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Welcome to Grace Christian Preschool 

We welcome you and your children to Grace Christian Preschool. We pray that our Lord will bless our efforts 
as we work together for your children’s spiritual, social, emotional, cognitive, and physical growth. 

We are honored to partner with you in your child’s early learning journey. Together, as one team, we will 
nurture and support your child, providing a strong foundation for a lifelong love of learning. We understand 
the great responsibility entrusted to us—to care for the souls, minds, and bodies of these precious children, 
who are dearly loved by you, by us, and most of all, by our Savior. 

This handbook is designed to help you become familiar with our preschool’s goals, objectives, policies, and 
procedures. It serves as a guide and mutual agreement between the school, students, and their parents or 
guardians. 

In addition to the information provided here, we will maintain regular communication with families through 
weekly emails from teachers, as well as through other forms of outreach. The most current version of this 
handbook will be made available through the school website. 

Ben Elliott, Superintendent 
Michelle Williams-Quezada, Preschool Administrator, Associate Principal 
Ann Grossmann, Preschool Director 
 

Mission, Christian Philosophy, and Educational Approach  

Mission and Ministry Statement 

It is the mission of Grace Christian Preschool to impact and influence future generations with Christian 
principles of character, integrity, and selfless service to God and others. 

Christian Philosophy and Purpose 

Grace Christian Preschool exists as an agency of Grace Lutheran Church and as an outreach of the 
church’s ministry to both its membership and the community. We believe our formal curriculum, instruction, 
and hands-on learning environment encourage learning through play. Our day-to-day activities center 
around the message of God’s forgiving love in Christ. 

We strive to foster the spiritual, intellectual, social, emotional, and physical development of each child. We 
provide Christian education that applies God’s Law and Gospel to all aspects of life and learning. We impart 
knowledge, strive to develop a positive self-image, and work toward the realization of each child’s full 
potential. Faculty and staff assist through example and guidance in forming productive citizens in God’s 
world. 

Anti-Discrimination Policy 

Grace Christian Preschool admits students of any race, color, religion, national and ethnic origin to all the 
rights, privileges, programs, and activities made available to students. Discrimination based on race, 
religion, color, sex, disability, or national origin is strictly prohibited. 
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Approach to Early Learning 

We are committed to: 
●​ Learning through purposeful play and hands-on experiences. 
●​ Developmentally appropriate activities that build language, early literacy, mathematics, science, motor, 

social-emotional, and self-help skills. 
●​ Consistent routines that help children feel secure and learn independence. 
●​ Positive relationships among teachers, children, and families. 
●​ Opportunities for creativity, movement, outdoor play, exploration, and problem solving. 
●​ Respect for individual developmental differences and learning needs. 

Christian Life and Spiritual Development 

Grace Christian Preschool is part of a Christian school community. We believe early childhood is an 
important time for children to experience God’s love through nurturing relationships, Bible stories, prayer, 
worship, songs, service, kindness, forgiveness, and Christian character. Children attend chapel service once 
a week, alternating on Tuesdays. Chapel is led by the Pastor of Grace Lutheran Church or a school leader.  

●​ Bible stories and age-appropriate biblical teaching. 
●​ Prayer and thanksgiving. 
●​ Christian songs and worship experiences. 
●​ Character traits such as kindness, patience, honesty, self-control, forgiveness, and compassion. 
●​ Opportunities to serve and care for others in age-appropriate ways. 
Our Christian identity is central to the mission of Grace Christian Preschool. At the same time, the preschool 
will honor children’s personal rights and comply with applicable California licensing requirements. 

Family Partnership 

It is our desire to partner with families to ensure the best possible care and instruction is received by every 
child.  Please help us accomplish this by doing the following: 
●​ Read school communications and respond to required notices. 
●​ Keep enrollment and emergency information current. 
●​ Provide requested supplies and clothing. 
●​ Share changes in the child’s health, home circumstances, or development that may affect the school 

day. 
●​ Celebrate the child’s growth and encourage independence at home. 
●​ Attend parent conferences when planned. 
Preschool is a supplement to home life, not a substitute for it. Strong communication between teachers and 
parents creates a foundation of cooperation, shared planning, and mutual understanding. 

About Our Preschool and Administrative Leadership 

Grace Christian Preschool is a licensed child care center serving children in a group-care setting. The 
preschool operates according to applicable California Department of Social Services (CDSS), Community 
Care Licensing Division (CCL), requirements, the school’s policies, and its approved operating procedures. 

Administrative Leadership 

●​ Ben Elliott, Superintendent 
●​ Michelle Williams-Quezada, Preschool Administrator, Associate Principal 
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●​ Ann Grossmann, Preschool Director 

Hours and Calendar 

The preschool operating hours are as follows: 
●​ Infant/Toddler Rooms (Blessings and Angels) - 7:00 am to 5:00 pm 
●​ Rooms for students two years and up (Garden, Lighthouse, Learning Leopards and Busy Bees) - 

7:00 am to 5:30 pm 
Please note:  On the third Tuesday of each month, the entire preschool closes at 5:00 pm for a mandatory 
staff meeting. 

Classrooms and Current Teacher Assignments 

●​ The Blessings Classroom – Ms. Cintia and Ms. Sandra 
●​ The Angels Classroom – Ms. Martha and Ms. Julie 
●​ The Garden Room – Ms. Britton 
●​ The Lighthouse Classroom – Ms. Romae 
●​ The Leopards Classroom – Ms. Danielle 
●​ The Busy Bees Classroom - Ms. Karlyn 
●​ Preschool Support Teacher - Ms. Lia 
●​ Preschool Substitute Teacher - Ms. Annie 
Classroom assignments may change based on enrollment, staffing, and licensing requirements. 

Program Options 

●​ Two-day (Tuesday/Thursday), three-day (Monday, Wednesday, Friday), or five-day options. 
●​ Half-day - anytime between 7:00 am and 12:00 pm 
●​ Full-day - any time between 7:00 am and 5:00/5:30 pm 

Enrollment and Admission 

Enrollment is open to children who are able to benefit from the program and for whom Grace Christian 
Preschool can provide appropriate care and supervision within its licensed capacity and staffing. 

Admission Process 

●​ Prospective families are encouraged to tour the facility and meet with the Preschool Administrator or 
Director. 

●​ California enrollment and licensing forms will be provided during the enrollment process. 
●​ All required paperwork must be completed before the child’s first day of care. 
●​ Enrollment records are maintained confidentially and securely. 

Required Enrollment Information 

●​ Child’s legal name, date of birth, and identifying information required by licensing. 
●​ Parent/guardian and authorized representative information. 
●​ Emergency contacts and persons authorized for pickup. 
●​ Physician/health provider information as required. 
●​ Health and immunization documentation required by California law. 
●​ Allergies, medications, special health needs, developmental needs, or other conditions affecting care. 

-5-​ Preschool Parent Handbook 
 



●​ Signed enrollment agreements and required school/licensing forms. 
●​ Court orders or custody documentation affecting release or contact with the child. 

Updating Information 

Parents are responsible for promptly updating emergency contacts, phone numbers, addresses, 
employment information, medical information, authorized pickup persons, and other enrollment information 
whenever a change occurs. Accurate information is essential during an emergency. 

Withdrawal 

Families who wish to withdraw a child must do so in writing and must give at least two weeks notice of 
withdrawal.  Outstanding financial obligations remain subject to the enrollment agreement. 

Parent and Authorized Representative Rights 

Parents and authorized representatives are important partners in the care of children. California licensing 
requirements provide parents and authorized representatives with specific rights regarding access, 
information, complaints, and the care of their children. 

●​ Parents/authorized representatives may access the facility as provided by law and the center’s 
reasonable safety/security procedures. 

●​ Parents may review licensing information and public records that California law makes available. 
●​ Parents may communicate concerns to preschool administration. 
●​ Parents may contact Community Care Licensing regarding concerns or complaints. 
●​ Parents will not be retaliated against for exercising rights protected by law. 
●​ Parents are expected to follow reasonable safety and security procedures while on campus. 
Grace Christian Preschool will provide the current California LIC 995 Notification of Parents’ Rights and will 
maintain required licensing notices and records.  

Children’s Personal Rights 

Every child in care is entitled to personal rights established by California law and regulations. Grace 
Christian Preschool is committed to treating every child with dignity, respect, and care. Every child is 
entitled: 

●​ To be treated with dignity in personal relationships with staff and others. 
●​ To receive safe, sanitary, and comfortable accommodations and equipment appropriate to the child’s 

needs. 
●​ To be free from corporal or unusual punishment, humiliation, intimidation, ridicule, coercion, threats, 

mental abuse, or other prohibited discipline. 
●​ To have reasonable opportunities for daily activities and care without inappropriate interference with 

eating, sleeping, toileting, clothing, medication, or physical functioning. 
●​ To receive care without discrimination prohibited by applicable law. 
●​ To have personal and health information handled confidentially, subject to legal and safety requirements. 
●​ To receive or reject medical care or health-related services as provided by law and applicable 

authorization requirements. 
●​ To be free from prohibited restraint or other practices that violate personal rights. 
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Child Guidance and Discipline 

Our discipline philosophy is rooted in the love and forgiveness of Jesus, which serves as the foundation for 
our guidance practices.  Teachers and staff provide positive guidance, relationship building, prevention, 
redirection, and developmentally appropriate expectations. Our goal is to teach children Christ-like 
behavior—not simply punish what they did wrong. 

●​ Teachers establish predictable classroom routines and expectations. 
●​ Teachers redirect children toward safe and appropriate choices. 
●​ Children are helped to name feelings and learn self-regulation skills. 
●​ Teachers model respectful communication and problem solving. 
●​ Natural and logical consequences may be used when developmentally appropriate. 
●​ Teachers communicate with families when behavior is persistent, unsafe, or significantly interferes with 

learning or relationships. 
●​ Individual behavior-support strategies may be developed collaboratively with families when needed. 

Prohibited Practices 

Grace Christian Preschool does not use corporal punishment or humiliating, threatening, frightening, 
coercive, or degrading discipline. Food, sleep, toileting, clothing, medication, or other basic care will never 
be withheld as punishment. Discipline will not be used in a manner that violates a child’s personal rights or 
applicable law. 

Safety-Related Behavior Incidents 

For behavior determined by the teacher and Preschool Administrator or Director to pose a safety threat, the 
preschool may document the incident, notify and meet with parents, develop a behavior-support plan, 
require temporary removal when necessary, or take other action consistent with safety, licensing 
requirements, and the enrollment agreement. Immediate threats may result in immediate parent notification 
and removal from care. 

Daily Preschool Experience and Curriculum 

Each classroom follows a predictable rhythm while allowing flexibility for children’s developmental needs. A 
typical day may include arrival and welcoming routines, free-choice and teacher-guided learning, Bible 
story/prayer/worship or Christian character activities, circle/group experiences, art, music, dramatic play, 
sensory experiences, science, early literacy, early mathematics, indoor/outdoor gross-motor play, 
meals/snacks, toileting and personal-care routines, rest/quiet time, and transitions. 

Educational Approach 

Grace Christian Preschool is a play-based program. Children are provided rich opportunities for growth 
through developmentally appropriate activities. 

Fine Motor Development 

●​ Blocks, puzzles, sorting tools, sensory activities, cutting, gluing, painting, and playdough. 

Large Motor Development 

●​ Painting large pictures; digging and climbing; running, hopping, and swinging; riding tricycles and bikes; 
sand play; parachutes; catching and throwing balls. 
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Circle Time 

●​ Helper charts, sharing, stories and fingerplays, prayer and songs, name recognition, and theme-related 
learning. 

Infant/Toddler Daily Schedule 

●​ 7:00–9:00 AM – Welcome, diaper changes, morning snack. 
●​ 9:00–9:50 AM – Outdoor playground activities, weather permitting. 
●​ 9:50–11:00 AM – Classroom activities, circle time, diaper changes. 
●​ 11:00 AM–12:00 PM – Music & movement, handwashing, lunch, diaper changes. 
●​ 12:00–2:30 PM – Naptime. 
●​ 2:30–3:00 PM – Afternoon snack. 
●​ 3:00–5:00 PM – Free play, outdoor time, clean-up, and diaper change. 

Preschool Daily Schedule 

●​ 7:00–8:00 AM – Opening in the Garden Room, with supervised free play. 
●​ 8:00–11:30 AM – Assigned classroom time, structured learning, circle time, centers and outdoor play. 
●​ 11:30 AM–12:10 PM – Lunch. 
●​ 12:15–2:30 PM – Nap/rest. 
●​ 2:30–4:30 PM – Afternoon snack, outdoor play, and pickup. 
●​ 4:30–5:30 PM – Closing in the Garden Room or outside, weather permitting.   

Curriculum 

Frog Street Preschool is a comprehensive, developmentally appropriate curriculum designed to support 
the whole child through engaging, hands-on learning experiences. The curriculum integrates language and 
literacy, early math, science, social-emotional development, physical development, creative arts, and social 
studies through playful activities, music, movement, stories, and interactive experiences. With an emphasis 
on building strong relationships and encouraging curiosity, creativity, and problem-solving, Frog Street 
provides teachers with purposeful tools and activities that help young children develop foundational skills 
while learning at their own pace. The curriculum creates a fun, nurturing environment where children can 
build confidence, develop independence, and develop a strong foundation for future learning.  

Bible Curriculum 

The Story for Little Ones is our Bible curriculum.  This curriculum is designed to help young children 
discover the story of the Bible in a simple, engaging, and age-appropriate way. Through Bible stories, 
meaningful activities, songs, and opportunities for discussion, children are introduced to key people, events, 
and truths from Scripture while learning about God’s character and His love for them. The curriculum helps 
children understand that the individual stories of the Bible are connected and are all part of God’s larger 
story of redemption through Jesus. With its interactive and accessible approach, The Story for Little Ones 
encourages children to build a strong biblical foundation while developing a personal love for God’s Word.  

Handwriting Curriculum 

Handwriting Without Tears is used for Pre-K and TK readiness and writing. Handwriting Without Tears is a 
developmentally appropriate curriculum designed to help young children build strong handwriting and 
pre-writing skills in a fun, simple, and engaging way.  
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Toys from Home 

Toys from home are not allowed at preschool as they can be distracting and may cause conflict or distress if 
lost or broken.  If a toy is brought to school, it will be placed in the child’s cubby or backpack. The preschool 
is not responsible for lost or damaged personal items brought from home. 

Birthdays 

We love celebrating birthdays at Grace Christian Preschool!  Parents are welcome to bring a special snack 
to share with the class in honor of their child’s birthday. Please keep the following in mind the following: 

●​ Make arrangements with your child’s teacher a few days in advance. 
●​ Be sure to ask about any food allergies in the classroom when planning your treat. 
●​ When bringing treats, please provide nut-free, store bought items that include clearly labeled 

ingredients. 
If you are inviting classmates to a birthday party outside of school: 

●​ Please place an invitation in each child’s designated folder located outside the classroom. 
●​ Since not all children may be invited, we kindly ask that invitations not be handed out in class to 

avoid hurt feelings. 

Infant & Toddler Center Information 

The infant/toddler program is part of Grace Christian Preschool’s early childhood ministry and provides 
developmentally appropriate care and learning for young children. Our infant and toddler rooms are places 
where children learn through sensory exploration, movement, music, routines, relationships, and 
age-appropriate activities. 

Infant/Toddler Developmental Approach 

From birth through age two, children experience rapid growth across developmental domains. Teachers 
partner with families to plan experiences that support curiosity, communication, physical development, 
social-emotional development, early cognition, and self-help skills.  From tummy time to music and 
movement, from handwashing to mealtimes, from sharing to shapes and counting,we strive to nurture 
curiosity and instill a lifelong love of learning.  

Supplies Needed from Home 

To help make your child’s day successful in the infant and toddler classrooms, please provide the following 
items: 
●​ At least three full changes of clothing, including socks, in a large labeled bag. 
●​ A refillable water bottle or sippy cup, taken home each evening for cleaning. 
●​ Morning and afternoon snacks for full-day children, when applicable. 
●​ Formula or breast milk prepared/pre-measured into clean/sterile bottles for the day, with bottles labeled 

with the child’s name. 
●​ For frozen breast milk, enough clean bottles for each feeding. 
●​ Diapers, wipes, and diaper cream; diaper cream requires the applicable permission form. 
●​ Sun hat, optional, labeled. 
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Infant Sleep 

Blankets are not permitted for younger infants per licensing requirements.  Cot sleeping can begin as early 
as 10 months.  If your child is crawling and able to sit up on their own, we may transition them to sleep on a 
cot.  Once on a cot, your child may use a blanket.   

Arrival, Departure, Attendance, and Sign-In/Sign-Out 

An adult responsible for the child must complete required sign-in procedures at arrival and sign-out 
procedures at departure using one of the following methods: 

●​ The Procare App via QR code 
●​ The sign-in binder located on the ledge outside the Directors office recording time in and time out.  

Please sign using your full legal name. 
○​ THIS IS A STATE REQUIREMENT:  You are signing over responsibility for your child’s 

safety and welfare to us during the time they are in our care.  Please do not allow 
children to sign or write on this document.  Failure to sign-in and out daily may result 
in a fine or violation for the preschool Please make this a consistent daily practice. 

Children will be released only to a parent/guardian or authorized person listed in the child’s records, subject 
to custody/legal restrictions. 

●​ Staff may request valid photo identification. 
●​ Parents should notify the preschool in advance when a different authorized person will pick up the 

child. 

Safety at Drop-Off and Pick-Up 

●​ Always leave your child directly in the care of a teacher; do not leave children unattended on the 
playground or in the building. 

●​ Siblings may not be left in vehicles. 
●​ Siblings must remain within arm’s reach of a parent and may not participate in classroom or playground 

activities during licensed hours. 

Late Pick-Up 

In the event that you are late picking up your child from preschool, a late fee of $15.00 will be charged to 
your account, plus an additional $1.00 for each minute past our scheduled closing time on that day. 

We understand that emergencies happen and ask that you notify the preschool office immediately if you 
anticipate being late. 

Health and Wellness 

The health and safety of children are a primary responsibility of Grace Christian Preschool. Staff follow 
applicable licensing requirements and school procedures for health observation, sanitation, supervision, first 
aid, emergency care, and illness. 

●​ Children are observed for signs of illness when they arrive and throughout the day. 
●​ Teachers encourage frequent handwashing and appropriate respiratory hygiene. 
●​ Classrooms and frequently touched surfaces are cleaned according to school procedures. 
●​ Children receive appropriate opportunities for outdoor physical activity. 
●​ Parents should inform the preschool about significant health changes that may affect the child’s care. 
●​ Emergency information must remain current. 
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Illness, Exclusion, and Communicable Diseases 

A child who is too ill to participate comfortably in the normal preschool program, who requires care that 
cannot safely be provided in the group setting, or who meets applicable exclusion criteria will not be 
permitted to remain in care. 

Grace Christian Preschool Illness Guidelines 

Children must be kept home from preschool under any of the following conditions: 
●​ Fever of 100°F or higher in the last 24 hours.  The child must be fever free without fever reducing 

medicine for 24 hours.  
●​ Nausea, vomiting, or diarrhea. 
●​ Red or irritated eyes or eye discharge. 
●​ Unusual drowsiness, listlessness, flushed face, loss of appetite, or abnormal behavior. 
●​ Skin rashes of unknown origin. 
●​ Symptoms of a contagious condition when exclusion is required. 
●​ Green nasal discharge or swollen neck glands. 
●​ Any condition that prevents the child from participating safely and comfortably or creates a health/safety 

concern. 
If a child becomes ill during the day, the preschool will contact a parent/authorized representative. The child 
will be supervised separately from the group as appropriate until pickup, consistent with licensing 
requirements and the center’s procedures. 

When a communicable disease is reported, the preschool will follow applicable public-health and licensing 
notification requirements while protecting family confidentiality. Return-to-care requirements may vary by 
illness and may require a period without certain symptoms or documentation from a health professional. 

Specific 24-Hour Treatment/Return Guidelines 

●​ Scabies, head lice, or other infestations: in the case of head lice, the child must undergo 24 hours of 
treatment and be nit-free before returning. 

●​ Impetigo: 24 hours of prescribed treatment before return. 
●​ Strep throat or other streptococcal infection: 24 hours of prescribed treatment before return. 
 

Medication and Health-Related Services 

●​ Medication may be administered only when the required written authorization and documentation are 
completed and staff can safely follow applicable licensing requirements. 

●​ Medication must be in the original container, properly labeled, and stored according to procedure. 
●​ Parents should never place medication in a child’s backpack or lunchbox. 
●​ Required parent and/or physician authorization must be completed before medication is administered, 

except where emergency law or licensing procedures provide otherwise. 
●​ Medication administration is documented as required. 
●​ Expired, discontinued, or improperly labeled medication will not be administered. 
●​ Emergency medications and individualized health plans will be handled according to applicable 

authorization and emergency procedures. 
●​ Routine over-the-counter medications such as Tylenol, Motrin, or cough syrup are not administered 

unless prescribed by a physician and accompanied by required documentation. 
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Topical Products and Sunscreen 

Sunscreen, diaper creams, ointments, or other topical products require written parent authorization and must 
be provided and used according to the preschool’s current procedures and licensing requirements. 

Immunizations and Health Records 

Grace Christian Preschool maintains required health and immunization records for enrolled children. 
Families are responsible for providing current documentation and promptly updating records when additional 
immunizations, examinations, or health information are required. 

Admission and continued attendance are subject to applicable California immunization, health-examination, 
and exemption requirements. The preschool will follow current state requirements rather than outdated 
versions of forms or regulations. 

 

Required immunizations for preschool: 

Age  ​Number of Doses Required of Each Immunization 

​2 through 3 Months ​1 Polio, 1 DTaP, 1 Hep B, 1 Hib 

​4 through 5 Months ​2 Polio, 2 DTaP, 2 Hep B, 2 Hib 

​6 through 14 Months ​2 Polio, 3 DTaP, 2 Hep B, 2 Hib 

​15 through 17 Months ​3 Polio, 3 DTaP, 2 Hep B, 1 Varicella 
On or after 1st birthday: 1 Hib*, 1 MMR 

California Department of Public Health, 
https://www.cdph.ca.gov/Programs/CID/DCDC/Pages/Immunization/School/childcare-immunizations.aspx 

Children may be conditionally admitted to preschool if they are on a catch-up vaccination schedule.  To 
qualify: 

●​ The child must have received the first dose in each vaccine series prior to enrollment. 
●​ A catch-up schedule must be provided on official physician letterhead, signed by the child’s 

physician. 
●​ Continued attendance is contingent upon documentation showing timely receipt of all remaining 

required vaccines. 

Medical Exemptions: 

Grace Christian Preschool will accept children who are unvaccinated for medical reasons, provided the 
following conditions are met: 

●​ A current medical exemption form must be submitted and filed through the California Immunization 
Registry - Medical Exemption (CAIR-ME) system. 

●​ The exemption may be temporary or permanent and must meet all state documentation 
requirements. 
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Nutrition, Meals, Snacks, and Water 

At Grace Christian Preschool, we strive to promote healthy eating habits and provide a structured mealtime 
routine for all children. 

Family-Provided Snacks, Lunch and Water Bottle 

●​ Families are encouraged to provide nutritious snacks that fit their child’s dietary needs. 
●​ Snacks should include healthy food groups; cookies, candy, and fruit snacks are not permitted for 

regular snack time.   
●​ Please label snacks with your child’s name and designate which snacks are for morning or afternoon. 
●​ If a child arrives without a snack, the preschool may provide a granola bar or cheese stick. 
●​ Perishable lunch items must include an ice pack. Food requiring refrigeration may not be served without 

an ice pack. 
●​ Lunch boxes and containers should be clearly labeled with the child’s name. 
●​ Choking hazards - Inadequately prepared hot dogs, whole grapes, nuts, popcorn, raw peas, hard 

pretzels, spoonfuls of peanut butter, and chunks of raw carrot are prohibited choking hazards for children 
under four.  

●​ Children are given approximately 30 minutes to eat lunch. 
●​ Water is provided multiple times during the day, including during mealtimes.  Families should provide a 

labeled refillable water bottle which should be taken home daily for cleaning.  If a child forgets their water 
bottle, a disposable bottle will be provided and a $1.50 fee will be charged to the families account. 

●​ One treat may be included with lunch; candy, soda, and glass containers are not permitted. 
●​ Hot lunch is available for purchase on designated days through the school website; it is not offered 

during the summer preschool session. 
●​ If a lunch is forgotten, a preschool-provided meal and snacks may be provided for a $9.00 charge. 

Allergies 

We make every effort to accommodate children with both food and non-food allergies. If your child has any 
severe allergies, please ensure the following steps are taken prior to the start of school: 
●​ Food and non-food allergies must be reported during enrollment and updated promptly. 
●​ Severe allergies should be documented on the child’s Physician’s Report and in the child’s health 

records. 
●​ Inform the Preschool Director directly. 
●​ While our school is not nut-free, some of our classrooms are designated as nut-free due to student 

allergies.  Please be sure to read your weekly emails carefully so you are aware of and follow allergy 
policy or your child’s specific classroom 

●​ If you have any questions, please speak with your child’s teacher as soon as possible.  Thank you for 
helping us keep all of our children safe. 

●​ For an EpiPen or other emergency medication, parents must provide the required medication, 
authorizations, and health plan. 

Potty Training, Diapering, and Personal Care 

Potty training is a developmental process. Our teachers partner with families with patience, consistency, and 
encouragement.  We all play an important role in potty training success. 
●​ Families provide sufficient diapers/pull-ups, wipes and several changes of clothing. 
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●​ Children receive developmentally appropriate assistance with toileting and personal hygiene. 
●​ Teachers encourage independence while maintaining supervision and sanitation. 
●​ Accidents are handled calmly and without shame or embarrassment. 
●​ Families are notified when supplies need replenishment. 
●​ If diaper/wipe supplies are not replenished, the school may charge $10 per day for diapers and $5 per 

day for wipes supplied by the school. 
●​ Children who are not potty trained by age three may remain in their current classroom until fully potty 

trained, and tuition does not change to the three-year-old rate until both conditions are met. 

Rest and Nap Time 

Rest periods are planned according to classroom schedules and the children’s developmental needs.  
Children are provided an appropriate opportunity to rest or engage in quiet activities.  Children will not be 
forced to sleep. Teachers follow applicable supervision and safe-rest practices for the age group served. 
●​ Sheets will be provided and washed on a weekly basis. 
●​ Please provide a blanket and a personal comfort item/stuffed animal if needed are is small enough to fit 

in your child’s cubby.   No large blankets or large stuffies please. 
●​ These items are sent home weekly for washing and should return on the first day of the following week. 

Clothing and Shoes 

●​ Please dress your child in comfortable, washable play clothes suitable for active and messy 
activities. Please send in at least two complete changes of clothing, including underwear, socks, and 
pants when applicable.   

●​ Choose clothing that your child can manage independently when using the bathroom.  While items 
like suspenders, belts, “bodysuits”, and bib-style overalls may look adorable, they can lead to 
accidents if the child can’t remove them quickly.   

●​ Label coats, jackets, lunch boxes, backpacks, water bottles, blankets, and other personal items with 
the child’s full name. 

●​ Shoes:  Children should wear closed-toe, secure shoes suitable for running, climbing, and 
playground activities. For safety reasons, open-toed shoes, sandals, dress shoes, Crocs, and boots 
are prohibited. 

Safety, Supervision, and Campus Security 

The well-being, safety, and security of every child are among our highest priorities. Children are carefully 
supervised in accordance with applicable licensing requirements, classroom needs, and the preschool’s 
approved operating procedures. Our staff remain attentive to each child’s location, activities, interactions, 
and individual safety needs throughout the day. Classrooms and outdoor areas are regularly checked for 
potential hazards, and children are carefully counted and monitored during transitions, outdoor play, and 
other activities. We maintain appropriate security procedures to control access to classrooms and children, 
and all visitors are required to follow campus sign-in and identification procedures. Children are released 
only to authorized individuals and in accordance with applicable legal orders. In addition, our staff are 
trained to follow established procedures for injuries, unusual incidents, emergencies, and missing-child 
concerns. Through these consistent practices, we strive to provide a safe, nurturing environment where 
families can feel confident that their children are cared for, protected, and valued each day.  
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Injuries 

Minor injuries that occur at preschool, such as scrapes, cuts, bruises, and bumps, will be handled by a 
teacher, staff member, the director or the administrator.  These injuries are documented using an “Ouch” 
injury report form.  One copy of the report is placed in your child’s file in the preschool office, and the other is 
sent home for you to keep. 

Parents will be notified immediately if their child sustains a head injury or any serious injury or any serious 
injury that may require further medical attention.  Additionally, if the administrator, director or staff feels that 
the injury may need further observation or treatment at home, parents will be contacted right away. 

Each child must have a signed Emergency Consent/Authorization to Treat form on file in office.  This form 
grants permission for the preschool to contact 911 or take whatever emergency medical actions are 
necessary. In the event of a medical emergency, paramedics will be called, and parents will be notified 
immediately. 

If a child has experienced a severe injury they must have written clearance from a physician before returning 
to school.   

Biting Policy 

Although we recognize that biting can be a phase, it is not conducive to a safe and positive learning 
environment and may also pose a health risk by spreading infectious diseases.  If your child bites another 
child, you will receive an Incident Report that same day to inform you of the situation. 

Biting incidents will be individually assessed and our staff will work closely with the child and their family to: 
●​ Identify potential triggers or patterns leading to the behavior. 
●​ Support the child in learning appropriate and constructive ways to express frustration or anger. 
●​ Reinforce positive behaviors and social skills. 

 
The following steps will be taken for biting: 

●​ If the child bites three times in one day the child may be sent home for the remainder of the day. 
●​ If the behavior continues, a reduced schedule to help the child adjust may be required. 
●​ If no progress is observed and the behavior remains unchanged, withdrawal from the preschool may 

be necessary for the well-being of all children. 
We are committed to working compassionately and collaboratively with families to guide children through 
this phase in a positive and supportive manner. 
 
Secure Campus 
Grace Christian School and Preschool is a secure campus.  For safety and security reasons all gates remain 
closed and locked during school hours.  Entry to the campus is only permitted through the preschool gate or 
the Grade school main office. 

Please help us keep your child, and all children, safe by closely supervising them at the front entrance gate 
of the preschool.  We also ask that you do not allow your child or their siblings to ride, climb or slam the 
gates at any time.  Always ensure the gate closes securely behind you when entering or exiting. 
 
We teach children that only a parent or teacher is allowed to open any of the gates or doors at the 
preschool.  We kindly ask for your assistance in reinforcing this important safety rule with your child.   
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Emergency Preparedness and Disaster Procedures 

Grace Christian Preschool maintains an emergency and disaster plan as required by California licensing. 
The plan addresses foreseeable emergencies and provides procedures for evacuation, sheltering, 
communication, and reunification. The plan addresses: 

●​ Fire and evacuation. 
●​ Earthquake and other natural disasters. 
●​ Lockdown/security emergencies. 
●​ Shelter-in-place. 
●​ Severe weather and environmental emergencies. 
●​ Utility failure or facility emergency. 
●​ Missing or unaccounted-for child. 
●​ Emergency medical situations. 
●​ Family reunification and emergency communication. 
Families should keep emergency contacts current and follow instructions provided by the preschool during 
an emergency. Parents should not enter a restricted or evacuated area until authorized to do so. 

The current California LIC 610 Emergency and Disaster Plan is maintained separately from this handbook. 
CDSS currently lists LIC 610 as the Emergency Disaster Plan for Child Care Centers.  

Child Abuse, Neglect, and Mandated Reporting 

California law requires mandated reporters to report suspected child abuse or neglect to the appropriate 
authorities. Preschool employees are mandated reporters and are required to follow applicable reporting 
laws and school procedures. 

●​ Staff do not investigate allegations themselves. 
●​ Staff report reasonable suspicion through the required reporting process. 
●​ Parents may be contacted when appropriate and when doing so does not interfere with an investigation 

or legal requirement. 
●​ The preschool cooperates with law enforcement, Child Protective Services, Community Care Licensing, 

and other authorized agencies as required by law. 

Developmental Progress and Family Conferences 

Our teachers are committed to supporting each child’s growth and development through careful observation, 
thoughtful planning, and ongoing communication with families. Throughout everyday routines and learning 
experiences, teachers observe children to better understand their developmental progress, strengths, 
interests, and individual needs, using these observations to plan meaningful and appropriate learning 
experiences. Teachers may share observations and developmental progress with parents and guardians, 
and parent conferences may be scheduled periodically or whenever a significant concern or developmental 
question arises. When concerns emerge, teachers and administrators work collaboratively with families to 
identify supportive classroom strategies and, when appropriate, recommend helpful community resources. 
The preschool values the partnership between families and educators and will seek appropriate parent or 
guardian involvement whenever additional assessment, support, or resources may benefit a child’s 
continued growth and well-being.  
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Inclusion and Children with Special Needs 

Grace Christian Preschool welcomes children with a wide range of abilities and developmental needs and 
seeks to provide appropriate care and inclusion within the program’s licensed capacity, staffing, facilities, 
and ability to safely meet individual needs. 

●​ Families should share relevant developmental, medical, behavioral, or learning information during 
enrollment. 

●​ Teachers and administrators may collaborate with parents and qualified professionals. 
●​ Individualized care plans may be developed when appropriate and legally permitted. 
●​ Accommodations will be considered consistent with applicable law, licensing requirements, safety, and 

the preschool’s program. 
●​ Families may be referred to appropriate early-intervention, developmental, educational, or community 

resources when needed. 

Outdoor Play, Sunscreen, and Weather 

Outdoor play is an important and valued part of the preschool experience, providing children with 
opportunities for physical activity, exploration, and fresh air. To help protect children while they are outside, 
parents are encouraged to apply sunscreen before arrival when appropriate. Additional sunscreen 
application at school will require the appropriate parent authorization and will be carried out according to 
preschool procedures. Families should also provide children with weather-appropriate clothing to ensure 
they are comfortable and protected throughout the day. Outdoor activities may be modified, shortened, or 
moved indoors when necessary due to extreme heat, poor air quality, rain, unsafe conditions, or other 
environmental concerns. Children will also bring their water bottles outside during outdoor play to encourage 
regular hydration and help ensure their health, comfort, and well-being while they enjoy outdoor activities.  

Field Trips, Walking Trips, and Transportation 

Grace Christian Preschool may participate in on-campus walking activities, special events, or off-campus 
field trips. Families will receive required information and permission forms before activities that require 
authorization. 

●​ Permission forms must be completed before a child participates. 
●​ Children will remain under appropriate adult supervision at all times. 
●​ Transportation, when used, will follow applicable safety and licensing requirements. 
●​ Emergency information will always accompany children as required. 
●​ Parents may be invited to participate as volunteers when appropriate and subject to school procedures. 

Visitors, Volunteers, and Student Observers 

Visitors and volunteers must follow campus procedures designed to protect children’s safety and privacy. 

●​ Visitors are required to sign-in and wear identification. 
●​ Volunteers may not assume responsibilities beyond what is permitted by school and licensing 

procedures. 
●​ All volunteers will be supervised by appropriate staff.   
●​ Volunteers will never be allowed to be alone with children. 
●​ Confidential information about children may not be discussed or shared with volunteers. 
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●​ Required background checks, health clearances, training, and supervision requirements must be 
completed before a person performs duties for which they are required. 

●​ Volunteer opportunities are by appointment only with the preschool director. 

Communication with Families 

At Grace Christian Preschool, we value building close relationships with both our students and their families.  
We believe that preschool is a supplement to home life, not a substitute for it.  A strong connection between 
teachers and parents creates a foundation of cooperation, shared planning and mutual understanding - all of 
which benefit your child’s growth and development.   
 
We value open and consistent communication with our families.  To keep you informed and involved, we use 
the following tools: 
●​ Pro Care - Grace Christian Preschool uses Procare for daily sign-in/sign-out, teacher messaging, and 

photo sharing in classrooms where applicable. 
●​ Homeroom - The infant room also uses the Homeroom App for photo sharing. 
●​ Email - Teachers and the Preschool Director send weekly emails with classroom activities, themes, 

upcoming events, closures, celebrations, and reminders. 
●​ Parents should notify the preschool promptly about changes affecting their child. 
●​ Sensitive concerns should be directed to the teacher and/or administration rather than discussed 

publicly or through social media. 

Technology, Photography, and Social Media 

We respect the privacy and safety of every child and carefully follow our policies regarding photographs, 
videos, and personal information.  

●​ Parents and guardians complete applicable photo and media permissions during enrollment, and 
consent may be updated or changed by contacting the preschool office.  

●​ Photographs and videos may be taken during classroom activities, special events, or school 
functions and may be used for classroom documentation, student portfolios, displays, the school 
website, the Grace Christian Facebook page, and advertising or promotional materials only when 
authorized by the applicable release.  

●​ Families may not photograph or record other children without appropriate permission, and staff use 
only school-approved technology and communication systems.  

●​ No compensation is provided for the use of authorized images or recordings.  
Parents or guardians with concerns about the use or sharing of their child’s image are encouraged to 
contact the preschool administration.  

Tuition, Fees, and Financial Policies 

Tuition Policies 

Tuition payments are billed on the 1st of each month and processed on the 15th unless the 15th falls on a 
weekend or holiday. Tuition is due by the 15th.  Any unpaid balance after the 15th will incur a $20.00 late 
fee, which will be applied weekly until the balance is paid in full. Tuition payments are made through Tuition 
Express. 
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Please note:  If tuition is not paid in full each month, we may have no other option than to ask that your child 
be withdrawn from the program due to non-payment. Returned checks or declined credit, debit or ACH 
transactions will be subject to a $25.00 returned item fee. 
 
We understand that financial challenges can arise, and we are more than willing to work with families during 
difficult times.  However, it is essential that you communicate with us as soon as possible so we can discuss 
a plan and explore options together. Open communication is key to ensuring your child’s continued 
enrollment and care. 
 
If you choose to pay with a credit or debit card, please note that a 3% service fee will be applied to your 
transaction.  This fee is subject to annual review and adjustment. 
 
No refunds will be given for days missed due to illness.  Full tuition payment is expected to hold your child’s 
place in the classroom during family vacation time.  No refunds will be given for missed days.  If you need to 
add a day due to work or other unforeseen circumstances, please contact the Preschool Administrator via 
email to request availability.  We will do our best to accommodate you; however, there may be times when 
we cannot due to enrollment and staffing limitations.  Grace Christian Preschool does not allow families to 
switch scheduled days due to holidays or school closures. 
 
If you are planning to withdraw your child from preschool before the end of the school year (or any reason 
such as moving, changing schools, etc.) we require a written two-week notice indicating your child’s last day 
of attendance.  If notice is not provided in writing, you will be responsible for the full month’s tuition.  Once 
notice is given, you are responsible for payment of the final two weeks. 
 
In the event the preschool must close due to a natural disaster or emergency, no refunds will be issued and 
tuition will not be prorated.  We will follow the guidance of the Health Department and the Superintendent of 
Grace Christian School. 

Discounts 

Grace Christian Preschool offers the following tuition discounts: 
●​ Preschool sibling discount: 20%. 
●​ K–8 sibling discount: 5%. 
●​ Active Military discount: 10%. 

Tuition Proration 

The following months are subject to proration: 
●​ August: one week prorated for annual teacher in-service closure before the fall school year. 
●​ December: one week prorated during the two-week winter closure. 

School Closures, Holidays, and Schedule Changes 

Grace Christian Preschool follows the published school calendar and may close for holidays, staff 
development, professional development, emergencies, facility needs, weather, or other circumstances. 

The following dates are scheduled school closures: 

●​ January 18th - Martin Luther King Jr. Day. 
●​ February 12th and 15th - Presidents Day. 
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●​ March 26th - Good Friday. 
●​ March 29th and 30th - Easter Observance. 
●​ May 31st - Memorial Day. 
●​ One week before the summer session begins. 
●​ July 5th - Independence Day Observed (July 4). 
●​ One week and one day in August before the new school year. 
●​ September 7th - Labor Day. 
●​ November 11th - Veterans Day. 
●​ November 25th - 27th - Thanksgiving Break: Wednesday, Thursday, and Friday. 
●​ December 21st - January 4th - Two weeks for Christmas Holiday, according to the preschool calendar. 
●​ Regional Teachers Conference in March; exact date to be announced. 
●​ Two additional half days for teacher in-service. 
Listed closures do not affect monthly tuition except where otherwise noted. 

Vacation Credit 

●​ One week of vacation credit is offered for families. 
●​ Two weeks’ advance notice is required. 
●​ Credit follows the child’s regular schedule: 5-day = 5 days; 3-day = 3 days; 2-day = 2 days. 
●​ Vacation requests are subject to office approval and cannot replace payment for a week already 

attended. 

Parent Concerns, Complaints, and Grievances 

Families are encouraged to bring concerns forward. Most concerns are best resolved through respectful 
communication with the person closest to the situation. Please speak with the classroom teacher when the 
concern is classroom-specific and appropriate for teacher discussion. If the concern is unresolved or 
requires administrative attention, contact the Preschool Director. If additional review is needed, contact the 
Preschool Administrator. 

●​ Families may contact Community Care Licensing directly when a concern involves licensing 
requirements or a child’s safety or personal rights. 

Grace Christian Preschool prohibits retaliation against a parent or authorized representative for raising a 
good-faith concern or exercising a right protected by law. 

California Community Care Licensing Complaint Information 

Grace Christian Preschool is regulated by the California Department of Social Services, Community Care 
Licensing Division. CDSS identifies the California Health and Safety Code and California Code of 
Regulations, Title 22, as key sources governing licensed child care.  California Community Care Licensing 
may be contacted as follows: 

●​ Statewide CCLD Complaint Hotline: 1-844-LET-US-NO (1-844-538-8766). 
●​ Email: letusno@dss.ca.gov. 
●​ Complaints may be submitted through the CDSS CCLD Complaint Hotline/online process. 

Confidentiality, Privacy, Records, and Family Information 

Grace Christian Preschool is committed to protecting the confidentiality and privacy of children and families 
in accordance with California law, licensing requirements, school policy, and legitimate educational, health, 
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and safety needs. Enrollment records, medical information, developmental assessments, and family 
personal information are securely maintained and shared only with authorized staff, licensing or regulatory 
agencies when required, or other professionals with appropriate parent or guardian authorization, subject to 
legal exceptions. Written consent will be obtained when required before information is released.  

Parents and guardians have rights regarding access to their child’s records and may request corrections as 
permitted by law and school procedures. Confidentiality may be limited when legally required, including in 
cases of suspected child abuse or neglect, court orders or subpoenas, or health and safety emergencies.  

Staff are expected to protect confidential information, secure records, and discuss children only with 
appropriate staff or parents and guardians. Families are also expected to respect the privacy of other 
children and families and may not photograph or record other children without permission. Grace Christian 
Preschool strives to collect only information that is necessary and appropriate while carefully safeguarding 
the personal information entrusted to us.  
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Please PRINT Student Name(s) and grade below: 
 
_________________________________________​ _________ 
Student name​ ​ ​ ​ ​ ​ Classroom 
 
_________________________________________​ _________ 
Student name​ ​ ​ ​ ​ ​ Classroom 
 
_________________________________________​ _________ 
Student name​ ​ ​ ​ ​ ​ Classroom  
 
 
All handbooks and Technology Use Agreements are available on our website:  
www.graceschoolescondido.org under the myGCS tab. You may also request a copy from the school office. 
 
◻​ ALL FAMILIES 

GRACE CHRISTIAN PRESCHOOL SCHOOL FAMILY HANDBOOK  
Outlines policies and procedures for all Grace Families. 

 

◻​ We have turned all necessary forms and health paperwork for the State of CA 

 
 

 
I hereby acknowledge the receipt of and I have reviewed the following handbooks/guidelines.: 
 
 
_________________________________________​ __________ 
Parent signature​ ​ ​ ​ ​ Date 
 
_________________________________________           __________ 
Administrator’s Signature                                                        Date  
 
_________________________________________           __________ 
Directors Signature                                                                   Date  
 

 

ONE FORM PER FAMILY 
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