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Dear Parents,

Welcome to Heritage Christian Preschool! We are delighted you chose to be part of our Wee Warrior
family. We consider it a privilege to partner with you in the development and educational foundations of your
child. Consistent and clear communication is one of the keys to a successful and positive experience for both
you and your child. Our desire is to develop a trusting and secure home/preschool relationship for the
optimum benefit of everyone.

This handbook contains specific information and requirements set forth by Heritage Christian Preschool,
ACSI (Association of Christian Schools International), and the State of California. The Parent Handbook is
intended to provide policies and guidelines for the students and their parents. Heritage reserves full discretion
to add to, modify or delete policies of this handbook at any time. Parents are notified of changes through
announcements in one or more of the following: by letter, bulletins, phone messages, email, or posting
changes on the website.

In order to be properly informed, please carefully review each section. As this year represents a
transitional period between LSLC and HCS, please note that there will be some differences between the
campuses. The importance of abiding by the policies and procedures is vital for the effective and efficient
operation of the preschool community.

Please sign the acknowledgment form and return it within 10 days of the starting date of your student.
This verification will be kept in your child’s file. The handbook is designed as a handy reference for you. The
handbook can be found at www.heritage-schools.org.

We have tried to anticipate the questions most frequently asked. Should you not find the answer to your

guestion in this handbook, please feel free to call your Preschool Office. Your involvement is essential and
warmly welcomed.

Joyfully in Jesus,

Mrs. Miller Mrs. Moncayo
Director Director
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Preschool Parent Handbook

Mission
Our Mission is to provide a well-balanced early education program of excellence from a biblical
perspective, partnering with parents in the development of a solid biblical and academic foundation.

History
Hillcrest Christian School began in 1976, under the direction, leadership, and ministry of the dedicated

members of Hillcrest Christian Church, who, with a vision to serve the needs of the church and community
began the implementation of a quality academic program for the first four grades. Within a few years, the
school had increased its enrollment significantly with multiple classes in several of the elementary grades.

The school continued to expand its educational ministry to include programs for elementary, middle
school, and high school grades. Planning for more growth in 1996, the church relocated to larger facilities and
Hillcrest Christian School became an independent corporation. In 2012, Hillcrest Christian School acquired Los
Angeles Baptist Middle and High School and on July 1, 2012, the new school became officially known as
Heritage Christian School. The North Campus (formerly Hillcrest Christian School) enrolls students in grades
TK-5 and the South Campus (formerly Los Angeles Baptist) enrolls students in grades 6-12.

Heritage Christian Preschool West Campus was established in 2012 by the Board of Trustees. Our
preschool was established to provide young children with a well-balanced Christian early education to foster
development in all foundational domains: spiritual, social, emotional, language, literacy, mathematics,
physical, visual and performing arts, history-social science, science, and health education. Proverbs 22:6
“Train a child in the way he should go, and when he is old he will not turn from it.”

In 2025, Heritage Christian School expanded its early education ministry through the acquisition of Little
Shepherd Learning Center (LSLC), a respected preschool established initially in 1990 with support from
Shepherd of the Hills Church. With this acquisition, Heritage Christian School operates two preschool
campuses: the Granada Hills Campus (formerly West Campus) and the newly acquired Porter Ranch Campus
(formerly LSLC). Together, these campuses serve children from three months through five years old,
continuing our mission to provide Christ-centered, developmentally rich education. This growth strengthens
our ability to serve more families while upholding the spiritual and academic values that have long defined
Heritage Christian School.

Doctrinal Statement of Faith

1. We believe the Bible to be the inspired, and the only infallible authoritative Word of God.

2. We believe that there is one God, eternally existent in three persons: Father, Son, and Holy Spirit.

3. We believe in the deity of our Lord Jesus Christ, in His sinless life, in His miracles, in His vicarious and
atoning death through His shed blood, in His bodily resurrection, in His ascension to the right hand of
the Father, and in His personal return in power and glory.

4. We believe that for salvation of the lost and sinful man, regeneration by the Holy Spirit is absolutely
necessary.

5. We believe in the present ministry of the Holy Spirit by whose indwelling the Christian is enabled to
live a Godly life.

6. We believe in the resurrection of both the saved and the lost, they that are saved to the resurrection of
life and they that are lost to the resurrection of damnation.

7. We believe that heaven and hell are definite places
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8. We believe in the spiritual unity of believers in our Lord Jesus Christ.

Statement on Marriage, Gender, and Sexuality

We believe that God wonderfully and immutably creates each person as male or female. These two
distinct, complementary genders together reflect the image and nature of God. (Genesis 1:26-27) Rejection of
one’s biological sex is a rejection of the image of God within that person.

We believe that the term “marriage” has only one meaning: the uniting of one man and one woman in a
single, exclusive union, as delineated in Scripture. (Genesis 2:18-25) We believe that God intends sexual
intimacy to occur only between a man and a woman who are married to each other. (1 Corinthians 6:18; 7:2-
5; Hebrews 13:4). We believe that God has commanded that no intimate sexual activity be engaged in outside
of a marriage between a man and a woman.

We believe that any form of sexual immorality (including adultery, fornication, homosexual behavior,
bisexual conduct, bestiality, incest, and use of pornography) is sinful and offensive to God. (Matthew 15:18-20;
1 Corinthians 6:9-10)

We believe that every person must be afforded compassion, love, kindness, respect, and dignity. (Mark
12:28-31; Luke 6:31) Hateful and harassing behavior or attitudes directed toward any individual are to be
repudiated and are not in accord with Scripture nor the doctrines of Heritage Christian School.

These statements of faith do not exhaust the extent of our beliefs. The Bible itself, as the inspired and
infallible Word of God that speaks with final authority concerning truth, morality, and the proper conduct of
mankind, is the sole and final source of all that we believe. For purposes of Heritage Christian School’s faith,
doctrine, practice, policy, and discipline, our Board of Trustees is the final interpretive authority on the Bible’s
meaning and application.

Purpose
The ultimate purpose of Heritage Christian Preschool is to glorify God. Excellent education — academically,

spiritually, socially/emotionally, physically, and culturally — is provided from a biblical point of view to assist
parents as they raise their children in the nurture and admonition of the Lord. The school strives to assist its
students to develop a relationship with God through Jesus Christ.

1. Spiritual Growth — Our emphasis is to teach the Word of God, make Christ real to the young students,
and to assist in the development of a trusting relationship with God.

2. Cognitive “Intellectual” Development — The preschool provides an intentionally planned, well-rounded
program with the goal of developing the skills for future academic achievement.

3. Physical Development — A combination of fine and gross motor development programs are designed
to foster the emerging skills and abilities of the young students.

4. Emotional/Social Development — Preschool students are exposed to a variety of social experiences
and lovingly guided towards the acquisition of appropriate skills in the areas of confidence,
socialization, and moral values.

5. Cultural Development — Preschool students are offered age-appropriate experiences and activities in
music, drama, literature, speech, language, and art. These areas are designed to expose students to
other cultures and encourage them to accept and appreciate cultures other than their own.

It is believed that the fully developed and prepared young student will find Christian meaning and purpose

in the future formal educational realm.



Philosophy
The Christian philosophy of early education is based on the authority, authenticity, and reliability of the

Bible, and the belief that there are unchanging principles of truth revealing God in all matters of faith, truth,
and practice.

We believe that the ultimate responsibility for a child’s education has been given to the parents. At
preschool, the teacher assumes that responsibility for the school to complement and supplement the training
at home. One of the advantages of a Christian preschool early education is that each student will receive
instruction and development training from a Christian preschool teacher. The faculty and staff at Heritage
Christian Preschool have a strong Christian commitment to providing the best early education for the
students.

Vision

Ultimately, all learning should lead the child to fulfill his/her temporal and eternal purpose, which is to
glorify and enjoy the true and living God. Proverbs 2:19 “That your trust be in the Lord, | teach you today,
even you.” Our vision is to integrate all of the particulars of early education with a faith-life view so that the
mature individual will function optimally with himself and his peers and in accordance with the Lord and
Savior.

Affiliations

Heritage Christian Preschool is a non-profit ministry of Hillcrest Christian School dba Heritage Christian
School, licensed by the State of California under the Department of Social Services (Granada Hills License
#197418525 and Porter Ranch License #191231224 (Infant) and #191231218 (Preschool/Toddler). Heritage
Christian Preschool is also member of the Association of Christian Schools International.

Non Discriminatory Policy

Heritage Christian Preschool admits students of any race, color, nationality, or ethnic origin to all the
rights, privileges, programs, and activities generally allowed or made available to students at the preschool.
The school does not discriminate on the basis of race, color, nationality, or ethnic origin in the administration
of its educational policies, admission policies, or other school-administered programs. Our mission is to serve
our community at large by providing a Christian-based education to students of all religious backgrounds.

The Preschool Directors shall consider accepting children who are physically, emotionally, or mentally
handicapped only after evaluation. The decision will be based on the following:
1. The child’s attendance will have no adverse effect on other children either through the direct behavior
of the child or through requiring staff time needed by other children.
2. The preschool is able to meet the needs of the child.

Placement

Children will be placed in classrooms according to their age or developmental level based on availability.
In our Granada Hills campus, students in the three through five-year-old classes must be toilet trained. Two-
year-olds that are not yet toilet trained may be accepted. Students entering Pre-Kindergarten must be four
years of age by December 1. Other criteria for placement may include parent interviews and a developmental
appraisal that is determined by the child’s chronological age as well as how the child fits into the academic and
social framework of the school and classroom. The Directors are solely responsible for the placement of
students. The final placement of the students is at the sole discretion of the campus Directors.



Family Support and Cooperation Policy

Heritage Christian Preschool’s early educational mission involves working with preschool families in the
overall Christian early education of students. The preschool requires parents to cooperate and support the
preschool and its ministry.

If at any time Heritage Christian Preschool determines, in its sole and absolute discretion, that the actions
of a parent or preschool family are not supportive of the preschool ministry, or reflect a lack of cooperation
and commitment to the preschool and to the working relationship between the school and the home, the
preschool has the right to discontinue enrollment of a student.

Heritage Christian Preschool strives to work with the parents to shape the students to be Christ-like. On
occasion, the atmosphere or conduct within a particular home may be in opposition to the biblical lifestyle the
school teaches. This includes but is not limited to, sexual immorality, holding, exposing, or advocating beliefs
that are contrary to Christian principles, or an inability to support the moral principles of the school. In such
cases, the school reserves the right, in its sole and absolute discretion, to refuse the admission of an applicant
or to discontinue the enrollment of a student.

Days and Hours of Operation

The preschool is open Monday through Friday, with choices for two (PR only), three, four (GH only), or
five-day programs. Students and parents will not be admitted into the facility prior to 7:00 a.m., and the
preschool closes promptly at 6:00 p.m. Please check the calendar of each respective campus for dates of
operation.

Granada Hills Campus

Full Day Program: 7:00 a.m. — 6:00 p.m.
Partial Day Program: 8:45 a.m. —3:15 p.m.
Half-Day Program: 8:45 a.m. —12:45 p.m.

*The three-day option is only available for the two-year-old classrooms for a limited time after initial enroliment.

Porter Ranch Campus

Full Day Program: 7:00 a.m. — 6:00 p.m.
Partial Day Program: 8:15 a.m. —3:15 a.m.
Half-Day Program: 8:15 a.m. —12:15 p.m.

Admission Procedures

1. Parents schedule a facility tour and meet with the Director.

2. The Director meets the child and the parent/guardian.

3. All state and preschool forms are completed and filed before attendance.

4. Registration and all fees pertaining to each campus must be paid.
Mandated Forms

In compliance with the State of California Department of Social Services and Heritage Christian Preschool,
all students must have the following information in their file prior to attendance. This information must be
updated annually or as needed.




Granada Hills Campus

Admission Agreement

Identification & Emergency Information
Financial Agreement

Mediation and Arbitration Agreement/Parental
Contract

Physician Report

Immunization Record

Consent for Medical Treatment

lliness Guidelines

Authorizations for Medications or Health Related
Services

Notification of Parents’ Rights

Notification of Personal Rights

Child’s Preadmission Health History

HCPS Parent Handbook Acknowledgement

HCS Volunteer Form

Withdrawal Form

Porter Ranch Campus

Admission Agreement

Identification & Emergency Information
Financial Agreement

Mediation and Arbitration Agreement/Parental
Contract

Physician Report

Immunization Record

Consent for Medical Treatment

lliness Guidelines

Authorizations for Medications or Health Related
Services

Notification of Parents’ Rights

Notification of Personal Rights

Child’s Preadmission Health History

HCPS Parent Handbook Acknowledgement
Allergy Form

Photo/Video

Parental Information Sheet

Potty Trained Form

Withdrawal Form

Infant/Toddler Needs and Service Plan

(3 months to 36 months)

All school records are confidential and the property of Heritage Christian School. Parents must submit a
written request to the administration if they need to view or make copies of their child’s school records.
Community Care Licensing has the authority to interview children or staff and to inspect and audit child or
child care center records without prior consent. Community Care Licensing has the authority to observe the
child's physical condition, including conditions that could indicate abuse, neglect, inappropriate placement,
Title 22 code #101219, section 101200 (b.c).

Allergies
All allergies to medication or food must be stated on the emergency and medical forms. Information about

children with allergies will be posted in all classrooms and throughout the campus.

The Porter Ranch campus does not serve peanut butter or any nut products in its program due to the
extremely adverse side effects that nuts have been known to cause young children (in some cases even
death). There are children in the program who have these types of severe reactions when exposed to nuts.
Nut products from home are not allowed in lunch boxes or during class parties; i.e., peanut butter & jelly
sandwiches, granola bars with nuts, nut butter cookies, peanut butter cups, or Snickers found prepackaged in
Lunchables. Should a lunch containing a nut product be sent from home, your child will be provided a hot
lunch and billed to your account. However the Granada Hills campus is nhot a nut free campus. The lunch rate
will vary by campus and selection. Please contact your campus for more information.

Adjustment Period
Starting preschool for the first time often causes anxiety for children and parents. You may be required to
visit the preschool with your child before the first day of school, allowing him/her to meet some of the staff
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and see other children at play. We want both the child and the parent to be familiar with the preschool
environment and comfortable with the program. A parent’s positive feelings towards the preschool
experience will help the child with any separation anxiety the child may have. Our staff will lovingly assist you
and your child in making this adjustment period as smooth as possible. The length of the transition process
differs with each child. It is important that you give your child at least six weeks to completely adjust to the
early education experience.

Anti-Harassment Policy

The policy of Heritage Christian Preschool is to provide an environment that is free from harassment and
intimidation because of an individual’s sex, race, color, national origin, or disability. It is the desire of our
school that the environment reflects respect and dignity for all individuals. The anti-harassment policy is not
meant to alarm parents but is required by State law to be included in our handbook.

Any form of harassment is a violation of federal law. Prevention is the best tool for the elimination of
sexual harassment. Heritage Christian Preschool does not tolerate harassment of students or employees, nor
does it tolerate reprisals against any individual who makes a harassment complaint. The school is prepared to
take action to prevent and correct any violation of this policy.

This policy applies to the actions of staff, parents, volunteers, and students. Anyone who violates this
policy will be subject to discipline, up to and including termination or expulsion. The following is the
complaint reporting procedure:

1. A student’s parent/s should inform a trusted adult, teacher, or the Director who is not the offending
party.

2. Complaints will be promptly investigated and documented.

3. Students shall not suffer retaliation due to a complaint being filed.

4. All reasonable efforts will be made to assure the confidentiality of complaints.

Late Pick-Up or Early Drop-Off Policy

Children may not be dropped off before 7:00 a.m. The pick-up times vary based on the campus and
program options. Any pick-up after 6:00 p.m. will be charged at $2.00 per minute. For Half Day and Partial Day
Programs, dropping off more than 15 minutes early or picking up more than 15 minutes late will accrue a
charge of $15.00 for the first fifteen minutes and a minimum $7.00 charge for each hour thereafter. Childcare
that has been prearranged on a monthly basis through the office will be available for $7.00 an hour.

Arrival

Children arriving for preschool should be well rested, dressed appropriately, and have had a nutritious
breakfast. Please take care of bathroom needs before dropping your child/children off in the classroom or
play yard. Parents with optimistic attitudes about the preschool experience will set the tone for a pleasant
day for the child. Punctual and consistent arrival time will assure the most effective and beneficial preschool
experience.

The classroom's academic learning time will begin promptly at the scheduled time. Child may not be
permitted to attend school if they arrive after 10:00 a.m. unless they have a medical/dental appointment or
have pre-arranged with the Director. The parent must submit a note from the doctor’s office upon arrival at
school. Extenuating circumstances will be considered at the discretion of the Director. Excludes infant/toddler
care.



Procedures for Accepting Children
1. No child shall be accepted without contact between staff personnel and the person bringing the child
to school. It is required that the person bringing the child sign-in/check-in and remain until a teacher or
staff member accepts the child. Never leave your child unless a staff member is present.
2. The first staff member to greet the child will do a health check based on our lliness Guidelines.
Bumps and marks will be noted. lll children will not be accepted. A child with questionable symptoms
cannot attend school. See the "Health Policy" section. See Page 21.
3. Based on our lliness Guidelines, children sent home ill must be symptom and fever-free for 24 hours
without medication before returning to the classroom.

At the Porter Ranch Campus, all students in the Toddler Program through Preschool/Pre-K must arrive to
school by 8:50 a.m.

Attendance

If your child cannot attend due to illness or family plans, please call the office by 9:00 a.m. or message
through BrightWheel (PR Campus). If your child is absent because of an illness associated with a
communicable disease, please let us know as soon as possible. We are required to notify all parents of
communicable diseases.

Authorization for Pickup

Children will only be released to persons 18 or older whose names are listed on the Emergency Release
Information. In emergency situations, parents sometimes need other people(s) not on the Emergency Cards
to pick up the child. In such cases, the parent must notify the staff and the office in writing or message
through BrightWheel (PR Campus). All authorized persons must have a photo ID to be shown at any time at
pick-up.

Birthdays
A child’s birthday is a very special occasion. We enjoy celebrating this special day with your child. Parents

are welcome to provide a morning snack for their child’s classroom to recognize a birthday. All snacks must be
pre-approved by the Director. A “Notice of Birthday Celebration” form must be filled out at least one week in
advance via https://heritage-schools.org/about/forms/.

In compliance with the National Environmental Health Association, our school policy states, “Foods
prepared in a private residence may NOT be used or offered at Heritage Christian Preschool.” Parents may
bring food items for birthday snacks provided that it is commercially prepared (not prepared in the home).

Please keep refreshments simple. Private party invitations are not given out at school unless the entire
class, all girls, or all boys are invited. The school does not release addresses or phone numbers.

Biting
Child development experts believe some young children bite as a result of not being able to communicate.
Preschool children in the early stages of language development may bite when frustrated. When a child does
bite, the following procedures are followed:
1. The bitten child is comforted, the bite is cleaned, and an injury report is given to the parents.
2. The child who bit the other child is redirected, encouraged to use words, and made aware of how it
hurt the other child.
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Parents are informed through a note that their child has bitten another child.

Parents are made aware that their child has been bitten by another child.

The teachers assess the environment to reduce frustration and supervise both children closely.

The identities of the children are kept confidential.

Frequent and repeated biting will result in a parent conference with the Director and the possibility of
intervention and/or suspension as needed to protect the students.

Nousw

Breakfast

Children arriving between 7:00 a.m. and 7:45 a.m. may bring their own breakfast. The food should be
nutritious, and all containers, plates, and utensils must be disposable. After 7:50 a.m., breakfast will be saved
for snack time. Items that are not disposable will not be kept at school. This does not apply to the Infant
Program at Porter Ranch.

Campus and Grounds Policy

Heritage Christian Preschool is a private Christian early education and childcare institution. The preschool
campuses are private property. Access is by permission only. All persons coming onto the property are
considered invitees. Heritage reserves the right to deny access or revoke permission to anyone at any time or
revoke permission to anyone at any time and for any reason. Persons who are under the influence of drugs or
alcohol, or who, in the sole judgment of Heritage, present a threat to the health and safety of students or
other invitees on campus or who interrupt student instruction and campus tranquility will be excluded from
the campus. Any dispute or disruption on a campus by any person, after being denied access or being asked
to leave the campus, will result in an immediate request for assistance from the Los Angeles Police
Department.

Car Seats

The state law states that every child must be placed in a car seat while riding in a car. All drivers bringing
the child to the center or picking up a child need to have an appropriate car seat. Our storage space is limited
and car seats cannot be kept at school, except at the discretion of the Director, for the Infant Program on the
Porter Ranch Campus.

Check-In/Out Procedure

Each day, the person bringing or picking the child up from preschool must sign in and out. As stated by
California Child Care Facility Licensing Regulations: “The person who brings the child to, and removes the child
from the center shall sign the child in/out.” It is each parent’s responsibility to ensure their child is accurately
signed in and out. Failure to do so will result in a fine assessed by the school, for each occurrence.

Because of this regulation, the school will assess a penalty fee of $10.00 for the first infraction and $20.00
for the second infraction, an additional $10.00 increment for each subsequent infraction of failing to follow
the Check-In/Out Procedure.

Porter Ranch Campus — Brightwheel Check-In and Out Procedure

Parents must download the Brightwheel app to their mobile device. A QR code will be provided at the
check in stations for you to scan with your mobile device camera and check in/out through the Brightwheel
app.

Only those individuals designated on the child’s “Identification and Emergency Information Form” will be
allowed to pick up the child. Unfamiliar persons must present a Photo ID verifying their identity. To authorize
release of a child to a person not listed on the “Identification and Emergency Information Form,” a request by
a parent to authorize release of the child must be submitted in writing to the School Administration with a

11




parental signature. A phone call will not be acceptable. Parents will be required to add individuals designated
for pick up to Brightwheel. The school personnel cannot add them.

Once your student has been checked out through the Brightwheel; the student is now under the care and
supervision of the adult that checked the student out. The student may not remain in the classroom or
playground without the supervising adult. If this occurs, the student’s account will be charged $1 per minute
that the student was left under the supervision of Heritage Christian Preschool staff.

Any School Correspondence from the school to the parents will be done through the Brightwheel app, or
email.

Brightwheel messages to the Staff or Administration will be answered Monday through Friday during
business hours ONLY. Brightwheel messages outside the business hours or during school closure dates will be
answered when school resumes. ONLY messages deemed as an emergency by Administration will be
answered outside of regular business hours.

Child Reporting Obligations

In accordance with California law, Heritage Christian Preschool adopted a policy for the protection of our
students from child abuse. Heritage Christian Preschool provides each of its employees with a Child Abuse
Procedures Manual for the purpose of educating and informing its personnel of their responsibility under the
policy. All Heritage Christian Preschool staff have been trained and certified through the California
Department of Social Services for Mandated Reporter Training. This policy is structured to prevent child abuse
through screening, education, training, awareness, and reporting. The policy and state law requires that we
report any instances of suspected child abuse concerning our students, whether such an instance involves
Heritage personnel, students, parents, or others. This policy is strictly followed. The policy is reviewed with all
Heritage personnel on an annual basis.

In the event that suspected child abuse in any form has taken place on campus or at any school activity,
the incident should be immediately reported to the school administration or designated coordinators.

All reports of suspected child abuse are taken seriously by the preschool and will be investigated, and if
substantiated, appropriate action will be taken.

Children and Parents’ Rights
Upon registration for enrollment, parents are provided with state documents outlining Personal Rights and
Parents’ Rights, which must be signed and returned before the child can attend preschool.

Concerns and Suggestions Policy
Heritage Christian Preschool’s administration and teachers are open to suggestions for improvement, or
information regarding problems of which the school may not be aware.

It is the policy of the preschool that classroom problems, concerns, and suggestions be first taken up with
the teacher, and then if not resolved, be shared with the Director (Refer to Matthew 18:15-18). Issues not
concerning the classroom can be shared directly with the Director.

All communications with school administration, teachers, and staff should be conducted respectfully. Itis
never acceptable to be rude, abrasive, or to use language or conduct which would be insulting, embarrassing,
or in opposition to Christian principles. Making physical contact without consent or engaging in behavior that
creates a public disturbance or presents a negative role model to students is likewise prohibited. Parents are
entitled to the same respect from the staff of Heritage Christian Preschool.
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Custody Policy

Heritage Christian Preschool has adopted and strictly adheres to a custody policy for students who are
subject to shared custody. This Custody Policy is available in the preschool office. Any preschool family
affected by custody orders should obtain and review the custody policy and complete the Custody Information
Sheet. Copies of custody papers must be submitted to the preschool office for our files. Adults who do not
have custody must complete the Authorization to Act as Custodial Parent Form.

Upon occasion, a parent may request information from a school staff member regarding situations
involving the other parent in order to assist the inquiring parent’s custody issue. Staff members are not
allowed to discuss or provide written information in such instances. Please refer such requests to the
administration.

Dress Standards

It is beneficial for children to enjoy all of the preschool experiences of climbing, painting, sand play, mud,
play dough, etc. without the anxiety of keeping special clothes clean. Children are most comfortable wearing
safe, washable play clothes. Clothes should be easy for little hands to manage such as elastic waist pants or
shorts. This encourages independence and is beneficial in promoting self-help skills. Clothes with snaps,
buckles, and belts are difficult for children to manipulate. For safety, jackets or sweatshirts must not have any
strings. Tennis shoes or rubber-soled shoes are required: sandals, flip flops, or leather-soled shoes are not
permitted, as they are unsafe.

Scripture does not specifically stipulate how we should dress. However, God’s Word does call us to be
imitators of God (1 Cor. 111:1), to be modest in our appearance (1 Tim. 2:9), to do things in an orderly fashion
(1 Cor. 14:40), and to bring honor to Him (1 Cor. 10:31). A standard of dress is one way Heritage Christian
Preschool meets these commands. We believe that a standard of dress creates an environment conducive to
learning and fosters self-esteem in students. The purpose in our standard of dress is to establish a high
benchmark of modesty, decorum, and developmental excellence.

The dress code applies to all Heritage Christian Preschool events, including but not limited to the Harvest
Festival, Spring Boutique, on campus activities, extra-curricular activities, school pictures, and graduation.

1. Clothing must be neat, modest, comfortable, and gender appropriate.

Clothing, lunch boxes, and backpacks cannot depict fight promoting characters, spiritually dark
characters, or any unchristian-like slogan or characters.

Shoes need to be closed toed. No sandals, flip flops, or crocs are acceptable.

Heritage Christian Preschool t-shirt is recommended for School Spirit Days, Field Trips, and Chapel.
Clothing displaying Christian symbols or messages are encouraged.

Holiday symbols on clothing such as witches, ghosts, goblins (scary or not) are not appropriate.
The wearing of jewelry should be kept to a minimum. Dangling earrings are not permitted.
Earrings, nail polish, hair accessories, or other female related items are not permitted to be worn by
males.

9. Hair should be combed neatly and cut regularly. Hair color should be of a natural hair color.

N
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Heritage Christian Preschool does not assume responsibility for lost or damaged jewelry worn to school.
The Administration and Staff reserve the right to declare any mode of dress inappropriate that, in their
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estimation, inhibits the philosophy, purpose, and goals of Heritage Christian Preschool. We expect parents to
dress appropriately when visiting our campuses.

Discipline Policy
Heritage Christian Preschool’s discipline policy is biblically based (Proverbs 15:5; 19:18; 28:23 and Il Timothy
3:14-16 are but a few examples).

The goal of discipline is to lovingly train and consistently guide the child to be Christ-like in character by
learning appropriate behavior. This is accomplished by providing security and establishing and maintaining
boundaries through patience, consistency, dignity, and respect. Each classroom will display a list of classroom
rules appropriate to the developmental age of the children. It is important that the home be supportive of the
preschool’s behavior boundaries. Communication and cooperation should be maintained between the home
and preschool.

Corporal punishment, humiliation, intimidation, ridicule, coercion, threat, mental abuse, or frightening
techniques are NEVER used, nor are punishments ever associated with the daily functions of eating,
sleeping, toileting, clothing, or medication.

Student Conduct and Discipline

At Heritage Christian School, we strive to provide a positive approach to discipline. In order to achieve
this, the staff uses positive language when talking to the children. When a situation arises that needs to be
addressed, the staff explains what the child is doing that is inappropriate and uses positive language to
express what actions need to take place. Re-direction is also used. This allows the child to go to another
activity and to show the staff member the correct form of behavior. If constant re-direction is needed, then
the child may need to have time away from the other children while under the supervision of the teacher.

Steps of Discipline

Heritage Christian Preschool requires age-appropriate conduct by all students. In the event, and in the sole
discretion of the School Administration, a student’s conduct presents a health or safety hazard to other
students, or is unduly disruptive to the school environment, a student’s enrollment may be discontinued.
Before disenrollment, the school may elect, but is not required to take the following action:

I.  Complete an incident report for both children. In the event an incident involving another child.

II.  Contact a parent by telephone or letter after the second offense by their child.

lll.  The School Administrator or other authorized person may observe/shadow your child in an attempt to
identify any environmental issues that may help your child. The administrator will consult with the
teacher, and an individual plan for the child will be developed.

IV.  If the problem persists after the individualized plans has been implemented, a parent conference with
the administrator and teacher will be required. A mutual plan of action will be discussed and your child
will be placed on enrollment probation.

V.  Any offense during an enrollment probation period may result in the discontinuance of your child’s
enrollment with Heritage Christian Preschool. An outside consultant may be recommended.

VI.  Depending on the nature and severity of the offense Heritage Christian Preschool reserves the right, at
its sole and absolute discretion to discontinue the enrollment of any student without prior notice or
disciplinary steps.
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We at Heritage Christian Preschool take this matter very seriously and will strictly enforce the above
procedures.

If disenrollment occurs, the parent(s) are not financially responsible for the 30-day withdrawal notice.

Emergency Procedures

Heritage Christian Preschool follows state and local codes for fire, earthquake, and stay indoors (lockdown)
drills. Students will not be released to a parent during a lockdown. Office staff will not answer phones.
Information will be provided via the school website or automated communication system.

The preschool maintains emergency supplies, water, first aid, emergency blankets, etc., in case of an
extended emergency situation. Parents are given a supply list at the beginning of the school year. Parents are
to provide an emergency kit that contains food and other small personal items to sustain the child for three
days in the event of an emergency. There will be a $25 emergency kit fee for failure to provide these supplies.
All staff members are trained in First Aid and CPR. Students will be supervised and cared for throughout the
duration of the emergency by preschool staff. Staff will remain at school until all students have been reunited
with an adult listed by the parent on the student’s emergency card. In an evacuation, students will be
transported in an HCS vehicle to a safe location.

Students will be released only to their parents or other adults listed on the student’s emergency form.
Parents should be sure these forms are always accurate and up to date. This procedure requires a signature
and a current valid photo I.D. upon request for a child to be removed from the Preschool facility.

Emergency Notification
In the event of an emergency, disaster, or possible school closure, tune in to the following radio station:
KNX radio station 1070 AM or 97.1 FM.

The following television news stations may also have the information: Channel 2, 4,5, 7,9, and 11.

Email

Teachers and other staff at Heritage have email addresses, which are on our web page (www.hcs.la.org).
Parents may contact teachers to ask for conferences and/or student progress.
Field Trips

Upon occasion, the students may be transported to another Heritage Christian School campus for an
activity. Transportation shall be by HCS transportation department-provided yellow school bus and/or charter
bus.

Financial Policy

Heritage Christian Preschool is open on a year-round basis. Registration and re-registration are yearly
fees. Tuition fees are paid on a monthly basis. Holidays and closures are taken into consideration when
tuition rates are established. There are no deductions for holidays or absences. At the time of enrollment,
new students are required to pay the registration fee, the current month’s tuition, and all applicable fees.

In an effort to make tuition payments as convenient as possible, the school offers an option of monthly
electronic direct debit through FACTS tuition Management Company. You may set up your account to debit
your checking account, savings account, or credit card through their secure site.
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The monthly payment amount is determined at the time of enrollment. Monthly payments are due on the
15t of each month. A late fee of $25 may be charged if payments are not received by this date. A tuition
account that remains delinquent may result in the suspension of the student(s) until the balance is paid. The
Business Office will consider special circumstances on an exception basis. To offset banking charges and
processing expenses, a $30 fee will be assessed on all returned payments.

Should you desire to make a change to your child’s program, the office must be notified at least thirty (30)
days in advance and a program revision form must be signed. The new program and fees will begin on the
first of the following month. The first change will be at no charge, but subsequent changes will accrue a fee of
$50.00 for each change. Occasional extra days and/or additional hours must be prearranged through the
preschool office twenty-four hours in advance. A written letter of withdrawal is required one month prior to
the departure date. There is a $25 withdrawal fee per student. The enrollment fee and materials fee are
nonrefundable.

Goal

The goal of Heritage Christian Preschool is to establish a solid biblical, social, and academic foundation in
the formative years that prepare children for future learning in formal education and fosters a personal
commitment to living according to the Gospel of Jesus Christ. Our preschool curriculum is designed to meet
the specific needs of the whole child by exposing children to a wide variety of structured and unstructured
hands-on learning experiences, geared to their developmental level. Our teaching is Christ-centered and

Biblical truths are integrated into all activities and subject matter.

Social Goals — Personal

Help each child to:

1. Develop self-confidence

Enjoy new experiences
Accept failure and be willing to try again
Develop self-control
Show responsibility for their conduct
Become self-motivated
Move toward attaining independence

NouswnN

Social Goals — Group

Help each child to:

1. Show concern for others

Learn to be a good play partner with other children
Be willing to share
Be forgiving of others
Show compassion
Communicate congruently and empathetically with others
Enjoy interaction with other children
Respect individual differences
. Respect the rights and property of others
10. Respect authority
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Cognitive Goals
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Help each child to:
1. Discover the joy of learning
2. Exhibit continuous learning (building on what he/she already knows by relating new experiences to
acquired knowledge)
Learn to utilize new knowledge
Put experiences, ideas, and feelings into words
Make productive use of time
Think, make value judgments, and solve problems
Tap own roots of creativity
Be imaginative about the possibilities and probabilities of tomorrow

N U AW

Physical Goals

Help each child to:

1. Enjoy physical activity, movement, and self-expression

Gain mastery over growing body
Achieve balance, coordination, and muscle control
Develop and take pride in physical skills
Appreciate the wonderful body God gave them
Learn and practice good health habits
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Spiritual Goals

Help each child to:

1. Learn of God’s great love

Learn that God has a plan for each person
Develop positive attitudes toward God
Show evidences of love for God
Show evidences of a desire to obey God
Be receptive toward and interested in God’s Word
Develop a biblical awareness of the world in which we live

NouswnN

Many of the simple daily activities of children contain seeds of important concepts whose full meaning
might not be revealed to the child until years later.

Expected Outcomes
T —Trust in the redemptive power of God and demonstrate it in your own life.
R — Reveal Christ in your life and identity, and in the lives around you.
U — Understand Biblical truth and develop as a lifelong learner.
S — Seek to love and appreciate others.
T —Treat our bodies well to maintain a healthy lifestyle.

Curriculum
Based on a developmental approach to learning, the child is exposed to various forms of stimuli to develop
his/her readiness in the following areas:
A. Infant Program Curriculum (PR Location Only | three mos. - 18 mos.)
The core of the infant curriculum is to meet the needs of the children. It is through this process
that we foster the development of their cognitive, language, and gross/fine motor skills. A
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child’s needs will be met on an on-demand schedule. This will take priority over any prior

arranged schedule.

In an effort to meet all state licensing safety codes, all equipment and toys will be supplied and
approved by the administration.

B. Toddler Program Curriculum (18 mos. - 36 mos.)

Language:

Cognitive:

Creative:
Social/Emotional:

Motor Skills:

Spiritual/Moral:

Books (large picture, Music, Puppets, Actual Objects, Circle Time, and Songs

Picture Cards, one-to-one Correspondence, Science Center, Blocks,
Manipulatives

Art Projects, Art Center, Dramatic Play, and Pre-K Music, Music Center
Books and Pictures relating to Feelings, Feeding Themselves, Hygiene, and Potty
Training. Dramatic Play is also emphasized.

Manipulative, Outside Climbing Equipment, Pushing/Pulling Cars, Art Center
Christian Schools International Bible Stories — God’s Family, Bible Songs,

Activities, Prayer, and Jerusalem Market Place (Porter Ranch)
Abeka for the Granada Hills location.

C. Preschool Program Curriculum

Language:

Cognitive:

Creative:

Social/Emotional:

Motor Skills:

Spiritual/Moral:

Circle Time, Share Time, Pictures, Flash Cards (sounds), Puppets, Songs, Activity
Centers, Foreign Language (Spanish 3+ yrs. — PR only)

Manipulatives, Science Activities, Cooking Projects, Blocks, and Activity Centers

Art Projects, Art Center, Weekly Dramatic Play Theme, Cooking Projects,
Playdough, Music Center, and Blocks

Potty Training, Hygiene, Group games, Bible Stories, Dramatic Play, Activity
Centers

Manipulative, Outside Play Equipment, Outside Play Group Games, Art Center,
and Activities Center

Bible Stories — God’s Family, Flannel Board Stories, Bible Songs, Prayer, Art
Projects, Bible Activities, Chapel Services, Music Class, Jerusalem Market Place,
Special Biblical Holiday Activity. Abeka for the Granada Hills location.

D. Pre-K Program Curriculum (4-5 year olds)

Language:

Cognitive:

Circle Time, Share Time, Games, Creating Own Stories, Books, Open Ended
Questions, Memory Games, Writing, Spelling, Writing Activity Center, Foreign
Language (Spanish — PR Only)

Counting and Sorting Objects, Science Observations, and Experiments,
Manipulatives, Cooking Projects, and Activity Centers
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Creative: Free Art, Textures, Unique Art Tools, Bean Bag Play, Music, Dance, Dramatic Play,

Role Play

Social/Emotional: Large to Small Groups, Communication, Self-Esteem, Sharing, Group Projects,
Flannel Boards Stories, Group/Circle Games, Feelings, Facial Expressions, and
Bible Stories

Motor Skills: Group Games, Outside Equipment, Manipulatives, Art Projects, Blocks, Learning

Without Tears Curriculum

Spiritual/Moral: Bible Stories — God’s Family, Flannel Board Stories, Bible Songs, Prayer, Art
Projects, Bible Activities, Chapel Services, Music Class, Jerusalem Market Place,
Special Biblical Activity for Porter Ranch location. Granada Hills uses ACSI Bible
Curriculum and workbooks.

Activities may vary based on campus site and classrooms.

Handbook Acknowledgment

A parent/guardian signed acknowledgment form that states that the parent has received, read, and agrees
to abide by the policies and procedures in the Parent Handbook is kept in the child’s file. This information
shall be obtained at the time of admission.

Health Policy
Because we are concerned about the well-being of all of our children, please Keep Your Child At Home If

he or she s ill. It is imperative that we take the extra precautions to prevent diseases among the children and
staff. Do not dose and drop.

1. In accordance with Title 22, Section 202326.1, all children will undergo a Health Check each morning.
The teacher in charge of health checks will take a moment to talk with and visually observe each child. At
this time we will be looking for obvious signs of illness. The teacher will clear the child to enter the school
for the day. IT IS AT THIS TIME AND ONLY AFTER CLEARANCE THAT A PARENT MAY LEAVE THE FACILITY. If a
child is not cleared to enter school, a health report will be completed. At this time a parent has the right to
ask for second opinion from an Administrator and ONLY an Administrator.

2. If your child has an outpatient surgical procedure done, your child may not return to school for 48
hours. A physician’s release clearing your child for attendance is required upon return to the school.

3. A child with any contagious disease may return to school only with a doctor’s release and after being on
an antibiotic for at least 24 hours, for the following, but not limited to the following:

e Conjunctivitis (Pink Eye)
e Tonsillitis
e Strep Throat
e Ring Worm
e Pin Worm
e Scarlet Fever
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Ear Infection
Hand, Foot, and Mouth
Cloudy or Green Nose

Dose and Drop Policy

Heritage Christian Preschool is a well-child program. This means if your child requires medication

to make it through the day or to reduce a fever, they are excluded from care.

DO NOT medicate your child before drop-off. Often, this simply masks an underlying illness, which

in turn is then spread to others and creates a difficult-to-stop cycle of illness. Any child sent home from
preschool must remain home for a full 24 hours after symptoms have subsided without the use of any
over-the-counter medication.

This policy will eliminate the continuous cycle of “back and forth” illnesses and will hopefully create

an environment that is healthy for everyone.

If a child displays any of the following symptoms, he/she must be kept at home:

Conjunctivitis (Pink Eye)

Tonsillitis

Strep Throat

Ring Worm

Pin Worm

Scarlet Fever

Ear Infection

Hand, Foot, and Mouth (May return on the 7t day after first symptom appears, provided there
is no fever for 24 hours, no rash, and any scabs have dried up.)

Vomiting

Skin Rash of Unknown Origin

Infectious rhinorrhea (discolored nasal discharge or drainage)

Parasites (nits, crabs, lice)

Colds (runny nose, sneezing, coughing, congestion, fatigue, loss of appetite, tiredness)

The child may return to the center after an illness under the following conditions:

Fever free for 24 hours without medication

Nausea, vomiting, or diarrhea (2 solid stools stools) has subsided for 24 hours

Have been given antibiotics for at least 24 hours for any type of strep or bacterial infection
Child is feeling well again and normal behavior has returned

1.
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A doctor’s note and at least 24 hours of absence are required for all students returning after a

contagious disease

When children have been exposed to communicable diseases, all staff members and all parents/guardians
of children shall be notified immediately by the center. For any infectious disease, we ask that you seek your
physician’s advice and always notify us of the disease.

Holidays

The Preschool and childcare are closed to observe the following holidays:
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The two weeks prior to the first day of the new school year
Labor Day
Veterans’ Day
Thanksgiving Break (See Campus Specific Calendar)
Christmas/New Year — (See Campus Specific Calendar)
Dr. Martin Luther King, Jr. Day
Presidents’ Day
Spring Break (See Campus Specific Calendar)
. Memorial Day
10. Juneteenth
11. Fourth of July ( Day Observed — May vary depending on Campus)
12. Staff Development Days (TBD)
Dates are subject to change.
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Identification and Emergency Information

Heritage Christian Preschool requires the parents’ (guardians’) home, work, and cell emergency contact
information, known medical conditions, a release permitting emergency medical treatment, and a release for
transportation due to evacuation to be obtained at the time of admission. It is imperative that any change in
information be communicated to the preschool office promptly.

Immunization Requirements
Prior to admission, the State requires the following immunizations for preschool centers:

Polio 3 Shots

DPT/DTAP/DT 4 Shots

Hepatitis B 3 Doses

MMR 1 Dose on or after 1% Birthday
HIB 1 Dose on or after 1% Birthday
Varicella 1 Dose

TB Medical Evaluation Completed Risk Assessment

Heritage Christian Preschool requires information regarding all immunizations the child has received,
including the month, day, and year when each immunization was administered, upon enrollment and prior to
attendance. Immunizations must be recorded on the certificate of immunization form supplied by the
California Department of Health and updated as needed. All exemptions must be processed and issued
through CAIR-ME program.

Inclement and Excessively Hot Weather
On days of inclement or excessively hot or windy weather or excessive air pollution, children will be kept
inside the classrooms.

Injury Reporting

Non-serious accidents and injuries will be treated at school and an Accident/Ouch Report Form will be
completed and given to the parent/guardian. All head injuries or questionable injuries will be reported to the
parent/guardian by phone or BrightWheel. The parent may be asked to pick up the child.

In case of a serious accidental injury, every attempt will be made to inform the parent/guardian or
designated person listed on the emergency card. In case of an extreme emergency, 911 will be called.
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The school provides supplemental accident insurance coverage for all students while they are participating
in school activities. Benefits are provided only after a student’s primary insurance has been paid. A deductible
applies, and must be met before benefits are paid. If a claim is to be made, the preschool must be notified, as
time limits for claims and coverage do apply.

Students needing crutches, casts, orthopedic braces, and sutures must be approved by the school office.
Students with injuries that require a physician’s care must have a physician’s note releasing them to return to
regular activity. These students will not be allowed to participate in any physical activity/playtime. All injuries
occurring outside of school time are the responsibility of the parent/personal physician.

Lost and Found

Please put the student’s name on all clothing, lunch boxes, thermoses, water bottles, and shared items.
If items are identifiable, they will be returned to the student. While every effort is made to reunite lost and
found items with their owners, we cannot guarantee it will occur. Unidentified clothing and personal items left
at school for an extended period will be donated to a worthy cause.

Meal Time

An aspect of early education is learning to eat nutritious foods and making healthy choices for foods. Meal
times provide an opportunity to acquire these skills as well as for socialization and learning socially acceptable
behaviors. All preschool programs include lunch and nutrition times. Lunch is either parent provided or pre-
purchased from school contracted vendor. Parent-provided lunches need to be in a labeled small type lunch
box. We are unable to store large lunch containers. Please provide a balanced nutritional lunch that does not
require refrigeration or heating, omitting sugary, sweet items, such as candy, gum, and carbonated drinks.
Gatorade or drinks with electrolytes will not be given. No glass containers. Teachers will encourage each child
to eat the healthy foods first leaving the dessert items for last. Please adhere to the food guidelines listed
below for lunches brought from home.

Hot dogs, tough meats, large raw vegetables, and grapes must be cut into small bite size pieces as to avoid
choking hazards. Popcorn will not be allowed. Nuts and tree nuts are not allowed at the Porter Ranch
campus.

Nutrition

A mid-morning and mid-afternoon nutritious snack that includes two of the four basic food groups will be
provided for the children in the Toddler and Preschool programs each day at the time designated on the class
schedule. Nutrition menus are posted in designated areas and subject to change.

Note any allergies to foods, etc. on the medical information sheet and emergency cards. If the child
cannot eat what the school provides, we request that parents provide their child’s snack. Please label the
snack and put it in the child’s lunch box or a small sack. Make sure both child and teacher are aware of the
arrangement and where it is to be placed at school.

Mediation and Arbitration of Disputes

Mediation is a process by which parties attempt to resolve a dispute or claim by submitting it to an
impartial, neutral mediator, who is authorized to facilitate the resolution of the dispute, but who is not
empowered to impose a settlement on the parties. Heritage Christian Preschool (the “School”) is a Christian
institution that believes that the Bible commands individuals to make every effort to live at peace and resolve
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disputes with one another in private and within the parameters set by the Christian Church (see Matthew
18:15-20; 1 Corinthians 6:1-8) Therefore, the School and the parents, legal guardians, and legal
representatives of its students (hereinafter the parties) agree that except as expressly exempted for this
provision, any and all claims or disputes which would otherwise be the basis for legal or court action, which
arise from or are related to the School and its operation, including all aspects of a student’s relationship with
the School, its administrators, faculty, and staff, shall be settled by biblically based mediation and, if
necessary, legally binding arbitration. All parents of enrolled students at Heritage Christian Preschool must
have read, agreed, and signed the Mediation and Arbitration of Disputes Agreement as part of the admissions
procedure prior to attendance.

Parent/School Communication
Parents will be informed of the latest announcements through school apps, monthly school calendars, e-
mail, website, or general memorandums. Please check the student files frequently.

Any messages to the Staff or Administration will be answered Monday through Friday during business
hours ONLY. Messages outside the business hours or during school closure dates will be answered when
school resumes. ONLY messages deemed as an emergency by Administration will be answered outside of
regular business hours.

Parent/Teacher Conferences

There will be times when the teacher may request a conference and contact parents to set up an
appointment to meet. A parent may also request a conference with the teacher. In addition, a day will be
designated for parent/teacher conferences. The school will be closed on this day. Since our teachers have
responsibilities during their preschool hours and other obligations after preschool hours, appointments must
be scheduled in advance. Telephone conferences may be requested.

Parent Involvement

The following activities are part of our regular program and are planned to assist the child in developing
confidence, establish rapport, and to involve the parents in fostering home-school cooperation. These
activities are subject to change without notice. These activities are campus specific.

1. Back-to-School Night/Staff Time — The child and parent come to school together to explore the
environment and get acquainted with teachers and classmates.

2. Parent Night/Parent Orientation —This is a group meeting planned for parents and guardians. This
meeting aims to discuss school philosophy, policies, and goals and further facilitate the home/school
relationship. Parents will receive information about classroom expectations, curriculum, and daily and
special events.

3. Parent Volunteers — Parents may become involved in the program by volunteering in various ways:
helping in the classroom, making classroom teaching aids, assisting with parties and special events or
celebrations. A sign-up sheet will be available at the beginning of the school year. Siblings of any age
may not accompany parents while volunteering. See Volunteer Policy on

4. Harvest Festival — The event takes place at the North Campus and parents are encouraged to become
involved in planning and supervising the preschool games and activities.

5. Moms’ Day (GH) & Mother’s Day Walk About (PR) — A special time set aside for Dads and currently
enrolled children to enjoy an activity together

6. Dads’ Day (GH) & Father’s Day Walk About (PR) — A special time set aside for Moms and their children
to enjoy and experience a special event
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7. Open House — A time for parents to invite visitors to explore our preschool and a time for parents to
visit the classroom and view the various activities and projects the children have been working on.

8. Special Activity Nights —These events, which are scheduled for families, take place on the North or
South Campus.

9. Fun Run - Parents are invited to attend and encourage the children as they run. No siblings allowed.
(Granada Hills only)

Parking and Traffic

Safety is our primary concern. The speed limit is 10 miles per hour in any part of our parking lot. Always
hold your child’s hand while walking to and from the preschool. Never leave a child unattended in an
automobile. It is especially important for drivers of sport utility vehicles and trucks that have been lifted to use
extreme caution. Please practice courtesy. Do not leave your car running and unattended.

1. You will see Kid Alert Visual Warning Signals to assist you and the public to watch your speed as you
drive into and out of the parking lot.

2. Follow the directional arrows on the asphalt or signs as you drive through the parking lot so that you
don’t go the wrong way and cause an accident.

3. Be aware of your surroundings as you back out of your parking spots, especially if you are driving an
SUV or van.

4. When walking in/out of the building, make sure that you are holding your child’s hand at all times.

5. California Vehicle Code 15520 states: “A parent, legal guardian, or other person responsible for a child
who is 6 years of age or younger may not leave that child inside a motor vehicle without being subject
to the supervision of a person who is 12 years of age or older, under either of the following
circumstances: 1) Where there are conditions that present a significant risk to the child’s health or
safety. 2) When the vehicle’s engine is running or the vehicle’s keys are in the ignition, or both.”

6. If you see a child 6 years or younger left unsupervised in a motor vehicle, please don’t approach the
parent. Report it to an Administrator and we will have a conversation with that parent. We don’t want
parents having confrontations in the parking lot or in the building.

Personal Hygiene

All possible provisions have been made to ensure that children and teachers follow appropriate rules for
personal hygiene. Hand washing before meals and after using the toilet is a part of our daily routine.
Disposable paper towels are used for drying hands.

Personal Needs of Children
1. Preschoolers
a. Preschool children 2-5 years old need a blanket (PR) or a bedroll (GH) for naptime. Parents are
responsible for taking the blanket (PR) or bedroll (GH) home weekly for laundering. There will be a
$1.00 per day charge when a blanket (PR) or a bedroll (GH) is not at school.
b. All children need at least 2 complete changes of clothing in their book-bag/backpack for when accidents
and spills occur. There will be a $1.00 per day charge when extra clothing is not at school.
c. A book-bag/backpack is required to transport child’s belongings and daily papers that the children take
home. (Porter Ranch Only)
d. All items should be clearly marked with the child’s name.
2. Infants (Porter Ranch Only)

24



a. In addition to the above needs for preschoolers, parents of infants need to provide diapers, wipes,
prepared bottles and appropriate foods for the child daily. Food should be stored in a plastic container.
Metal flip top canned foods will not be permitted.

b. Heritage Christian Preschool will supply all bibs, spoons, bowls, crib sheets, toys, and equipment.

c. Parents must provide a clean sleep sack or blanket daily. Leaving an infant’s sleep sack or blanket
overnight will not be permitted. This is a state regulation.

d. Upon entering Rooms 114 and 116, shoe covers must be put on and hands washed with soap and water
or hand sanitizer before picking up a child. This provides a safer, healthier atmosphere for the children.

e. All personal paraphernalia of infants must be cleaned out of cubbies on Fridays.

3. Toddlers

a. In addition to the above needs for preschoolers, parents of toddlers need to provide food and drinks in
a thermal lunch box to keep the perishables cold and all utensils needed. We do not provide
refrigeration. You may not bring microwavable meals. Food must be stored in a plastic bags or
containers. Metal flip top canned foods will not be permitted.

b. An art smock — please check with your child’s teacher for the specific type of art smock that is required.

Photo/Video/Multimedia Release

By signing and returning the Handbook Acknowledgment Form, you are giving the preschool permission
for your child to be photographed or videotaped for promotional purposes and to watch center-approved
multimedia. If you do not want your child’s picture to be used for promotional purposes, please notify the
school in writing.

Promotional, Advertising, Soliciting

Heritage Christian Preschool does not promote any non-school-related organization or function (E.g.,
Girl/Boy Scout items). It is also policy not to advertise or promote any activity not directly related to Heritage
Christian Schools.

Registration
Registration is based on available space within the child’s development level. We maintain a waiting pool

in order of applications received after the tour has been completed. Priority considerations are given to:
1. Heritage Christian School family children
2. Siblings of currently enrolled students
3. Children best fitting individual class profiles

Re-enroliment

Re-enrollment will guarantee placement in school for the following year, provided the school account is
kept current or paid in full. The school, at its discretion, reserves the right to dismiss or refuse to re-enroll a
child.

Rest Time

Children in the partial day and full day programs will be required to rest. State licensing regulations
mandate that provisions be made for a rest time. Children are expected to rest quietly so that those who
need to sleep have the opportunity to do so.

Granada Hills

In the Granada Hills campus, each child enrolled in the Partial Day or Full Day program must purchase a
bed roll as stated in the Supply List. Pillows and comfort toys are not allowed. All nap items need to be clearly
labeled. Should you forget to bring the bed roll, the school may provide it at a cost.
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Porter Ranch

Parents must provide a blanket for children 12 mos and older and a sleep sack for children under 12 mos.
The school will provide crib and mat sheets. Should you forget to bring the blanket or sleep sack, the school
may provide them at a cost.

Sample Activity Schedule

Every day a variety of innovative activities are specifically planned to meet the needs of each child and
offer a variety of learning experiences. Children are given the opportunity to grow and develop through play,
senses, language, social experiences, movement, imagination, and experimentation. Schedules are subject to
change day to day.
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Granada Hills
Sample Classroom Schedule

ChildCare . .. 7:00 a.m. - 9:00 a.m.

7:00-8:10 Welcome & Activities in Room D

8:00 - 8:15 Clean up

8:15-8:50 Outdoor Exploration

8:50-9:00 Clean up / Potty / Wash Hands

Classroom. ..., 9:00.a.m. - 1:00 p.m.

9:00-9:20 Morning Group Time (Prayer, Flag Salutes, Calendar, Weekly and

Monthly Concepts)
9:20-10:15 Learning Centers (Art, Math, Science, Creative Play, Sensory,

Manipulatives) (One on One Teacher Time)

10:15-10:35 Potty and Hygiene / Snack

10:35-10:50 Bible Group Time (Songs, Tell Bible Story, Discussion, Game or Activity,
Bible Verse)

10:50-11:45 Outside Exploration

11:45-12:00 Clean-Up (book and puzzle time) / Potty and Hygiene

12:00-12:10 Closing Group Time (thematic, wrap-up, review)

12:10-12:40 Lunch

12:50-1:00 Potty / wash hands / prepare for rest time

12:45-1:00 Half Day Dismissal

ChildCare . .. 1:00 p.m. = 6:00 p.m.

1:00 - 3:00 Rest Time

3:00-3:30 Wake up / Potty / wash hands / books / puzzles

3:30 Dismissal

3:45-4:00 Snack

4:00 — 4:45 Outdoor Activities

4:45 -5:00 Group Time (finger play, book, song)

5:00 - 5:45 Free Choice Centers in Room D

5:45 - 6:00 Pick-Up / School Closed
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Porter Ranch
Sample Classroom Schedule

ChildCare . . . 7:00 a.m. - 9:00 a.m.

7:00-9:00 Welcome Children / Hand Washing / Open Centers
9:00-9:20 Sanitize, Bathroom & Hand Washing
9:20-9:40 Snack

9:40 - 10:15 Circle Time / Spanish Lesson

10:15-10:50 Art & Open Centers

10:50-11:00 Bathroom / Hand Washing

11:00-11:30 Recess

11:30-12:15 Hand Washing & Lunch

12:15-12:30 Bathroom & Get Ready for Naptime
12:30-2:30 Naptime with Music

2:30-2:45 Bathroom / Hand Washing

2:45-3:10 Afternoon Snack

3:10-4:00 Open Centers

4:00-4:30 Afternoon Recess (Weather Permitting)
4:45 - 6:00 Hand Washing & Bathroom / Open Centers
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Security
Heritage Christian Preschool prioritizes the safety of our students, parents, and staff. We believe our

security procedures will give you greater confidence regarding your child's safety while attending the
Preschool. Please see your campus for specific security guidelines. Visit our HCS website (hcs.la) for our safety
and security guidelines.

Share Days — Toys from Home

Children may bring educational/personal items to school ONLY on the designated “Share Day” as assigned
by the teacher. Label all share items brought to preschool. Items inappropriate to the school environment
should be left at home. Weapons of any kind are unacceptable. The school is not responsible for the loss or
breakage of any items. Unauthorized items or items brought on non-Share Days will be put in a safe place by
the teacher and returned directly to the parent.

Staff

All staff members are active Christians, dedicated to the ministry of serving in our preschool. Every staff
member meets all state-regulated requirements, including criminal record clearance by the Department of
Justice and training in First Aid and Infant/Child CPR. Preschool teachers and aides are qualified with the skills
and education to interact with young children. Teaching staff is encouraged to continue their education and
attend workshops, conferences, and in-service training to stay current and informed.

State Licensing
The Department of Social Services Licensing Division has the authority to interview staff or children and to
inspect the facilities and childcare records without prior consent.

The licensee shall make provisions for private interviews with any child or staff members.

The Department has the authority to inspect, audit, and copy child or childcare center records.
The Department has the authority to observe the physical condition of the child.

The Department has the authority to make any number of visits to a childcare center to determine
compliance with applicable laws and regulations.
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Heritage Christian Preschool complies with all applicable licensing regulations and standards. The facility is
subject to yearly inspection by state and city fire, health, and licensing representatives.

Student Dismissal
Heritage Christian Preschool reserves the right to dismiss, refuse to enroll, or re-enroll any student with a
twenty-four hour notice, at the school’s discretion, which is based on the following, but not limited to:

Tuition payments that are past due

Failure to complete any state-mandated or school policy form

Any behavior causing a risk of harm to the health and safety of other students or staff

Violation of the principles set forth in the Heritage Christian Preschool Handbook, including, but not
limited to, the teaching philosophy, operation policies, objectives, and programs of the school
Chronic or persistent misconduct

6. The preschool is unable to meet the needs of the child
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In the event of said dismissal, all tuition charges will be prorated to the last day of attendance of said
student.
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Toilet Training
Granada Hills
Children three years and older must be toilet-trained. Being toilet trained means that
when a child needs to use the restroom, they can express their need to the teacher, walk
to the toilet with control, pull down their pants, sit on the toilet, clean themselves, pull
up their clothes, and wash and dry their hands. All students will be accompanied to the
bathroom by a Heritage Christian Staff employee who will assist as needed.

We understand that accidents can happen occasionally, and they are more frequent when
children are adjusting to preschool. However, if a student has three accidents in two
weeks, they are not considered toilet trained. This includes the non-use of pull-
ups/diapers during nap time. It is the parent’s responsibility to notify the office and
submit a Program Revision Form for the monthly tuition to be adjusted to the “Potty
Trained” rate. There will be no adjustment to tuition until this two-week evaluation
period has been successfully passed. The new tuition rate will take effect at the beginning
of the next month. Should you inaccurately/inadvertently check the box stating your child
is potty-trained and they are not, you will be financially responsible, from the inception
of your tuition plan, to fully reimburse the school for the difference in tuition.

Children entering the Two-Year-Old class may enroll without being toilet trained. After
the child has exhibited some or most of the readiness behaviors, a toilet training plan will
be implemented. Parents must provide training pants, wipes, and several changes of
clothing.

Porter Ranch
The preschool will assist in toilet training for children 2 to 5 years old or when your child
is demonstrating signs of potty training readiness. Once your child has been in
underwear and accident free, including nap time for three weeks, and can communicate
when they need to use the restroom, walk to the toilet with control, pull down their
pants, sit on the toilet, clean themselves, pull up their clothes, and wash and dry their
hands. All students will be accompanied to the bathroom by a Heritage Christian Staff
employee who will assist as needed. To receive the Preschool/Pre-K potty trained rate
you must submit a written notice to the school by the 15 of the month in order to
receive the reduced tuition rate by the 1% of the following month. Written notices
received after the 15™ of the month will not go into effect for another two months.

Volunteer Policy
For the protection of all students, we require that all parents complete a Volunteer Application Form prior to
volunteering. A Megan’s Law background check will be conducted for all volunteers. Siblings of any age may
not accompany parents while volunteering. Any volunteers at Heritage who have direct, repeated contact with
students must have a certificate on file in the preschool office indicating they have been screened and found
to be free of tuberculosis (TB) within the past four years. Volunteer opportunities may vary depending on the
program and at the sole discretion of the Director.

Heritage Christian Preschool

Plan of Operation for
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Incidental Medical Services (IMS)

All intermittent health care shall be provided by staff of Heritage Christian Preschool including but not limited
to:

e Director
e Office Manager
e Qualified Teachers

Heritage Christian Preschool will choose to provide IMS (Incidental Medical Services) to children by staff that
has been properly trained. These services will be for Epi-Pen and Epi-Pen Jr., Suppositories, and Nebulizers and
Inhalers. This training shall be done during CPR/First Aid training sessions and/or from the parent whose child
is in need of an IMS.

The Director is the first line of medical care for specified medical services followed by staff designated on the
Emergency Disaster Plan form (LIC 610), which will be followed during emerging disaster situations. The Director
is responsible for the transfer of medication in a disaster situation. All medication can only be dispensed by a
staff member with written permission of a parent and written authorization from a doctor.

We do not dispense over-the-counter medication/nonprescription medicines without parent and physician
permission. A Medication Permission form (LIC 9221), and Request for Medication to be Dispensed form MUST
be completed and signed by a parent and a physician or nurse practitioner before medication can be given to
the child. Medication must be provided by the parent in the original container with the printed directions on
the label. The container must be dated and labeled with the child’s name. Medication will not be given if it is
expired. Gloves shall be worn during administration.

We do not dispense prescription medicines without parent and physician permission. A Medication Permission
form (LIC 9221), and Request for Medication to be Dispensed form MUST be completed and signed by a parent
and a physician or nurse practitioner before medication can be given to the child. Medication must be provided
by the parent in the original prescription container with the printed Pharmacy label that includes the child’s
name, dose of medication to be given, route of administration, date of prescription, name of medication,
frequency of administration, name of physician ordering the medication, and the expiration date. Gloves shall
be worn during administration.

Once the paperwork has been reviewed, the medicine will be accepted and logged into the Medication Log. It
will be stored in a locked cabinet in the office and in an appropriately labeled container in the refrigerator if
needed. All paperwork will be stored in the office. Expired or used medication shall be returned to the parent
for disposal and logged out on the Medication Log.

If a child in diapers requires diaper rash ointment, a waiver must be signed and dated by the parent AND signed
off by the doctor if medicated (waiver available in the office). The ointment must be in the original container
with the child’s name and date written on the ointment. The waiver and the ointment are to be given to the
teacher and stored in a locked cabinet in the classroom so that it is accessible during diaper changing. Once the
child is fully toilet trained (see Parent Handbook) the ointment will be given to the parent and the waiver will
be placed in the child’s student file.
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Universal precautions will be followed in the administration of all medications, intermittent healthcare and first
aid, such as wearing the appropriate Personal Protective Equipment (PPE) during any procedure that involves
potential exposure to blood or body fluids, performing hand hygiene immediately after removal and disposal of
gloves, and disposal of used instruments in approved containers.

Parents of children taking ongoing medication will have access to the medicine log in the office to follow the
dispensing of medication.

Parents of children receiving emergency medication shall be notified by phone call as soon as possible and given
a written report at pickup.

The Department of Social Services, Placement Agency, and responsible persons, if any, shall be notified by the
next working day of a serious medical incident. They shall then fill out and send LIC 624 (Unusual Incident Report)
within 7 business days of the serious medical incident. Any changes to the Plan of Operation shall be reported
to the Licensing Office.

Procedure for Epi-Pen and Epi-Pen Jr.:

1. Trained staff will be used in accordance with the direction and as prescribed by a physician.

2. Keep ready for use at all times

a. EpiPens are kept in the office in a locked cabinet out of reach of children but accessible to adult staff.

b. Teachers take first aid kits to any event, outside activity, or field trip and keep them under their
immediate supervision and availability.

Protect from exposure to light and extreme heat.

Note the expiration date on the unit and replace the unit prior to that date.

5. Replace any auto-injector if the solution is discolored or contains precipitate. (Both the EpiPen Jr. and the
EpiPen have a see-through window to allow periodic examination of its contents. The physician may
recommend emergency use of an auto-injector with discolored contents rather than postponing treatment.)

6. Call 911 and the child’s parent/authorized representative immediately after administering the EpiPen Jr. or
the EpiPen.
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Procedure for Inhaled Medication:

1. Use in accordance with the directions and as prescribed by a physician. The following directions shall apply:
a. In addition to the pharmacy label’s essential information, the instructions shall contain all of the
following information:
i. Specificindications for administering the medication in accordance with the physician’s prescription.
ii. Potential side effects and expected response.
iii. Dose-form and amount to be administered in accordance with the physician’s prescription.
iv. Actions to be taken in the event of side effects orincomplete treatment response in accordance with
the physician’s prescription.
v. Instructions for proper storage of the medication.
b. The instructions shall be updated annually.
2. The staff member who administers the inhaled medication to the child shall record each instance,
documenting the time the medication was administered, and provide a record to the minor’s parent or legal
guardian as needed.
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Procedure for Suppositories Due to Epileptic Seizures:

1. Use in accordance with the directions and as prescribed by a physician. The following directions shall apply:
a. In addition the pharmacy label’s essential information, the instructions shall contain all of the following
information:
i. Specific indications for administering the medication in accordance with the physician’s
prescriptions.
ii. Potential side effects and expected responses.
iii. Dose-form and amount to be administered in accordance with the physician’s prescription.
iv. Actions to be taken in the event of side effects orincomplete treatment response in accordance with
the physician’s prescription.
b. The instructions for proper storage of the medication.
2. The staff member who administers the medication to the child shall record each instance and provide a
record to the minor’s parent or legal guardian as needed.

3. 911 will be called immediately and parents will be notified of the episode.
Carrying out the Medical Orders of a Child’s Physician/Medication

1. Parent/Authorized Representative Written Permission

a. The Director obtained express written consent from the child’s parent/authorized representative to
permit the licensee or designated facility staff to carry out the physician’s medical orders for a specified
child.

2. Physician’s Medical Orders

a. The Director has obtained from the child’s parent/authorized representative a copy of written medical
orders prescribed by the child’s physician. The medical orders will include:

i. A description of the incidental medical services needed, including identification of any equipment
and supplies needed.

ii. The physician’s orders shall include the name of the medication, the proper dosage; the method of
administration; the time schedules by which the medication is to be administered; and a description
of any potential side effects and the expected protocol, which may include how long the child needs
to be under direct observation following administration of the medication, whether the child should
rest and when the child may return to normal activities.

3. Compliance: The Director will be responsible for ensuring the following;

a. The facility has obtained from the parent or authorized representative of the child the medication,
equipment, and supplies necessary to carry out the medical orders of the child’s physician.

b. The person(s) designated to carry out the medical orders prescribed by the child’s licensed physician will
not in any way assume to practice as a professional, registered, graduate, or trained nurse.

c. At least one of the persons designated and trained to carry out the physician’s medical orders will be
onsite or present at all times when the child is in care.

d. The persons designated to carry out the physician’s medical orders shall comply with the proper safety
precautions, such as wearing the appropriate PPE during any procedure that involves potential exposure
to blood or body fluids, performing hand hygiene immediately after removal, and disposal of gloves, and
disposal of used instruments in approved containers.

4. Facility Record Keeping and Notification
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a. Maintain a written record of when the medical orders have been performed, including if medications
have been administered, and inform the parent/authorized representative of each occurrence when the
medical orders have been carried out.

b. The Centrally Stored Medication and Destruction Records from (LIC622) are available for maintaining
records.

c. Maintain a copy of the parent/authorized representative's written authorization in the child's file.

d. Maintain a copy of the physician's written medical orders in the child’s file.

Medical, Dental, & Emergency Policy

e Parents or guardians will be notified in the event of an accident, minor or major injury, or
illness. If needed, a 911 call will be placed.

e First aid kits are kept in the classrooms, health office, and play areas for use at all times.

e All staff are and will be trained in CPR and first aid.

e Emergency contact phone numbers are easily accessed via RenWeb (FACTS SIS), and staff
emergency phone numbers are located in the office.
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