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Welcome! 
 

Welcome to Kid’s Prep School, Inc. We know that choosing an 

appropriate child care program is an extremely important decision 

for both you and your child.  

 

We feel that Kid’s Prep School is the right choice. Kid ’s Prep 

School is a private Preschool, and a total child care center offering 

unique personalized service in a neighborhood school setting. Kid ’s 

Prep School will provide a secure, enriching environment, with an 

outstanding educational program.  

 

Kid’s Prep School will enhance its environment of "Learning
-
By 

Doing" with a variety of curricular activities. With our qualify staff, 

stimulating programs, and carefully planned facilities, Kid ’s Prep 

School will promote your child's physical, intellectual and emotional 

development, as he/she grows with us. 

 

Kid’s Prep School is concerned with providing a good working 

relationship between the home and the classroom. We are principally 

concerned with offering each child a positive environment in which 

to promote physical, intellectual and emotional development. 
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Our Philosophy 

We believe children should be “Learning by doing” 

 

Purpose of this Handbook 

This handbook was developed to answer many of the commonly asked questions that 

children and families may have during the school year. The handbook contains 

information about child privileges and responsibilities. Therefore, families and children 

are responsible for knowing its contents. Please take the time to become familiar with 

the handbook and keep it accessible for your use. It can be a valuable reference during 

the school year and a means to avoid confusion and misunderstandings when questions 

arise. 

The School reserves the right to interpret the content of the handbook, including the 

rules and regulations governing the conduct of students and parents. This handbook is 

not a contract, nor is it intended to be construed as such. Our School reserves the right 

to modify and/or amend the content of this handbook at any time during the year as we 

deem appropriate. Policies and Procedures are revised annually. 

If you have any questions about the handbook or any of its policies, please contact 

any director level manager or above. 

 

Equal Opportunity 

This School does not discriminate on the basis of race, color, religion, national 

origin, sex, citizenship, handicap or disability or any other legally protected status 

in regards to admissions or in the administration of its educational policies and 

administered programs. 
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The Parent`s Role 

The relationship between parents and Center staff is vital to the success of a child’s 

experience.  It is our goal to form a partnership with you from the first day, with 

open communication and understanding that the development and growth of the 

child is our top priority. 

Parents can assist and help ensure a smooth transition by doing the following: 

1. Sign children in and out at the front lobby and then escort them to 

their designated class. 

2. Have all forms completed promptly. Update forms, as needed, when changes 

occur (i.e. new phone number, address, etc.). 

3. Keep staff informed of special needs or changes that might affect your 

child’s behavior. 

4. Notify us if your child is ill or has a contagious disease. Do not bring an ill 

child to the Center. 

5. Notify the Center if you will be later than usual picking up your child. 

6. Provide a change of clothes marked with your child’s name (Center is 

not responsible for lost clothing). Children should be dressed properly for 

the weather and play.  We require tennis shoes for outside play. 

7. We discourage children from bringing in toys and are not responsible for 

toys brought into the center.   

8. Participate in the Center’s special activities. 

9. Attend scheduled parent meetings and conferences. 

10. Ask questions and address concerns as they arise.  If concerns are not 

addressed to your satisfaction, feel free to contact the director. 

Kid’s Prep School reserves the right to change or revise any policies, procedures, 

or tuition/fee schedules when deemed necessary. Written notification will be 

provided to parents. 
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Our Programs 

 

Infants: 

In caring for infants between birth and 12 months, Kid’s Prep School concentrates not 

so much on teaching, as on providing a warm, nurturing environment. Our environment 

for infants provides interesting things to look at and do during waking hours. Although 

much of an infant's time is spent sleeping, being fed or diapered, there is still time to 

play, cuddle and enjoy learning about what it means to be alive. At Kid’s Prep School, 

we make the infant's world an interesting place. Most importantly, the child will 

develop a relationship with a warm, loving, responsive adult; a cherished caregiver. We 

ask that you please clearly label all of your child's belongings (bottles, baby food, 

clothes, etc.). This will greatly help our staff. 

 

Toddlers: 

Our toddler rooms are among the best in the area. We know parents are looking for 

a quality program that also offers peace of mind that your children are in a safe, 

secure, and loving environment. We recognize the importance of your child’s first 

two years of life. In order to strengthen bonding and attachment, toddlers may 

spend two years with at least one of their teachers.  Toddlers explore a safe, 

nurturing and stimulating environment, which strengthens the child’s quest for 

independence and self-confidence. 

 

Two Years Old: 

The Two Year Old class participates in many classroom activities. Their learning 

environment is casual, but a stimulating one. It is an environment in which your child 

will be introduced to colors, numbers, shapes, seasons, holidays, learning games, and 

cooking experiences. All two year old class activities prepare the children for their 

future in pre-school. 

 

Three’s Class: 

The Three Year Old class emphasizes colors, shapes, the senses, and seasons. We do 

arts and crafts to develop fine motor skills and help the children develop the social skills 

of sharing, helping, listening, recognizing, and practice writing their own name. In our 

math program, we stress recognizing and writing the numerals 1-10 and counting 
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groups of objects accurately. Language skills will be nourished through story, games, 

songs, and activities. 

 

Four’s Class: 

The Four Year Old Program (Pre-Kindergarten) class focuses on Imagination. This 

word says it all. In all the activities; be it art, science, children's literature, movement, 

dramatic play, or blocks, the use of imagination will be dominant. We will encourage 

the children to explore and stretch their natural imagination and curiosity. We will help 

the children develop into eager learners by learning to recognize letters and numbers, 

shapes, sizes, colors, and advanced topics including phonics. We concentrate on 

listening skills, following direction, and pre-reading activities using visual and auditory 

skills. Computers are used with regular class programs utilizing software designed for 

preschool children to prepare them for the Kindergarten year ahead. 

 

Pre-School Class: 

Our VPK classes are from 9:00 A.M. to 12:00 P.M. or 2:00 P.M. to 5:00 P.M. 

Our pre-school calendar runs concurrent with the Orange County Public School 

Calendar. Our rates for pre-school are for those hours only. If you need some extra 

time, your child is welcome to stay for lunch and rest period, for an additional fee. At 

Kid’s Prep School, we believe children learn best by doing. Children are encouraged to 

explore their rich classroom environment and learn from their hands on experiences 

they encounter day by day. We offer a teacher directed language-experience approach 

to a curriculum centered on topics especially chosen for the young child. Some of our 

daily lessons are, Heritage Studies, Science, English, Spanish, Math skills, and 

Storytelling. We also include additional enforcement and enrichment activities in art, 

fine and gross motor skills. 

 

Before/After School Program: 

We have a very active program for your school-aged child. Besides computer time, 

outdoor play, homework sessions, arts and crafts, and other special activities, we also 

make available extracurricular activities. Please register your child's school schedule 

with Kid's Prep School and inform us of any changes that may occur. It is very 

important to notify the center if your child is not to be picked up from school, so you 

can avoid any further fees. There will be an additional charge for the full-time care for 



8 
 

before/after school children on teacher work days. If your school age child is in 

attendance during Christmas, Spring Break, or off track vacation; you will be charged 

the full time rate.  Please see Director for further information. 

 

Summer Program: 

Kid’s Prep School has a very exciting summer program for your child. We have 

interesting weekly field trip activities such as bowling, roller skating, cookout, and 

nature traits. Our on-campus entertainment includes water play, sports, arts and crafts, 

computers, foreign languages, and a variety of other activities. 

 

 

Attendance 

 
School Hours 

This School is open Monday through Friday, 12 months per year, from 6:30 a.m. 

until 6:30 p.m. Please refer to the tuition fee schedule for holidays the School is 

closed, as they may change from year to year. Since we are licensed only for 

specific hours of operation, no early drop-off or late pick-up can be allowed. Our 

infant room opens at 7:00 A.M. to 6:00 P.M. 

 
Arrival  

We recommend all children arrive by their classroom’s morning group time. 

Morning activities usually begin around 9:00 AM and this will help your child to 

be a fully participating group member. All children must be escorted into a 

classroom by an adult. Upon arrival into the classroom, we ask that you wash your 

child’s hands. This will help us minimize the spread of illness. Your child’s arrival 

must be acknowledged by the classroom teacher before you can leave your child.  

We ask that you take special note of the following:  
 

1. If your child arrives after breakfast time (8:00 AM), we will not be able to 

provide this service. 

2. All children should be in their classrooms by 10:30 AM to be included in the 

daily lunch count. 

3. We ask that if your child is not in class by the start of their classroom’s 

Naptime (10:30am), that you need to wait until the end of Naptime (2:00pm) 

to bring you child to class, as this would interrupt the other children’s 

naptime.  
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Rest Period  

Every day after lunch all children, except school age, are required to rest. Rest time 

usually last from 1 to 2 hours. Kid’s Prep School furnishes mats for the children to lie 

on; however, it is the parent's responsibility to furnish a sheet or blanket clearly marked 

with their name. These items are to be brought in on Monday, and taken home to be 

laundered on Friday. 

 

Conferences 

Any time you would like to talk with a teacher or the director about your child's 

progress or problems, please call and make an appointment. Our teachers cannot stop 

to converse during class time but are more than happy to set up a time convenient for 

you. 

 

Photographs 

Many times we take photographs of the children on and off campus. Therefore, there 

may be times when your child's photograph would appear in some of our advertisement 

and be displayed on our bulletin board, website and business face page. 

 

Departure 

To pick up a child from our School, an adult must come into the building, sign the 

child out, and ensure that the teacher is aware of your presence and escort the child 

out of the building. The family or guardian must supervise their child at all times 

after leaving the classroom, both inside the building and in the parking area. If 

someone other than a family member is picking up a child, they will be asked for a 

picture ID to match the person to the name given by the family.  

The use or presence of alcohol, drugs, and tobacco is prohibited in the building or 

anywhere on the grounds by Center staff, parents, or anyone visiting the Center. In 

the event a parent or guardian arrives to pick up a child and appears to be 

intoxicated or impaired, the child may not be released to the guardian. Another 

guardian will be contacted to pick up the child.  

 

WHEN DROPPING OFF OR PICKING UP YOUR CHILD, PLEASE KEEP 

TRAFFIC FLOWING.  IF YOU NEED TO TALK WITH OUR STAFF, 

PLEASE PARK YOUR VEHICLE AND COME INSIDE. 

 

 

 

 



10 
 

Inclement Weather  

This School takes into consideration several factors when making a judgment as to 

whether we will open late or close early due to inclement weather. We will follow 

the decisions of the Orange County Public School system. 

 
 

 

Voluntary Pre-Kindergarten Program 
 
 

Attendance Policy and Procedures: 

In keeping with our efforts to provide children and families in our community with 

a quality early education program, Kid’s Prep School is pleased to offer Florida’s 

Voluntary Pre-kindergarten Program (VPK) to our qualifying four-year-olds.  

Since success in any learning environment depends largely on prompt and faithful 

attendance, it is necessary for providers and families to establish an agreement 

regarding absences and tardiness.  The guidelines set forth in this agreement are 

the basis for your child’s state-approved funding, as well as his or her successful 

transition to Kindergarten. 

 

Instructional hours for our VPK students are from 9:00-12:00pm for our Morning 

Session and from 2:00-5:00pm for our Afternoon Session.  Both of these sessions 

are held Monday through Friday, for a total of 180 days.  At orientation, enrolled 

families receive a yearly calendar outlining start and end dates, all scheduled days 

off, as well as make-up days for severe weather closings. 

 

5 Day Start-Up Period: 

Attendance during the initial “Start-Up Days” is crucial in facilitating a positive 

classroom community.  Therefore, attendance the first 5 days of school is 

MANDATORY so that students can begin to establish the daily routine. 

 

Absences: 

Pursuant to Rule 60BB-8.204 concerning attendance and funding for the Florida 

Voluntary Pre-Kindergarten Program, the following requirements apply: 
      

1. Each child is allowed a maximum of 3 unexcused absences per Calendar 

month. 
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2. An additional 7 absences per month may be for extraordinary circumstances, 

and must be documented by a person other than the parent, and unrelated to 

the child, i.e. physician, officer of the court, etc. 
 

 

PLEASE NOTE – absences of five (5) consecutive instructional days without 

proper documentation will be considered a WITHDRAWAL from the VPK-funded 

program at the Kid’s Prep School.   
 

 

Absences due to Extraordinary Circumstances: 

1. Illness/Injury of Child/family requiring hospitalization or bed rest (physician 

notice required) 

2. Medical or dental appointment (physician notice required) 

3. Infectious disease or parasitic infestation (physician notice required) 

4. Funeral services/memorial or bereavement of child’s family member 

(Obituary or death certificate required) 

5. Compliance with court order (Court order required) 

6. Special education or related services for child’s disability (program 

enrollment certification required) 

7. Religious holiday observance 

8. Family vacation – not to exceed 5 excused absences per program year 

9. Extraordinary circumstances beyond the control of the child and the child’s 

parent 
 

 

Verifying Your Child’s Attendance and Absences: 

Children must be signed in & out of the VPK program each day.  Signatures must 

be complete – initials are not allowed. 

 

Parents must complete and sign the mandatory attendance verification forms 

EACH MONTH.  These forms will be signed on the first day of the following 

month (ex. verification for August’s attendance will be signed on Sept. 1) your 

child’s continued funding in the program depends on your cooperation in signing 

these forms in a timely fashion.  These forms verify that: 

1. Your child’s attendance is accurate for the month 

2. You direct payment to be made to Kid’s Prep School 

3. You continue to choose Kid’s Prep School as your VPK provider of choice 
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Continuity of Programming: 

Students who comply with the aforementioned guidelines will continue to be 

served by Kid’s Prep School under the Florida VPK funding statutes, administered 

by the Early Learning Coalition of Orange County.  If for any reason cause is 

found to terminate any child’s VPK funding status, the child may continue to 

attend Kid’s Prep School, but the parents or guardians will be required to pay full 

monthly tuition and applicable fees for the remainder of the school year. 

 

Payment: 

The VPK session your child attends is fully funded through the state. However, if a 

child is picked up more than (10) minutes after the class ends, a late pick up fee of 

$1 per minutes, per child will be charged and is due upon arrival. For your 

convenience, an extended day program is available for an additional fee.  

 

 

Child Conduct 

Basic Expectations 

Our discipline policy at Kid’s Prep School is built around our understanding of 

child development. Our goal is to allow each child to find and develop their own 

personal self-management skills. As teachers and staff, we offer children choices 

so they feel powerful in their ability to gain self-control. We use positive behavior 

management techniques such as positive phrasing and “I” statements as ways to 

further develop self-discipline. In situations where children are having a difficult 

time managing negative emotions, they may be removed from the over-stimulating 

environment to a quiet area where a teacher or member of the administrative staff 

can work one-on-one to resolve the situation. Families will always be informed if a 

situation such as this has occurred. If a child continues to have a difficult time, a 

team meeting with the family may be requested. This meeting will consist of the 

team developing a plan of action to best meet the needs of the child and the family. 

 

 

Biting 

The School understands that occasional displays of aggression, like biting, are 

typical in young children and are part of normal early childhood development. 

Repeated incidents of biting will not be tolerated. Our objective is to ensure that 

our School maintains the highest level of safety within our environment and our 

staff members respond appropriately to aggressive behaviors. 
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Child Behavior 

Children will be subject to disciplinary action up to and including immediate 

dismissal for: 

1. Abuse or damage of School property 

2. Disrespect 

3. Fighting 

4. Threatening behavior 

5. Verbal or physical assault 

6. Willful disobedience 

 
 

Discipline 

Praise, positive reinforcement, and redirection are effective methods for the 

behavior management of children. When children receive positive, non-violent, 

and understanding interactions from adults and others, they develop good self-

concepts, problem-solving abilities, and self-discipline. Based on this belief of how 

children learn and develop values, this facility will practice the following 

discipline and behavior management policy taken from the Kid’s Prep School 

Policy. 

At Kid’s Prep School we use a method of ‘redirection’ to guide children toward 

appropriate behavior. If a child is engaged in behavior that is not conducive to a 

safe and happy learning environment, the teacher will “redirect” the child toward 

appropriate behavior. 

“Above all, we shall not harm children. We shall not participate in practices that 

are disrespectful, degrading, dangerous, exploitative, intimidating, emotionally 

damaging, or physically harmful to children.”  

 

Harassment, Bullying Or Hazing 

Our School is dedicated to fostering an environment that promotes kindness, 

acceptance, and embraces differences among individuals. Therefore, we will not 

tolerate any type of harassment, bullying or hazing. 

Harassment includes, but is not limited to, slurs, jokes, and other verbal, graphic, 

or offensive conduct relating to race, religion, color, sex, national origin, 

citizenship, or disability. 

Bullying includes, but is not limited to, physical or verbal aggression (hitting, 

kicking, taunting, name-calling, teasing, threatening, ridiculing, etc.), relational 
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aggression (harming or threatening to harm relationships or acceptance, friendship, 

or group inclusion), and emotional aggression (teasing, threatening, intimidating 

others). The School also prohibits cyber-bullying (creating websites, instant 

messaging, e-mails, text messaging, using camera phones or other forms of 

technology to engage in harassment or bullying). 

Any of these types of offensive conduct can create an uncomfortable learning 

environment. 

All concerns relating to harassment, bullying or hazing should be reported 

immediately to the Director. When the School administration becomes aware of 

harassment, bullying or hazing, the situation will be promptly investigated. Any 

child found to have violated this policy will be subject to disciplinary action, 

including immediate dismissal from School. No retaliation or adverse action will 

be taken against any person who makes a good faith report of harassment, bullying 

or hazing. 

Consequences: In addition to determining the appropriate disciplinary action 

pursuant to the School’s Discipline Procedures, the School reserves the right to 

impose additional or different requirements as appropriate for the circumstances in 

its sole discretion. In the event that your child damages school property you may 

be responsible for any or all expenses incurred in the repair or replacement of 

damaged property. 

 

Behavior Probation 

Children who are placed on behavior probation may be required, at the School’s 

discretion, to have their family sign a probationary agreement with the School, as a 

condition of continued enrollment. Failure to comply with the stipulations in the 

disciplinary probation agreement may result in dismissal. 

 

Dismissal Policy 
The staff will work with each child to fulfill the needs of that child, and every 

effort will be made to provide a positive learning experience. Special needs will be 

accommodated when possible. 

Kid’s Prep School reserves the right to ask parents to make alternative 

arrangements for care if it is determined that a child’s needs cannot be met, or the 

child has not adjusted to group care provided by the Center. In the event behavior 

becomes disruptive to the program or becomes a problem that poses an unsafe 
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situation for the child or other children in the class, alternative arrangements will 

be required. 

If you, as a parent, are uncooperative in completing and returning forms, fail to pay 

your tuition on time, fail to follow any state or county regulations, or fail to follow 

any Kid’s Prep School Policy or Procedure, it may be necessary to dismiss your 

child(ren) from the Center. 

Policies and Procedures are revised annually 
 

Family Cooperation 

A positive and constructive working relationship between the School and its 

families is essential to the fulfillment of the School’s educational purpose. Thus, 

the School reserves the right not to extend the privilege of enrollment or re-

enrollment to a child if the School reasonably concludes that the actions of the 

child’s family make such a positive and constructive relationship impossible or 

otherwise seriously interferes with the School’s accomplishment of its educational 

purpose. Moreover, the School reserves the right to expel a child at any time if, in 

the judgment of the Director, conduct of anyone directly associated with the child, 

including but not limited to the child’s family, in or out of the School, is not in 

keeping with the School’s accepted standards or principles. There will be no refund 

of tuition where such enforced withdrawal occurs and any unpaid balance is 

payable in full according to the terms of the child’s enrollment contract. 

 

 

Health and Safety 

 

General Safety Statement 

All of the policies, rules and regulations presented in this handbook are designed to 

make the time your child spends at our School safe and rewarding. We have taken 

a number of steps to promote the safety and protection of your child while in our 

care. They are as follows:  

1. Frequent observations of the classrooms are performed by the 

administration.  

2. Front desk is monitored and door is kept locked.  
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Sanitation and Hygiene 

Toys, tables and bathrooms are sanitized several times a day with a bleach and 

water solution as well as an antibacterial soap solution. This makes it possible to 

kill illness causing germs without harsh chemical odors that cause irritation. This 

practice is sanctioned by the Florida Health Department. We also have school wide 

hand washing procedures in place that prevent the spread of contagions. The hand 

washing procedures, table/toy cleaning and diaper changing procedures followed 

are in correlation with Kid’s Prep School standards. 

 

Classroom Safety 

Our School is located in an area which is free from conditions which are deemed 

hazardous to the physical and moral welfare of the children. Our School provides 

equipment and furnishings that are child-sized, sturdy, safe and in good repair. 

Individual teachers are responsible for the set-up of their classroom. It is part of 

their daily routine to wash and sanitize toys and furniture and to watch for and 

eliminate any hazards present in the classroom. Teachers are provided with 

guidelines as to what equipment and toys should exist in each classroom.  

 

Playground Safety  

A safe, age-appropriate outdoor environment is provided for our children. The 

following rules are enforced for indoor and outdoor play areas:  

1. When a class has outdoor time, all children must stay with their class. 

2. Teachers will supervise the children on the playground at all times. 

3. In case of an accident, one teacher may bring a child in for first aid. 

4. At no time will the class be left on the playground without appropriate 

supervision. 

5. The administration and the teachers will inspect the playground daily and 

report any unsafe conditions immediately  

 

Sick Policies 

Our ultimate goal is to provide a place where your child can learn, develop and 

have fun in a safe and healthy environment. The School is not equipped with the 

staff or facilities to care for sick children for an extended length of time. We 

depend on you to assume care for your sick child. The following guidelines for 

excluding children help us to keep many communicable illnesses out of our facility 

and thereby maintain regular attendance from the majority of the children and staff.  
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A child will be excluded from the classroom and the family members will be 

contacted to pick up within one hour in the event of:  

1. A fever of 101 degrees or higher 

2. A fever of 100 degrees or higher (underarm reading) 

3. Diarrhea episodes of more than two in a day 

4. Skin rashes that are not diagnosed by a physician’s note 

5. Vomiting episodes of more than one a day 

6. Nose drainage that is thick and green or excessive for the comfort of the 

child 

7. Eye drainage of any type accompanied by red eyes or mucus crusted around 

the eyes 

8. Pink eye or symptoms similar to those of pink eye 

9. Chicken pox or measles sores are suspected 

10. Scabies systems are suspected 

11. Respiratory problems including uneven breathing or severe coughing with 

wheezing or croup 

12. Sore throat, especially if swollen glands are suspected 

13. Strep throat symptoms are suspected 

14. Head lice are found 

15. Appearance or behavior is unusual and the teachers agree that the child is 

not feeling well enough to participate with the rest of the class including lack 

of appetite, confused or irritable 

16. Unusual color is noticed in the child such as jaundiced eyes or skin, pale in 

the face, stool or urine is an unusual color  

All of these conditions (except fever) will require 24 hour treatment or a doctor’s 

note for the child to resume their normal attendance schedule. Children must be 

completely fever-free for 24 hours without the aid of medication before returning 

to School.  

If your child becomes ill at Center, we will contact you and isolate your child from 

other children until she/he is picked up from School. If your child is absent, please 

contact us and let us know the reason. We will need this information to prevent the 

spread of contagious disease in the facility.  

Policies and Procedures are revised annually 
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Infectious Diseases 

If a child or staff member is diagnosed with an infectious or communicable 

disease, you will be notified by a sign on your child’s classroom door. The sign 

will contain the name of the disease, the date it was diagnosed, and any symptoms 

that would alert you to the presence of the disease. It is your responsibility to 

report to the School any infectious or communicable disease for which your child 

is diagnosed.  

 

The School should be notified by the family if a child or sibling has contracted a 

communicable disease such as measles, pink eye, strep throat, head lice, hepatitis, 

meningitis, mononucleosis, or any other communicable diseases. The student with 

the communicable disease must be cleared by a doctor or nurse before returning to 

School. 
 

ILLNESS 

If your child is running a fever, vomiting, has diarrhea, or has had any of these 

symptoms during the night, PLEASE DO NOT BRING THEM for at least 24 

hours. These symptoms are usually contagious and we must protect the other 

children. We do not have the facilities or the manpower to care for sick children. If 

your child becomes sick while in our care, please make arrangements to have them 

picked up as quickly as possible. Your cooperation in this matter is expected. 
 

Medical Emergency 

If a child becomes ill, injured, or has an adverse reaction to prescribed medication 

while at the Center, the parent(s) or emergency contact person will be notified 

immediately. 

If it is necessary to seek immediate medical attention for a child, the child will be 

transported to the nearest Hospital.  The child´s vehicle and emergency medical 

permission forms, as well as the health information file, will accompany the child. 

In the event of an occurrence of a communicable disease as outlined by the 

Department of Health, written notification will be posted on the classroom door 

within 24 hours or the next business day. 

 

 

 



19 
 

Medications 

ABSOLUTELY NO MEDICATION will be given to your child unless one of our 

medication forms is filled out in its entirety and signed by the parent and given to 

your child’s teacher or Director. All medications must be in their original container 

and clearly marked with the child's name. Medication forms must be updated and 

signed weekly. All prescribed medication must be left at the office with the person 

in charge. A medication form must be filled out completely and signed by the 

parent or guardian before any medication can be given. 

Medications must be in the original container and labeled as follows: child´s name, 

current date, dosage, times to be given, expiration date, and any other special 

instructions. 

Any non-prescription medication must have a signed, dated note from the child´s 

doctor stating the name of the child to receive the medication, name of the 

medication, amount to be given, times to be given, length of time to be given and 

any other special instructions. 
 

Medication Policy  

1. Complete the medication form, available at the front office. 

2. We require families to provide a Dr. Prescription note authorizing including 

administration and dosage procedures for each medication to be 

administered. Any potential adverse reaction to the medication must be 

listed on the authorization so that the child can be properly monitored and 

families notified accordingly. This authorization is required at the beginning 

of each calendar week. 

3. We do not permit giving non-prescription, over the counter medication or 

topical, non-medical ointment, repellent, lotion, cream or powder without: 

a. Written authorization from the child’s family and written doctor’s 

authorization and instructions stating: 

i. The child’s full name 

ii. The name of the medication or the prescription number 

iii. The amount and frequency of dosage 

iv. The name of the prescribing physician 

v. The date the instructions were signed by the physician 

vi. Over-the-counter medicines must be in their original containers.  

4. Medicine is administered at 10:00 a.m. and 2:00 p.m. by a member of the 

administrative staff unless a doctor’s note is provided stating otherwise. If 

your child is to have medicine at any other time, families must make 
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arrangements to come by the School and administer the medicine themselves 

or make other arrangements with the School. 

5. Special circumstances requiring the administration of additional medications 

must be discussed with the School. 

6. We will not administer any medication after its expiration date or for non-

medicated reasons, such as to induce sleep. 

7. We will not accept a Medication Authorization Form that states the 

medication to be given “as needed.” Parents must indicate the exact 

conditions under which the medication should be given. 

8. Only ONE medication can be listed on each Medication Authorization Form. 

9. If your child receives an antibiotic from his/her doctor that specifies a 2 

times per day dosage, those doses should be administered both before and 

after School. If the antibiotic should be given 3 times per day we will gladly 

include it in our afternoon medications. Please note that antibiotics must be 

given at home for 24 hours prior to your child returning to School. 

10.  Prescription medication must be in its original container bearing the 

pharmacist’s label. 

11. All medications must be dropped off and picked up at the front desk, each 

day. These medications will be stored in a locked secure area inaccessible to 

the children. Medication may not be transported to the classroom by 

families. NO MEDICATION MAY BE PLACED IN THE CHILD’S BAG 

OR TAKEN INTO THE CLASSROOM FOR ANY REASON. 

12. All medication must be taken home daily to ensure proper family control. 

13.  Exceptions to this rule are life-saving medications such as breathing 

treatments. Any child needing these types of medications administered will 

be placed on a “Care Plan” developed by the child’s family, a medical 

expert, and the School Owner. Any “Care Plan” currently in use will remain 

so until renewal time (at least every 6 months). 

14. Children are not allowed to bring any type of medication to the School to 

administer themselves.  

Thank you for adhering to this policy to ensure the health and safety of all 

children.  

Policies and Procedures are revised annually 
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Emergency Medical Care 

Each child, upon enrollment, must have their emergency care information on file. 

It is the family’s responsibility to keep this information current. In the case of a 

medical emergency, you will be notified immediately.  

 

If warranted, emergency medical personnel will be contacted to provide 

transportations to the nearest hospital specified on the Health and Emergency 

Information form. If possible, a member of the School administration or the child’s 

teacher will accompany the child. 
 

Immunizations 

The School must have on file the Immunization Records for each child with 

specific dates recorded. These forms are obtained from a private physician or the 

local Health Department. The immunizations must include:  

1. A series of 5 DPT doses (age appropriate) 

2. 4 doses of polio (OPV) 

3. 4 doses of HIB 

4. 2 doses of measles, mumps, rubella (MMR) (age appropriate) 

5. Completed 3-shot hepatitis series 

6. 2 doses of Varicella (chicken pox) shot 

7. Pneumococcal Conjugate vaccine  

All forms must be dated and signed by a physician before the child’s first day of 

School.  
 

Accident Reports 

Staff members may apply simple first aid at the School for minor injuries such as 

cuts, abrasions, bruises and insect bites. If any of these occur and first aid is 

administered, an Accident Report will be completed. This report will state the 

nature of the injury, the cause and the treatment. It will be signed by the teacher, 

who completed the report, a member of administration and the family. The School 

will then log the incident in the child’s file. If an accident is caused by or involves 

another child, that child’s name cannot be given out and will not appear on the 

report. Families will be notified immediately if a child receives any injury other 

than a minor one.  
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Reporting Abuse and Neglect  

In the event a trained staff member feels a child has been abused or neglected, that 

staff member has the responsibility to report his/her suspicion to the School 

Administration. At that time, the administration will determine if the suspected 

abuse or neglect is accurate. If the administration then feels that the suspicion is 

founded, they will contact social services to begin to a formal investigation. All 

activity will be documented, including the initial report by the staff member. The 

staff member may choose to remain anonymous. 

  

We take our responsibilities to report suspected child abuse, neglect, and 

abandonment seriously and will cooperate with governmental authorities in 

connection with their investigations. If you have any questions regarding the 

School’s mandatory reporting obligations, please consult the Owner. 

 

Reporting of Accidents and Hazards 

All accidents, including those which do not involve serious injury, must be 

reported immediately to the Director by the staff member. Only through full 

knowledge of accidents can we strive to maintain a safe and healthy place. 

  

Immediately report any unsafe conditions, defective equipment or other hazards to 

the Owner. Children are expected to assist in maintaining safe conditions. Safety is 

a state of mind and requires constant vigilance and common sense. Safety is 

everyone’s responsibility. 
 

Severe Weather, Fire or Emergency Situations 

If an emergency situation develops such as severe weather, fire, physical damage 

to the building, or any other situation that poses a threat, the safety of the children 

is our first concern. 

The Center is equipped with a weather band radio and fire extinguishers. Fire and 

severe weather drills are conducted according to state and county 

regulations (every 30 days). 

If there is an emergency situation and it becomes necessary to close the Center, 

parents will be notified to make arrangements for early pickup. 

If there is inclement weather and it is determined that the Center will not open, 

parents will be instructed by the Center as to TV or radio stations providing closing 

information. 
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If an emergency situation develops and it is determined that the building or 

premises are unsafe, your child (ren) will be transported to a safe location. 

Parents will be notified of the situation and you will be required to pick up your 

child(ren) as soon as possible. 

 

Emergency Contact List  

Fire-Police-Medical     911 

Local Police   407-737-2200 

Poison Control  1-800-222-1222 

Sheriff Office   407-836-4357 

Kids Prep School  407-671-7170 

Director Email:   Kidsprepjackie14@embarqmail.com 

Assist. Director Email: Kidsprepaura14@embarqmail.com 

School Email:  kidsprep@embarqmail.com 

 

 

 

 

 

 

 

 

 

mailto:Kidsprepjackie14@embarqmail.com
mailto:Kidsprepaura14@embarqmail.com
mailto:kidsprep@embarqmail.com
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School Fees 

 

Registration Fee 
1. New Families: The registration fee is due after the student has been 

officially accepted based on admission requirements. This fee is $50 per 

child and $75 per family is payable after notification of the child’s 

acceptance. 

2. Returning Families: The registration fee is $50.  

 

Tuition/Refunds 

All fees are paid in advance of weekly services. Tuition will be due weekly 

whether or not your child(ren) are in attendance. There will be no refunds due to 

illness, accidents, hurricane etc. Kid’s Prep School provides two weeks of vacation 

as long as your child has been in attendance for three months.  Kid’s Prep School 

will hold your child's spot and tuition will not be charged. Please make sure that 

the Director is notified at least two weeks prior of taking a vacation week. If you 

need a third week, half of your child's tuition will be charge. These vacation weeks 

do not roll over. Our School year runs from September to September.  If you 

decide not to bring your child or children back to the school, Please let the Director 

know in writing two weeks prior.  Any tuition not paid prior to Tuesday noon will 

be assessed a late charge of $15.00. Please do not ask for exceptions. 

Tuition only covers 10 hours of care. 

When a tuition payment is delinquent for one week, the space can no longer be 

reserved for your child. Your child will not be permitted to attend School as of 

Wednesday of any week that tuition is not paid in full. 

When a child has transitioned full time into an older classroom the new tuition rate 

will become effective on the first Monday your child is in the older classroom. 
 

Uniforms 

Kid’s Prep School is a uniform school.  All children attending Kid’s Prep School 

are required to wear a uniform shirt.  Uniforms shirts can be purchased at the front 

office for the price of $10.  Please see Director for more information. 
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Late Fee  

If you will be arriving late to the School for pick up, please call and notify the 

administration. There is a charge of $1 per minute after 6:30 p.m. The late charge 

is due on the same day. This payment is only to be made in cash. If child/children 

are left at the School for one hour after closing and no attempt to contact the 

School has been made, legal authorities will be contacted.  

 

Withdrawal 

Families are responsible for initiating the child withdrawal process. Families are 

required to provide a written notice two weeks prior to leaving. See the Director or 

a Manager who will start the required paperwork process for withdrawal. Once the 

withdrawal form is properly completed and signed, the family must ensure that any 

School property in the possession of the child or child’s family is returned and any 

outstanding financial obligations are met.  

 

The financial obligation payable and due, at the time of withdrawal, will be based 

on the timing of the withdrawal. 

 

NSF Charges  

If your check is returned for any reason, an NSF (Non-Sufficient Funds) charge 

will be applied to your account ($35.00). This will be due in addition to any late 

charges prior to the beginning of the next week. Returned checks must be covered 

by a cashier’s check, money order or cash.             
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Acknowledgement and Receipt of Family Handbook 

The registration of a child is considered an acceptance, on his/her part and on the 

part of his/her families or guardians, of the terms and conditions of the Family 

Handbook and all of our School’s rules and regulations, including the School’s 

judgment on disciplinary sanctions or dismissal of a child. 

The rules and regulations contained in this Handbook are not meant to be 

comprehensive. Rather, they presuppose the good will and judgment of a child in 

all circumstances in which he/she may find himself/herself and are subject to the 

School’s ultimate discretion, judgment and interpretation. 

Children and families or guardians are asked to familiarize themselves with all of 

the information contained in this Family Handbook and to sign this form. 

We have had the opportunity to review, understood and agree to abide by and 

honor all statements and provisions set forth in the Family Handbook or as they 

may be changed from time to time by the School. 

 

Print Child’s Name_____________________________ Age_____Date_________ 

Family Member or Guardian Relationship_________________________________ 

Parent Signature_______________________________________ Date__________ 

 


