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Pastor’s Letter 

Dear Parents, 
 
 On behalf  of  St. James Catholic Church, St. James Preschool, and 
our dedicated teaching staff, I am happy to welcome you and your child to 
a new and exciting year of  creative learning.  

 

 At St. James Preschool, our dedicated and experienced teachers 
provide a stimulating and creative educational environment for our 
children while surrounding them with their love, and most importantly, the 
love of  the Lord. Our teachers commit themselves to a deep concern for 
the overall intellectual, physical, social and emotional development of  each 
child.  They promise to provide well-rounded preparation for their school 
years within our warm and nurturing, Christian environment.  We instill in 
our children a love for learning along with sound Catholic values and 
virtues. 

  

 It is my prayer that each child and family we are privileged to serve in 
this ministry will experience with us an exciting, fulfilling year of  growing 
and learning together united with the One who first loved us, Jesus Christ, 
our Lord and Savior.  

 

 

I remain always Yours in Christ 

 

 

 

Fr. Liam Coyne 
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Mission Statement 
St. James Preschool is an outreach ministry of  

St. James the Apostle Catholic Church and  

celebrates the Roman Catholic Tradition.   

Our mission is to foster the development of each child’s spiritual, cognitive, 

emotional, physical, and social self in a nurturing and creative learning  

environment that reflects the love of Christ.  

It is the belief of St. James Preschool that we are in partnership with our 

 parents as our children begin their education,  

their social and developmental growth  

as well as their spiritual growth.  
 

Philosophy 
We strive to promote the Christian virtues of  

compassion, honesty, cooperation, friendship, generosity,  

goodness, stewardship, faithfulness, knowledge, and creativity 

that forms the foundation of our Catholic faith. 

 

Goals 
 We believe that play, exploration, and discovery are aspects of an early 

childhood learning program; that children learn best through play and 
hands-on experiences. 

 

 We recognize that children have different learning styles.  We strive to 
guide the individual developmental difference in children through multi-

sensory learning. 

 

 We employ positive discipline techniques that are not punitive, but reflect 

respect and regard the uniqueness and dignity of each child. 

 

  We believe that a preschool should be an extension of the home. 
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Exemption Statement  

The Archdiocese of Atlanta, Office of Catholic Schools, ensures that this 
program follows the prescribed guidelines for parish early childhood 
programs.  This preschool holds a Certificate of Exemption for licensure 
from the State of Georgia (Bright from the Start).  Parish preschools in 
good standings are eligible to renew their Archdiocesan Charter every 5 
years. 

 
Admission Policy 
In order to register your child for preschool, you must fill out a registration 
form and submit your registration fee. The registration fee is non-
refundable should you change your mind about starting your child in the 
program.   
 
Before admission to class, parents/guardians are required to complete an 
enrollment package and submit a copy of the child’s birth certificate and 
immunization record #3231. Our immunization exemption policy can be 
found on page 17.  
 
In accordance with Federal law and the Catholic church, this institution is 
prohibited from discriminating on the basis of race, color, national origin, 
sex, age, or disability.  
 
Children will be admitted on a first come, first served basis depending on 
available space.  Re-enrollment for current children for the next school 
year is held in February. Re-enrollment in any subsequent year is subject 
to mutual agreement that may be withheld by the child, the parent or the 
school administration with or without cause. 
 
Children entering preschool (2 - 5 year olds) must be the age of the class 
by September 1st. Children in the Mother’s Morning Out program must be 
between  12 months and 23 months old when entering the program. The 
assignment of children to classes or teachers is at the discretion of the 
Director.  Three and four year olds must be completely toilet trained and 
independent with toileting and dressing. Pull-ups are not permitted. All 
children entering the three year old program must be able to use the 
restroom facilities with adult assistance limited to help with snaps, buttons, 
and zippers. All children entering the 4 year old program should be able to 
use the bathroom facilities without adult assistance.  
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Withdrawals 
Children may be withdrawn from the preschool program without penalty.  
Kindly notify the Preschool Office and complete a Withdrawal Form 
(available from the Preschool Office) and turn it into the Director. Please 
note that once you withdraw, your child’s space may not be available 
should you change your mind. 
Listed below are reasons that may be subject for withdrawal from our 
program: 
1. Failure of the parent to comply with the rules and regulations as 
provided in the  Family Handbook. 
2. Failure to pay tuition and fees in a timely manner. 
3. When the school can no longer meet the physical, academic or 
emotional needs of the child. 
4. When the child’s behavior repeatedly presents a physical danger to 
the staff or other children in the program. 
5. When the child’s behavior is continually disruptive interfering with the 
learning experience of the other children in the program. 
 
When a preschool teacher and/or the Director observes that a child is 
having difficulty performing at an appropriate developmental age level, is 
having difficulty adjusting to school, or is disrupting the learning 
environment for other children, efforts will be made to address these 
issues with the parents.  St. James Preschool will make every effort to 
work with families, to provide resource information regarding referrals in 
Henry County and to help determine the optimal arrangement for the 
child. 
 
The Director may require the parent to withdraw a child if in her opinion 
placement in the preschool is not in the child’s and/or the preschool’s 
best interest.  The Director reserves the right to dis-enroll if a situation 
occurs that jeopardizes the welfare of the children and/or staff.  In the 
event of this, the registration fee will not be returned. 
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Confidentiality of Records 
Children’s records are open only to the child’s preschool teacher, the 
Director, and the child’s parents or legal guardian.  A written request is 
required to forward progress reports to another school. 
 

 
 
 
 
 
 
Curriculum 
Our preschool curriculum offers theme-based  units of study that 
integrate academics, fine and gross motor skills, social skills and religion 
through structured and unstructured creative play and hands-on 
experiences. 
Our children learn about God, His goodness and His role in our lives. 
Activities include Circle Time, Center Time, Snack Time (provided by 
parent), outdoor play time, Religion, Story Time, Science, Math activities 
for our 3 and 4 year old classes along with Reading Readiness and 
Language Arts. Each classroom is equipped with computer capabilities 
and available for the children to use daily. 
 
The basic foundation of our curriculum is built around “Bright 
Beginnings-Exploring God’s World” by Liguori Publishing. This 
program is developed specifically for preschool programs and integrates 
bible stories into all aspects of education for early childhood learning. It is 
a resource that is used in conjunction with the following curriculum and 
subjects: STREAM; (Science, Technology, Religion, Engineering, Arts 
and Math) Language Arts, Physical Education, Music and Drama.  For 
more specific information on our curriculum, please visit our website:  
Http://stjamesapostlepreschool.org or see the director. 

 
Parents of 3,4, and 5 year olds will receive progress reports on their 
child’s performance during the school year.  Conferences may be 
scheduled any time during the year by either the preschool teacher or 
parent as deemed necessary.  Your child will also receive a weekly folder 
that contains his/her projects, accomplishments during the week, and 

any communication from the preschool teacher or the Preschool Office. 
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Positive Guidance and Discipline 
We expect all of our students to treat each other as Jesus taught, 

"Love your neighbor as yourself.”  Mt 22:39 
 

 
 
The purpose of the program at St. James Preschool is to build a child’s 
positive self-image and self-esteem.  It is vital to the well-being and 
successful development of young children that they have clear, 
consistent, and appropriate limits on behavior.  The limits we set arise 
from two areas of importance:  not hurting oneself or others, and 
respecting everything in the physical environment. Appropriate discipline 
supports the child in developing awareness in these areas and also 
establishing self-control.  
 
If a child’s behavior is inappropriate or unsafe, the following discipline 
measures will be used: 
1. Positive Redirection:  The child is simply directed to another activity.  
Ex. Mary is playing with the blue blocks, Susie; you may play with the red 
blocks. 
 
2. Asking a child to stop and think:  Asking a child to stop and think about 
his/her actions.  The child is gently asked to stop what he is doing and 
think about his/her actions.  Preschool teachers encourage the child to 
verbalize what will happen.  Sometimes this is enough for a child to 
change their behavior. 
 
Children will be taught there are consequences for the choices they 
make.  For instance, if a child is swinging his arms at the table and 
knocks over his cup of water, the child will help wipe up the spilled water 
before continuing to eat his snack.   
 
A child who hurts another child’s feelings will draw a picture of apology or 
offer to give up the toy he/she is playing with to the other child. 
 
 
Bullying  
Bullying is defined as repeated, aggressive behavior intended to make 
another child feel inferior. Any incidents of bullying will be dealt with in a 
timely and appropriate manner. Bullying at parish preschools will not be 
tolerated. 
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Positive Guidance and Discipline cont’d 
If behavior problems persist, the parents are asked to a conference to 
discuss what may be helpful in motivating their child to behave in an 
acceptable way.  
 
Our preschool teachers will clearly define the classroom rules so the 
children will know what to expect.  Children will know they are 
accountable for their choices in behavior. The preschool teachers will help 
the children become aware of and take responsibility for the outcome of 
their actions. In addition to classroom rules, our school has adopted a set 
of “color rules” that are displayed throughout the campus in which to 
teach and remind the children of expected behavior. This safe learning 
environment is based on respect, trust, and consistency. 
 

 
Home/Preschool Partnership for Behavioral Expectations 
To protect the rights of all children, it is important that the parents, 
educators, and students understand the consequences of misbehavior. 
The preschool staff will work together with parents when a student is not 
willing or able to adhere to school behavior expectations.  The following 
steps will be taken as parents and staff work together: 
 
1. The preschool teacher defines and documents ongoing misbehavior. 
Parents and teachers discuss what may be causing the misbehavior and 
possible solutions. 
 
2. If the misbehavior persists, parents will be asked to attend a 
conference with the preschool teacher and Director to determine a 
behavior management plan. 
 
3. The parents may be asked to keep the child out of school for a period 
of time. 
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Appropriate Dress for Children 
Appearance affects our learning and the quality of our work and 
also reinforces good Christian values which we are striving to 
teach your child.  We encourage all parents to follow these 
suggestions: 

 
 Any type of neat, comfortable clothing is permitted. Please 

keep in mind that the children will be doing many activities that 
may require movement and climbing, such as outdoor play. 
Clothing cannot display any undesirable wording or     
graphics. 

 Classes will go outside everyday unless the temperature is 
below 33 degrees or raining. Please make sure your child 
dresses appropriately for the weather.       

 Socks and shoes are required and must be worn by children 
at all times.  Tennis shoes are preferred.  

 For safety reasons, no flip-flops, sandals, crocs, open-toed 
or open-back shoes are allowed. 

 Clothing should be properly labeled with the child’s name for 
easy identification should the items be lost. 

 All children must have a complete seasonal change of clothes 
that will be kept in their classroom in the event of accidents.  
These must be kept in a Ziploc bag and labeled with the 
child’s name. 
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Snack/Lunch Ideas 

Lunch/Snacks 
Parents will provide a nutritious snack and  sack lunch  for their child each 
day.  Your child’s lunch box should be marked with their name. 
 Individual lunches and snacks must be bagged separately and labeled 

“lunch” and “snack” with your child’s name.   
 If your child does not have a drink, water will be provided.   
 An ice pack is strongly recommended for your child’s lunch bag because 

we do not have refrigerator storage for everyone’s lunches. 
 Please do not send in food that needs to be heated in microwave and/or 

prepared.    

 

 Fruits such as apples, oranges, 
grapes, strawberries, bananas, blue-
berries, dried fruits 

 Vegetables such as carrots, celery, 
cucumbers, snap peas, cherry        
tomatoes, sliced peppers 

 Dips - guacamole, hummus, salsa, 
tzatziki, peanut butter dip, hazelnut 
spread, ranch dressing 

 Other snack ideas - string cheese, 
yogurt, pretzels, crackers, graham 
crackers, granola bars, chips, cheese 
slices, trail mix, waffle sticks, pop-

corn (no candy please) 
 Drinks - Water bottles, white, choc-

olate or strawberry milk in thermos 
or with cold pack, juice box, flavored 
waters (no sodas please) 

 Lunch ideas - Bagel & cream cheese, 
spaghetti in a thermos, pita sand-
wich, lunchables, sandwiches, chick-
en salad cottage cheese, boiled 
eggs, pre-cooked hot dogs (should 
be cut into smaller pieces). 

Food Allergies 

If your child has a food allergy, it is your responsibility to alert the staff.  
You will be required to fill out a “Food Allergy Action Plan” and keep     
information current should anything change in this plan.  We will do what 
we can to accommodate any child’s dietary restrictions.  
 

Birthdays 
You may supply a special treat to celebrate a birthday.  If goody bags 
are brought they will be distributed and sent home with the children at 
the end of the day. No candles or latex balloons please.  Contact your 
child’s teacher ahead of time if you plan to send a birthday treat.   
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Hours of Operation 
St. James Preschool operates Monday - Friday from August through May.  
We are open from 9am-1pm.  We are closed during all Henry County school 
breaks and holidays.  The preschool will also be closed for Holy Thursday 
and Good Friday. 
 
Arrival / Departure  
Children must be escorted to and from the classroom by their parent/
guardian.  Parents or authorized persons are required to sign your child in 
and out everyday using the lap top located outside of your child’s classroom.  
Each authorized person will have his/her own unique PIN.  Sharing of PINS 
with other family members or friends not on the child’s release form is not 
allowed.  
 
 Drop-off time is 8:50–9:00 AM. The doors to the Religious Education 
building will be unlocked at 8:50. The preschool teachers need ample time to 
prepare their classrooms in the morning  If you arrive and there is no adult 
present, please remain with your child until a preschool teacher arrives. 
 
Pick-up time for each child is promptly at 1:00 PM. The doors will be opened 
at 12:50pm.   A $5.00 charge will be incurred for each 5 minute interval after 
1:15.   
 
 
Parking Lot 
When bringing your child to our preschool, please be aware that many 
drivers coming into and leaving the parking lot may not be looking out for 
small children entering or exiting the building.  Parents or adults who are 
bringing your child to preschool should be aware of our parking lot safety 
rules: 
 Please do not park in the Fire Lane, leave your car and walk your child in.  

Parking in the Fire Lane is not permitted and could result in a parking 
violation from the Henry County Police or Fire Department. 

 When pulling into the parking lot, drive in the direction from north to south  
to park.  Parking in reserved spots is not permitted at any time. 

 Do not allow your child to run through the parking lot.  Please hold your 
child’s hand as you arrive and leave school. 

 When leaving the parking lot, drive toward the back of the lot and exit to 
your left.  Do not exit the parking lot by driving “toward” the church.  

 
Routine Transportation Will Not Be Provided At This Program 



14 

 

Release Form 
Children will only be released to persons designated on the Release Form. 
If someone other than the parent or regular pick-up person is coming to get 
your child, you must send a signed note to the preschool teacher before 
your child is picked up. As a general rule, the Preschool will not accept any 
pickup changes by telephone unless the person is someone designated on 
the Release Form.  All changes to release information must be made in 
writing only.  A driver’s license with picture or photo ID may be required 
before releasing your child. 
 

Daily Schedule 
Your child’s day will consist of the following activities: prayer, circle time, 
center time (manipulative and creative play), crafts, snack and lunch, 
outdoor play (weather permitting), bathroom breaks, religion, story time, 
art, drama, science and depending on the day of the week, music and 
physical education.  You will receive a complete schedule of your child’s 

daily activities in your orientation package. 
 
Preschool Staff 
Our preschool teachers come from a variety of experience and many have 
been with our preschool for several years.  They are required to participate 
in 10 hours of specialized training in early childhood education.  They must 
also complete training in CPR, First Aid, Fire and Health Safety and other 
courses at the discretion of the Director.  They also attend the Archdiocese 
of Atlanta Preschool Institute.  Preschool teachers are required to complete 
and provide lesson plans on a weekly basis. 

 
Registration Fee 
The registration fee is due when you enroll your child.  The fee is non-
refundable and cannot be applied to unpaid tuition balances.  The 
registration fee covers supplies, materials, books and organizational costs.  
The fee will be based on when your child is enrolled.   
 
Example of  a 4 year old registration fee charges:  
 Enroll at beginning of school year -  -full amount due at registration 
 Enroll between October - December: $195 
 Enroll between January - March: $130 
 Enroll between April - May:  $65 
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 Program       Registration      Tuition 
 
5 Day Five’s             $300        $300 
5 Day Four’s         $260                $260 
4 Day Four’s            $240               $240 
3 Day Four’s         $220                $220 
 
5 Day Three’s           $260              $260 
4 Day Three’s           $240        $240 
3 Day Three’s           $220              $220 
 
3 Day Two’s            $220              $220 
2 Day Two’s            $200              $200 
 
2 Day MMO’s            $200              $200 
 
 

Tuition Fees/Policies 

 

 

 

 

 

 

 

 

All parents will be required to sign the “Financial Agreement” included with the beginning 
year paperwork.  The registration fee is non-refundable and will be collected at the 
beginning of each school year. This fee covers classroom supplies, teaching materials, 
equipment use, visual aides for the classrooms, utilities, playground maintenance, staff 
training and special events.  
 
No tuition refund or deduction will be given for temporary absences or illness, or for 
holidays and scheduled days that the preschool is closed. With the exception of August 
and May, tuition is the same each month regardless of the number of days scheduled 
and attended. 
 
The preschool is a self-supporting, non-profit organization and is solely operated by 
funds provided by the tuition. No subsidy by the parish is received and therefore, prompt 
payment of tuition is vital to the ongoing operation of the program. 
 

Tuition must be paid by the first of each month. Cash payments must be 
returned to the Parish Church Office Monday-Thursday from 9:00-4:30. 
Checks should be made payable to St. James Preschool, with the child’s 
name on the check  and deposited in the “drop box” outside of the Parish 
office. Online payment can be made using our Online Giving link on our 
website. Payment can be made through your bank account or by credit card. 
No Preschool personnel are permitted to handle tuition funds.   
 
Should an account fall behind in payment, a late fee of $15.00 will be 
charged after the 9th of the month. After thirty (30) days of delinquency, if no 
agreement has been made, the parent will be asked to withdraw the child 
from the preschool program until the account is paid in full. 
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Health Policy 
Any case of illness or injury at school will be promptly reported to the 
Director. You will be notified immediately to pick up your child if 
necessary.  If emergency medical care is needed, your child will be 
transported to Piedmont Henry Hospital in Stockbridge.  If a child is 
injured while at preschool but does not require medical attention, an 
incident report will be filled out, signed by the teacher and Director.  
Parents will be notified when they pick up their child and a copy of the 
form will be provided. 
 
Guidelines for illnesses: 
 If your child is ill or displaying signs of diarrhea, vomiting, sore throat, 

chronic cough or an contagious disease, or a fever of 100 degrees or 
higher-he/she should be kept at home until symptom free for at least 
24 hours. 

 If your child has experienced a contagious disease, you must notify 
the preschool and obtain a note from your pediatrician informing us 
when your child is safe to return to school. 

 Children being treated with antibiotics must complete a full 24 hours of 
treatment before returning to school. 

 The preschool will notify all families in writing if there has been 
exposure to a notifiable communicable disease. 

 
Medication  
A medical form must be completed by the parent in order for medication 
to be dispensed.   
 The Preschool staff will not dispense any medication without written 

permission from the parent and signed by a physician.  
  Medicine must be given by the parent to the Preschool Office 

personnel for dispensing. The medication should be in the original 
child-proof container and clearly marked with the child’s name. The 
first dose of medication must be given at home. If noticeable adverse 
reactions to prescribed medication are observed, parents will be 
contacted immediately.  

 Any child needing an EpiPen must supply two if possible. Parents 
must fill out a Medication Authorization Request with the proper 
dispensing instructions. 
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Immunizations 

All children attending Catholic parish preschools must meet Georgia 

state standards for immunization.  Parents must provide a “Georgia” form 

#3231 immunization form before their child will be permitted to attend the 

preschool. 

 Religious Exemptions -  Catholic doctrine does not support an 

exemption from immunizations based upon a matter of conscience/

religious exemption.  For this reason, religious exemptions are not 

accepted in parish preschool programs. 

 Medical Exemptions - The medical exemption is applicable when a 

child has a long-term condition that contraindicates immunization.  

Parents must provide documentation and signed by child’s physician.  

The Archdiocese of Atlanta reserves the right to obtain a second 

opinion.  The medical exemption must be renewed annually. 

 Delayed/Alternative Vaccination Schedule - Parents must submit 

documentation from child’s physician indicating the reason for the 

delayed/alternative schedule and the vaccination schedule that will be 

followed. 

 Epidemic, Outbreak, Exposure - In the event of a contagious 

disease epidemic, outbreak or exposure, children with medical 

exemptions or delayed/alternative vaccinations schedules will be 

required to remain at home until their health and safety is no longer at 

risk. 
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Safe Sleep Practices Policy 
Infants will be placed on their backs in a crib to sleep unless a 
physician’s written statement authorizing another sleep position for that 
infant is proved.  The written statement must include how the infant shall 
be placed to sleep and in a time frame that the instructions are to be 
followed. 
 
Cribs are in compliance with CPCS and ASTM safety standards.  The 
will be maintained and in good repair and free from hazards.  No objects 
will be placed in or on the crib with the infant.  This includes, but its not 
limited to, covers, blankets, toys, pillows, quilts, comforters, bumper 
pads, sheepskins, stuffed toys or other soft items.  No objects will be 
attached to a crib with a sleeping infant, such as, but not limited to, crib 
gyms, toys, mirrors and mobiles. 
 
Only  sleepers, sleep sacks and wearable blankets provided by the 
parent/guardian and that fit according to the commercial manufacturer’s 
guidelines and will not slip up around the infants face may be worn for 
the comfort of the sleeping infant. 
 
Individual crib bedding will be changed daily, or more often as needed, 
according to the rules.  Bedding for cots/mats will be laundered daily or 
marked for individual use.  
 
Infants who arrive at the center asleep or fall asleep in other equipment, 
on the floor or elsewhere, will be moved to a safety-approved crib for 
sleep. 
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Diapering Procedures 
Caregivers will assemble all of the supplies( diaper, wipes, latex gloves, 
clothes, etc.) and follow these procedures: 
1.  Hands are washed and latex gloves are put on. 
2. Child is placed on changing table and secured.  The child is never left 

unattended. 
3. The soiled clothing will be bagged to be sent home. 
4. Caregiver will open diaper and fold over the tabs so they do not stick to 

the child’s skin, leaving the soiled diaper under the child.  The child will be 
cleaned with wipes from front to back using as many wipes as necessary.  
The dirty wipes will be placed in the dirty diaper and removed from 
underneath the child. 

5. Latex gloves are then removed by holding the diaper in left hand and 
using the right hand to pull the left glove off and over the diaper.  This is 
then repeated with the right hand.   

6. The diaper is disposed of in a lined step can in order to never leave the 
child unattended.  If the can is out of reach, the diaper will be placed on 
the corner of the table out of the child’s reach. 

7. The caregiver will then wipe her hands with a new wipe and dispose with 
dirty diaper.   

8. The new clean diaper will be placed on the child and then he/she will be 
dressed. 

9. The child’s hands will be washed before returning to play. 

10.The changing table will be sanitized with a bleach and water solution and 
paper towels. 

 

Toileting 

When assisting a child with toileting and/or potty-training, the caregiver will 
encourage independence.  When the child does need help, the following 
steps will occur: 

1. Another adult will be present or called. 

2. Latex gloves will be put on before assisting the child. 

3. After the child is finished, the gloves are removed and both the caregiver 
and child will wash hands with soap and warm water. 

4. Any contaminated surfaces will be cleaned with a bleach solution. 
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Infant/Toddler Feeding Procedures 

An infant feeding plan must be filled out and kept on record.  Any changes 
to the child’s feeding plan should be documented and updated on the 
form.   

Formula/Breast milk: 

 Caregivers hands will be washed before preparing bottles and feeding. 

 Formula will be prepared at home and brought to the preschool labeled 
with child’s name and date and capped for storage. 

 Any formula remaining in the bottle will be discarded 

 Bottles will be rinsed and returned.  It is not the responsibility of the 
preschool to wash and sterilize bottles/nipples 

 Expressed breast milk may be brought from home in the bottles/breast 
milk in an insulated container and will be refrigerated until feeding time. 
Child’s name and date must be on every bottle 

 Refrigerated breast milk must be used within 48 hours.  Breast milk that 
was previously frozen, must be used within 24 hours. 

 Infants will be held or fed sitting up.  Bottle propping, feeding in cribs, 
car seats or swings is not permitted.   

 Infants will be fed “on demand” as much as possible, but at least every 
4 hours and usually not more than hourly. 

Solid Food: 

 Children will not be allowed to walk around with food, bottles or cups. 

 Commercially packaged baby food will be served from a bowl or cup 
provided by parents.   
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Visitors, Safety and Emergencies 
 
We follow the Henry County Schools policy of inclement weather and 
school closures.  Please tune into WSB-TV for information about school 
closings.  Your director will also send out email and text messages as well. 
 
For the safety of our children and staff, the doors to the education wing are 
locked between 9:20am and 12:50pm while preschool is in progress. All 
outside doors to the education wing, with the exception of the main 
entrance, are also locked.  We are always happy to have visitors, but we 
ask that everyone stop by the parish office to obtain entrance to the 
education wing.  Any parent or individual wishing to spend an extended 
amount of time in the school must complete an Archdiocese of Atlanta 
Background Screen and are required to attend a 3 hour Safe Child 
workshop.  Anyone who is not background screened can not spend any 
amount of time with the classrooms and children. 
 
There will be unannounced fire, tornado and lockdown drills during the 
school year.  In the event of an emergency, all students should quickly and 
quietly exit the classroom and follow the directions of the preschool 
teacher.   
 
Preschool teachers are required to take attendance each morning and to 
have periodic head counts throughout the day. During safety drills teachers 
must take head counts to and from the evacuation area and report the 
number to the Director. 
 
In the event of any emergency situation or physical plant problems such as 
power failure, issues with climate control or structural damage, parents will 
be called immediately. 
 
Emergency plans have been developed for our preschool and are 
available for parent viewing. 
 

Child Abuse/Neglect 
All preschool staff will report all cases of child abuse/neglect of children.  
Any staff who has reasonable cause to suspect child abuse or neglect or 
who has reason to believe that a child has been threatened with abuse or 
neglect is obligated to report the case immediately. 
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Little Saints Drop-n-Play Policies and Information 

 

Registration and fees: 

To register for Little Saints Drop-n-Play, a registration form must be filled out 
and turned into the Director along with a one time $35 registration fee.   
 
The cost of “Drop-n-Play is $30 per day, per child*.  Payment is due on or 
before the date of reservation. The “per day” fee cannot be prorated if your 
child needs to be picked up earlier than 1pm.  Please see the Director for 
more information. 
In order for the center to schedule adequate staff and meet adult/child  
ratios, any changes in your child’s drop-off or pick-up time must be 
communicated with the Director.  
*There is a cancellation fee of $10 per child if you do not call and 
cancel your reservation at least by 9am on that day.  This fee will be 
collected at your next visit.  Allowances will be made for sickness or 
extenuating circumstances. 
 
Forms: 
In order for your child to stay at Little Saints Drop-n-Play, the following forms 
are required: 
 Registration / Health Form 
 Emergency Authorization/ Contact Form 
 Exempt from Licensure Form 
 Immunization Form # 3231 
 Birth Certificate 
 
What to Bring: 
 A healthy lunch and a labeled sippy cup or drink ( or we can provide 

water) in a separate bag with their name on it.  We will provide a 
nutritious snack for your child. 

 Extra diapers or pull-ups, wipes and lotion (if needed) 
 One complete change of clothes for us to keep here. 
 Please do not send candy, soda or any nut products. 
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For Parents with Infants: 

 An Infant Feeding Plan must be filled out and kept on record.  Any changes 

to the child’s feeding plan should be documented and updated on the form 

 Please bring infant formula, bottles, baby food and any other nutrition daily.  

We do not have a place to store these items. 

  

SIDS Policy:  Please dress your infant in clothes that provide warmth for sleep-
ing.  Blankets are not placed in cribs and no toys, pillows or any other items 
are allowed in the crib without a doctor’s note.  Your infant will always be 

placed on their back when in their crib. 

 

Wellness Policy 

In order to ensure a healthy environment for all children in our care, please do 

not bring your child if he/she exhibits any of the following: 

 Fever (within 24 hours) 

 Excessive coughing 

 Colored nasal discharge 

 Vomiting/nausea 

 Diarrhea 

 Runny, crusty, red eyes 

 Questionable rash 

 Any communicable disease 

 

If your child is being treated with an antibiotic, he/she must have received the 
medication for at least 24 hours before returning to the Drop-n-Play.  If your 
child becomes ill while at the Drop-n-Play, you will be notified immediately to 

come pick up your child. 

 

St. James Preschool reserves the right to cancel this program at anytime due 

to lack of participation, staffing issues and/or enrollment. 
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“All your children shall be taught by the LORD, and 

great shall be the peace of your children.”  Isaiah 54:13 


