed in and/or out by either a parent or someone on the child’s pickup list.  If a child is not signed out, regardless of the time they were picked up, parents will be billed for a 5:30p.m. signed out time.  
If a parent is requesting someone else to pick up their child, the parent must go to the office and have that person who will be picking up their child put on the pickup list for their child or the parent must telephone the office with authorization for that person.  The person requested to pick up the child will NOT be allowed to do so unless the parent has added them to the pickup list or unless the parent has telephoned the office and verbally authorized that person to pick up their child.  Teachers and Childcare staff will check the pickup list and a picture ID before allowing the child to leave the building with that person. 
Late pickup:  Preschool children are to be picked up at 11:30am unless they are scheduled for childcare.  Preschool teachers will notify the office when a parent is late picking up their child.  Parents are charged $4 for every hour that they are late.



Childcare ends at 5:30pm.  Every minute a parent is late in picking up their child after 5:30pm will be charged $1 a minute.

Dropping Off & Picking Up
Please enter the parking lot of C.A.P.P. from Goodwin Street and exit on Union Street.  If parking spaces are available please use them to keep the alley open to thru traffic.  If there are no parking spaces please pull to the side to leave enough space in the alley for thru traffic.  

School Weather Closures
In the event that road or weather conditions make it unsafe to hold classes, parents will be notified of school closure or delay via the radio.  If weather conditions are questionable, please tune in to one of the radio stations listed below or log onto our website.  Radio announcements will be made approximately every twenty to thirty minutes starting at 

6:00 a.m.  One of the two inclement weather plans below will follow the radio announcement:

FULL DAY SCHOOL CLOSURE
If Prescott Unified School District declares a snow day, C.A.P., C.A.P.P., and Childcare will also be closed.  All children and school employees should stay home and not attend school that day.

ABBREVIATED SCHOOL SCHEDULE
If the Prescott Unified School District declares a shortened snow day schedule:  C.A.P. will be delayed, C.A.P. Preschool will be cancelled for the morning, and C.A.P. childcare will be delayed.  All C.A.P. and C.A.P.P. classes will be delayed either one or two hours (as announced on one of the radio stations listed below).  Teachers should arrive at school as soon as possible.

Radio Stations:


FM




AM
KGCB             90.9


KNOT

1450  
KNOT

99.1   


KQNA

1130  

KAHM
102.1                           KYCA

1490

KPPV

106.7                        

Website:

www.cap-prescott.com  

Supplies

It is VERY IMPORTANT that each child brings a change of clothes (underwear, socks, shirt, and pants, no shorts) in a gallon ziplock bag.  Even though all children are required to be potty trained before they are admitted to C.A.P.P., your child may have an accident or spill something on themselves.  If the extra clothes are used, please replace them promptly.  Your child will also need to bring a box of Kleenex to be used in the classroom.

Items from Home

Every day there is a “Person-of-the-Day”.  The “Person-of-the-Day” is the teacher’s helper, the line-leader, and will bring an item for show and tell.  Toys from home are not allowed unless it is the child’s show and tell day.  Please , NO Ninja Turtles, Pokemon, or Power Ranger items.  Also, NO guns, knives, or weapons of any kind are allowed at C.A.P.P.   Any item which has been lost and then found by another will be put in a brown bin which is located in Fellowship Hall.  

Birthday Celebrations

A parent may bring or send cookies, cake, or cupcakes for their child’s class when it is their child’s birthday.  Please notify the teacher when you will be bringing food.  Birthdays are celebrated at snack time in the mornings.  

Naps
Parents must notify the Director/Supervisor if they want to schedule their child for nap time.  A cot, and all bedding, is provided by C.A.P.P. for your child.  A staff member is present at all times in the nap room.

Emergencies
If a child has an accident, injury, or emergency which requires medical treatment a staff member will:  

1) Administer first aid.  

2) Call 911 if necessary.  

3) Notify the child’s parents (depending on the severity, notification can be a note or a phone call).

4) Document by filling out a C.A.P.P. Ouch! Report.  


*Parents, please make sure that your child’s emergency card is up-to-date with all names and phone numbers of people to contact if you cannot be reached and there is an emergency involving your child.

School Pictures
Every year school pictures are taken.  The school calendar, which you receive at the beginning of the year, contains the scheduled day for pictures.  All information regarding how to order your child’s picture packets, retakes, etc. will be provided to you in your parent file boxes.  Also, flyers and posters with information about picture day will be posted on school bulletin boards.  Please stop by the office with any further questions.
School Events

Parents will be notified of all school events via flyers.  Also, parents make sure to check your school calendar monthly for scheduled school events.  Parents are invited and encouraged to attend and participate in all school events.

Field Trips
C.A.P.P. will take walking field trips occasionally (3 to 5 minute walks from C.A.P.P.) with parent notification and consent first.
Kindergarten
Parents, if your child will be 5 years old before September 1st they may apply for enrollment in Kindergarten.  Kindergarten enrollment admissions procedures require the following:

1) Parents must fill out a Kindergarten Admission    

    Application.

2) Parents must pay the $50.00 processing fee and the 

    $160.00 non-refundable registration fee.

3) ALL the application information must be filled out.

4) The child must take a Kindergarten readiness test.

5) The child and parents will be interviewed by the 

     Kindergarten Admissions Committee. (Admissions   

     Committee includes the Kindergarten teacher and the 

     Administrator of C.A.P.P. and C.A.P.)  The interview 

     will include asking the child if they know their colors, 

     numbers, letters, and assessing maturity and social 

     behaviors etc.

6) Parents will be notified if their child has been admitted.
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