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Related Service Providers



 *All other therapists provided by child’s home school district and/or Region 14 Hopewell
MESSAGE TO OUR PARENTS

We would like to welcome you and your child to our Early Childhood Education Program.  The program is created around a continuum of services designed to meet the needs of children with special needs that reside in Highland County or are within a Highland County school district.  The services include learning experiences provided through one of four specialized early childhood education classes, parent information and related services.

We also encourage the enrollment of children who are typically developing in our preschool classes.  Our preschool classrooms respect each child’s individuality and support an environment where all children learn from and with each other.  Opportunities for educational, recreational, nutritional, and creative learning experiences are provided. 
Highland County Board of DD Preschool is continuously striving for full implementation of a PBIS (Positive Behavioral Interventions and Supports) approach, which integrates social-emotional learning and self-regulation for students to understand that everyone is responsible for their own behavior. A community-based learning environment called the “School Family” helps create this shared power approach to increase group cohesion, equality, trust and strong personal relationships. Some of the strategies your child will experience during school are learning about the safe place in the classroom, our school rules, and our positive reinforcement system (superhero tickets).
Our classrooms are licensed for up to eight (8) students who have special needs and will have no more than (16) total students.  In all the classrooms, we have students who are typically developing.  Our program provides developmentally appropriate practices, cultural sensitivity, and mutual respect between the children and staff. All classrooms have a teacher and 2 educational aides, enabling the staff to accommodate the individualized needs of each child.  Our program also has additional floating aides as well as two sensory room teachers.  The lead teacher will have, at a minimum, teacher qualifications, in accordance with Department of Education guidelines. Those preschoolers who qualify for services may receive speech therapy, physical therapy, occupational therapy, and related services, as needed.  

We encourage and welcome parental participation in our program and look forward to you visiting the classroom.  We hope you find the information contained in this handbook to be helpful.  Please keep it for future reference.  If you need more information or have specific questions, please feel free to contact a member of the preschool staff.
PHILOSOPHY & GOALS
Highland County Board of DD Preschool is based on the belief that all students can learn, and that learning results from the dynamic interaction between children’s emerging cognitive and affective systems and their environments.  In practice, an environment is provided, which is responsive to children’s developmental levels and abilities and supports their continual growth.  The first five years of a child’s life influence the foundation for future success in school and life.  The preschool years, ages 3-5, is a special time in the lives of children as they observe their world and explore their surroundings; making new discoveries daily when they interact with people and materials.
The learning environment is based on an understanding of children’s individual interests and developmental needs.  Children have unique talents, needs, abilities and experiences and all are capable learners.  Early childhood education guides, expands, encourages and stimulates the learning process of each individual child.  Each child is encouraged to participate in the learning environments to the fullest extent possible. 
The goals of Highland County Board of DD Preschool:

1) Enhance and facilitate development in all domains:

Cognitive, Language, Physical, and Social and Emotional

2) Develop attitudes that encourage life-long learning, such as curiosity, initiative, persistence, and self-confidence as a learner

3) Develop thinking and problem-solving abilities and create a love of learning

4) Provide developmentally appropriate learning opportunities aligned to Ohio’s Early Learning Content Standards & Indicators.
ADMISSION AND PLACEMENT POLICIES
To be admitted into our program you must reside within Highland County, or within a Highland County School District.


General:

1. Typically developing students, who must be age 3 or older by the first day of the school year, is done on a first come, first served basis. Enrollment is open to three, four and five year old’s who are not yet eligible for Kindergarten.  

2. The program does not discriminate in the enrollment of children on the basis of race, color, handicap, religion, sex, or national origin.

Students with Special Needs:

1. The preschool special education rule, 3301-51-11 has been revised to clarify developmental delay.  Below are 3 scenarios for eligibility:

 A child is eligible under the disability categories that apply for ages 3 through 21. 

 Disability categories are:

Multiple Disabilities (other than Deaf-Blind);

1. Deaf-Blindness;

2. Visual Impairments;

3. Deafness (Hearing Impaired);

4. Speech and Language Impairments;

5. Orthopedic Impairments;

6. Emotional Disturbance (SBH);

7. Cognitive Disabilities;

8. Specific Learning Disabilities;

9. Autism;

10. Traumatic Brain Injury (TBI);

11. Other Health Impaired (Major);

12. Other Health Impaired (Minor); or

13. Development Delay as defined in paragraph (C) (6) of this rule.

OR- A child is determined eligible under one of the following disability categories and the team decides to use the term developmental delay instead of the category label if:

1. Cognitive Disability;

2. Speech/language impairment;

3. Emotional disturbance;

4. Specific learning disability.


OR-A child is determined eligible as a preschool child with a disability due to a developmental delay as defined in 3305-51-01 and 3301-51-11.  (Ohio’s Operating Standards)

2. Eligibility for special education services has two parts:

a. Documentation of deficit functioning in the areas(s) of suspected disability, and

b. Determination that the deficit(s) have an adverse effect on the child’s normal development and functioning.

3. To determine if a child with special needs is eligible for the preschool program, the parent needs to contact the District of Residence.  Once the contact is made, a screening can be arranged to determine if the district suspects a disability. When the district suspects a disability an evaluation planning meeting will occur within 30 days.  An Evaluation Team Meeting will occur within 60 days with an IEP written within 90 days. 

Typically Developing Students:

1. Parents need to contact the office at (937)393-4237, if they are interested in submitting an application for preschool classes.

2. Applications will be accepted all year long and will be considered in the order they are received. Currently enrolled students and their families will have priority, as well as families of former students. 

3. Applications must be accompanied with the $20 application fee to secure a spot.  If a waiting list is formed, the application fee will be payed when a spot is available. 

4. Tuition for each child is due the first of each month with exception of the first payment which is due by the end of August. If you are using other vendors to pay for all or part of your services, the Fiscal Division will process your billings with the vendor. Therefore, only your portion of payment is due in advance of services unless other arrangements are made through your vendor. 

5. Tuition payments not received before the tenth of each month will incur a $20 late fee and services for the child will be discontinued until payment is made in full. 

6. If you have more than one child attending our program, and you are paying for more than 1 child, the second child is eligible for ½ price tuition.

7. Scholarship information is available upon request.

8. Typically developing students enrolled in the preschool program will be given developmental screenings within 60 days of child’s entrance into the program.  They will receive language and age-appropriate informal developmental screenings.  Children with health or developmental needs will be referred within 90 days of identification through a follow-up process by notifying the parents and the Preschool Supervisor. 

9. Typically developing students who have excessive unexcused absences, more than 42 hours (7 days) per month, may be removed from the program at the discretion of the Preschool Supervisor and the Education Director.

Our preschool program is inspected at least annually by the Office of Early Learning and School Readiness Department of the Ohio Department of Education.  Our license certificate is posted in the Preschool Office and in each classroom.  Parents are welcome to request a copy of the compliance report.

SCHOOL HOURS AND ATTENDANCE
Program Hours:  
· All preschool classrooms operate four days a week, Monday-Thursday. 
Pick-up/Drop off Policy and Attendance: 


A. School begins at 9:00. Children should not enter the building prior to 8:45 as staff are still preparing for the day.  If your child is eligible to be transported, you will be informed of the specific times (with a ten-minute window before and after that time) that your child will be picked up and when he/she will arrive home.  If you are transporting your child, please pull through the circle turn around in front of the school and a staff member will help your child out of the car and into their classroom.  School ends at 3:00. If you are picking your child up, please do so at 2:45. Please call or text us at 937-768-3756 to let us know when you arrive and we will bring your child to you.  As per policy, only those adults who are designated on the “Release from School Authorization form” are permitted to pick up the child from school.  Preschool is a very busy place. Please do not arrive early in the mornings or pick your child up late.  The teacher and assistants have many things to do, which may require one or both to be out of the room before class begins and after the students are scheduled to leave.  

B. Attendance

1. The school should be notified if a child is absent.
2. If parents are to be away from home during the preschool session, it is helpful if they leave the name and phone number where they can be reached in case of an emergency.

3. Parents should direct all messages to the preschool office 937-393-4237 option 2 or extension 143 or by calling or texting the office cell phone at 937-768-3756.

4. Throughout the year, please inform the preschool teacher or office if there is any change of address or phone number so that records may be current.

Late Arrival and Early Pick-up: 
All children will need signed in if they are a late drop off and signed out at pick up by an approved guardian if arrival or dismissal is after the school day has begun or before the school day has ended.

Scheduling Changes
Records Transfer Policy and Withdrawal from the Program:  
Any parent wishing to withdraw their child from special education services should contact the district of residence.
Any parent of a typically developing/tuition-based student wishing to withdraw their child should contact the office at (937) 393-4237.  A two-week notice is required.

PRESCHOOL SCHEDULE
The daily preschool schedule is very flexible.  An activity may be initiated as an extension of a child’s questions or interest, aside from those already included in the day’s plans.  At times, outings are planned, and parents may be asked to volunteer for such events.  Specific schedules and times will vary from one preschool classroom to another.
Our Daily Schedule – Example 











8:45-9:00 
Children Arrive






9:00-9:15
Bathroom, Breakfast




9:15-9:30         Morning Message




9:30-9:50         Gross motor play


9:50-10:10       Circle Time         



10:10-10:30     Centers






10:30-11:00     Small Group




11:00-11:30     Lunch

11:30-12:00
Recess

12:00-12:15     Read Aloud
12:15-1:15
Nap
1:15-1:30
Art (M), Gm (T), Music (W), Library (Th) 
1:30-2:15
Centers

2:15-2:40
Snack/Gross motor time/pack up
2:45

Parent Pick up

2:55-3:00         Dismissal
CANCELLATIONS AND DELAYS
Highland County Board of DD Preschool classes are operated Monday through Thursday  mid-August through May.  

The One Call Now System will be used to inform you of any cancellations or delays due to inclement weather or other circumstances.  Please remember to report any phone number changes to the school office so that this system is most up to date.

Please also check local TV and radio stations for delay or cancellation information.

Make-Up Days:


Preschool operating rules require programs to have a minimum of 455 instructional hours per school year. Depending on inclement weather we may have to make up days missed. You will have advanced notice of these days. 

TRANSPORTATION
Transportation:
Highland County Board of DD Preschool will provide bus transportation to preschoolers with a disability to and from their place of residence.  Transportation for typically developing students is available for those families living on an existing route. 

The safety and welfare of the rider is the first consideration in all matters pertaining to transportation.  

· You will need to provide the preschool office with a set schedule. You can have one pick up location and one drop off location, but we will not be able to accommodate changes to those locations unless it is a permanent change like moving. (e.g. pick up at sitters, drop off at home)

· If at any time you do not require transportation services, we ask that you call the office to let us know. You always have the option to drop off or pick up your child. Please call 937-393-4237 option 2 or ext. 143.  Preschool. (e.g. your child is sick, or you are dropping off or picking up for the day)

· Transportation documentation needs to be kept up to date in the Preschool office. Your child cannot be released from the pick-up area at school and drivers cannot release students to anyone who is not approved by you on the pick-up/drop-off form. 

· You will be provided with a pick-up and drop-off time. Please allow for a 10-minute window before and after that time. In the event nobody is at the scheduled address, during that specific drop-off time, the child will be returned to the school after the remainder of the bus route, and parents/guardian must make all additional arrangements for the child to get home that day.
· A parent/guardian must accompany the child safely to and from the bus.
Field Trips:

There will be times that the preschool classrooms go on field trips.  You will be notified ahead of time and given a permission slip.  
HEALTH AND SAFETY POLICIES
A. Children will be supervised at all times.  At no time, will a child be left alone.

B. Upon arrival or dismissal, every child must be accompanied by a parent/guardian or authorized adult.  Children cannot leave the building unless accompanied by one of the adults listed on the pickup consent form. If an adult other than those listed is to pick up a child, written permission from the parent is required.

C. Procedures for fire and tornado drills are posted in each preschool classroom.  Fire                            and tornado drills are conducted throughout the school year. A “Lock Down” and “Shelter in Place” safety drill will also be conducted at least once per year. 

*In the event of an evacuation requiring temporary relocation of students to the Board of DD Administration Building or Hamilton Insurance, Hillsboro, OH, notification will be sent out immediately to parents via One Call.
	Methods of Communication

	Functional Content Area

(Protective Measures)
	Phone
	Radios
	Public Address System
	Cell phones
	Mega phone
	Social Media
	Computer alert popups
	School wide email
	Other [OneCall]

	Close School
	
	
	
	
	
	
	
	
	X

	Drop, Cover, Hold On
	
	
	
	
	
	
	
	
	X

	Emergency Communication
	
	
	
	
	
	
	
	
	X

	Evacuation
	
	
	
	
	
	
	
	
	X

	Family Reunification
	
	
	
	
	
	
	
	
	X

	Lockdown
	
	
	
	
	
	
	
	
	X

	Medical Response
	X
	
	
	
	
	
	
	
	

	Mental Health Services
	X
	
	
	
	
	
	
	
	

	Rapid Assessment
	X
	
	
	
	
	
	
	
	

	Reverse Evacuation
	
	
	
	
	
	
	
	
	X

	Shelter-in-Place
	
	
	
	
	
	
	
	
	X


D. In case of an accident, the parent/guardian or emergency contact and paramedics (if necessary) must be notified immediately.  An accident report must be completed by staff and approved by the Supervisor.

E. Parents are responsible for keeping the Emergency Medical Form information current.  Changes should be given to the staff in writing.  Failure to provide the agency with a valid emergency telephone number or reliable emergency contact person may result in temporary removal from programming until the student’s health and safety information is complete to the satisfaction of the staff. 

F. The staff of Highland County Board of DD Preschool are required by law to report any signs or suspicions of child abuse or neglect to Highland County Children Services or the police.

G. Spray aerosol cans will not be used when children are present in the classroom.

H.  Equipment will be sturdy and well maintained.  The number of children using equipment or materials at one time will be limited to prevent accidents.

I.  Electrical outlets are covered with electrical protectors.

J. Spilled liquids or food will be wiped up immediately to prevent slippery spots on the floor.

K.  No child will be allowed to use or to bring from home dangerous articles, such as pocketknives, matches, or guns.

L. All chemicals and potentially dangerous materials will be kept out of reach of children.

Health and Development Screenings: 

The Child Enrollee Medical Report provided in the registration packet needs to be completed and submitted within 30 days of enrollment.  A vision and hearing screening will be completed at the beginning of the school year by qualified Hills and Dales Preschool staff and throughout the school year if a problem is identified. If a problem is identified, a further evaluation by a physician will be requested. Our staff will also complete developmental screenings with your child within 60 days of program entrance. 
If your child has not received their medical, vision, and dental examination, we will give your family information about why health screenings are important. We will also notify you every 30 days regarding the documents still needed for your child’s file.  Please let us know if we can help you in any way, as we are here to help our students and families with Nutrition and Wellness.
PROGRAM SCREENING AND ASSESSMENT TOOLS
Our preschool teachers use multiple methods for data collection and assessment.  Formal screening (Dial-4) and assessment (Early Learning Assessment – ELA) tools as well as informal assessments such as running records, observations, checklists, progress monitoring and work samples are used to collect data on all students throughout the year.

Developmental Indicators for the Assessment of Learning (Dial-4):  This comprehensive screening tool is administered once per year, within 60 school days of student's entry into the program.  Data is recorded and used for planning and TBT meetings.
Progress Monitoring Report: Quarterly progress reports and data are collected/written on forms and kept in each student's file. 
The Early Learning Assessment (ELA): This assessment is a state-mandated assessment that focuses on seven areas of a child’s growth and development:

· Social Foundations (social/emotional development and approaches toward learning)
· Mathematics

· Science

· Social Studies

· Language and Literacy

· Physical Well-being and Motor Development

· Fine Arts

Teachers observe students in the preschool setting, complete forms, and submit assessment results to the EMIS Coordinator.
Developmental Screening Referral Process:

Results from informal and formal assessments are recorded on appropriate forms and compiled on a data sheet for each classroom.  The assessment data is analyzed at Teacher Based Team (TBT) Meetings and interventions are discussed to help students who scored low in each area.  Preschool staff and other related service personnel (Occupational Therapist, Physical Therapist, and Speech Therapist) implement interventions and report progress at the next TBT meeting as needed. 
Referrals for further educational evaluations are made when a student is not responding to interventions and continues to have significant deficits in specific areas.  Immediate referrals for evaluations are made when a child has significant speech delay and is not able to be understood by peers and adults.  If you have concerns for your child, please let your child’s teacher and the district of residence know immediately, and we will schedule a team meeting.
Progress reports are completed and kept in each student's file. These reports include all formal assessment results and are given to parents in the fall, winter, and spring of each year.  Teachers also keep student work samples that are used to create a portfolio that is shared with parents during parent teacher conferences.  Teachers communicate assessment results and student progress information with parents using a variety of methods: written reports, conferences, social media apps, email, and telephone conversations.

MANAGEMENT OF COMMUNICABLE DISEASES
A. Management of communicable diseases which at a minimum meets the requirements of rule 3301-37-11 of the Administrative Code; and

1. Each classroom within the program will have at least one preschool staff member readily available at all times who has completed a course approved by the state department of health (www.odh.ohio.gov):

i. CPR/First aid; and

ii. Prevention, recognition, and management of communicable disease.

2. In each building in which a program is operated, there shall be readily available at all times a preschool staff member who has completed a child abuse recognition and prevention course based on an approved curriculum.  Consistent with requirements as established by section 3319-073 of the Revised Code, such staff shall complete at least four hours of in-service training in child abuse recognition and prevention within two years of employment and every five years thereafter.

Preschool staff members will wash their hands with soap and running water after each diaper change, or after assisting a child with toileting; after cleaning; after toileting; before preparing or eating food; before feeding any child; and when hands have been in contact with nasal or mucous secretions. Disposable towels or an air hand dryer shall be available at all times.
A preschool staff member will complete a health check on each preschool child upon arrival at school.  Teachers will check to see that the child is free from symptoms of communicable illnesses including fever, eyes that are red or containing discharge, skin rashes, or the presence of nuisance diseases (nits, lice, or bed bugs).

B. Illness:  Parents should keep children home if they have any of the following and should call the school office to let the teacher know the nature of the illness:

1. Fever-temperature of over 100 degrees F

2. Undiagnosed skin rash other than a localized diaper rash;

3. Earache, sore throat, frequent cough, red/water eyes, excessive nasal discharge, yellowish skin, or evidence of lice;

4. Diarrhea or vomiting

Children must be picked up by their parents or emergency contact person in the following cases:

1. Evidence of diarrhea.  Diarrhea is potentially contagious and requires children to be isolated from the group and removed from school until 24 hours after the last incident.  

Diarrhea is defined as more than one abnormally loose stool within a 24 hour period.  If there is evidence of diarrhea while the child is at school, the child will have to be removed from the school.

2. Vomiting.  After a single incidence of vomiting, the child must be removed from school.

3. Fever.  A child may not be in school with a fever over 100 degree F., or if the child may have had a fever and medicine has been given.  The child may not be in school until 24 hours after the fever has subsided.  (To identify a fever, the child’s temperature will be taken twice within a one-half hour period.)

4. Severe coughing which causes the child to become red or blue in the face or to make a whooping sound.

5. Strep Throat.  Children may return to school after being on antibiotics for 24-48 hours and has had no fever for at least 24 hours.  The Department of Health recommends 48 hours.

6. Bronchitis.  Children diagnosed with bronchitis must be on antibiotics for at least 24 hours before returning to school and show evidence of decreasing symptoms of the bronchitis.

7. Difficult or rapid breathing.

8. Yellowish skin or eyes

9. Conjunctivitis (pink eye).  Children with conjunctivitis must be on antibiotics for at least 24 hours before returning to school.

10. Untreated infected skin patch(es).

11. Stiff neck.

12. Unusually dark urine and/or gray or white stool.

13. Presence of lice or nits will be addresed using current policy and procedures.
If your child becomes ill during school, he or she may be isolated under supervision from the other children or may remain in the classroom until picked up. Parents (or emergency contact) will be notified and must pick up their child immediately.  A cot will be provided for your child and a staff member will offer comfort until your child is able to be picked up. We ask all parents to sign the Emergency Transportation Authorization for each child in case of serious accident or illness.
MILD ILLNESS & RE-ADMITTANCE TO SCHOOL

Mildly ill children
Children experiencing minor common cold symptoms are not excluded from the classroom.  Children who may not feel well, but do not exhibit any of the symptoms specified in paragraph (B) or Rule 5101: 2-12-50, will be monitored, but not excluded from the classroom. The parents would be notified and, with the teacher/preschool supervisor, determine if the child should be discharged.

Re-admittance after illness 
Your child will be re-admitted to class after he or she has been checked by a preschool teacher or other authorized person.   There must be a 24-hour period free of symptoms, including fever, before a child can return to the classroom.  If your child has had emergency treatment, hospitalization, surgery, or is absent a week due to illness, a written authorization (medical release) to return to the program from your child’s physician is required. Please ask the physician to include any special instructions the staff might need to know (e.g. activity level, eating, change in medication, etc.).
Medication
No medication, vitamins, or special diets are administered unless instructions to do so are written, signed, and dated by a licensed physician and prescribed for a specific child.  Forms are available in the office.  Medications need to be contained in the original packaging.  A written log of medication that is administered will be kept on file for a year with the name of the child, dosage, date, and time administered.
Accidents:  
Accident procedures followed by the school staff will depend on the severity of the injury.  In the case of a minor injury (cuts, bruises, etc.) simple first-aid will be applied immediately and the parent or guardian notified.  For more severe injuries, parent/guardian and/or the child’s pediatrician will be called right away.  If parent(s) or guardian(s) cannot be reached right away, an emergency contact person will be called and asked to arrange for the child to be taken to the doctor if this seems advisable.  If the accident is very serious, the local EMT will be contacted and asked to provide emergency care for the child; simultaneously, the school staff will call both the parent/guardian and the child’s pediatrician to arrange for the child to be met and treated at the hospital.

In most cases of accident, an accident report (Unusual Incident (UI) form) will be completed and a parent or guardian will be notified; a copy will also be kept on file at the school office.

Further details of the programs health and emergency policies, including staff responsibilities for emergency and preventive health measures, are available for your review upon request.
DISCIPLINE POLICY

We believe that the goal of discipline in the preschool setting should be to help children develop self-control and appropriate social skills such as cooperating, helping, negotiating, and communicating with others involved to solve interpersonal problems.  We encourage the development of these skills through our PBIS approach and the following techniques:

*Modeling of appropriate behavior

*Redirecting toward desired outcomes

*Providing clear, simple limits in positive terms

*Encouraging children to work together to solve problems

*Encouraging children to use their words (signs or pictures) to express feelings

*Providing logical and natural consequences

*Giving children choices between two appropriate alternatives

*Removing children from the situation, explaining the rules in clear, simple language and giving the child the chance to try again; repeating if necessary

*Use of a “safe place” in the classroom for regaining self-control

For children who need additional help in modifying undesired behavior, the classroom team along with the parent will develop a plan which targets the inappropriate behavior and focuses on consistent interaction from all members of the team on how to address the behavior to be eliminated and positive behaviors to be reinforced. 

In accordance with 3301-37-10 of the Administrative Code for Preschool Program Rules, the following approaches to child discipline shall apply to all persons on the premises and shall be restricted as follows:

1. There shall be no cruel, harsh, corporal punishment or any unusual punishments such as, but not limited to, punching, pinching, shaking, spanking or biting;

2. No discipline shall be delegated to any other child;

3. No physical restraints shall be used to confine a child by any means other than holding a child for a short period of time, such as in a protective hug, so the child may regain control;

4. No child shall be placed in a locked room or confined in an enclosed area such as a closet, box, or a similar cubicle;

5. No child shall be subjected to profane language, threats, derogatory remarks about himself or his family, or other verbal abuse;

6. Discipline shall not be imposed on a child for failure to eat, failure to sleep, or for toileting accidents;

7. Techniques of discipline shall not humiliate, shame, or frighten a child;

8. Discipline shall not include withholding food, rest, or toilet use, and food shall not be used as a reward for behavior

9. Separation, when used as discipline shall be brief in duration and appropriate to the child’s age and developmental ability, and the child shall be within sight and hearing of a preschool staff member in a safe, lighted, and well-ventilated space

10. The center shall not abuse or neglect children and shall protect children from abuse and neglect while in attendance in the preschool program
PBIS Behavior Matrix:

	11. [image: image4.jpg]



	Be Safe
	Be Respectful
	Be a Friend

	Classroom
	Walking feet

Hands to self

Clean up
	Raise your hands

Listening Ears

Be Gentle
	Share with others

Take turns

	Hallway
	Walking feet

Hands to self
	Quiet mouths

Hands to self
	Help others

Eyes forward

	Gym
	Listen and follow directions
	Share

Clean up
	Say please and thank you

Wait your turn

Work together

	Mealtime

(breakfast, lunch, snack)
	Sit on your bottom

Wash your hands before you eat
	Raise your hand to ask for help

Clean up
	Use your manners

Help others

	Playground
	Watching eyes

Listening ears
	Take turns
	Share

Include others

	Bus
	Sit on your bottom

Hands to your self


	Quiet Voice
	Use Kind words



PARENT ENGAGEMENT MODEL & COMMUNICATION

Parent Engagement Model: We believe that parents should play an integral part in the preschool child’s educational experiences.  Parents have both the right and the responsibility to be involved in their children’s care and education. 
Parents are always welcome to come in and observe our program. Parent assistance is encouraged and especially needed for community-based instruction (field trips), walks, and parties.  If you have a special interest or talent to share with the class, please feel free to let the teacher know so he/she can make proper arrangements.  Please contact the teacher a week ahead of time so your presentation can be planned into the daily schedule. Your child’s teacher will also inform you of upcoming events related to the curriculum planning for volunteer opportunities to encourage family involvement.

Joyce Epstein of Johns Hopkins University has developed a framework for defining six different types of parent involvement. This framework assists educators in developing school and family partnership programs. "There are many reasons for developing school, family, and community partnerships," she writes. "The main reason to create such partnerships is to help all youngsters succeed in school and in later life" (http://education.ohio.gov/Topics/Other-Resources/Family-and-Community-Engagement/Getting-Parents-Involved/Ohio-Schools-and-Epstein-s-Six-Types-of-Parent-Inv).  Our preschool program supports this model of parent engagement and believes: 

Together, we can foster a love for learning and achieve success for all students.
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Parent Communication:
Teachers are available to meet with parents before/after school and on most Fridays.  A minimum of two (2) conferences will be scheduled throughout the year and you may request additional meetings any time you feel the need, or as questions and concerns arise. Your child’s developmental progress will be reviewed along with individual goals established with your input.   Annual IEP (Individualized Education Program) meetings for children with special needs will be held to update goals and objectives and/or begin the transition to kindergarten. 

Communication folder/notebook will be sent home daily that include information about weekly activities. The teachers and/or related service providers will also include information about your child’s individual progress as often as possible.  Space is provided for you to send notes to tell us about things that happen to your child outside of school, even as small as what he/she ate for breakfast or any changes at home that the school should be aware of.


 All classrooms have a phone available for parent phone calls. In an effort to limit disruptions in the classroom please call your child’s teacher after school or on Friday.  If you have a schedule change or an emergency, please notify the office and they will transfer your call to the teacher.  

Parents will be given the opportunity to participate in training that will educate and inform parents of activities and practices that will help improve child development in the home.  Parents are encouraged to participate in other training opportunities throughout the region.  Teachers will send home flyers, announcements and pamphlets in your child’s backpack and will have important information on these events should you have further questions. A school survey will also be sent home with each child annually to allow us to continuously improve our program and practices based on survey submissions. Information provided from family members and stakeholders will guide program goals for implementing a Continuous Improvement Plan. 

Class rosters, including names and phone numbers for parents of children attending the preschool are available to families upon request.  Note: Parents are asked to sign a statement authorizing the inclusion of their information on the roster during registration.


If you have any concerns or complaints about our program, please do not hesitate to contact your child’s teacher, the Preschool Supervisor or Education Director about your concerns. 

ACTIVITIES AND TRANSITION

Preschool Activities:

Highland County Board of DD Preschool classes follow “The Creative Curriculum” and “Learning without Tears” that aligns itself with Ohio’s Early Learning Content Standards & Indicators.  The principles of this curriculum are based on sound developmentally appropriate practices for organizing and operating preschool programs.  The children are allowed to be creative thinkers and are challenged to invent new ways and ideas of problem solving without the stress of failure.  Teachers observe the children and plan “hands on” experiences that allow them to explore their environment and engage in a variety of activities. Some of the studies your student’s classroom might explore include: Pets, Insects, Buildings, and Clothing among others. 
Since the program serves children the ages of three through five, the documentation, assessments, and progress reports reflect how children at each age level learn the required information.  Daily, students participate in ‘hands on’ learning to facilitate practicing the required standards and indicators in language arts, math, science, social studies, and motor development.  Students have the ability to experience large group activities, small group activities, individual activities, outside activities, and choice times. 

The preschool program is licensed by the Ohio Department of Education. If you have any concerns regarding the classroom environment, teacher qualifications, health and safety conditions, the number of children, care of the children or similar matters, please call:

Ohio Department of Education (ask for Preschool Program Licensing)
614-466-0224 or toll free 877-644-6338

The Ohio Early Learning and Development Standards can be found online at: 
http://education.ohio.gov/Topics/Early-Learning/Early-Learning-Content-Standards  


         
Transition Policy:

Our preschool program understands the importance of transitioning students into new environments, including classrooms and other settings.  We provide a variety of activities and strategies to transition students into, within, and out of our program by scheduling visits, orientation, open house, parent trainings, observations, communication and other opportunities.

The following are examples of strategies:

· When children transition into a program, they and their families have multiple opportunities to visit.  Families will attend an Orientation Appointment before their child starts the program. 
· When children transition out of the program, teachers help them say good-bye to staff and friends. They also give families files and work samples to share with the new programs. 
We also place focus on preparing students for their transition to Kindergarten.  Your child’s teacher will discuss the different activities that will be completed throughout the school year and develop a plan with you for your child’s transition. 

Highland County Board of DD Preschool is focused on providing meaningful transition activities into, within, and out of the preschool classroom.  Teachers will meet with you twice per year to discuss and update transition activities for your child to be more successful in their educational environment.   If you are unable to meet, a phone conference is available to discuss preschool transition activities.  Teachers complete a checklist of activities throughout the year and your signature is required for two meetings that show that you participated in discussing and planning your child’s transition.  Below is a list of potential transition activities that you and your child may participate in during their preschool education.

Transition Activities to Preschool:

____
Help Me Grow Transition Planning Conference: Agencies collaborate to plan appropriate assessment and transition to Preschool (if applicable)

____
Visit to Preschool Classroom (prior to starting school)

____
Interview with Parent(s) regarding student’s present level of functioning. (with teacher)
____ 
Back to School Orientation Appointment
____ 
Newsletters/Flyers to assist parents with Preschool activities and curriculum 

____ 
Preschool Packet and School Forms

____
Discussion and Planning regarding Transportation (if applicable)

____
Letter to Parents regarding Student’s School Supplies

Transition within Preschool and to Kindergarten:

____ 
Ongoing Academic and Social Skill Development and Assessment using Preschool Standards

____
Progress Reports given to Parents (Quarterly)

____
Visits to Kindergarten Classrooms (Tours and meeting teachers)

____
Parent Teacher Conferences (Fall and Spring, or as requested by parent)

____
Transition ETR or Review of IEP (if applicable)

____
Kindergarten Readiness Packet for Summer

____
Parent Trainings (Flyers, Newsletters, and Pamphlets of training opportunities)

WHAT TO BRING AND WEAR
Preschool Weather Procedures

 Temperature/Wind Chills of 32 or higher, regular outdoor play times are followed. 
*We ask that children have winter coats, hats, scarves and gloves each day during the winter season.

**Special precautions will be taken for children who have specific medical conditions and may be affected by weather exposure.

Children’s Attire
A. Clothing:  Children are engaged in hands-on activities throughout the day.  These activities involve the use of sand, water, paints, glue, and other messy materials.  Many times, the children sit or play on the floor.  Even though aprons are worn for many activities, sleeves and pants still get wet and dirty.  Please do not send your child to school in his/her best clothes.  Expect whatever your child wears to school to get dirty.

B. Footwear:  Please be mindful of what shoes your child wears to school.  Mulch, pebbles, dirt, pavement, and grass are the most common materials that cover the ground in our activity areas.  For your child’s safety, please do not send your child to school with footwear such as flip flops, “backless” shoes, sandals, or shoes that may allow materials to interfere, causing discomfort or possible harm.

C. Extra Clothing:  Please provide a complete change of clothing including shoes, that can remain at school in case of spills or accidents.  Please send these items in a large zip lock bag labeled with your child’s name. 

D. If your child wears diapers or pull ups, please keep enough diapers and wipes for two changes in their backpacks daily. (Note: All typically developing children enrolled in the program are highly encouraged to be toilet trained).

E. Personal Items:  Bringing toys or other items from home often contributes to disruption of the school environment.  The school cannot be responsible for lost or damaged toys.  Please do not allow your child to bring toys from home to school.  In the past, favorite books which can be shared with classmates have been very popular. Children may be asked to bring personal items to school for show and tell time.  Please keep toy guns, toys with small parts, or toys with sharp edges at home.  The safety of your children is a primary concern of the preschool staff.  A book bag, labeled with his/her name, to take papers and projects home, is a required item for preschool. 

F. Please label personal items, including jackets and coats, with your child’s name.
FOOD SERVICES
Snack: Snack time is a valuable learning part of the day as children converse with each other and staff members. If your child has an allergy to any food, please notify the school immediately.  The school nurse will assist you with the required paperwork for written medical documentation, instructions and medications as directed by your physician if needed.  The teachers will eliminate the use of food allergens in the snacks provided.  The staff will work with you to develop a plan for any emergencies in case of an allergic reaction. 


This program shall be in compliance with section 3717.01 of the Revised Code and shall provide snacks in accordance with all of the following:


1. Snacks should be of quantity and quality to supplement food served at home so that the daily nutritional needs of the child are met in accordance with required daily allowance as prescribed by the U.S. department of agriculture meal patterns.


2.  Reconstituted dry powdered milk shall be used only for cooking and shall not be used as a beverage.


3.  A choice from two of the groups listed below must be served for snack:


a) Meat/meat-equivalent group;


b) Bread/bread-alternatives group;


c) Milk group, or


d) Fruit/Vegetable group

4) Parents providing snacks shall be provided information on nutritious snack choices.

The program shall provide meals for children attending four hours or longer in accordance with all of the following:
 

1) Meals should be of quantity and quality to supplement food served at home so that the daily nutritional needs of the child are met in accordance with required daily allowance as prescribed by the U.S. department of agriculture meal patterns.


2) Dry powdered milk shall be used only for cooking and shall not be used as a beverage.


3) Lunch shall be served to a preschool child who is in attendance entirely through the hours of eleven a.m. and one-thirty p.m., inclusively.


4) The snack shall be served during the longest period between meals.


Current menus for the entire week will be posted and shall reflect all meals and snacks to be served by the program.  Any substitute foods served shall be from the same basic food group and shall be recorded on the posted menu on the day the substitute food is served.


Birthday Celebrations: Children love to celebrate their birthdays with their school friends. If you would like to bring in a special snack, please notify your child’s teacher ahead of time so that she can plan accordingly. If there is a child who has an allergy in your child’s classroom, the teacher will send home written notification.  In these situations, if you are sending in food for sharing/distribution to the children in the classroom, items must be store bought, unopened and in prepackaged containers with an intact ingredient label. 

STAFFING

Personnel Policies: The Highland County Board of DD Preschool Program follows the written personnel policies and procedures used by the Highland County Board of Developmental Disabilities.  These policies include descriptions of the procedures for hiring, promotion, probation, discipline, suspension, and dismissal.  The policies also cover procedures for handling complaints and provisions for vacation, holidays, personal leave, and sick days.  Job descriptions are available for all positions.

Personnel Records: The Highland County Board of Developmental Disabilities Administration Office maintains a personnel record for each staff member.  A copy of staff licenses, trainings, and other important information are also kept on file in the school office.
 
New Staff: New staff members are oriented about the philosophy and goals of our preschool programs, emergency, health and safety procedures, special needs of individual children, planned daily activities of the program and expectations of ethical conduct by the Preschool Education Director.  The Human Resource Manager of the Highland County Board of Developmental Disabilities covers orientation on health benefits, insurance, and other administrative paperwork required to work for the agency.  New staff members are evaluated within 30 days of entering the program, again in the spring, and annually thereafter.

Teacher Meetings: Teacher meetings are held monthly to plan activities, discuss the needs of individual children, review progress toward program goals and coordinate with teachers and activities from the school day.  Teachers also participate in Teacher Based Team Meetings to discuss classroom goals, structure, and outcomes.  These meetings occur monthly as an entire preschool staff team and weekly among classroom teachers and assistants. 

Staff Professional Development: Highland County Board of DD Preschool staff are provided staff development opportunities through the local regional support team to allow staff to improve their skills in working with children and their families.  Staff members will have access to workshops and conferences on preschool standards, best practices in the classroom, etc.  All staff members are trained through the Board in Communicable Diseases, First Aid, CPR, and Child Abuse Prevention. In addition, staff participate in individual professional development planning opportunities through observation, evaluation, and self-reflection to ensure professional growth and continuous program improvement.  Staff members are formally evaluated each year and develop professional goals accordingly.  Professional development goals are reviewed to ensure progress toward each goal.
Program Assessment: The Preschool staff meets regularly to coordinate services, select curriculum, review data, reflect on current practices and plan for future events and operations.  We complete a self-assessment and continuous improvement plan each year, so that we are constantly working on ways to improve opportunities for our students and families.  We send out a program evaluation survey to get feedback from families regarding experiences with our program.  Feedback is important to us, and we would like to ensure that we are meeting your needs.
INTERACTIONS BETWEEN STAFF AND CHILDREN

At preschool, we believe that positive child-staff interaction is tremendously important.  Many of the strategies used in the classroom include ways students and staff can connect.  Play is an essential piece of the preschool program. Yes, children in preschool do spend a large amount of time playing! During this time, a lot is going on.  They are:
· Meeting friends

· Exploring how things work

· Looking at Books

· Listening to music

· Sharing

· Pouring and measuring in the sand box

· Having different experiences in a child group situation vs. a mostly adult situation

· Developing and expanding their language abilities

· Having creative art experiences

· Having cooperative play experiences

· Learning to share the adults’ attention

· Learning social skills needed to play games and make friends

· Building with materials that may not be available at home

· Using “messy” art materials in a space provided for experimentation

· Trying on different personalities with different clothing

· Becoming independent

· Comparing and contrasting different experiences

· Learning from others while broadening their horizons

· Experiencing pre-writing skills designed to build literacy and fine motor skills
REFERRAL PROCEDURE FOR CHILDREN OR FAMILIES IN NEED
Highland County Board of DD Preschool has procedures for referring family members to appropriate social, mental health, medical, dental and vision services.

If a staff member has a concern about a child, she/he will bring it to the attention of the Preschool Supervisor, who will observe the child.  The child’s teacher will contact the parent(s) for a meeting to discuss the matter.  The parent(s) will be given written notes of incidents of concern.  The supervisor can assist with the specifics of these referrals if desired.  A referral form will be filled out and sent on to the school district coordinator. No referrals will be made without parental consent.  A copy of all referrals will be kept on file.  Highland County Board of DD Preschool will make all reasonable efforts to accommodate every child’s needs.

Our school maintains a list of local resources available to children and families in the Highland County area.  The referral list is available upon request.

CHILDREN’S RECORDS AND CONFIDENTIALITY

A legible, current, and confidential record is maintained on each child enrolled in the program.  The record is available to the child’s parent(s) upon written request.  We will not release information in the record to any unauthorized person without the prior written authorization of the parent(s).  All information contained in a child’s records is available only to those individuals directly involved in the implementation of the preschool program, to other individuals as otherwise required by state law, or to persons authorized in writing by the child’s parent(s).  The school will notify the parents immediately if a child’s record is subpoenaed by a Court of Law. 

Parents are required to provide written authorizations, consents, and information, prior to enrollment, which will be made part of the child’s record.  Written consent and authorization is valid for 1 year unless withdrawn prior to that time in writing.  Records are maintained for a period of 1 year following a child’s termination from care or for a period determined by Highland County Board of DD Preschool.


Parents have the right to request access to or copies from their child’s file and we will provide such access or copies within a reasonable amount of time. We require written parental consent to release any information from a child’s file. 

Parents always have the right to add information, comments, data, or other relevant information to a child’s record.  A child’s parent(s) shall have the right to request deletion or amendment of any information contained in the child’s records.  Such request shall be made in accordance with the procedures described below:  If such parent(s) is/are of the opinion that adding information is sufficient to explain, clarify, or correct objectionable material in the child’s record, the parent(s) shall have a conference with the Supervisor to make the objections known.  Within one week of the conference, the Supervisor will inform the parent(s) of our decision regarding the information in question.  If the decision is in favor of the parent(s), the information in the child’s record will be deleted or amended immediately.

COMPLAINTS
We, at Highland County Board of DD Preschool, feel your concerns about your child, and their education, are important.  Any complaint or concern you may have about either preschool program can be directed to Kayla Marlowe, Preschool Supervisor, at (937)393-4237, ext. 107.  Complaints should be put in writing and submitted to the Preschool office.
Highland County Board of DD Preschool staff review this handbook at the beginning of each school year, and we ask that you review this handbook as well.  

Parents are required to inform the school of any changes in residency, custody, home/work phone numbers and emergency information.

The Highland County Board of DD website is available for additional agency wide information and policies at: www.highdd.org 

The Highland County Board of DD also has a Facebook page with updates and information routinely posted.
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