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Preschool Handbook 
 
PURPOSE AND GOALS: 
The preschool’s general purpose is helping the child learn responsibility, socialization skills, and prepare 
them for school.  The specific objectives: 

Ø To guide children in their behavior as members of a social group. 
Ø To provide a loving, caring atmosphere in which children function. 
Ø To help develop self-discipline and increase independence. 
Ø To promote language skills. 
Ø To exposes the child to many different subjects. 
Ø To help the child learn and practice health and safety habits. 
Ø To help the child gain coordination. 

Curriculum shall be flexible to meet the needs of individual children.  The child will have the opportunity 
to develop the skills necessary for school within his/her ability. 
 
FEES AND ADMISSION: 

Ø Children will be enrolled on the date of application.  Priority will be given to parents submitting 
early application.  When the quota is filled further applicants will be placed on a waiting list. 

Ø There will be a registration fee collected. 
$40 – 3, 4 and 5 year old class – Tuesday, Wednesday and Friday 

THE FEE IS TO BE PAID AT THE TIME OF REGISTRATION AND IS NON REFUNDABLE 
Ø Upon enrollment, each child must have on file current health records (Child Health and 

Enrollment Information Pages 1 & 2) emergency transportation information and parent roster 
permission. 

Ø Tuition: paid monthly or a one-time payment before August 8th 
$100   - Tuesday, Wednesday, and Friday either one morning, or one afternoon session 
$165 – Tuesday, Wednesday, and Friday both morning and afternoon sessions 

Tuition is collected through FACTS tuition management (admissions instructions to sign up can be found 
at www.divinemercycatholic.com/school).  The preschool operates the designated number of days per 
month regardless of the child’s absence or presence.  Therefore no adjustments can be made for the 
absence of children. 

Ø Payment of tuition may be made in one up-front payment.  All checks should be made out to 
Divine Mercy School. 

 
TRANSPORTATION: Busing is available for Wayne Trace and Paulding students who will be picked up 
with an older sibling, or at an already established stop (example baby-sitter’s house with older 
students). If these busing options are not available, the parents will accept full responsibility for 
arranging transportation for their child to and from school. 



 
FIELD TRIPS: Parents will be to drive for field trips, accompanied by a second adult, transporting only the 
number of children per number of seat belts.  Written permission from a parent or guardian is required 
for all trips.   
A plan for safety whenever children are transported by vehicle away from the center includes: 

Ø A first aid box will be available on the trip. 
Ø A person trained in first aid shall be available on the trip. 
Ø Each child on the trip shall have identification attached to him containing the child’s name and 

the center’s name, address, and phone number. 
 
VISITATION: Parents are welcome to visit the preschool room at any time.  We ask that parents wait to 
visit until the first two weeks have passed at the beginning of the year so students may have a period of 
adjustment. 
 
DAILY SCHEDULE: 
8:50  School begins 
8:50-9:10 Calendar/Morning Meeting time 
9:10-10:00 Center Skills/Craft – Language, Math, Social Studies, Writing, Science, Health 
10:00-10:10 Restroom - Drink 
10:10-10:30 Recess 
10:30-11:00  Storytime 
11:00  Morning session dismissal 
11:00-11:30 Lunch 
11:30-11:50 Writing – Pre-K Library 
11:30-11:50  Restroom 
11:50-12:20  Naptime 
12:20-1:10 Centers 
1:10-1:20  Restroom – Drink 
1:20-1:40 Recess 
1:40-2:00 Small Groups 
2:00-2:30 Religion/Science 
2:30-2:50 Snack 
2:50-3:05 Music 
3:05-3:20 Pack up/Prayer 
3:20-3:25 End of the day dismissal 
 
SNACKS: Each preschool day will include a snack.  The snack should include a food from one of the four 
basic food groups. A drink should be provided.  Your child will be responsible for a snack each month. 
 
DRESS:  

Ø Children should be dressed for play.  Washable clothes should be worn as the child could get 
messy. 

Ø Since outdoor weather will be enjoyed, weather permitting, child should be dressed for outdoor 
play when they come.  Please mark coast, hats, etc. with the child’s name. 

 
GENERAL INFORMATION: 

Ø Please bring your child on time (no earlier than 8:40 a.m.) and pick them up promptly at 
dismissal (11:00 a.m. morning dismissal and 3:25 p.m. afternoon dismissal). Upon arrival to the 



preschool a teacher will be standing at the front glass double doors. Attendance will be taken as 
they enter 

Ø Each child will be asked to bring a complete change of clothing.  Please mark all possessions 
clearly with his or her name.  This should include: shirt, pants, underwear and socks. 

Ø Each child should bring his own paint shirt which is left at school throughout the year.  An adult 
shirt with the sleeves cut off and that can be buttoned up the back works best. 

Ø No gum or candy should be brought to school. 
Ø Children are asked not to bring toys unless it is Show and Tell Day. 
Ø If the child has a special diet or allergies, you must notify the teacher. 
Ø During end of the day dismissal, parents should park in the parking lot.  The teacher will bring 

the students out as a group, and parents are to be waiting by the school gym to walk students to 
their car. 

 
PARENT PARTICIPATION: 

Ø Staff members will meet with parents for fall and spring conferences.  This time is set aside to 
discuss the needs and progress of the child.  Any additional conferences will be planned as 
needed or requested by the parent or teacher. 

Ø Activities will be planned each year in which parents are invited to participate.  These activities 
will be communicated through the class newsletter. 

Ø All concerns or problems in which the parent needs assistance in relation to the Preschool 
Program should be communicated directly to the teacher or director. 

 
EMERGENCIES AND ACCIDENTS: Children will be transported to the source of emergency medical or 
dental care by an EMT vehicle.  This vehicle will transport the child only after reasonable attempts to 
contact the parent, custodian or guardian has been made.  Transportation will be provided to the 
nearest hospital.  
 EVACUATION:  If necessary, students will be taken to the church building, especially during 
inclement weather.  If students would need to evacuate Divine Mercy’s property they will walk to the 
public elementary school gym. 

Ø Fire drill will be held monthly at varying times, weather emergency drills will be held as well.  A 
posted plan for fire and weather alerts is located on the wall next to the door as you enter the 
room.  Spray aerosols shall not be used at any time when children are present at the center. 

Ø Tornado Drills - To execute the drill, students have assigned areas to take 
cover and are taught how to best protect themselves. 

Ø Lockdown (A.L.I.C.E.) - Since the 2011-2012 school year, Divine Mercy Catholic School has 
implemented the A.L.I.C.E. program to help students and staff decide what to do if there is a 
violent intruder in the building. It takes a more proactive approach to the situation instead of 
advocating students just remain in a lockdown position waiting for help. With cooperation from 
the Paulding County Sheriff’s Department, all of the educators and students have learned new 
ways to handle school violence. In the past, the message was to lockdown, turn out the lights, 
lock the door, and hide under the desk. That method alone has proven to not always be the 
most effective and in some cases has actually led to children being at higher risk. The new, 
nationally recognized approach is called A.L.I.C.E, or Alert, Lockdown, Information, Counter and 
Evacuation. Drills are conducted in accord with the laws governing Ohio schools. 

 
 INCIDENT/INJURY REPORT:  A report will be completed when: 
  A child becomes ill or receives an injury that requires First Aid. 
  A child receives a bump or blow to the head. 



An unusual or unexpected incident occurs which jeopardizes the safety of the child or 
staff. (ex. Child running off from school) 

 A copy will be given to the parent or guardian the day of the incident. 
 
CHILD GUIDANCE AND MANAGEMENT:  The process of teaching and learning behavior the will enable a 
child to exist and function happily and acceptably in his/her environment. 
 
The staff members in charge of a child or a group of children shall be responsible for their guidance and 
management.  The staff serves as an effective role model for the child. 
 
The staff’s role is: 

Ø To guide the child 
Ø Provide assistance 
Ø Set limits 
Ø Model appropriate behavior 
Ø To nurture the child 
Ø To support the child 

 
The following are the techniques the staff at Divine Mercy Preschool follows regarding child 
management: 

Ø Distracting the child 
Ø Ignoring the behavior when appropriate 
Ø Structuring the environment  
Ø Controlling the situation of the child 
Ø Involving the child through choices and consequences 
Ø Consistency 
Ø Noticing positive behavior 
Ø Excluding the child with time-out (the entire group will not be punished due to the unacceptable 

behavior of one or a few) 
 
COMMUNICABLE DISEASE POLICY 

Ø All staff is trained in the recognition and prevention of communicable disease and in hand 
washing and disinfection procedures through a 6 hour training class according to the Ohio 
Department of Health.  Staff will provide a brief health check prior to the child/s joining with a 
group of children. 

Ø Students will wash hands before their snack each day and the tables shall be wiped off at the 
conclusion of each preschool session with a solution of one part bleach to 8 parts water. 

Ø Symptoms for which a child shall be discharged from the center: 
o Temperature of at least 100 degrees Fahrenheit when in combination with any other 

sign or symptom of illness 
o Diarrhea (3 or more abnormally loose stools within a 24 hour period) 
o Severe coughing, causing the child to become red or blue in the face or to make a 

whooping sound 
o Difficult or rapid breathing 
o Yellowish skin or eyes 
o Redness of the eye, obvious discharge, matted eyelashes, burning itching 
o Untreated infected skin patches, unusual spots or rashes 
o Unusually dark urine and/or gray or white stool 



o Stiff neck with elevated temperature 
o Evidence of untreated lice, scabies, or other parasitic infestations 
o Sore throat or difficulty in swallowing 
o Vomiting more than 1 time or when accompanied by any other sign of symptom of 

illness 
Ø A child identified to have symptoms of a communicable disease will be isolated from the other 

children on a cot located in the teachers’ workroom.  An adult or child care staff member will 
remain with the child while the parents, parent designee or emergency contact will be notified 
to pick up the child as soon as possible. 

Ø Following a communicable disease, the child will be readmitted upon the parent’s wise 
judgment. No medications, vitamins or special diets will be administrated without the necessary 
information completed in full. ODHS 1217 

Ø The communicable disease chart is available to view upon request in the closet. 
Ø In the event a communicable disease is documented (chicken pox, lice, etc.) a notice will be sent 

home to notify parents. 
Ø If the child is displaying mildly ill symptoms (does not feel well enough to participate in 

activities) the child may sit with his head on the table and rest and the teacher will observe if 
further action is necessary. 

Ø In the event a staff person is ill a qualified substitute will be called to take her place. 
 
BAD WEATHER CLOSING:  The preschool depends on the students of Wayne Trace Local Schools.  
Therefore, we follow procedures for school closings and delays. 

Ø If school is delayed  two hours we will begin at 10:50 a.m. and the morning half day session is 
cancelled. 

o But those students can come for the afternoon half day session (11:00-3:25).   
Ø When a 3-hr delay is called, the morning session of preschool is canceled for that day (but those 

students can come for the afternoon session), the other session begins at 11:50 a.m. and 
dismissal is moved to 4:25 p.m. 

Ø Any other changes from the normal school day for any other reason, parents will be notified by 
letter preceding the event. 

Ø Radio and TV stations in the area will carry school information. 
Ø We use the Wayne Trace alert system too. If you provide us with information we can get you 

setup on that. 
 
COMUNICATION: 

Ø If a parent has a message for the teacher, give it directly to her either verbally or by note. 
Ø If parents are to be away from home during the school session, they should leave word where 

they can be reached in case of emergency. 
Ø Release of a child from the center to anyone other than the parent or guardian will be only 

permitted if notification has been given to the teacher. 
Ø It is unlawful for the center to discriminate in the enrollment of children upon the basis of race, 

color, religion, sex or national origin. 
Ø Rosters of the name and telephone numbers of parents or guardians of children attending the 

center are available.  The rosters will not include the name or phone number of any parent not 
wishing to have it published. 

 
 
 



ADMINISTRATION: 
 DIRECTOR:  Mr. Joe Linder  419-263-2114 jlinder@dmcschool.com 

Teacher:  Mrs. Priscilla Warnimont   pwarnimont@dmcschool.com 
   Class Aide: Mrs. Mindy Carter    mcarter@dmcschool.com   
 
 
The Divine Mercy Preschool is licensed by the Ohio Department of Human Services.  The license is 
posted on the wall in the Preschool room. 
The laws and rules are available at the center.  The center’s licensing record include compliance report 
forms and evaluation forms from health, building and fire departments are available upon request from 
the department.  Any person may call toll free 1-800-686-1572 to report any suspected violation by the 
center.  



PARENT STATEMENT OF VERIFICATION 
 

I have received written information from the center’s administrator concerning the center’s licensing, 
programming, policies, and procedures and the administrator has reviewed this information with me. 
 
 
____________________________________________________   __________________ 
     Parent signature              Date 
 
 
 
 
 

PARENT STATEMENT OF CUSTODY 
 

Date     _______________________________ 
 
Child’s Name     _______________________________________________________________________ 
 
 
Parent’s Name 
 
Mother     __________________________________________________ 
 
Father     ___________________________________________________ 
 
The child will be released to the custodial parent only.  If other arrangements are made these 
arrangements must be submitted in writing and dated, by the custodial parent, to the teacher. 
 
Please describe the custody agreement for your child. 


