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Unity
Cleo V. Swarat

I dreamed I stood in a studio
And watched two sculptors there,
The clay they used was a young child‛s mind
And they fashioned it with care.

One was a teacher:
The tools she used were books and music and art;
One was a parent: 
With a guiding hand and gentle loving heart.

And when at last their work was done,
They were proud of what they had wrought.
For the things they had worked into the child
Could never be sold or bought!

And each agreed she would have failed 
If she had worked alone.
For behind the parent stood the school
And behind the teacher stood the home.








WELCOME to the Victory Academy of Learning Preschool family. Our mission is to offer a high quality preschool that works collaboratively with parents and other stakeholders to ensure every preschooler learns and grows in a God-directed environment of nurturing and fun, setting the foundation for a lifelong love of education, and success in school and life. 
The staff members of the Victory Academy of Learning Preschool share a common philosophy that children learn best when they can actively interact with their environment. We share a common commitment to helping each child develop fully – spiritually, physically, socially, emotionally, and cognitively. 
Our primary goals include teaching children to: 
· Grow in understanding and appreciation of their families and friends. 
· Learn to listen and follow directions. 
· Enjoy creative expression through music, art, and other activities. 
· Have positive multicultural experiences and learn to embrace diverse backgrounds. 
· Develop fine and gross motor skills along with body and space awareness. 
· Think and make choices for individual and small group activities. 
· Feel confident, secure, and loved in the Christian school setting. 
· Establish healthy eating and hygiene habits. 
· Develop a lifelong love for learning and exploration.
Each child is valued as a unique individual. Children can explore the materials, solve problems, develop skills, increase knowledge, or be creative in ways that help them to solidify their abilities at one level to be ready to move on to the next. 
The teachers engage with the children in ways that develop strong language skills. All activities are developmentally appropriate and allow children to engage in activities at their own levels. Every child is able to develop fully according to his/her own interests and capabilities.

OUR PROGRAM
We have created thematic curriculum with a yearly theme calendar with a letter of the week, colour of the week, and theme or concept for the week that will be of interest to our children. This allows our teachers to develop curriculum and concepts, classroom special learning centres, motor skill projects, pre-reading, pre-math skills based on the age and ability of the child.
The teacher is responsible for providing experiences and opportunities related to the child’s level of learning. Each teacher plans the daily, weekly, and monthly learning activities. Our three and four year old classes use the Early Learning Guidelines provided by the Ministry of Education. 

Teaching Staff
Our teaching staff is the most valuable part of our program. Teachers are trained and have an understanding of child development and teaching methods, allowing them to promote children's social and cognitive development. 
Our staff is trained to engage children in meaningful conversation, expand their knowledge and vocabulary, use open-ended questioning, and encourage problem-solving skills. Teachers teach important concepts such as mathematics and early literacy through projects, everyday experiences, collaborative activities, and active curriculum. Teachers regularly assess each child's progress and make adjustments as necessary. All teachers receive professional development each year. 
Preschool Calendar
VAL is open throughout the school year.   We abide by the Ministry of Education School Calendar and any officially declared holidays or closures, including early release. We may also close three days during the year for intense staff training. Parents will be notified in advance of these closures. 
Preschool Hours of Operation
VAL opens at 7:30 AM, classes begin at 8:30 and ends at 2:00pm. For parents who are unable to collect their children at the stipulated time, there is a late fee of $25.00 per half an hour. If your child is absent, please call the preschool office by 9 AM. All children must arrive by 8:15 to begin their day.
Daily Activities 
A consistent daily schedule is planned to offer a balance of learning activities. Learning is both formal and informal. Play is planned for every day. Listening is balanced with talking, group activities with solitary time, indoors with outdoors, quiet play with noisy play. 
Your child will have the opportunity for the following types of activities every day:
· Large and Small Group Activities 
· Self-directed Play 
· Learning Centre Activities 
· Music and Singing Activities 
· Story Time (minimum of 30 minutes of reading for every class) 
· Individual Activities 
· Outdoor Activities

Uniform
Please send your child in VAL uniform every day. We ask that each child has a change of clothing, underpants, socks, ALL LABELED in a clearly marked Ziploc bag every day. Parents are required to check the child’s bag to see if clothes need to be replaced.

REGISTRATION INFORMATION
Parents desiring to enrol their child into VAL Preschool Programme, must first call the school or come into the school to collect an Application Form.  The form can also be sent via email if an email address is given. 
After the Application is received, an appointment is set up for the child to be brought in and assessed for readiness into the programme.  An Assessment Fee of $100.00 must be paid.
If accepted, the Registration fee of $400 per child for preschool is payable at the time of registration. All registration fees are non-refundable.

TUITION AND FEES
In order to operate, we must receive tuition in a timely manner. Parents or guardians are responsible for the payment of all fees and tuition charged by VAL for the full school year. The Board of VAL reserves the right to modify tuition and fees without notice.
Conditions of Enrollment 
We require all paperwork to be completed and returned before your child can start. Remember that if for any reason you have to withdraw your child from the school, NO TUITION would be reimbursed.  All Tuition Fees are non-refundable.
Payments
All fees must be paid promptly on the date agreed upon in the Tuition Contract.
All late payment of Fees will incurred a 10% penalty charge.
VAL prefers online payments however, parents can come into the office and use the LINX machine there.  Money Orders are also accepted.
Receipts will be given for ALL PAYMENTS.
Families will be held responsible for any fees incurred while attempting to collect any debt owed to VAL.
Absences 
There will be no reduction in tuition fees due to family vacations, sicknesses, absences, or inclement weather. A written excuse must be submitted to the teacher if the child is absent.

COMMUNICATION
Our programme was created to serve parents as well as children. Parents are encouraged to participate in their child’s activities whenever possible. We would like parents to preview our calendar of themes for the year and let us know how you can help bring activities or projects into the classrooms. We encourage parents to regularly share daily concerns about your child with teachers and staff. 


Procedure:
· Parent, teacher or Principal conferences and phone calls can be scheduled at any time a need arises by calling the VAL office. Constructive criticism of the VAL is welcome when it is motivated by a desire to improve the quality and efficiency of our program. 
· The first step is addressing the concern immediately with the teacher or staff member. 
· The next step would be with the Principal, either in casual conversation, email, text, or a scheduled meeting. 
· The third step is a meeting with the principal, staff, and the parent together. 
· The fourth step would include our Parent Council, and the final chain of command for resolution and disputes would be a scheduled meeting with the Board.

Please remember to update the teaching staff and principal of any family issues (death, illness, travel, and separation/divorce) that may cause changes in the behaviour of your child. 
Children can be extremely sensitive to the changing environment. It helps our staff know which child needs the extra patience, attention and love. Teachers will send home newsletters a minimum of once a month. The VAL administration will send home a letter monthly, or more often if needed.
Custody Issues
The custodial parent has the responsibility to keep the teaching staff and principal informed of any changes or pertinent information. 
Confidentiality
Confidential information regarding the children will not be discussed with anyone other than a child’s parents and a child’s staff (includes supervisory staff and a child’s teachers) unless written permission is given to the preschool. Any concerns about a child other than your own can be brought to the Supervisor. Comprehensive feedback to the parents may not be available, due to the individual’s right to privacy. 
Teachers may not discuss the confidential information, needs or malicious behaviour of classmates or families with other parents, or outside of the VAL. We may share concerns with staff and faculty of the VAL or necessary personnel and advisors at our Institution. 
All children’s files must contain a signed copy of the agreement. All parents will be required to update information and sign the Policy agreement yearly. 

HEALTH AND SAFETY

Accidents 
Our teachers and staff work diligently to prevent accidents in the class. However, despite our best efforts, accidents do happen. 
There will always be someone at VAL who has proper training in FIRST AID. We administer first aid, including antiseptics and wound cleaning unless otherwise advised by the parents. We notify parents by phone for serious emergencies. We notify parents by written accident reports on the day of the incident. 
If a friend was involved in the injury, the parent of the offending child will also be notified with an incident report. Please check your child’s bag for notes or reports on a daily basis. 

Policies
In order to help prevent the spread of disease or infection and keep our children as healthy as possible, the Ministry of Health and VAL require adherence to specific policies. 
· Each child must have a current Immunization Card on file.
· Parents must report any communicable diseases immediately to the teachers or principal for the protection of other children.
· The below exclusions are NOT optional. 
Ministry of Health states that children CAN NOT ATTEND preschool with any of the below: 
· Fever: Defined as 100°F or higher taken under the arm, 101°F taken orally, or 102°F taken rectally. 
· Diarrhea (three or more loose bowels in a 24 hour period). 
· Rash with fever 
· Sore throat with fever 
· Eye discharge: Thick mucus or pus draining from the eye.
· Vomiting: Defined as two or more times in a 24 hour period 
· Severe coughing 
· Jaundice 
· Irritability: Continuous irritability and crying 
VAL will contact you when your child is ill and needs to be picked up. Sick children will be isolated from other children until the parent arrives. You must pick up your child immediately and comply with all regulations regarding illnesses. 
In order to prevent the spread of germs, your child should be symptom free for 24 hours without preventative medication before returning to school. If your child is sent home due to illness, he/she may NOT return to school the next day without a doctor’s excuse stating they are not contagious.
Allergies
Parents must provide copies of all necessary information associated with a child’s allergy. This includes doctor’s excuse, explanation of care and treatment, medicines used, and continuity of care. Parents must inform the school of any changes that may occur immediately after notification of the changes. 
· Children with asthma should have an asthma action plan completed by their paediatrician and kept on file at the school.
· Parents of students with food allergies need to provide a physician plan in writing for the student’s specific needs. 
· Students requiring the use of an Epi-pen or Inhaler must have current information and the prescription medication in the principal’s office.
· Parents of students with food allergies are required to provide the substitutions needed for their diet. 
· We will not withhold any food or milk from a child without a written physician plan or doctor’s note. 
Biting Policy 
Although it is not uncommon for very young children to bite, it is a behaviour that is taken very seriously, and is strongly discouraged. Whenever a child is bitten, the teacher’s first task is to comfort and reassure the bitten child. Next, the wound will be washed with anti-bacterial soap. If the bite has broken the skin, first aid will be administered. Both sets of parents will be advised of the incident at dismissal, or sooner if the bite was severe.
When a child bites, the preschool’s policy is the child who bites will quickly be placed in time-out while the teacher comforts the child who has been bitten, and attends to cleaning the bite. Then, the teacher will return to time-out and speak with the offending child about what has happened. The child is reminded that teeth are for eating, not for biting. Both sets of parents will be told of the incident
The child who continuously bites cannot be tolerated. If biting continues to be a problem teaching staff will meet to determine the next step, including possible time at home to work on redirection and to break biting habit. If it continues, VAL staff may recommend behavioural therapies or removal from the program for the remainder of the school year.
Care of School Property 
Parents will be responsible for any property witnessed to be maliciously damaged by their child. 
Child Abuse and Neglect 
We are required by law to report any suspected neglect or abuse to the relevant authorities.
Emergency Procedures
In case of fire, storm, hurricane, child injury, or lockdown, the VAL staff has been trained and prepared to handle the situation according to the policies sent forth in our procedures manual. Fire drills are carried out termly so that children are familiar with sounds, locations, and directions in case of emergency. 
All evacuation routes are posted in classrooms. In the event that the Ministry of Education closes schools early due to weather or other emergency, we will close at the same time. No tuition will be reimbursed or reduced due to school closings for severe or inclement weather. 
In the event of a medical emergency involving a child, the staff of VAL will make decisions using their best judgement. Immediate first aid will be administered by staff with first aid certification. Parents would be notified and asked to come to accompany the child to the hospital.  If an ambulance is called, a teacher will accompany the child and the parents will be asked to go straight to the hospital. 
VAL does not provide insurance coverage for injuries. Fees for medical care are the responsibility of the parents. Please make sure your list of emergency contacts is current throughout the year in the VAL office.
Evacuation Procedures
In the event the campus is evacuated during an emergency, we will transport all children to our safe zone using any means necessary and notify parents once all children are safe. 

DISCIPLINARY POLICY
VAL seeks to promote positive behaviour in children and help them learn self-control, which is the ultimate goal of discipline. We want to teach and lead our children to make better choices. All discipline actions will be positive in nature. The method of discipline will vary with the age and action of the child. Individual teachers are given discretion in how to handle each situation as it arises. 
As a matter of policy, the following is a general framework for discipline. 
· Separate the child from the behaviour 
· Redirect the child’s behaviour 
· Give acceptable choices 
· Use positive language 
· Refuse to argue on non-negotiable issues 
· Look for a deeper problem Distractions are the first step in any age group. 
Second, teachers will explain to the child why the behaviour is inappropriate and suggesting if the behaviour happens again, he/she will have to sit quietly alone and regroup or calm down. 
The third step for children over the age of three is a brief time-out, one minute per age of the child. Usually, for children of any age, a quiet minute by themselves removed from the situation is all it takes for the child to get it together.
 If the unacceptable behaviour continues, parents may receive a note about the child’s behaviour in order to work together on a plan with the teachers and/or the principal. 
A child may be sent to the Principal’s office for a chat or brief break from friends. At no time will any form of corporal punishment be threatened, encouraged, or used. 
A parent/teacher/principal conference may be called so all involved are using the same methods of encouragement or discipline. Consistency between all groups usually makes a world of difference. If the child’s behaviour becomes threatening to the other children, to the staff, or when previous strategies have failed to produce the desired results, VAL may recommend the parents seek the help of a behavioural therapist or another professional who may be able to help.
Prohibited behaviours by anyone (staff, parents, or caregivers): 
· Any corporal punishment, including handling a child roughly, spanking, shaking, pushing, shoving, pinching, slapping, biting, or kicking. 
· Any form of emotional punishment, including rejection, terrorizing, ignoring, isolating, or corrupting a child. 
· Any form of humiliation or threats of physical punishment. 
· Any form of isolation, including locked rooms, closets, or separated from staff. 
· Any other discipline that is not age appropriate or is excessive in time or duration. 
· Any withdrawal of food, rest, playing outside, or toileting. Other prohibited actions: 
· No child will be disciplined for lapses in toilet training. 
· No child will be disciplined for not sleeping during rest time. 
· No child will discipline any other children. 
· No child will be physically restrained for any reason other than the time to secure the situation or ensure their own safety or the safety of other children. 
VAL will conduct yearly staff development review on our discipline policy. 
New staff is required to go through an orientation that includes procedural instructions on how to implement the outlined disciplinary policy. 

DROP OFF AND PICK UP POLICY
All children must be accompanied by an adult to their classroom when arriving.  Parents must come in to retrieve their children. Each child must be signed out by an adult on the approved pick up list. You must sign out with your first and last names, no initials please. If the child is to be picked up by someone not on the approved list, the parent must provide a written note, text, or email providing permission to the child’s teacher or the principal. 
Please try to be off the phone when picking up your child. They are excited to see you! It is important that you pick up your child on time. Please plan to pick up your child BY 2:00 PM. 
If you know you are going to be late, please call the school. Parents will be allowed one late pickup. After your one courtesy, a $25 per half hour late fee will be charged to your account per occurrence, per child. 

INVESTING IN OUR CHAMPIONS
Foundation Account
VAL has a Foundation to help cover basic expense like Field trip costs, supplies etc. for children in need. In the future, we would like to use this account to cover scholarships to children in need.  Parents are invited to voluntarily contribute towards this Foundation fund so that we can continue to help others. Such Donations can be made directly to the school and an Official Receipt given. 
Volunteers and Philanthropy
Families and volunteers are an important part of our program! In order to keep our calibre of teachers and program running smoothly, we need your help! Some tasks may be out of the classroom or in the classroom (helping at circle time, sharing jobs or culture, reading one-on-one with a student, helping with art or centres, or sharing a special book. 

OTHER GENERAL PRACTICES
Birthday Policy 
We love any reason to celebrate! Birthdays are a very special day for your child. Please notify the teacher in advance or any party plans. However, formal parties and swapping gifts are not allowed at school. Parents may furnish store bought (no homemade) cakes or cookies and Ice cream for party. Fresh fruit, cheese cubes and other healthy treats are preferred; or books, crayons, stickers and non-food treats. Please think outside of the box as well! You can donate books or supplies in honour of your child on their birthday, or come to school as a surprise special reader. 
Check our themed weeks and think of something related to our school theme. The possibilities are endless! We will gladly send home party invitations provided ALL children in the class are invited.
Field Trips and Transportation
Field trips are an important way to spark a child’s imagination by immersing in an experience. We plan one field trip per term to allow the children to experience first-hand, what the theme of the term was. 
We will require parent permission slips and ask parents to pay for the transport their own children.
Graduation
A Graduation Exercise is held every June/July for all Pre Level 2 children.  All students will participate in this program. 
Guests
We have an open door policy with parents and families. Parents are welcomed and encouraged to visit the Administrative Office. If it is someone other than immediate family that will be visiting our school, please let the teacher or principal know in advance, and upon arrival. 
Toys
Please do not bring any toys to VAL, as we cannot guarantee they will not be broken or misplaced. Please only bring items when asked by the teacher as part of show and tell or other requested special times. 
Easing Separation Anxiety
Separation anxiety can be defined as a child’s verbal, physical and/or emotional expression of unease when a primary caregiver departs. It is typical for a child to display this type of behaviour and to feel uncomfortable at first. Should your child experience separation anxiety staff are always willing to assist. It will be easier for your child if you do not prolong your departure, especially during the first few weeks. A child who is feeling anxious will not become any less distressed if you stay “just a little bit longer”. It is better to say good-bye, reassure them that you will return, and then leave. It is very important to make your child aware of your departure as children can become frightened of any separation. 
We would also like to impress upon you the importance of routine. It will be much easier in the long run if you do the same thing every day. This way your child(ren) will quickly understand what happens at what time of day. Staff is trained to deal with separation anxiety and will comfort your child when you are gone. We also encourage you to call the school at any point during the day to inquire about your child, as unplanned visits will upset the routine your child is learning. It takes time and a team effort between staff and parents to make the transition as comfortable as possible.

CONCLUSION
We hope this manual gives you a good introduction to our preschool. We respect and appreciate your questions, comments, concerns, suggestions and ideas. 
 We look forward to caring for your child and working together.







POLICY AGREEMENT
Upon registration this form is to be signed, dated and returned to the Administrative Office so that it may be kept in your child’s file.
I, ________________________________________________________, parent/guardian of ____________________________________________ hereby acknowledge that I have read, understood, and agree to abide by the policies outlined in this manual. 
I understand that failure to conform to any of these policies could result in the termination of my child’s enrollment at VICTORY ACADEMY OF LEARNING Preschool. 

_______________________________________________ Parent/Guardian Signature 

________________________________________________
Date
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