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NOTICE OF HANDBOOK ADDENDUM AND
POLICY REVISION

Holy Angels Preschool Parent Handbook
Effective Date: August 1, 2026
Dear Parents,

To continue providing a safe, nurturing, and well-organized learning
environment for our children, Holy Angels Preschool periodically reviews and
updates its policies and procedures.

This handbook has been revised to include the policy(ies) described in this
addendum. These revisions become part of the Holy Angels Preschool
Handbook and are effective on the date indicated above. Except for the
revisions described in this addendum, all other policies and procedures in the
handbook remain unchanged.

We ask that all parents carefully read the attached addendum and keep it with
their Parent Handbook for future reference. Your continued partnership and
cooperation help us provide the best possible environment for our students.

Thank you for your understanding, support, and commitment to our preschool
community.

May God bless you and your family.

Affirmative Action Statement

Holy Angels Preschool advertises in the public media in order to make openings known
to all. Children are admitted regardless of race, creed, color, sex, national origin, or
religion.
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Our Mission

Holy Angels Preschool is committed to the development of the whole child, with an
emphasis on the spiritual, intellectual, physical, and social growth of each individual.
Students will experience a play-based curriculum that will incorporate Catholic faith
and values. We recognize parents and guardians as the primary educators of their
children, as we work together with families and the parish to support the faith
community of Holy Angels School.

Teaching Staff

Our teachers hold degrees in Education and certificates in Early Childhood Education.
Each class has at least one qualified teacher and one assistant for every 15 students. Our
teaching staff actively participates in continuing education classes, workshops, and
conferences throughout the year. All teachers are trained in First Aid and CPR and
maintain their certifications up to date.

Student L.earning Expectations:

Be Like Jesus
e Pray, attend mass, and receive the sacraments on a regular basis
e Share time and talents within the local community
e Respect and celebrate cultural diversity
e Make wise choices based on the teachings of Jesus

Be the Best you Can be
e Listen, read, write, and speak clearly
o Meet the academic standards of the school
o (elebrate strengths and strive to meet challenges

Be responsible Citizens
e Follow directions and school rules
e Use technology ethically
e Stop, think, pray, and choose before acting

Affirmative Action Statement

Holy Angels Preschool advertises in the public media in order to make openings known
to all. Children are admitted regardless of race, creed, color, sex, national origin, or
religion.



Standards

Holy Angels Preschool is licensed by the state of California’s Department of Social
Services. We comply with all standards put forth by that department. We have a
licensed capacity of 28 students.

Statement from State of California Department of Social Services:

The Department of Licensing Agency shall have the authority to interview children or
staff, and to inspect, audit, and copy child or facility records without prior consent. The
licensee shall make provisions for private interviews with any children or staff member,
and for the examination of all records relating to the operation of the child care center.
The Department has the authority to observe the physical condition of the children,
including conditions that could indicate abuse, neglect, or inappropriate placement.

Admissions Policy

Admission requirements and enrollment procedures are as follows:

e Children must be 2.9 years old to be admitted into the program.

e Children must be toilet trained and must be familiar with using the bathroom
facilities.

e Students are given admission preference based on the following: 1) Returning
students; 2) Siblings currently enrolled in Holy Angels Preschool and/or Holy
Angels School; 3) Children of Holy Angels School Alumni; 4) Children of Holy
Angels Church Parishioners; 5) Full-time enrollment at Holy Angels Preschool;
6) Date of application submitted with paid application fee.

e Applications will be accepted and dated upon receipt along with the
non-refundable application fee. This is a one-time fee, applicable for as long as
your child attends the preschool program. As classes become full, your child’s
name will be placed on a waiting list to fill openings as they occur.

e A non-refundable registration fee will be collected and required at the time of
registration. This will secure your child’s space at Holy Angels Preschool. If
your registration payment is not received, your space may be forfeited. Payment
options may be available at the discretion of the director. Once your fee is
collected, it is considered non-refundable.

e All registration forms and papers are due prior to the first day of school. This
includes completed emergency cards.

e All tuition and other fees will be collected through the FACTS Tuition
Management System. All families are required to establish their own
account so fees will be automatically withdrawn. Please click on the
following link to set up your account:

https://online.factsmgt.com/signin/49D8D


https://online.factsmgt.com/signin/49D8D

Tuition

Tuition is due either on the 5th or 20th of every month, based on your preference when
you register with FACTS. Tuition will be charged from August through May (10
months). You have the option of paying your tuition in full at the beginning of the
school year if you choose. Tuition fees for the current year can be found on the
preschool website.

All tuition and other fees will be collected through the FACTS Tuition
Management System. All families are required to establish their own account so
fees will be automatically withdrawn. Please click on the following link to set up
your account: https://online.factsmgt.com/signin/49D8D

Holy Angels Preschool reserves the right to terminate a child’s enrollment due to
non-payment of tuition or fees with no refund given.

Refund Policy

Application fees are 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 of 50% will be
deducted from any approved refunds.

Curriculum

Religion

At Holy Angels Preschool, our program is rooted in the Catholic tradition. We believe
that every child is a precious gift from God, and we strive to nurture each child's
spiritual, emotional, social, and intellectual growth in an environment of faith, love, and
gratitude.

Inspired by Jesus' words, "Let the little children come to me" (Matthew 19:14), we
embrace the wonder, curiosity, trust, and joy that children naturally possess. Through
our daily interactions and learning experiences, we teach the values of peace, kindness,
compassion, respect, forgiveness, and acceptance, following the example of Christ.
Children are introduced to God's love through the beauty of creation and are
encouraged to care for one another, respect the environment, and become responsible
stewards of God's gifts. We also foster an appreciation for the dignity of every person
by celebrating cultural diversity and promoting respect for people of all backgrounds
and faith traditions.


https://online.factsmgt.com/signin/49D8D

As part of our faith formation, children learn about the lives of the saints and other
inspiring individuals who modeled lives of faith, love, and service. Throughout the
school year, they participate in the celebration of the Church's liturgical seasons, feast
days, and religious traditions appropriate to their age.

Our religion program includes daily prayer, Scripture stories, faith-centered activities,
and opportunities to grow in God's love. Preschool students also participate in the
school's monthly Mass, helping them become active members of our Catholic faith
community.

Social Studies and Emotional Development

The primary emphasis is the social and emotional development of each child. We
encourage children to take initiative in the classroom in order to develop
independence and self-confidence. Our intent is to foster the development of
self-expression, free choice, self-control, curiosity and creativity. The children will
develop their social skills through participation in group activities. It is important that
the children establish positive peer relations by learning to be patient, trustworthy,
helpful, kind, gentle and compassionate with one another. By treating one another, with
dignity and respect the children are learning to create strong and loving relationships
and communities.

Reading and Writing

Reading requires an integration of vision and hearing, speech and sensory skills. The
children are exposed to a variety of materials that will refine their senses and aid in the
discrimination that is necessary for reading and writing. Children will learn the concept
of identifying letters by name and by sound. Conversation is vital to reading and
writing. Children broaden their vocabulary through the spoken word as well as learning
patterns of speech and sentence structure. Children will begin to associate meaning with
the written word. Children will increase their auditory, visual articulation skills in
conversation, interaction and play.

Mathematics
The mathematical mind of the child is exercised through the order and exactness in
everyday activities.

Preparation for mathematics emphasizes:

* discovery,

* repetition

* concrete associations of quantities with symbols.



The children learn one to one correspondence, patterning, estimation, problem solving,
and reasoning skills. The children are learning these skills through their play using
materials that are attractive and stimulating.

Social Studies

Children discover the world around them through the use of:

* story

* pictures

* maps

* globes

* puzzles

* art and food.

They will discover the customs and traditions of people from other countries. They will
be introduced to the seven continents and discover the similarities and differences in
our world’s cultures, climates and environments. The goals of multicultural awareness
include a respect of differences among traditions and cultures, recognition of the
interrelatedness of all cultures and an awareness of one’s personal role in the world.

Art

A rich and dynamic art curriculum exposes the children to a variety of art mediums
which encourage self-exploration, self expression, and creativity. The goal is to provide
opportunities which will help the children develop a love for the arts as a way of
expressing their uniqueness. All activities are age appropriate so that the children can
work at their own pace. Materials vary from crayons, pencils, markers, construction
papers, collage materials, coloring, drawing, and painting. Cutting activities give the
children the opportunity to develop their fine motor skills, concentration,
interdependence and hand/eye coordination. Art is a wonderful sensorial experience,
building self-confidence in one/s creativity.

Science
A scientist is a curious explorer who enjoys asking questions, making observations, and
learning about the world through play and discovery.
Children will have opportunities to explore their surroundings through guided walks
around the school. During these explorations, they will:
e (Observe carefully using their five senses
Describe what they see, hear, and feel.
Explore and investigate the natural and school environment.
Ask questions about the things they discover.

Compare and sort natural objects and classroom materials.



e Work together, share ideas, and learn from one another.
These hands-on experiences help children expand their vocabulary, encourage curiosity,
and develop observation and critical thinking skills. They also foster an appreciation for
nature and inspire children to care and protect the Earth.

Outdoor Play

While playing outdoors children are developing gross motor coordination,
self-confidence, social skills and creativity/ Outdoor activities help in the development
of hand-eye coordination, body awareness, self control and perseverance. Running,
jumping, and climbing are activities that aid in the development of balance, strength
and general good health.

Days and Hours of Operation

Holy Angels Preschool operates in alignment with the Holy Angels Elementary School
schedule, with observance of most major holidays. Please see the most recent school
calendar for exact dates of operation.

5 Full school days (Monday-Friday) 8:00am-3:00pm
5 Half school days (Monday-Friday) 8:00am-12:00pm

We ask if your child will be absent on their scheduled day, to please contact us either by
phone (preferred), or by e-mail to let us know.

Extended Care:

Extended care is available from 3:00pm-5:00pm after school hours each day. There is a
separate fee from the preschool tuition for extended care. Registration service available
upon request. Only children enrolled in our preschool program will be allowed to attend
the extended care program. Please contact administration or visit the preschool website
for more information and current rates.

Daily Schedule

A routine daily schedule will be emailed to parents at the beginning of the school year.
Expected activities you might find are: Free Play, Circle/Group Time, Small Group
Activities, Songs, Movement, Rest Time, Stories, Outside Play, etc.

Emergency and Disaster Plan

Dear Parents,



At Holy Angels Preschool, your child’s safety is our top priority. Please read
and keep a copy of our Preschool Disaster Plan. Below, you will find the procedures
and contact numbers to use in the event of an emergency that requires us to evacuate
the building (such as a fire, earthquake, or other situation).

Emergency Drills

Fire and earthquake drills are conducted on a regular basis, as required by State
Regulations. You should feel confident that the facilities, school plan, and staft would
keep your child safe in the event of an emergency.

Indoor Emergency Procedures

Earthquake: During the event of an earthquake, students will be instructed to drop
under tables. When the quake has ceased, students will be accounted for, assessed for
any injuries, and escorted out to a safe area outside the building.

Fire: Children will be instructed to line up at the sound of the fire alarm. Students will
be accounted for, then led by the teachers to a safe meeting place established for us out
on the school playground. We will wait there until we are notified the building is safe to
enter again.

Outdoor Emergency Procedures

Earthquake: Children will be instructed to drop and cover where they are.

Fire: In the event a fire were to occur while we are outside, the children will be asked
to gather in a designated safe area away from the building. The teachers will account
for all students, and notify fire personnel.

Supplies: Parents must provide a mandatory Emergency Kit supplied with specific
items for your child in the event we would have to evacuate the premises. Each teacher
has been given an assigned duty to perform during an emergency situation, so as to
ensure the safety of your child. Each teacher has training in CPR and is always current
in their certification.

In Case of Evacuation
In case we would ever have to leave the premises of Holy Angels Preschool, we will
relocate to a safe area designated by our Emergency Administrator.

The preschool staff will have emergency contact numbers on hand, and text messaging
will take place to contact all parents once the children are in the designated safe area.



The staff will attend to your child, until they are picked up by you or a person listed on
your emergency contacts. It is very important that your emergency contact
information is kept current with us.

In case your child needs medical attention, he or she will be transported to the nearest
hospital, unless one is specifically designated by you. Reasonably necessary medical
information will be requested, gathered, and/or released to medical professionals for the
purpose of providing first-aid or emergency medical care to your child.

Local Agencies Contact Information

Colma Fire Department Broadmoor Police Department
50 Reiner Street 388 - 88th Street

Colma, CA 94014 Daly City, CA 94015

(650) 755-5666 (650) 755-3840

Red Cross (San Mateo County) Holy Angels Preschool

1710 Trousdale Drive 20 Reiner Street

Burlingame, CA 94010 Colma, CA 94014

P: (650) 259-1750F: (650) 259-1758 (650) 303-1478

Holy Angels School main office: (650) 755-0220

Holy Angels Parish Rectory: (650) 755-0478

GENERAL INFORMATION

Daily Sign-in and Sign-out Procedures

Please read the following procedures carefully, as your child’s safety is our top
priority.

Please bring your child to class at the appointed time and sign them in. When signing in
and out each day, you must:

e Write your full name (initials are not allowed per state licensing).

e Record the time of sign-in and sign-out.

The sign-in/out table is located at the entrance of the classroom. You will find the daily
sheets there to complete.



For safety reasons:
e Parents are not permitted beyond the sign-in table.
e Only students may enter the preschool building.
e If someone other than a parent is picking up your child, that person must be
listed on the child’s emergency card.
e Students will not be dismissed from the classroom until the parent or another
authorized person from the child’s emergency card arrives at the gate.

Please note that pets are not allowed on the school campus during drop-off or pick-up.

Class Hours
e Full Day: 8:00 AM —3:00 PM
e Half Day: 8:00 AM - 12:00 PM

Late pick up

If a child is not picked up by 12pm or 3:00pm, they will be admitted to extended care
and charged the current fee. A fee of $1 per minute will be charged if you pick up your
child after 5:00pm without notification. You must call the preschool if you will be late
in picking up your child.

We understand that occasionally situations occur where the child will be picked up late.
It is your responsibility to make arrangements to avoid late pick ups. If the person
scheduled to pick-up knows that he/she will be late, as a courtesy please call the office
15_min_before the dismissal times at (650) 303-1478. Teachers reassure a child that
he/she will be picked up soon and this is to allow the closing teacher to plan on what to
do if ever she has commitment, attend school, etc. Please note that regular on-time
pick-up is a requirement of your child’s enrollment in the preschool. Late pick up
will be charged $2.00 per minute. The penalty fee is to be paid directly to the
teacher at that time.

Excused Absence / Attendance

Only parents/guardians can and must telephone the preschool office and send an
email before 9:00 a.m. on days that their child is absent to notify the director and the
staff about the absence and reason for that absence.

An email or a parents note must contain the following information that we keep in your
child’s file if your child has been absent for more than 2 consecutive days. - the
student’s name and dates of absence - a brief explanation as to why the student was
absent - signature of parent ****

Please provide a note from the doctor stating your child is allowed to return to school
if the child has been exposed to any contagious disease such as pink eye, hand foot
and mouth, lice exposure, pneumonia, bronchitis, rashes, strep throat, COVID virus
etc. or any medical concerns that requires to be seen by a doctor.



Leave of Absence

Families whose children will be out of school for an extended period must choose one
of the following options:

1. Continue Tuition Payments: To secure your child’s current enrollment status,
tuition must be paid during the absence.

2. Withdraw Enrollment: If tuition is not paid, your child’s enrollment will be
forfeited. At that time, we will offer the space to an eligible child from our
waiting list.

If you decide to re-enroll your child later, enrollment will be subject to space
availability, and all applicable application and registration fees will apply.

Communication

Please do not hesitate to contact us at any time with questions, concerns, or needs
regarding your child. We maintain an “open-door policy” for parent/staff
communication.

At times, it may not be convenient to speak with a teacher while class is in session. In
such cases, a meeting can be scheduled so the teacher can give you their full attention.
Conferences with teachers and/or the director or site supervisor may be arranged at any
time during the school year. You may also reach us by phone or email at any time.

Discipline

Each student at Holy Angels Preschool is responsible for his or her own behavior and
actions, while maintaining respect for him/herself, his/her fellow classmates, teachers,
staff, and environment. Our goal is to encourage self-discipline skills with the use of
positive reinforcement.

If a child has difficulties in complying with discipline and his/her behavior becomes
unacceptable, we will notify the parents of the child and a conference will be held.

In extreme cases, a child may not be allowed to return to the program the following
year, or may be asked to leave the school at that time. Holy Angels Preschool reserves
the right to deny admission to a child with persistent behavioral problems that affect the
safety of the child, or of any part of the program environment.



Archdiocese of San Francisco - The Code of Christian Conduct Covering
Students and Parents/Guardians

The students’ interest in receiving a quality, morally based education can be
served if students, parents, and school officials work together. Normally,
differences between these individuals can be resolved. In some rare instances,
however, the school may find it necessary, in its discretion, to require parents /
guardians to withdraw their child.

It shall be an express condition of enrollment that the student behave in a
manner, both on and off campus, that is consistent with the principles of the
school as determined by the school administration at its discretion. These
principles include, but are not limited to, any policies, principles or procedures
set forth in any student / parent handbook of the school.

It shall be an express condition of enrollment that the parents / guardians of a
student shall also conform themselves to the standards of conduct that are
consistent with the Christian principles of the school, as determined by the
school administration in its discretion. These principles include, but are not
limited to, any policies, principles or procedures set forth in any student / parent
handbook of the school.

These Christian principles further include, but are not limited to, the following:

1. Parents / guardians are expected to work courteously and cooperatively with
the school to assist the student in meeting the academic, moral, and behavioral
expectations of the school.

2. Students and parents / guardians may respectfully express their concerns
about the school operation and its personnel. However, they may not do so in a
manner that is discourteous, scandalous, rumor-driven, disruptive, threatening,
hostile, or divisive.

3. These expectations for students and parents / guardians include, but are not
limited to,all school-sponsored programs and events (e.g., extended care,
athletics, field trips, etc.) The school reserves the right to determine, in its
discretion, which actions fall short of meeting the Christian principles of the
school. Failure to follow these principles will normally result in a verbal or
written warning to the student and/or parent / guardian and normally will result



in disciplinary action short of a requirement to withdraw from the school (e.g.,
suspension of student or suspension of parent / guardian’s privilege to come on
campus grounds and/or participate in parish / school activities, volunteer work,
etc.)

The administration of the school reserves the right to determine, in its

discretion, when conduct is of such a severe nature as to warrant immediate
action without a warning and/or without an immediate step short of withdrawal.

Withdrawals

If withdrawal occurs during the school year, a written notice must be given to the
director 30 days before enrollment terminates. If less than 30 days is given, the entire
tuition will be required for that month. Tuition must be current upon the student's
departure of the program.

Termination of Enrollment:

Your child’s enrollment may be terminated at any time due to any reason determined by
the director and administration. Please see the specified sections for more detail
regarding termination of enrollment: Tuition, Leave of Absence, and Discipline.

Health Information

Each child is required by state regulations to have on file a health statement, which
includes a record of up to date immunizations and the signature of the child’s source of
medical care. If a child’s health care summary is not complete at the time of enrollment
or within 30 days of enrollment, the child will be excluded from the program until the
proper information has been turned in. Each child who has not had a physical exam in
the past year, must have one before entering preschool.

The preschool must have on file for each child a signed permission for health care
form. This authorizes us to call for emergency care and/or call for transport for your
child. Emergency numbers for reaching the parents, guardian, or any other authorized
persons must be kept on file and kept current. It is the parent’s responsibility to update
any changes throughout the year. A new emergency card must be filled out each year
your child attends our school.

No child who arrives at preschool noticeably ill, with a rash, or with a fever will be
admitted for that day. If your child has a fever, diarrhea, or a rash within 12-24 hours
prior to their school day, you must make certain that they are well enough to return to



school. Should a child become ill during class time, the parent will be notified
immediately. The child will be accommodated away from the other students until he or
she is picked up by an authorized person.

The Administrative and Teaching Staff reserve the right to send a child home if they
feel that the child is ill and/or cannot participate in the daily activities due to his or her
symptoms.

In the event the child contracts a communicable disease and there is a possible chance
they might have exposed other children in the preschool, a notice of such exposure will
be sent out and posted. It is very important, if your child has come down with a
communicable disease, that you notify the preschool immediately. We can notify
parents of the possible exposure and they can look for symptoms in their children.

The ill child will not be allowed to return to school until the period of contagion has
passed. Be assured that confidentiality is always highly regarded in situations such as
this. When exposure notices are posted, the child’s name is never mentioned.

In the case of a medical emergency during preschool hours, first aid will be
administered by the staff. Staff is required to keep current in first aid and CPR and
renew training every two years. If medical attention is required, the staff will call for
emergency services for your child. Every effort will be made to contact you and your
child’s own doctor. In an emergency, 911 will be called.

Health and Safety

The following communicable diseases must be rendered to the preschool office
immediately upon diagnosis. The following requirements apply to each specific
disease. The incubation period is in parentheses.

Disease Requirements for Re-Admission

Chicken Pox (3 weeks) Stay at home for five days and until blisters are scabbed.

Conjunctivitis (3 days) May not return until eyes are clear and there is no

(Pink Eye) discharge at corners of eyes.

Fever Stay at home at least 24 hours after the fever has subsided.

Hand, Foot, Mouth Remain out of school for 1 week.

Hepatitis A (4-5 weeks) Remain home until one week after the appearance of
jaundice. Doctor’s note required.

Impetigo (3 days) Stay at home after treatment and sores are cleared off skin.




Measles (2 weeks) May return 5 days after onset of rash. May return 48 hours
after the start of treatment. Doctor’s note required.

Mononucleosis (6 weeks) Must have no symptoms to return.

Mumps (3 weeks) May return 9 days after onset of symptoms. Doctor’s note
required.

Pediculosis Stay out 5 days until nits (egg pockets) are cleared

(Head Lice) completely from hair.

Pin Worms Need doctor’s note to return.

Ringworm (2 weeks) Stay home until the infection has disappeared.

Scabies Proof of treatment, doctor’s note required.

Slap Cheek Stay out of school until symptoms disappear, (pregnant
(5™ Disease) women who have been exposed should consult their
physician).

Streptococcal Infection (3 days) Strep Throat, | May return 24 hours after treatment and no symptoms

Scarlet Fever remain.
Whooping Cough (3 weeks) Must have no symptoms. Doctor’s note required.

These health and safety requirements are in place for the safety of all our students and
their families. If your child does show any symptoms of any of the above diseases here
at school, you will be asked to pick up your child immediately. In some instances you
will be asked to have your child looked at by their physician as a precautionary
measure. If you have any questions regarding the above information, please contact the
preschool director.

Rest Time

If your child is enrolled in the full day program, time will be set aside each day for
resting. While the children are not required to sleep, it is important that they use this
time to quietly relax and rest. Cots are available for each child to use during rest time,
and the cots will be sanitized and stored for your child every day. To personalize each
child resting cot each child must have a Preschool Nap Mat. The Preschool Nap Mat is
an all-in-one bedding that features an attached blanket, a removable pillow, a quilted
sleeping surface, and a secret pocket inside for a special little friend. The Preschool
Nap Mat can be purchased from the urban infant website www.urbaninfant.com

Medications

Please try to schedule medication outside of school hours whenever possible.



http://www.urbaninfant.com

Holy Angels Preschool is not legally obligated to store or administer medication
for students and will not do so, either on a temporary or ongoing basis, except by

special agreement (Physician and Parent/Guardian Consent for Medical

Treatment form).

In the event of an emergency related to a pre-determined condition (i.e. allergic reaction
to food or insect bite), immediate application of medication will be administered. You
must have written authorization on file. The following forms will be required:

e Physician and Parent/Guardian Consent for Medical Treatment

e LIC 9221 Parent Consent form Administration of Medications

INCIDENTAL MEDICAL SERVICES REGARDING EPI-PEN AND INHALED
MEDICATION USE:

If your child has a severe allergy that requires the use of an epi-pen, the following
procedures will take place:

e Epi-pen will be stored in a designated staff-only area, in a locked cabinet

e There will be at least 1 CPR-trained staff member with the students at all times,
including during any off-site field trips in order to ensure incidental medical
services are not interrupted

o All staff will adhere to proper safety precautions, including the use of gloves
during any procedures that involve potential exposure to blood or body fluids,
performing hand hygiene immediately after removal and disposal of gloves, and
disposal of used instruments in approved containers.

e Immediately following the administration of emergency medication, 911 will be
called

o In the occurrence of incidental medical services to a child, a staff member will
contact the parent/guardian immediately. The parent/guardian will also receive a
copy of LIC 9221 “Medication Chart: Staff Documentation of Medicine
Administration” within 24 hours

e In the occurrence of incidental medical services to a child, the Department of
Social Services will receive a copy of LIC 9221 “Medication Chart: Staff
Documentation of Medicine Administration” within 24 hours

e In case of an emergency or disaster that requires relocation of children from the
facility, a staff member will be responsible for transporting equipment and
supplies with the child(ren) to ensure incidental medical services are not
interrupted

e Disposal of medication will be handled by professional medical personnel

If your child has asthma symptoms that require the use of inhaled medication, the
following procedures will take place:

e Inhaled medication will be stored in a designated staff-only area, in a locked
cabinet



o There will be at least 1 CPR-trained staff member with the students at all times,
including during any off-site field trips in order to ensure incidental medical
services are not interrupted

e All staff will adhere to proper safety precautions, including the use of gloves
during any procedures that involve potential exposure to blood or body fluids,
performing hand hygiene immediately after removal and disposal of gloves, and
disposal of used instruments in approved containers.

e If a student does not respond to the inhaled medication and needs further
medical treatment, 911 will be called.

e In the occurrence of incidental medical services to a child, a staff member will
contact the parent/guardian immediately. The parent/guardian will also receive a
copy of LIC 9221 “Medication Chart: Staff Documentation of Medicine
Administration” within 24 hours

e In the occurrence of incidental medical services to a child, the Department of
Social Services will receive a copy of LIC 9221 “Medication Chart: Staff
Documentation of Medicine Administration” within 24 hours

e In case of an emergency or disaster that requires relocation of children from the
facility, a staff member will be responsible for transporting equipment and
supplies with the child(ren) to ensure incidental medical services are not
interrupted

e Disposal of medication will be handled by professional medical personnel

Parent Information

E-mail will be most frequently used to communicate information to our families. Please
make sure the school has your most current email address on file. In the case of
emergencies during the day (i.e. a student becomes ill), text will also be used to
communicate quickly with parents/guardians.

Parent Participation

Parent participation is a vital part of the Holy Angels Preschool program and each
parent is welcome to assist in the classroom. If you are interested in assisting in the
classroom, please contact the director to set up a date to do so. Please note that for the
time being, parent participation will be limited.

The following is expected of parents working in the classroom:

e Arrive 5 minutes prior to the start of class. The teachers will go over the
schedule and go over any instructions you may need.

e Your activities include prep work, monitoring planned activity, preparation of
snacks, cleaning up after a variety of classroom projects that may include
cooking, painting, gluing, etc.

Concerns and Complaints Procedure




If at any time you have concerns or complaints regarding our program, please follow
these steps:

1. Contact the Preschool Director.
A time will be arranged to listen to and discuss your concerns.

2. If further action is needed:
If you feel that you have not received a fair or acceptable response, you may
contact the Principal of Holy Angels School and/or the Pastor of Holy Angels
Church.

It is our hope to always maintain open communication with the parents of our program.
We follow an “open-door policy,” especially when it concerns our students, families, or
staff. We are committed to working with you as partners in creating a safe, playful, and
meaningful learning experience for your child.

Confidentiality Agreement:

Parents agree to keep any observations, or personal opinions regarding all students they
come in contact with at Holy Angels Preschool, between themselves and the staft only.
Conversations with other parents regarding students or families’ confidential or privacy
rights will not be tolerated or accepted. If you have any questions or concerns, you will
agree to express them directly to the teacher or administrative staff. If these conditions
prove to be violated, your parent participation will be terminated in the classroom.

Uniiform
Students are required to wear the Holy Angels Preschool uniform. This consists of the
following:
- Green Sweatshirt with logo
- Khaki Pants or Jumper
- White Polo Shirt
- All white, black, or brown closed toed shoes (velcro tennis shoes are the
best). Open toed shoes, “crocs”, wedge shoes, and flip flops are considered
inappropriate to wear at preschool due to our outside activities, as the safety of
your child is our biggest concern.

Expect your child to get a little “messy” during the day. We play with a lot of different
products such as washable paint, play dough, washable markers, etc. These items may
transfer to your child’s clothing while participating in these activities.

All uniforms for preschool are to be purchased from Simply Uniforms located at:
7801 EI Camino Real
Colma, CA 94014
(650) 757-5722



Change of Clothin

We ask that all our students bring in a change of clothing with them to be stored at
school. Please include a top, bottoms, underwear, and socks. Please put them in a clear
gallon size Ziploc bag with their name clearly labeled. If a student’s clothes become
soiled, a teacher will help the student change into fresh clothes. The soiled clothes will
be sent home at the end of the school day and the student is expected to bring a fresh
change of clothes the following school day they attend.

Snacks and Lunch

Snack:

We encourage your child to eat a healthy breakfast before they start their school day.
Please pack your child a healthy snack each day. Our school follows a “NO PEANUT
RULE”. NO PEANUTS OR PEANUT BY-PRODUCT FOODS ARE ALLOWED TO
BE EATEN in the classroom.

Lunch:

If your child is enrolled in our full day program, please provide a nutritious,
well-balanced lunch. You may choose to purchase a lunch for your child from Holy
Angels School’s “Hot Lunch” program. A menu and order form are emailed on a
weekly basis. Please make sure your email address is updated on SchoolSpeak to
receive these emails.

Birthday Celebrations

We do celebrate your child’s birthday in class. As a class we sing the Happy Birthday
song to them. Parents may bring in a special treat for their child and the class if they
wish. We ask that you bring in items such as bite-sized cupcakes, stickers, etc.

Please see the director regarding any food allergies prior to bringing in any treats
for the class.

Class Parties

Throughout the year we have scheduled class parties to help celebrate holidays and
other special events. Our classes will celebrate Halloween, Thanksgiving, Christmas,
Valentine’s Day, and Easter.

Field Trips

Holy Angels Preschool field trips are occasionally planned. During these field trips we
require a parent to transport their child to and from the activity and stay with their child
for the duration of the field trip. If a parent is unable to attend the field trip, the child
must stay home from school that day. The protocols of the Archdiocese of San



Francisco do not allow a parent to drive or chaperon another child other than their own.
In addition, teachers are not allowed to provide transportation to students. Please note
that times of scheduled field trips may differ from regular class hours. Most field trips
do require a fee in order to participate (entrance, activity fees, etc.).

Photographs

Photos of the students are taken throughout the year for the purpose of creating our
yearly memory books and to showcase the program. Students’ images may appear on
the school website, blog, brochures, newsletters, or videos as they are engaged in
school activities.

School Pictures:

School pictures will be offered twice during the year: once in the Fall, and once in
Spring. You are not required to purchase any pictures at any time. We do ask that your
child be part of any group pictures if possible.

Privacy Policy:

If you do not wish to have your child’s photograph featured in any advertising of Holy
Angels Preschool or Holy Angels School, you must indicate this and sign the
mandatory Image Release Consent Form you are given at the beginning of the school
year.



Holy Angels Preschool

Acknowledgement of Parent Information
and School Regulations

As parents of , we have read, understand, and
agree with the parent information and school regulations, and will abide by them while
our child is enrolled at Holy Angels Preschool.

By signing this 'Acknowledgement of Parent Information and School Regulations' you
agree to the following statement:

Release of Student to Qualified Emergency/Medical Personnel and Third Parties:
Without limiting other emergency powers as may be allowed by law, in the event of
disaster or medical necessity involving the life, limb or well-being of my child in which
it is necessary in the opinion of the school administration to transport my child from
school property, or if it is necessary to evacuate the school grounds, the school will
make a reasonable effort (in view of nature of the necessity) to first contact a parent or
legal guardian. If no parent/legal guardian is available, I authorize the school to release
my child into the custody of third parties for the purpose of transporting my child from
school ground and arranging for such care as my child may need, in the following order
of priority:

1. The persons listed on your emergency contacts
2. Qualified medical/emergency professionals

Father/Guardian Signature Date

Mother/Guardian Signature Date
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