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Mary Proctor Randall Preschool

Dear Parents:
Welcome to Mary Proctor Randall Preschool!
We are dedicated to building a strong foundation as partners in your child’s education.  Our highly-trained teachers present planned learning experiences which are configured to stimulate children’s interests and abilities.  Through whole group, small group and individual instruction, your child will acquire skills to develop independence and individual accomplishments.  We look forward to working with you and your child.  
Sincerely,
Stacy L. Vondra

Director, Mary Randall Preschool
MARY PROCTOR RANDALL LABORATORY PRESCHOOL
Consistent with and in furtherance of the Hillsdale College mission:

The standard goals for Mary Proctor Randall Laboratory Preschool are three-fold:  (1) to be a teacher training facility and meet the program goals and objectives through laboratory components in required course work; (2) to implement a comprehensive program which emphasizes basic skills in logical concepts, language and literature, moral character and civic responsibilities within a well structured learning day; and (3) to provide a model preschool program which exemplifies the virtues of Western culture.
STAFF

The highly-trained teachers at the Mary Randall Preschool are dedicated to the growth and development of young children.  They are experienced at working with preschoolers and have a minimum of a Bachelor’s Degree, an Elementary Teaching Certificate, and an Early Childhood Education endorsement.

Mary Proctor Randall Preschool is operated by Hillsdale College through its Department of Teacher Education.  Most education courses leading to the Early Childhood Education endorsement on the State of Michigan’s Elementary Teaching Certificate are taught by the Preschool’s Director and the Head Teachers of the Preschool’s morning and afternoon sessions.  College students enrolled in these courses meet course requirements by working with Preschool children under the immediate supervision of their college instructors.

Mrs. Stacy L. Vondra, Director of Mary Proctor Randall Preschool and Director of Early

Childhood Education Program

Mrs. Sonja Drews, Head Teacher of the afternoon preschool session and Instructor of Early Childhood Education
Mrs. Susan Pitts, Head Teacher of the morning preschool session and Instructor of Early Childhood Education
Mrs. MaryJane Rumler, Assistant Preschool Teacher
ENROLLMENT

In the spring, parents of current preschool students may re-enroll current preschoolers and age eligible siblings.  A child is eligible who is at least 2 years and 6 months by September 1st of the following school year.  Next, siblings of those who previously attended Mary Randall may enroll.  Full-time faculty and staff of Hillsdale College are then notified of openings for their children.  If openings remain, a lottery is held to fill those spots.  Lottery forms may be completed in person or by telephone anytime during the spring semester.

As enrollment occurs, parents of children who have been accepted into the Preschool need to complete enrollment forms.  These include an information sheet, a release form, a health form and a tuition payment form.  Forms must be returned by given date to complete the enrollment process.  
TUITION

A $50.00 deposit is required at the initial time of enrollment.  This payment must be made by check and must be enclosed with enrollment forms by the date specified.  The deposit is not refundable but does apply to the total cost of tuition.  Preschool tuition is payable at the College’s Business Office in Central Hall, either by mail or in person.  Checks should be made payable to Hillsdale College.  Payments may be made in two or four installments.

Should a child be withdrawn from school, tuition reimbursements are determined on an individual basis.  No reimbursements are made for an absence of less than six weeks, or for absences beginning during the last six weeks of a semester. 

Parents who wish to send their children less than full time must arrange a consistent schedule with the Head Teacher.  A child who attends school less than full time receives no tuition discount.
TERMINATION
The Preschool staff attempts to meet the educational needs of all children.  However, in unusual circumstances, the staff may not be able to meet these needs, and the best interest of the child may be better served in another program.  At the request of the Director, a conference may be called with the child’s parents to discuss an alternate placement.  The Director reserves the right to terminate any placement for reasons of incompatibility.  Termination may occur when (1) parents or guardian allow their account of Preschool tuition to become delinquent, (2) the Director determines the program is unable to meet the needs of the child, or (3) the Director determines it is not in the best interest of the Preschool or other children enrolled to have a particular child in attendance.

SCHOOL HOURS

Morning Session: 

Arrival
  8:45 –   9:00





Session
  9:00 – 11:15





Pick Up
11:15 – 11:30

Afternoon Session:
Arrival
12:45 – 1:00





Session
  1:00 – 3:15





Pick Up
  3:15 – 3:30

We are not staffed to receive children before 8:45 a.m. or 12:45 p.m. or to keep them after 11:30 a.m. or 3:30 p.m.  The cooperation of parents in this matter is greatly appreciated.

MORNING SCHEDULE

8:15 – 8:45
Set Up/Pre-conference

Teachers set up planned learning activities and discuss each curricular area. This is work time without children.

8:45 – 9:00
Arrival
Children arrive and engage in learning activities in the language and activities areas only.

9:00 – 9:35
Outside Time

Children participate in a variety of activities on the playground to develop gross and fine motor skills; such as climbing, swinging, sand play, and bike riding.  Children receive instruction in rules and techniques of outdoor seasonal sports.

9:35 – 9:50
Circle Time/Whole Group Instruction
Children gather for whole group to sing a prayer of thanks, recite the Pledge of Allegiance, review the calendar and job responsibilities, identify and graph weather conditions
9:50 – 10:05
Small Group/Individualized Instruction

Children receive direct instruction targeted to the needs and abilities of individual children in language and literacy skills, logical concepts, alphabet and phonics, and library skills.  

10:05 – 10:50
Independent Learning Instruction
Children participate in planned learning activities which are designed to develop a child’s individual abilities in the following curricular areas: construction, physical development, logical concepts, character development, alphabet and literacy skills, computers, sensory perception and symbolic play.  Children choose snack within the time period snack is served.

10:50 – 10:55
Clean Up Time

All children and teachers are responsible for returning items to their proper places.  Adults assist the children with specific directions and encouragement.

10:55 – 11:15
Large Group Instruction

Children gather in whole group and are expected to follow directions and interact appropriately.  They sing traditional songs, listen to classic literature and engage in a game with rules.  

11:15 – 11:30
Departure



Children are assisted to their vehicles by a teacher.

11:30 – 11:45
Morning Wrap-Up/Post Conference

Teachers discuss the events of the day, reflect on specific learning activities and the children’s development.  Upon completion, the teachers will then clean up each area.  This is work time without children.  

*All times are approximate.  The schedule may vary depending on the weather, special events and the needs of the children.
AFTERNOON SCHEDULE

12:15 – 12:45
Set Up/Pre-conference

Teachers set up planned learning activities and discuss each curricular area.  This is work time without children.

12:45 – 1:00
Arrival

Children arrive and engage in learning activities in the language and activities areas only.

1:00 – 1:35
Outside Time

Children participate in a variety of activities on the playground to develop gross and fine motor skills; such as climbing, swinging, sand play, and bike riding.  Children receive instruction in rules and techniques of outdoor seasonal sports.

1:35 – 1:50
Circle Time/Whole Group Instruction

Children gather for whole group to sing a prayer of thanks, recite the Pledge of Allegiance, review the calendar and job responsibilities, identify and graph weather conditions

1:50 – 2:05
Small Group/Individualized Instruction

Children receive direct instruction targeted to the needs and abilities of individual children in language and literacy skills, logical concepts, alphabet and phonics, and library skills.  

2:05 – 2:50
Independent Learning Instruction

Children participate in planned learning activities which are designed to develop a child’s individual abilities in the following curricular areas: construction, physical development, logical concepts, character development, alphabet and literacy skills, computers, sensory perception and symbolic play.  Children choose snack within the time period snack is served.

2:50 – 2:55
Clean Up Time

All children and teachers are responsible for returning items to their proper places.  Adults assist the children with specific directions and encouragement.

2:55 – 3:15
Large Group Instruction

Children gather in whole group and are expected to follow directions and interact appropriately.  They sing traditional songs, listen to classic literature and engage in a game with rules.  

3:15 – 3:30
Departure



Children are assisted to their vehicles by a teacher.

3:30 – 3:45
Morning Wrap-Up/Post Conference

Teachers discuss the events of the day, reflect on specific learning activities and the children’s development.  Upon completion, the teachers will then clean up each area.  This is work time without children.  

*All times are approximate.  The schedule may vary depending on the weather, special events and the needs of the children.
ARRIVAL/DEPARTURE
Children are to arrive and depart by way of the front door on the circular drive.   A teacher greets each child upon arrival.  If a child arrives late and no teacher is at the door, the parent is to park on Hillsdale Street and escort the child into the school and notify a teacher of the child’s presence.  Children are never to be left unattended in a vehicle, nor are they allowed to play in the driveway.

Children are to exit vehicles on the right hand side only.  If a child is unable to fasten a seatbelt independently, place the safety seat on the right hand side of the vehicle, closest to the door.

There is to be NO PARKING in the driveway at any time or for any purpose.  Parents who need to enter the school must park on Hillsdale Street.  Vehicles may enter driveway at the scheduled arrival time  (8:45/12:45).  Should you arrive early, you must park on Hillsdale Street until scheduled time.

When picking children up at the end of each session, parents are to repeat the arrival procedure.  A teacher calls children individually and assists them into their vehicle.  The driver is to remain in the vehicle.  If there are other vehicles behind you, please pull forward beyond the front door and wait for a teacher to assist your child.

Under no circumstances will children be released to anyone other than their parents or regular car pool drivers without authorization of their parents.  This may be done in writing and sent with the child or by a telephone call to a staff member at the Preschool.

CLOTHING

The Preschool does not prescribe the type of clothing to be worn by the children.  However, parents should keep in mind that the children go outside every day except in rain and the most severe weather.  Parents must therefore appropriately dress their children for both indoor and outdoor activities.

Self-help:  Self-help is an important part the development of independence.  Children need clothing that they can manage.
Labeling:  All outerwear must be marked with child’s name in permanent marker.  This includes snow pants, boots, hats, mittens, and coats.

Extra Clothes:  Extra clothing will be returned at the end of the school year.  The following articles should be brought to school plainly marked with your child's name:

· l set of underwear

· l pair of socks

· l pair of pants & shirt

INCLEMENT WEATHER ANNOUNCEMENTS

Delayed openings and school day cancellations are announced on the local radio station WCSR (1340 AM and 92.1 FM).  Parents are requested not to call the Preschool office or Preschool personnel for this information.

PRACTICE DRILLS

Tornado:  The Preschool is notified as soon as a tornado watch or warning is sounded.  Emergency Services has inspected the building and designated where children are to be located in the event of a tornado.  Parents are requested not to pick up their children during a tornado watch or warning.

Fire Drills/Emergency Lockdowns:  Fire Drills and Lockdown procedures are practiced regularly each year.  The Preschool has been inspected by a Qualified Fire Inspector for Childcare Centers.  The Preschool is in compliance with the applicable fire safety regulations for childcare licensing. 

SNACK

Snack is provided daily and a calendar is sent home monthly.  In addition to being provided with something to eat and drink, the children have opportunities to learn about nutrition, good eating habits, and table etiquette in a social environment.  If you would like special consideration for your child’s snack due to allergies diagnosed by a doctor, you must return a monthly snack calendar completed with snack substitutions.  Substitutions must be provided from home.
LIBRARY DAY
One day each week is library day, and the children choose books from the Preschool library.  A teacher will escort your child to our library to select a book.  Students are encouraged to look at the book’s cover, title and illustrations to select a book of interest to share with their families.  The books are taken home and returned one week later.  Children are not penalized if they forget to return their books on time.  However, a maximum of two books are allowed to be checked out at any one time. 
OBSERVATION AND TESTING

Children are observed while at the Preschool and records of these observations are used in some of Hillsdale College’s education classes.  Children are also occasionally given tests for data collection and analysis purposes in education classes.  All test data is confidential within the confines of the laboratory program.
REPORTING RESPONSIBILITIES

The staff is required by the Michigan Child Protection Act to report all suspected cases of child abuse and neglect to the Family Independence Agency.  This act was passed to protect the health and safety of our state's children.  Parents who desire assistance with abusive situations can call the HELP LINE at 1-800-942-HELP.  

PARENT PARTICIPATION

Meetings:  Once each semester, parents are invited to attend a parent meeting.  Topics are of interest to parents of young children and vary from meeting to meeting.

Conferences:  Parents may request individual conferences at any time during the school year.  There will be scheduled conferences spring semester for those children entering kindergarten.

Visitations:  Parents are welcome to visit the Preschool at any time.  Parents may observe from the observation deck or join the children in the current activity.  It is not necessary to make an appointment for a visit, unless a parent wishes to speak to the teacher about the child.  Visits allow opportunities for the child to demonstrate newly acquired skills.

DISCIPLINE

The Mary Proctor Randall Preschool believes that to discipline appropriately is to teach wisely.  Discipline as a positive approach guides the behavior of young children, both in groups and individually.

The Preschool’s goals of discipline include: self-control, self-direction, respect for the person and property of others, and safe and enriching group experiences.  If misbehaviors occur and become a disruptive factor to a child or children, the consequences are implemented by the adult present at the time.  Consequences never include implementing corporal punishment, striking, shaking, shoving, and using harsh language.  When guiding children’s behavior, every effort is made to do so at the child’s individual developmental level.

Behaviors which call for immediate adult intervention include:

1.
Physical handling of other children, such as pushing, shoving, hitting, biting,


scratching, kicking and other such hurtful actions.

2.
Misusing equipment, such as throwing sand or toys; riding unsafely and crashing 


into other bikes, wagons, or tricycles; pushing or shoving on the slide.

3.
Creating and using weapons, such as toys, sticks, stones, and sand.

4.
Using unacceptable language, including foul language, verbal abuse, and


hateful language.

Most behaviors are handled effectively through the implementation of one or more of the following procedures:

1.
Redirection – when undesirable behavior occurs, the child will be redirected to 


another activity.

2.
Empathy and Awareness through Rational Thought – children whose behavior


effects other children will be asked how they would feel if similarly mistreated.  


A mistreated child might be asked to tell how it feels, as well.

3.
Problem Solving – if children do not share or take turns with a specific object

or toy, the item in question will first be held by the teacher.  Then, the children will be asked one at a time to explain what was happening.  Finally, the children will be asked one at a time to offer a solution which is fair to everyone.  If necessary, the teacher will guide the children to a satisfactory solution.

4.
Time Out – if a child’s behavior puts other children in danger, or does not exercise self-control when directed, the child will be removed and placed in time out location, away from others.   The teacher and child discuss behavior expectations and the child returns to the group.  The child is always supervised in the time out location.  When time out has been used, parents will be notified.

The Preschool should always be notified in advance when an event at home, such as a major change in routine, an impending move, the arrival of a visitor, hospitalization, and separation and divorce, could significantly influence a child’s behavior at the Preschool.

HEALTH SERVICES PLAN

Children and Staff Hand Washing:

The Mary Randall staff attends Universal Precautions Training annually.  Head teachers provide lessons and visual reminders are posted on walls for washing hands.

Handling Children’s Bodily Fluids:

Body fluids of all persons must be considered potentially hazardous. Everyone is responsible for a clean and sanitary school environment, for the protection of all students and staff.  Keeping the work areas clean reduces risk of spreading blood-borne pathogens.  The maintenance staff has the principal task of maintaining a sanitary climate.

All children are diapered using the State Licensing Standards for diapering infants and toddlers.  

Cleaning and Sanitizing of all Equipment, Toys, and Other Surfaces:

The maintenance staff uses a solution of antibacterial disinfectant to regularly sanitize toys and equipment.

Illness

Children are required to have a health exam report on file at the Preschool.  The report form is provided by the Preschool as part of the enrollment package.  The report is to be completed by a physician.

All children are monitored by the staff for health problems.  When a child is deemed to have a health concern, the parent will be contacted and asked to come for the child.  The child will be separated from the group and supervised until picked up. 

To safeguard the health and safety of all Preschool children, the following guidelines should be used to decide if a child should be kept home:

Symptom          Keep child home until...

Fever                 fever registers below 100o for

                          at least a full 24 hours.                     

Earache             a physician determines the

                          cause and treatment, and

                          recommends the child  

                          return to school.

Rash                  a physician determines the

                          cause and treatment, and

                          recommends the child  

                          return to school.

Sore throat         a physician determines the 

                            cause and treatment, and 

                            that no strep infection

                            exists. 

Red or watery     a physician determines the

eyes                     cause and treatment, and

                            recommends the child  

                            return to school.

Upset stomach    no further problem exists

 or diarrhea         and the or diarrhea child is

                             eating normally without 

                             causing symptoms to

                             recur/ must be 12 hours 

                             since last episode

Draining sore      a physician determines

                             the cause and treatment, 

                             and recommends the child  

                             return to school.

Chicken pox       all sores have crusted over
Communicable Illnesses and Diseases

When a child remains home ill, for a day or two, it is not a requirement to notify the Preschool, unless the child has head lice, influenza, chicken pox, measles, mumps, scarlet fever, or the like.  In case of a cold or other less serious illness, the Preschool should be notified if an absence reaches three days.

Medications

If medication is prescribed by the physician, it will be administered to the child upon the written request of the parents.  The medication must be in the original container marked with the child's name and the proper dosage.  One staff member is designated to administer all medications.  Medication should never be handed to a child; it should always be given to a staff member by the parent or the driver who brings the child.  It is the responsibility of the parent to request that the medication be sent home with the child at departure.

Children are not to return to the Preschool until they have a physician’s permission, when necessary, and until they can fully participate in the school’s program, including outdoor play.  Thank you for your cooperation in keeping our children healthy.

Injuries

All injuries to children or adults, whether at the Preschool or on a field trip, must be reported immediately to the administrator on duty.  An injured child must not be left without adult supervision.  If necessary, send two children to obtain additional adult assistance.

Children who fall while playing should initially be allowed to get up by themselves.  The extent of the injury, if any, can then be determined, with appropriate comfort given verbally and adult assistance sought.  Children who cannot get up by themselves or otherwise more freely are not to be moved until qualified medical personnel arrive.  Parents are to be notified of injuries, including bumps and other minor injuries that do not require the services of a physician.
Head Lice Policy:
Head Lice seems to be an ongoing problem each year in all school districts and preschool programs.  To help protect children the following policy is in effect:

1. When a child is observed to have head lice or nits (lice eggs), the child will be sent home.  Information will be sent home with the child to help the parent get rid of the lice.

2. A child infected with head lice will not be allowed to return to the classroom until a staff person has checked and confirmed that the child is nit and lice free.  The program does not require that a child be seen by a doctor for head lice.

3. Whenever a child has been sent home with head lice, the parents or other children in the classroom will be notified in a letter sent home with each child.  The letter tells parents what to watch for and how to prevent their child from contracting head lice.




