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Dear Parents, 

Welcome to St. Mark's Preschool! We appreciate you choosing our program for your child. We hope that this will be an exciting year of growth and development for the children enrolled here.  If you have any questions or concerns throughout the school year, we urge you to talk with your child's teacher or the director. We are always eager to help and to encourage open, positive feedback as well. 

This Preschool Handbook was designed to provide you with information about our program as well as our policies. Please read it carefully and keep it as a source of information throughout the year. 

Again, we welcome you and ask for your prayers and support throughout the school year. 

Sincerely, 

Wendy Briley
Director
The St. Mark’s Preschool Staff

St. Mark's Preschool Mission Statement

St. Mark's Preschool takes pride in its warm and caring atmosphere. This atmosphere is achieved through developing an awareness of God's presence in our daily lives. The St. Mark's staff all strive to provide a safe and secure environment where each student can experience success, grow in self-esteem and become an eager participant in the learning process. We encourage individuality and encourage total development and creative expression in work and play.  After all, children are our hope for the future! 

Goals
St. Mark's Preschool strives to expose children to a varied, stimulating and developmentally appropriate curriculum. Our classrooms are divided into "centers" or basic areas of play, which include activities that afford opportunities for developing social, emotional, intellectual and physical skills. Centers found in most rooms include: Manipulatives (puzzles, blocks, legos, pegs, pattern blocks); Books/Language (books, pictures, records, tapes); Art (easels, crayons, paint, scissors, etc.); Housekeeping (play kitchen furniture, food, dolls, dress-up clothes); Sand/water table; and Discovery/Science (scales, magnets, magnifying glass, etc.) 

Flexibility in the classroom curriculum is stressed so that we may best meet the needs of each individual child. Our goal is to provide a fun, stress-free environment in which each child may learn and play each day. In addition, we strive to nurture each child's spiritual growth, awareness of God and an understanding of his/her responsibilities in God's world. 

PRESCHOOL POLICIES

Discipline: Positive guidance is an important key to a successful program. Our teachers have daily plans that keep the children constructively busy. Even in free choice periods, there are plenty of interesting and entertaining materials available so that the child is busy constructively instead of destructively. Should a child show behavior that needs correction, the teacher may: 

-Redirect the child to an appropriate activity 

-Move the child away from the group for a short time, always in view of the teacher

-Discuss the behavior with the parent if she thinks this is necessary. 

No type of physical or corporal punishment shall be administered. If the problem persists, a conference will be scheduled with the parents, teacher and the director. If the situation is such that the classroom is disrupted or other children or staff members are put at risk, steps will be taken for dismissal of the child. 

Admission: Children must be the correct age for their class on or before August 31 of the year in which they will be starting school. All students in 3’s, 4’s and Transition classes must be potty-trained before they are eligible to attend these classes.  Registration is held in winter for St. Mark's church members and currently enrolled preschool children and their siblings. After this registration period, remaining spaces are available to the public.  Church members receive priority ONLY during registration in the winter.

Carpool: We encourage all of you to use our carpool line for drop off and pick up.  Toddlers must be walked into their classes.  Children can ONLY be dismissed and put into cars on the school side.  Teachers and Assistants may NOT walk children in front of vehicles. If you are walking your child into the school please do not cut through the carpool line.  The top entrance to Terry is one way during carpool; please exit only from the lower level of the school parking lot onto Terry Street.

Arrivals: Our school day is from 9:15 AM until 12:15 PM.  Your child cannot arrive before 9:10 AM. You may bring your child to the classroom or use our carpool line.  Please enter the drive-through area from Terry Street.  Assistant teachers will be outside from 9:10 - 9:20 AM to escort children to class. Children arriving after 9:20 AM must be brought to the classroom by the parent. Doors to the old wing will be locked at 9:20 AM to ensure the safety of our children and staff.  The new wing door by the office will remain opened.  Please make every effort to have your child at school on time as children arriving late can cause a disruption in classroom activities. 

Departures: Children will be in the preschool lobby at 12:10 PM for pick-up. Parents (or other persons authorized in writing) may use the drive-up service, by displaying the pick-up number clearly in their front car window. If someone other than a parent will be picking up the child, please be sure a car seat is available, and please notify us in advance if it is not a regular arrangement. If you choose to come in to the building to pick up your child, please park in the main parking lot and collect your child in the main lobby. Please park only in designated parking spaces. Parking in the covered drive-through is prohibited at all times. All children should be picked-up by 12:15 PM.  Parents arriving for pick-up after 12:20 PM will be charged a $5.00 late fee, increasing by $1.00 per minute for each additional minute late. This fee must be paid before your child returns to school. 

Tuition: Tuition is due on the first day of each month beginning in August.  Tuition should be mailed or delivered to the tuition box near the Preschool office, using the remittance slips provided.  If you use automatic draft it will be drafted by the 5th of each month.  Please do not send tuition in your child's book bag or give tuition to any preschool staff member. Tuition payments received after the 10th of the month will be subject to a $20.00 late fee. There will be a $15.00 service charge on all returned checks. If the account is not current as of the 15th of the month the child will not be allowed to attend until payment is received.  The space may be filled at the beginning of the next month.  If money is owed at the end of the year, the child will not be allowed to return until the account is settled.  

Refunds/Withdrawals: There will be no refunds for absences or early withdrawal. If a child is absent for more than one week, the parent should contact the Director with regard to his continued enrollment. If it should be necessary for your child to be withdrawn, we require a 30-day written notice so that we may keep our enrollment at capacity.  With the exception of the toddler class, when withdrawing a child from school 50% of the remaining tuition balance will be due. (There are no refunds on Registration fees).  You may write a letter petitioning the board to consider extenuating circumstances.  Tax Receipts will be given for tuition collected after a family withdraws from the program.
School Records: Please inform us of address or phone number changes (in writing) so we can keep emergency and parents' work and home telephone numbers current in our files. 

Messages: All messages for teachers or the director must be in writing. We must be notified in writing if your child is to go home with someone other than a parent or authorized person. 

Sharing: We are blessed with a wide variety of toys in each class. Please do not allow your child to bring toys from home to school. There will be specific days for "Show and Tell" when items of interest may be brought from home. Please label these clearly. No toy weapons of any sort are allowed at the preschool. 

Newsletters: At the beginning of each month you will receive a newsletter from your child's teacher, along with a calendar of activities for the month. At other times, you may also receive special notes from the teacher or the preschool office. Please check your child's book bag carefully each day for these important pieces of communication. If you have questions at any time, call your child's teacher or the director at 787-1832. 

Field Trips: We will be taking a number of field trips throughout the year. You will be asked to sign a field trip permission form to cover all trips and will be notified in advance of any trips. Parents will be responsible for transporting and/or arranging for the transportation of their child(ren) to and from each field trip and assigning an adult to watch them at the designated location. Due to car seat regulations, all children under five years and/or 40 lbs. must be restrained in car seats. Thanks! 

Cell Phones: The use of cell phones is not allowed in the car pool line.  This causes a safety hazard and will not be permitted.  Staff will monitor this activity and after a warning, continued use may result in the loss of car pool privileges.
Health: A completed medical form must be turned in to the preschool before your child may start school. We encourage you to keep your child at home any time he/she shows symptoms of illness or extreme fatigue. Children who have a temperature of lOO( F or higher, colds with sneezing and nose drainage, constant cough or sore throat, diarrhea, vomiting, any contagious illness, or any rash that has not been diagnosed by a physician should not be brought to school (poison ivy, oak and sumac are also contagious). Should your child exhibit any of these symptoms at school, your child will be separated from the other children and you will be called and asked to pick your child up immediately. If we are unable to reach you within one-half hour, your emergency contact will be called and asked to pick up your child. If your child must be isolated and neither the parent nor emergency contact is able to come, you will be charged an additional a fee for the day. Your child will play outside every day, weather permitting. If you do not wish your child to go outside for a particular health reason, we ask that you keep your child at home. We cannot allow some children to remain indoors. 

Please inform the Preschool Office (787-1832) when your child has any contagious condition such as chicken pox, conjunctivitis, etc. Your child must be free of fever for 24 hours, without medication to control or mask fever, before returning to school.   Call the office before 10 AM if your child will be out sick.

Medication: We follow Wake County School Policy for Medications. The administration of medication to students by employees shall be permitted only upon the proper authorization by a physician and the student’s parent or guardian. When a doctor has prescribed medicine that must be taken at school, office staff will be allowed to administer medications only when we have: 1) a completed Request for Medication to be Given During School Hours Form; 2) the medication is in a currently dated prescription bottle ; and 3) medication is delivered to the school by the parent. If there are any changes in medication, a new Request for Medication to be Given During School Hours Form is required.  Medications should be brought by the parent to the office. All medications will be kept in a locked and labeled cabinet in the Health room.  Over the counter medications (cough drops, aspirin, ibuprofen, Benadryl, creams, etc.) may not be given without a note from the physician. 
Accidents: Children may be involved in minor accidents at preschool.  Every effort will be made to inform parents about the nature of the injury, time and place of occurrence, first aid steps taken and the name of the staff member who observed the accident. A record will be made and placed in the child's file with a copy going to the parent. The director or the child's teacher will be available to discuss the accident with the parent.  Each child attending St. Mark's Preschool is covered by an accident policy. This claim can be filed after the parent's primary insurance company pays. 

Clothing:  Please dress your child in comfortable clothes that can be washed and shoes with non-skid soles and closed toes. All removable garments, such as jackets or hats, should be labeled with the child's name. Please do not send your child with a jacket that has a hood with a drawstring. Each child should send a seasonal change of clothing in a plastic "zip-lock" bag, with his name marked on the bag. If your child is still in diapers, send them in disposable diapers only – no cloth diapers please.  Pull-ups are allowed (for age appropriate children), the Velcro styled are preferred as they are easier to change.  The parents must provide pull-ups.  3’s, 4’s, and 5’s, must be potty trained.  Occasionally, children have accidents that may warrant a call home for assistance.  We appreciate your help, as we want your child’s school experience to be positive.

Birthdays: Please let us know if you would like to celebrate your child's birthday in his/her classroom. We cannot send party invitations home from school unless the entire class is included. 

Visitation: You are welcome to visit the Preschool at any time. There will also be special days when we will invite you to come. 

Conferences: We will schedule one parent-teacher conference during the year. Children do not attend this conference. We want you to feel free to call for additional conferences at any time you feel one is needed. 

Parent Participation: Parent involvement plays an important role in the success of our program. We welcome parent participation in all areas of our operation. Listed below are just some of the ways you can be involved in supporting our preschool: 

· Sign up to help with holiday parties in your child's class - attend parent meetings 

· Complete program evaluation forms 

· Share a special talent or hobby with your child's class 

· Make a donation to the Scholarship Program during the Annual Art Sale in the spring

· Volunteer to help during special events or fundraisers. 

Inclement Weather: Please listen to a local radio or television station for any announcements regarding school closings due to inclement weather. St. Mark's will follow the decisions made by Wake County Schools. If Wake County Schools are closed, we will be closed. If they are on any delay (1 or 2 hour), we will be on a one hour delay.  If, during the preschool day, Wake County Schools close early due to hazardous conditions, we will also close. Listen to your radio or TV for this information and pick up your child as soon as possible, as our staff will also need to leave. 

Make up days will be held if more than 3 days are missed during the school year due to inclement weather. In some rare instances, a situation may exist which affects Wake County Schools' operation but does not affect the Preschool's operation. In such a case, a decision may be made to deviate from our normal policy and open on a day when Wake County Schools are closed. If this occurs, this information will be available on our voice mail message, TV stations WTVD and WRAL and radio station MIX 101.5. 

Toddler Class: The hours for the Toddler Class are 9:15 a.m. -12:15 p.m. Parents must provide all diapers, snacks, drinks each day. All belongings should be clearly labeled. All toddlers must be brought to and picked up from the classroom by their parent or other authorized person. You will be asked to sign your child in each day and leave an emergency number.  Parents are NOT allowed in the toddler room until 9:15.  Teachers are still getting ready to start the day and when you arrive early, it makes it difficult for them to get prepared.

Scholarship Program: St. Mark's offers a scholarship program to help families that need assistance in paying tuition. Please see the director for more information about this program. 

Snacks: A nutritious snack will be provided each morning. Certain days will be designated as "Special Snack Day". Parents in each class take turns providing snack and drinks for the class.  Please ask your teacher if you would like suggestions for what to bring.  Healthy snacks such as fresh or dried fruits, raw vegetables, muffins, cheese and crackers or bagels are encouraged. 

Lunch Bunch: This is an opportunity for children in our 3 year-old, 4-year-old and Transition classes to bring a non-perishable lunch (that does not require heating) from home and stay at school until 1:15 PM on any day or days Monday through Friday. Children must be toilet trained and should have independent eating skills. Staff members assist with opening food and drink containers (NO SIPPY CUPS ALLOWED).  A Iimited number of children may enroll for each day. Lunch Bunch Registration will be done the first week of September and the first week of January.  Payment for each semester is due at that time.  You will be guaranteed a spot in January, though you must re-enroll that week or your spot could be given away.  Parents may add their child at any time during the year, space permitting. Fees for December will be ½ of the normal amount.  There is no reimbursement for lunch bunch.  Parents are welcome to join their child for lunch at any time. 

Special Programs: Weekly, all preschool children participate in Music and Movement class and Chapel services. Spanish classes are held twice a month for 3 & 4year-old children as well as in the Transition class.  A computer with developmentally appropriate software is located in each 3 and 4-year-old and Transition classes. 

Chapel: Each week our 2’s, 3’s, 4’s and transition classes will have a Chapel service held in the Church Sanctuary.  You are welcome to join us in these gathering.  We will also have monthly themes that we will discuss in classes.  Ideas for you to use at home will be sent out in our monthly newsletters.  St. Mark’s United Methodist Church Pastors will lead the Chapel.
Faith Based Ministry:  St. Mark’s is a Faith Ministry of St. Mark’s United Methodist Church.  You and your families are invited to attend Services at 8:30 AM or 11:00 Am on Sundays.

Thank you for choosing St. Mark's Preschool!  We look forward to working with you and your families this year.

Helpful Information for Parents and Caregivers

Project Enlightenment: 

Project Enlightenment is a comprehensive early childhood, early intervention program within the Wake County Public School System. In existence since 1969, Project includes a multidisciplinary staff of early childhood educators, parent educators and psychologists. Project provides information, resources, consultation and training for parents, teachers and caregivers of young children. The programs and services support the emotional growth and development of young children. Call 856 - 7774 for further information. 

Services at Project Enlightenment include:

- Parent and Teacher workshops 

- Parent and family consultations and counseling 

- School Consultations - a service for teachers that focuses on individual children and issues 

- TALKlLINE - a professional staff member will talk with you about your questions, problems, or

   concerns regarding your child. Call 856 - 7800 for more information. 

If you have concerns about your child's development, a consultant will come to the preschool at your request. This can be scheduled with the Preschool Director. If you would like to visit Project Enlightenment for testing such as speech or hearing, call their screening coordinator at 856 - 7781. 

Lucy Daniels Family Guidance Service: 

Lucy Daniels Center provides multidisciplinary evaluations for behavioral and emotional concerns from infancy through age eleven. They emphasize growth within the child and in the parent child relationship so that the child is in the strongest position to develop and flourish. 

Services at Lucy Daniels Center include: 

- Consultation and in-class observation for preschools and grade schools 

- Psychological, neuropsychological, family and psychiatric assessments as appropriate 

- Planning for next steps such as counseling, psychotherapy or Early Intervention Program 

Options Include: 

- Parent counseling and Guidance - Family Therapy 

- Short-term intervention with children -Play therapy 

- Social skills groups 

For questions about services, call 677-1400 or e-mail questions to info@lucydanielscenter.org 

St. Mark’s Preschool


4801 Six Forks Road 


Raleigh, NC 27609


919-787-1832 x 16


919-787-0565 fax


www.stmarksraleigh.org
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