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THANK YOU FOR CHOOSING ALL SOULS PRESCHOOL

1 Our Mission
At All Souls Preschool we are committed to your child’s growth and awareness of the 
world around them. We will teach them a sense of responsibility, community, and the 
Catholic faith all within a nurturing, safe and loving environment. Our program will 
focus on the spiritual, physical, social, emotional and cognitive development of your 
child. We believe children learn through play and interacting with their environment. 
Recognizing that the parents are the primary educators of their children with teachers 
as facilitators of a child’s learning, we stress the partnership of family, school, and 
parish in building up the faith community of All Souls Catholic School. 

2 Communication
Prior to reading the entire handbook we would like to stress the importance of 
communication at All Souls Preschool. As you begin this journey of your child’s education, 
either here or anywhere, the parent-teacher-school relationship will be one of the most 
important relationship can maintain and grow. You ensure your child’s care with us, however 
we are only here part time to foster what it is you do at home. It is the parent who will 
ultimately teach their child. We encourage open communication at all times. Our 
communication will come in the form of emails, phone calls, newsletters and parent-teacher 
conferences. As a parent you will always be welcome to observe and participate in your child’s 
day, we will always welcome your comments. Please do not wait for a parent-teacher 
conference to address safety, developmental or general questions or concerns. If pickup time 
is not an appropriate time for you please call the preschool to set up an appointment or to 
speak to your child’s teacher during naptime. During this time the teacher can give you their 
undivided attention. Please avoid discussing your child’s progress in front of your child or 
others. 

3 Goals for the Child
1. To provide opportunity for meaningful play based on the child’s needs, interests and 

abilities that will build a foundation for future academic success. 
2. To teach, model and demonstrate Christian values, which emphasize respect for their 

peers, environment and the adults in their lives. 
3. To provide appropriate experiences that contributes to the emotional, social, physical 

and cognitive development of children.

4 Goals for the Parents
1. To provide quality care for children for both working parents and those who stay at 

home. 
2. To ensure that we have an open line of communication between ourselves and your, 

either via email, telephone, or in person meetings. It is of the upmost importance that 
we stay actively connected to you in order to provide the best care for your child while 
they are in our care. We will always maintain an “open door policy.” 
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3. To provide support and encourage parents to grow and understand their child’s 
development either through newsletters, workshops or teacher-parent conferences. 

5 Goals for the Community
1. To help meet the needs of the community for a high quality early childhood education 

facility. 
2. To contribute to the wholesome growth and development of the future citizens of our 

community. 
3. To provide a setting where people of various religious and ethnic backgrounds can 

play and work together. 
4. Standards
5. All Souls Preschool is licensed by the state of California’s Department of Social 

Services. We comply with all the standards put forth by that department. Under the 
provisions of this license, the agency has the right to inspect the facility at any time 
without notice and to interview students, parents and staff. 

6 Admissions
1. We are following the state of California guidelines for admissions to elementary 

schools. Therefore your child must be 3 years old by November 1, 2012. In subsequent 
years, 2013, they must be 3 years old by October 1, and 3 years old by September 1, 
2014. Exceptions are subject to the Director’s discretion. 

2. Your child must be toilet trained and familiar with the bathroom facilities. 
3. Students are admitted following certain guidelines that we have in place. 
4. Priority admissions are given to returning students, siblings and active parish 

members. All other students are admitted on a first come first served basis with 
priority given to students meeting the proper age requirement.

5. Applications will be accepted and dated upon receipt along with the non-refundable 
application fee. Should the class be full your child’s name will be placed on a waiting 
list. 

6. A non-refundable registration fee will be collected and required at the time of 
admittance. If it is not received your space may be forfeited. 

7. All registration forms are due prior to the first day of school. 

7 Teaching Staff
All of our teachers have an educational background in the field of early childhood educations. 
Most of our teachers exceed the educational background required by State Licensing. Our 
teaching staff participates in continuing education classes, workshops and conferences 
throughout the year. All teachers are trained in First Aid and CPR and must keep their training 
current. As professionals, we are dedicated to continuing education and the most current and 
update information as it pertains to early childhood education.
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8 Sign In-Sign Out Procedures
The following policy must be followed very carefully as this safety standard is the in the 
best interest of your children. 
Please remember that we are a school and not a drop in day care facility. As such we expect 
that you will bring your child to time each day and ready to learn. Each morning you come to 
school you are asked to sign in and sign out when you pick up your child. If any one else 
other than a parent picks up your child, they must be authorized on the emergency card. If 
someone is to pick up your child that is not on the emergency card, you must call the office 
to inform us along with a note signed and dated by you. Any person other than a parent 
picking up the child must have a form of valid I.D. Please update your information whenever a 
change occurs. This is especially important with the following phone numbers and email: 

• Cell Phone 
• Work
• Emergency Contact
• Email Address

If your child is in a full day program please be mindful that they will be released at the same 
time as All Souls School, and that the quad area in which they are released to will get very 
crowded and busy. Remember to constantly discuss safety with your children.

9 Tuition
Tuition is due on the 1st of every month. You have the option of paying your tuition in full at 
the beginning of the year if you choose. Tuition fees for the current year can be found on the 
school website www.ssfallsoulsschool.org. 

10 Refund Policy
Application fees considered non-refundable. Registration fees are considered non-refundable 
after intent of enrollment and payment has been made. Exceptions are at the discretion of the 
director for specific reasons. A service fee will be deducted from any approved refunds.

11 Leaves of Absence
Children out of school for extended periods of time must either continue to pay tuition 
during their absence to secure their current enrollment status or give up their enrollment 
altogether. We will enroll any eligible child from our waiting list into your child’s class at that 
time. If you decide to re-enroll, you must wait until space is available. 

12 Withdrawals/Contract Termination
If you choose to withdraw your child during the school year, a written notice must be given to 
the direct 30 days before enrollment withdraws. Tuition must be current upon student’s 
departure of the program. If the withdrawal occurs mid month tuition will be prorated for that 
term. If less than 30 days is given, the entire tuition will be required for that month. 

Contracts will be terminated if a family continues to refuse to adhere to the policies set forth 
by the preschool. Every effort will be made to accommodate family needs. However, if they 
interfere with preschool policy or safety issues, enrollment will be terminated. All Souls 
preschool reserves the right for a child’s enrollment to be terminated if the preschool director 
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and the staff feel through their observations that All Souls Preschool is not the right 
environment for their child and their developmental growth. Many factors are taken into 
consideration before this action is decided upon with the director, staff and parents. 

13 Grievances
If at any time you have any concerns or complaints regarding our program, you may use the 
following guidelines in addressing your needs. 
Your first line of communication is with your child’s teacher.
If you feel you have not reached a satisfactory answer or resolution, you may contact the 
director for a meeting to listen to and discuss your concerns. 
Additionally, if your issue is escalated, you may contact the church administrator.

It is our hope that open communication will always take place between us and the parents of 
our program. We will always maintain and open door policy, especially when it concerns our 
student, families or staff. We are here to work with you as partners in creating a special 
learning and playful experience for your child. 

We consider the first month of enrollment an adjustment month for both the parent and the 
children. If you have any concerns regarding any part of the program, it is your duty to 
discuss this with your child’s teacher first and then the director. 

14 Potty Training Policy/Contract
In the best interest of the children, the preschool has adopted a policy regarding bathroom 
accidents and children being fully potty trained. The children must be fully potty trained to 
attend All Souls Preschool. Fully potty trained means not having consistent accidents. 

Children become frustrated and challenged with the usage of the bathroom. Sometimes the 
children are just not emotionally and or physically mature in regards to the bathroom. With 
the implementation of this policy the preschool staff wants to alleviate bathroom accidents 
and have outlined the following expectations:

Expectations of the Children 
• The ability to tell a teacher when they need to use the bathroom
• The ability pull their underwear and other clothing up and down when using the 

bathroom. 
• The ability to wipe themselves.
• The ability to tell a teacher that they have an accident.

The preschool expects the parent’s cooperation with their child’s bathroom readiness. Pull-
ups are not allowed at the preschool.

In the event of consistent accidents the parents will be asked to sign a contract that if their 
child has more than 4 accidents within a 30-day period, they might be asked to find 
alternative care and the family enrollment will be evaluated by the administration.  

15 Discipline
Discipline is teaching children to respect themselves and other s including the environment. 
Discipline is also learning about controlling one’s actions in appropriate ways. Our policy is 
based on these values, beliefs and ideas. 
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Our primary goal is to encourage self-discipline skills in the child and to communicate with 
parents about their child’s progress. When structure is built into the program, many problems 
can be eliminated before they begin. In addition, we feel that the best way to handle 
discipline issues is through positive re-direction, using positive language, telling the child 
what he/she should do, not always what they should not be doing and praising a child for 
their achievements and accomplishments rather than focusing on their challenges. 

When behavior becomes unacceptable we will intervene. We will encourage children to use 
their words rather than physical violence. This is an important rule for the environment in 
which they are in. We communicate and model to the children that it is their actions, which 
are not acceptable, not the child themselves. If a child cannot seem to handle the situation in 
which they are in we will ask the child to “take a break” from what they are doing. 

The children are asked to be mindful and courteous. Conduct daily like with a sense of 
personal integrity and honesty as well as confidence in social situations is cultivated at All 
Souls. 

All Souls Preschool retains the right to deny admission to a child with persistent behavioral 
problems that affect the overall safety of the child or other children.

16 Clothing
• Students will wear uniforms as set by All Souls Catholic School. Uniforms can be 

purchased at Simply Uniforms located at 7801 El Camino Real, Colma CA (650) 
757-5722.

• Optional P.E uniforms can be worn on Tuesday and Thursday.
• Tennis shoes are the most comfortable for the preschool environment. 
• Hats will only be allowed to be worn on the playground and not in the classroom
• Each child should have 2 extras sets of labeled clothing that we will provide storage 

for. 

17 Medical Policies
Immunization Record
Upon registration of your child a current immunization record must be present.

Sick Children 
Every effort is made to ensure that we keep our preschool a healthy environment for all our 
children. We do not have the facilities to care for sick children. Please do not send your child 
to preschool if they are not well as they expose other children and teacher to their illness. 
Please keep your child home if they have a fever, is vomiting, has a rash, diarrhea or any 
other questionable symptoms. 

If you child becomes sick at school you will be contacted to come and pick your child up. If 
you are called please ensure that you can make arrangements to have them picked up. 

Children must be fever free for 24 hours prior to returning. It is wise to keep your child home 
for an additional day to help them rest and recover. 

Parents are asked to call the preschool when their child is absent due to illness.
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Contagious illness must be reported to the preschool immediately. He child may bot return to 
preschool until the doctor verifies that the child is free from all symptoms and able to return. 

Thank you in advance for respecting this very important policy. It is enforced not only 
to protect other children and staff but to protect your child as well. Working TOGETHER 
we can keep everyone healthy and happy. 

Medications
• A medication form must be filled out before your child will be able to receive any 

medicine while at preschool. 
• Teachers will sign and date when medication is given. 
• We cannot give over the counter medication without a note from the doctor or nurse 

practitioner. 
• We give medications at the requested time of the parents.
• Please do not put vitamins or any medications in your child’s lunchbox. 

18 Toys/Sharing
You will be notified as to specific days that your child will be allowed to share. Please do not 
bring toys, stuffed animals, books or games until that given day. During this time children 
will be able to share their special items with the other children. 

19 Birthdays 
We love birthdays! What a wonderful occasion to celebrate. Please discuss with your child’s 
teacher what you would like to bring for the occasion. All celebrations will be handled 
between the parent and teacher.

20 Rest Time 
For those children who are in a full day program time will be set aside each day for resting. 
We will not require to the children to sleep; however it is a quiet time for them to rest and 
relax. For those children registered for full day they will be at preschool for a long time and 
we ask that you speak to your child about taking time out of their day to lay down and rest 
quietly. We will provide mats for them to rest on and they will be cleaned and sanitized each 
day. We ask that you provide a smaller blanket and pillow for their use that we will provide 
storage for.  

21 Extended Care
All Souls Preschool programs cease at 3pm each day. We will offer extended care from 3-6pm 
Monday through Friday. Extended care will be a time for the children to “be a kid” and partake 
in “non” school related activities. You must pre-register for this program, at a separate fee 
from the preschool tuition. Only children enrolled in our preschool will be allowed to enroll in 
this extended care program. No students from All Souls School will be allowed in the 
program, including siblings.  

All of these policies and procedures have been formulated to help provide a quality program 
your child. You the parents are entrusting us your most valuable possession, your child. Our 
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primary goal is to provide loving and quality care in a nurturing environment. We respect and 
support our families in their task of nurturing their children. This will be a new journey for 
both the parents and the children and we promise to make it a memorable one. Our success 
is measured with one thing, a child who leaves our facilities with a smile on their face each 
day. If they are happy and enjoy coming to preschool we know we have done our job. 

22 Licensing 
We are an early childcare educational facility licensed by the state of California. We abide by 
all regulations set forth by the state. All of our policies and procedures have been reviewed by 
the Department of Social Services. We are subject to random visits by the licensing 
department. You can view their website at www.ccld.ca.gov or call or visit the local office 
located at 801 Traeger Suite 100, San Bruno Ca. (650) 266-8843, if you have any questions 
or concerns about our facility. 

Thank you for choosing All Souls Preschool.
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Receipt of Handbook

Thank you for taking the time to read our Parent Handbook. If you have questions about the 
our Preschool policy or procedures, please contact the director. If there are no questions 

please sign below and return to the director. 

This is to acknowledge that I have read a copy of the All Souls Preschool Handbook and 
have no questions regarding its contents. 

Print Child’s name: ______________________________________________

Parent’s name: _________________________________________________

Parent’s signature: _______________________________________________ Date: _________________

Director’s name: _________________________________________________

Director’s signature: ______________________________________________ Date: _________________
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