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******************************************************************************************* 
 POLICY:  VISION STATEMENT      POLICY NO.:  1 

******************************************************************************************* 
 

The desire of Bonsack Baptist Weekday Early Education Center is for the children 
and families who attend to be ministered to with the love of Jesus as we build 
relationships together. 
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******************************************************************************************* 
 POLICY:  WELCOME       POLICY NO.:   2 

******************************************************************************************* 
 

Welcome to Bonsack Baptist Weekday Early Education Center. We consider it a 
privilege to have you in our school family and hope that this year is one of growth 
and special blessings for you and your family. 
 
Bonsack Baptist Weekday Early Education Center opened in 1981 and has grown 
to a staff of 25 plus teachers and approximately 200 students. Service began to full 
day students in 2014 and upon completion of the Family Life Center service began 
to After School students in 2016. The Center continues as a non-profit ministry of 
Bonsack Baptist Church.  
 
Bonsack Baptist Church has charged its Weekday Early Education Committee with 
the task of establishing policy and overseeing the effective ministry of the 
preschool. We are a State Licensed center participating in Virginia Quality through 
Smart Beginnings of Greater Roanoke. Additionally our center is a member of the 
Southwest Virginia Association for Early Childhood Education and the National 
Association of Early Childhood Educators (NAECE) and the Child Development 
Education Alliance (CDEA) 
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 ******************************************************************************************* 
 POLICY: PROGRAM PHILOSOPHY AND MISSION  POLICY NO.:   3  

 ******************************************************************************************* 
 
3.1 PHILOSOPHY 
 
Bonsack Baptist Weekday Early Education Center is based on the philosophy that 
each child is a unique individual who develops at his own rate. As children grow, 
they experience a sequence of developmental stages. The rate of progression 
through these stages can vary from one child to another. Our program 
encompasses a developmental approach to teaching, stressing activities that are 
developmentally appropriate for each child. Our staff is trained in what is 
considered best practice for the education of young children. We place emphasis 
on the process and joy of learning and creating rather than on the finished 
product. This approach provides each child the opportunity to reach their highest 
potential with special respect for their unique individuality. It is a program in which 
teachers and children work together in a Christian atmosphere of love and trust. 
 
3.2 MISSION 
 
Our goal is to provide a loving Christian environment where all children are nurtured 
in the five aspects of growth: spiritual, physical, cognitive, emotional and social. 
Our program is designed to explore and develop the child’s interests, teach basic 
biblical truths, focus on Kindergarten readiness for our preschoolers, promote 
communication and encourage a healthy self-esteem. We dedicate ourselves to 
fostering a love of learning, creativity and respect for individual differences in our 
children. We seek foremost to glorify the Lord and make Him known. We pray that 
each child knows that Jesus loves them, that scriptural values and morals are 
taught in a positive and secure environment. 
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******************************************************************************************* 
 POLICY: SPIRITUAL APPROACH     POLICY NO.:   4  

******************************************************************************************* 
 
Bonsack Baptist Weekday Early Education Center is a ministry of Bonsack Baptist 
Church.  It is non-denominational in its teachings, focusing on basic biblical truths 
that unite all Christians. We are a community who is always seeking Christ and 
sharing His love.  
 
Our approach is: 
 
  “Train up a child in the way he should go; and when 
  he is old; he will not depart from it.”  (Proverbs 22:6) 
 
We believe it is important to teach the word of God to young children. In faith, we 
believe that when the seeds of God’s word are planted in the hearts of children, 
God is faithful to develop them in His wisdom. We pray that they will come to know 
God as creator and in control of their lives. 
 
         “For I know the plans I have for you, declares the Lord,  
          plans to prosper you and not to harm you, plans to 
          give you hope and a future.” (Jeremiah 29:11) 
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*********************************************************************************************** 
 POLICY:  LICENSING INFORMATION     POLICY NO.:   5  

*********************************************************************************************** 
 

5.1 LICENSING:  
 
Bonsack Baptist Weekday Early Education Center is licensed by the 
Commonwealth of Virginia Department of Social Services. Therefore, we adhere to 
the following standards: 
 

• Standards for licensed child day centers address certain health precautions, 
adequate play space, a ratio of children per staff member, equipment, 
program, and record keeping. 

• Criminal record checks and specific qualifications for staff and most 
volunteers working directly with children are also required. Standards require 
the facility to meet applicable fire, health and building codes. 

• Compliance with standards is determined by announced and unannounced 
visits to the program by licensing staff within the Department of Social 
Services. In addition, parents or other individuals may register a complaint 
about a program which will be investigated if it violates a standard.  
     

If you would like additional information about the licensing of child day programs or 
would like to register a complaint, please contact: 
 
Piedmont Regional Office 
Commonwealth of Virginia Building 
210 Church Street, Suite 10 
Roanoke, VA  24011-1779 
(540) 857-7971 
 
5.2 RECORDS: 
 
Records kept by the center are: daily attendance, registration information, physical 
and immunization records, birth certificate verification, name and telephone 
numbers where parents can be reached at home and work, name and telephone 
number of family doctor. Please notify the Center immediately if there is any 
change in the above information. Records required for state licensing must be 
submitted before preschool starts or the child will not be able to attend class. We 
will request a records update mid-year. However, please update as changes 
occur. 
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******************************************************************************************* 
 POLICY:  ENROLLMENT       POLICY NO.:   6  

 ******************************************************************************************* 

6.1 PRESCHOOL PROGRAM AGE REQUIREMENTS: 
 
Children must be 2 years old by March 30 to enter the 2 ½ year-old program in the 
fall. Children must be 3 years old by September 30 and potty trained to enter the 3 
year-old program. Children must be 4 years old by September 30 to enter the 4 
year-old program. 
 
6.2 AFTER SCHOOL PROGRAM AGE REQUIREMENTS: 
 
The After School Program is open to children in Kindergarten - Fifth grade 
attending Bonsack Elementary, Cloverdale Elementary or Colonial Elementary 
Schools.   
 
6.3  ENROLLMENT PROCESS: 
 
Enrollment for the upcoming year in the Preschool Program is ongoing with 
registration forms given out beginning in January for the following fall. We will 
maintain class lists from that point forward. All returning children will be enrolled first.   
 
Enrollment for the upcoming year in the After School Program will begin April 1st on 
a first come first serve basis. 
 
Initial enrollment is contingent upon receipt of the completed and signed 
Application for Enrollment and registration fee. The registration fee is non-
refundable. The Application for Enrollment is not meant to serve as a contract 
guaranteeing service for any duration.   
 
Parents are required to notify Bonsack Baptist Weekday Early Education Center 
immediately, should any of the information collected at the time of enrollment 
or any time thereafter change.   
 
Enrollment shall be granted without regard to a child’s race, color, creed, 
religion, national origin, gender, or disability; and without regard to a parent or 
guardian’s race, color, creed, religion, age, national origin, gender, pregnancy 
or disability. 
 
Continued enrollment at Bonsack Baptist Weekday Early Education Center is 
contingent upon the parent’s, emergency contact persons’ and child’s 
adherence to the policies and procedures of Bonsack Baptist Weekday Early 
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Education Center as outlined in this handbook including, but not limited to, 
timely payment of all fees and tuition. Bonsack Baptist Weekday Early Education 
Center reserves the right to dismiss any parent or child at any time with or 
without cause. 
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****************************************************************************************** 
 POLICY:  TUITION        POLICY NO.:   7  

******************************************************************************************* 

7.1 PRESCHOOL PROGRAM PAYMENT SCHEDULE AND FEES 
 
Half Day Preschool tuition is a yearly fee that parents can pay monthly  
(9 months), bi-annually (August/January), or annually. Monthly payments are 
due on the first day of the month beginning August 1st and are considered late 
on the 15th of the month. Payments not up to date at the 30 day mark will be 
assessed a $20 late fee. There is no prorating for vacations, sick days, snow days 
or holidays. We pay our staff whether your child attends or not. 
 
Full Day Preschool tuition is due weekly on Monday of the week attending and is 
considered late on Friday. Payments not up to date at the 30 day mark will be 
assessed a $20 late fee. Children enrolled for 52 weeks will have one week without 
pay for vacation, July 1, 2018 through June 30, 2019. This week needs to be 
communicated by written notice to the office, two weeks in advance.   

 
Preschool Program Fees 

Registration fee:  $70 non-refundable 
 

Tuition and Activity Fees 
       Half Day       Fulll Day           Activity Fee  
      (monthly)    (weekly)  (annually)  
          2 Day Class            $135/month  $110/week           $40         
 3 Day Class            $165/month  $135/week           $45  
          4 Day Class            $180/month  $140/week           $50  
          5 Day Class   $190/month  $145/week           $55  
 
 
Tuition does not include fees for field trips and extracurricular activities such as 
lunch bunch, soccer, martial arts, dance, etc. There is no credit given for 
scheduled school holidays, child illness, or for closings due to emergency 
situations, inclement weather or acts of God. 
 
Your cancelled check will serve as your receipt for payments made by check.  
There will be a $30.00 fee charged for tuition checks returned by the bank.  
Returned Tuition checks will not be re-deposited. Parents will be responsible for 
re-issuing a second check. If at any future time the bank returns a parent’s 
check, all future tuition payments must be made by cash, certified check, 
money order or credit card. 
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Payments may be made by check, ACH withdrawal, credit card or cash. Receipts 
for tax records that must include our tax identification number will be issued in 
January upon request. Tuition payments are to be given to Office Staff only.  
Teachers do not handle payments. 
 
7.2  AFTER SCHOOL PROGRAM PAYMENT SCHEDULE AND FEES 
 
After School Program tuition payment is due weekly on Monday of the week 
attending and is considered late on Friday. Payments not up to date at the 30 day 
mark will be assessed a $20 late fee. Children enrolled for 52 weeks will have one 
week without pay for vacation, July 1, 2018 through June 30, 2019. This week needs 
to be communicated by written notice to the office, two weeks in advance. The 
annual Activity Fee of $50 is due by the child's first day of attendance.   
 
           1 day  - $16/week 

     2 days - $32/week 
3 days - $48/week 
4 days - $64/week 
5 days - $75/week 

 
There is no credit given for scheduled school holidays, child illness, or for closings 
due to emergency situations, inclement weather or acts of God. 
 
Your cancelled check will serve as your receipt for payments made by check.  
There will be a $30.00 fee charged for tuition checks returned by the bank.  
Returned Tuition checks will not be re-deposited. Parents will be responsible for 
re-issuing a second check. If at any future time the bank returns a parent’s 
check, all future tuition payments must be made by cash, certified check, 
money order or credit card. 
 
Payments may be made by check, ACH withdrawal, credit card or cash. Receipts 
for tax records that must include our tax identification number will be issued in 
January upon request. Tuition payments are to be given to Office Staff only.  
Teachers do not handle payments. 
 
7.3 NONPAYMENT OF TUITION: 
 
Non-payment of tuition is grounds for immediate dismissal from the program.  
Timely payments are essential for continued enrollment at Bonsack Baptist 
Weekday Early Education Center. However, if you anticipate difficulty with 
paying on time, please discuss the matter with the Center Director immediately.  
If alternative arrangements for payment are approved you will be notified by 
the Center Director.  
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7.4 SCHOLARSHIP PROGRAM: 
 
Bonsack Baptist Weekday Early Education Center has limited funds available for 
scholarships. These scholarships are awarded on an “as needed” basis and 
requests should be made to the director at the time of registration or hardship. 
 
7.5 SIBLING DISCOUNT: 
 
There is a $10 sibling discount for multiple siblings enrolled in the Half-Day preschool 
program. For full day and after school families there is a $10 sibling discount for 
multiple siblings enrolled when the total weekly payment exceeds $100.   
 
7.6 TUITION FUND: 
 
If you would like to make a heartfelt donation to the Tuition Fund, you may make 
your tax-deductible gift to Bonsack Baptist Weekday Early Education Center, 
clearly marked “Tuition Fund.” Your gift will guarantee that scholarships for our 
preschoolers will continue into the future and help ensure that all children have an 
opportunity to attend preschool, if they desire. 
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******************************************************************************************* 
 POLICY:  CONFIDENTIALITY      POLICY NO.:   8  

******************************************************************************************* 
 
Within Bonsack Baptist Weekday Early Education Center, confidential and 
sensitive information will only be shared with employees of the Center who have 
a “need to know” in order to most appropriately and safely care for your child.  
Confidential and sensitive information about faculty, other parents and/or 
children will not be shared with parents, as Bonsack Baptist Weekday Early 
Education Center strives to protect everyone’s right of privacy. Confidential 
information includes, but is not limited to: names, addresses, phone numbers, 
disability information, or health related information of anyone associated with 
Bonsack Baptist Weekday Early Education Center and After School. 
 
Outside of Bonsack Baptist Weekday Early Education Center and After School 
confidential and sensitive information about a child will only be shared when the 
parent of the child has given express written consent, except where otherwise 
provided for by law. Parents will be provided with a document detailing the 
information that is to be shared outside of the Center, persons with whom the 
information will be shared, and the reason(s) for sharing the information.   
 
You may observe children at our center who are disabled or who exhibit 
behavior that may appear inappropriate (i.e. biting, hitting, and spitting). You 
may be curious or concerned about the other child.  Our Confidentiality Policy 
protects every child’s privacy. Employees of Bonsack Baptist Weekday Early 
Education Center and After School are strictly prohibited from discussing 
anything about another child with you. 
 
*Any parent who violates the Confidentiality policy will not be permitted on 
Center property thereafter. Refer to the policy regarding Parents Right to 
Immediate Access for additional information regarding dis-enrollment of a child 
when a parent is prohibited from accessing Center property. 
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******************************************************************************************* 
 POLICY: MANDATED REPORTING OF SUSPECTED   POLICY NO.:   9  
          CHILD ABUSE AND/OR NEGLECT 

******************************************************************************************* 
 
Under the Child Protective Services Act, mandated reporters are required to 
report any suspicion of abuse or neglect to the appropriate authorities. The 
employees of Bonsack Baptist Weekday Early Education Center are considered 
mandated reporters, under this law. The employees of the Center are not 
required to discuss their suspicions with parents prior to or investigate the cause 
of any suspicious marks, behavior or condition prior to making a report. Under 
the Act, mandated reporters can be held criminally responsible if they fail to 
report suspected abuse or neglect. We at Bonsack Baptist Weekday Early 
Education Center take this responsibility very seriously and will make all 
warranted reports to the appropriate authorities. The Child Protective Services 
Act is designed to protect the welfare and best interest of all children. 
 
As mandated reporters, the staff of Bonsack Baptist Weekday Early Education 
Center cannot be held liable for reports made to Child Protective Services 
which are determined to be unfounded, provided the report was made in 
“good faith.” 
 
Causes for reporting suspected child abuse or neglect include, but are not 
limited to: 
 
♦ Unusual bruising, marks, or cuts on the child’s body 
♦ Severe verbal reprimands 
♦ Improper clothing relating to size, cleanliness, season 
♦ Transporting a child without appropriate child restraints (e.g. car seats, seat 

belts, etc.) 
♦ Dropping off or picking up a child while under the influence of illegal drugs or 

alcohol 
♦ Not providing appropriate meals including a drink for your child 
♦ Leaving a child unattended for any amount of time 
♦ Failure to attend to the special needs of a disabled child 
♦ Sending a sick child to school over medicated to hide symptoms, which 

would typically require the child to be kept at home until symptoms subside. 
♦ Children who exhibit behavior consistent with an abusive situation 
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******************************************************************************************* 
 POLICY: PARENT CODE OF CONDUCT   POLICY NO.:   10  

******************************************************************************************* 
 
Bonsack Baptist Weekday Early Education Center requires the parents of 
enrolled children at all times, to behave in a manner consistent with decency, 
courtesy, and respect. One of the goals of Bonsack Baptist Weekday Early 
Education Center is to provide the most appropriate environment in which a 
child can grow, learn and develop. Achieving this ideal environment is not only 
the responsibility of the employees of Bonsack Baptist Weekday Early Education 
Center, but is the responsibility of each and every parent or adult who enters the 
center. Parents are required to behave in a manner that fosters this ideal 
environment. Parents who violate the Parent Code of Conduct will not be 
permitted on Center property thereafter. Please refer to the Policy on Parent’s 
Right to Immediate Access for additional information regarding dis-enrollment of 
the child when a parent is prohibited from accessing Center property. 
 
10.1 SWEARING/CURSING: 
 
No parent or adult is permitted to curse or use other inappropriate language on 
Center property at any time, whether in the presence of a child or not. Such 
language is considered offensive by many people and will not be tolerated. If a 
parent or adult feels frustrated or angry, it is more appropriate to verbally 
express the frustration or anger using non-offensive language. At NO time shall 
inappropriate language be directed toward members of the staff.   
 
10.2 THREATENING OF STAFF, PARENTS OR CHILDREN: 
 
Threats of any kind will not be tolerated. In today’s society Bonsack Baptist 
Weekday Early Education Center cannot afford to sit by idly while threats are 
made. In addition, all threats will be reported to the appropriate authorities and 
will be prosecuted to the fullest extent of the law. While apologies for such 
behavior are appreciated, the Center will not assume the risk of a second 
chance. Parents must be responsible for and in control of their behavior at all 
times.  
 
10.3 PHYSICAL/VERBAL PUNISHMENT OF YOUR CHILD OR OTHER CHILDREN: 
 
While Bonsack Baptist Weekday Early Education Center does not necessarily 
support nor condone corporal punishment of children, such acts are not 
permitted in the child care facility. While verbal reprimands may be appropriate 
it is not appropriate for parents to verbally abuse their child. Doing so may cause 
undue embarrassment or emotional distress. Parents are always welcome to 
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discuss a behavior issue with the teacher and to seek advice and guidance 
regarding appropriate and effective disciplinary procedures.  
  
Parents are prohibited from addressing, for the purpose of correction or 
discipline, a child that is not their own. Of course, no parent or other adult may 
physically punish another parent’s child. If a parent should witness another 
parent’s child behaving in an inappropriate manner, or is concerned about 
behavior reported to them by their own child, it is most appropriate for the 
parent to direct their concern to the classroom teacher and/or Center Director. 
  
Furthermore, it is wholly inappropriate for one parent to seek out another parent 
to discuss their child’s inappropriate behavior. All behavior concerns should be 
brought to the classroom teacher or director’s attention. At that point, the 
teacher and/or director will address the issue with the other parent. Although 
you may be curious as to the outcome of such a discussion, teachers and/or the 
Center Director are strictly prohibited from discussing anything about another 
child with you. All children enrolled in our Center have privacy rights and are 
further protected by our Confidentiality Policy. You may be assured that we will 
not discuss anything about your child with another parent or adult visiting the 
center. 
 
10.4 SMOKING: 
 
For the health of all Bonsack Baptist Weekday Early Education Center 
employees, children and associates, smoking is prohibited anywhere on Center 
property. Parents are prohibited from smoking in the building, on the grounds, 
and in the parking lot of Bonsack Baptist Weekday Early Education Center. 
Parents who are smoking in their cars must dispose of the cigarette prior to 
entering the parking lot.   
 
10.5 VIOLATIONS OF THE SAFETY POLICY: 
 
Parents are required to follow all safety procedures at all times. These 
procedures are designed not as mere inconveniences, but to protect the 
welfare and best interest of the employees, children and associates of Bonsack 
Baptist Weekday Early Education Center. Please be particularly mindful of the 
Center’s entrance procedures. We all like to be polite. However, we need to be 
careful to not allow unauthorized individuals into the center. Holding the door 
open for the person following you may, in fact, be polite, however that person 
may not be authorized to enter the premises. Security procedures are only as 
strong as the weakest person in our organizational chain. Be alert and mindful.  
Immediately report any breaches to the Center Director. 
 
 



 
BONSACK BAPTIST WEEKDAY EARLY EDUCATION CENTER 

 
 

19 
 

10.6 CONFRONTATIONAL INTERACTIONS:  
 
While it is understood that parents will not always agree with the employees of 
Bonsack Baptist Weekday Early Education Center or the parents of the other 
children, it is expected that all disagreements be handled in a calm and 
respectful manner. Confrontational interactions are not an appropriate means 
by which to communicate a point and are strictly prohibited.   
 
10.7 VIOLATIONS OF THE CONFIDENTIALITY POLICY: 
 
Bonsack Baptist Weekday Early Education Center takes very seriously the 
responsibility of maintaining the confidentiality of all persons associated with the 
Center. Parents must understand the implications of this responsibility. Parents 
need to recognize that the Confidentiality Policy not only applies to their child or 
family, but all children, families and employees associated with Bonsack Baptist 
Weekday Early Education Center. Any parent who shares any information 
considered to be confidential, pressures employees or other parents for 
information which is not necessary for them to know, will be considered to be in 
violation of the Confidentiality Policy. 
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******************************************************************************************* 
 POLICY: PARENT’S RIGHT TO IMMEDIATE ACCESS  POLICY NO.:   11  

******************************************************************************************* 
 
Parents of a child in our care are entitled to immediate access, without prior 
notice, to their child whenever they are in care at Bonsack Baptist Weekday 
Early Education Center, as provided by law.  

 
In cases where the child is the subject of a court order (e.g., Custody Order, 
Restraining Order, or Protection from Abuse Order) Bonsack Baptist Weekday 
Early Education Center must be provided with a Certified Copy of the most 
recent order and all amendments thereto. The orders of the court will be strictly 
followed unless the custodial parent(s) requests a more liberal variation of the 
order in writing. In the case where both parents are afforded shared/joint 
custody by order of the court, both parents must sign the request for more liberal 
interpretation of the order.   
 
In the absence of a court order on file with Bonsack Baptist Weekday Early 
Education Center, both parents shall be afforded equal access to their child as 
stipulated by law. The Center cannot, without a court order, limit the access of a 
one parent by request of the other parent, regardless of the reason. If a situation 
presents itself where one parent does not want the other parent to have access 
to their child, Bonsack Baptist Weekday Early Education Center suggests that the 
parent keep the child with them until a court order is issued, since our rights to 
retain your child are secondary to the other parent's right to immediate access.  
The Center staff will not hesitate to contact the local police should a conflict 
arise. 
 
Visitors are asked to schedule appointments with the Center Director, and are 
allowed in the child care facility only at the discretion of the Center Director. An 
employee of Bonsack Baptist Weekday Early Education Center will accompany 
visitors at all times, throughout the center. 
 
Bonsack Baptist Weekday Early Education Center will dismiss any child whose 
parent is prohibited from entering Center property. Due to the parents’ right to 
immediate access policy, as well as state and federal regulations, Bonsack 
Baptist Weekday Early Education Center cannot have a child at the Center 
when the child’s parent is prohibited access. Bonsack Baptist Weekday Early 
Education Center will not agree to any request to maintain a child’s enrollment 
even if the parent agrees to stay out of the center. Such an agreement is a 
violation of the law and will not be entertained. 
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******************************************************************************************* 
 POLICY: DISMISSAL      POLICY NO.:   12  

******************************************************************************************* 
 
Bonsack Baptist Weekday Early Education Center reserves the right to dismiss 
any child at any time, with or without cause. 
 
Parents will be refunded any unused tuition within two weeks of the dismissal. A 
Center check will be mailed to the address indicated in the child’s file. Any past 
due balances must be paid within 30 days of the dismissal. An invoice detailing 
the past due balance will be forwarded to the address indicated in the child’s 
file within one week of the dismissal. Any balances remaining after the 30 day 
period will be referred to the Center’s legal counsel for collection. 
 
The Center Director or designee will assist the parent in gathering their child’s 
belongings at the time of dismissal and parents are required to leave Center 
property in a calm and respectful manner, immediately. Bonsack Baptist 
Weekday Early Education Center will request assistance from in house security or 
local police should any parent become disruptive and/or uncooperative while 
gathering their child’s belongings upon dismissal.   
 
A dismissed child and his/her parents are required to call and request an 
appointment with the Center Director if they wish to return to Center property 
following a dismissal. Appointments are made at the discretion of the Center 
Director and are not a right of the dismissed child or parent. 
 
Following a dismissal, any parent or child who harasses, threatens or in any 
manner causes harm to anyone affiliated with the Center by calling, writing, or 
any other means, will be prosecuted to the fullest extent of the law. 
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******************************************************************************************* 
 POLICY: WITHDRAW      POLICY NO.:   13  

******************************************************************************************* 
 
A child may be withdrawn with a two-week notice. Re-enrollment will be necessary. 
Parents wishing to withdraw their child who fail to provide a two-week notice will be 
liable for the last two weeks’ tuition. 
 
The parents and child, following their last day of enrollment, are not permitted to 
re-enter Center property without prior permission of the Center Director. A 
withdrawn child and his/her parents are required to call and request an 
appointment with the Center Director if they wish to return to Center property 
following the last day of enrollment at Bonsack Baptist Weekday Early Education 
Center. Appointments are made at the discretion of the Center Director and 
are not a right of the withdrawn child or parent. 
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******************************************************************************************* 
 POLICY: COURT ORDERS AFFECTING    POLICY NO.:   14  
          ENROLLED CHILDREN 

******************************************************************************************* 
 
In cases where an enrolled child is the subject of a court order (ex… Custody 
Order, Restraining Order, or Protection from Abuse Order) Bonsack Baptist 
Weekday Early Education Center and After School must be provided with a 
Certified Copy of the most recent order and all amendments thereto. The orders 
of the court will be strictly followed unless the custodial parent(s) requests a 
more liberal variation of the order in writing. In the case where both parents are 
afforded shared/joint custody by order of the court, both parents must sign the 
request for more liberal interpretation of the order.   
 
In the absence of a court order on file with Bonsack Baptist Weekday Early 
Education Center administration, both parents shall be afforded equal access 
to their child as stipulated by law. Bonsack Baptist Weekday Early Education 
Center and After School cannot, without a court order, limit the access of a one 
parent by request of the other parent, regardless of the reason. If a situation 
presents itself, where one parent does not want the other parent to have access 
to their child, Bonsack Baptist Weekday Early Education Center suggests that the 
parent keep the child with them until a court order is issued. 
 
If conflicting court orders are presented, the most recently dated court order will 
be followed.   
 
Once presented with a Protection from Abuse Order or a Restraining Order, 
Bonsack Baptist Weekday Early Education Center is obligated to follow the order 
for the entire period it is in effect. Employees of Bonsack Baptist Weekday Early 
Education Center cannot, at the request of anyone, except the issuing judge, 
allow a Protection from Abuse Order and/or a Restraining Order to be violated.  
Bonsack Baptist Weekday Early Education Center will report any violations of 
these orders to the court. 
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******************************************************************************************* 
 POLICY: ARRIVAL PROCEDURES    POLICY NO.:   15  

******************************************************************************************* 
 
15.1 PRESCHOOL PROGRAM ARRIVAL PROCEDURE: 
 
Half day preschool classes start promptly at 9:00 a.m. We ask that parents of half 
day parents honor the beginning of school by bringing their child to school 
between 8:50 a.m. and 9:00 a.m. so that the child can be ready to start the day 
with their classmates. 
 
Full day children may begin arrival at 7:00 a.m. by ringing bell at entrance and 
proceeding to the Early Care Rooms for sign-in.   
 
Upon arrival at Bonsack Baptist Weekday Early Education Center, the parents or 
the adult dropping the child off must sign the child into care on the sign in sheet 
provided. Children are required to be escorted by their parent or the adult 
dropping them off or by Staff to their designated classroom. Children are 
required by law to be supervised at all times while in the child care facility.  
Parents are required to help children put away their outerwear and get settled 
for the day.   
 
Bonsack Baptist Weekday Early Education Center recognizes that some children 
exhibit separation anxiety when it is time for their parent to leave. We believe it is 
best for parents to tell the anxious child upon arrival that after all of the child’s 
things are put away, the parent will kiss, hug and say goodbye to the child. This 
will prepare the child for their departure. The employee present in the classroom 
will comfort and assist the child through the anxious time. Parents are asked to 
leave after saying goodbye. The longer the parent of an anxious child drags out 
the departure, the more anxiety the child is likely to feel. The professional 
employees of Bonsack Baptist Weekday Early Education Center are available to 
discuss other options if the child does not settle into the arrival routine after a 
reasonable period of time.   
 
Parents are required to notify the child’s teacher or the Director of any special 
instructions or needs for the child’s day. The parent must present the special 
instructions in writing and verbally discuss them with either the classroom teacher 
or the Director or the Assistant to the Director. These special instructions include 
but are not limited to: Early Pick Up, Alternative Pick Up Person, health issues over 
the previous night which need to be observed and/or any general issues of 
concern which the child care providers should be aware to best meet the 
needs of your child throughout the day. 
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Bonsack Baptist Weekday Early Education Center does not serve or provide 
breakfast in the morning. Parents are asked to feed their child a nutritious and 
filling breakfast prior to arriving at Bonsack Baptist Weekday Early Education 
Center.   
 
15.2 AFTER SCHOOL PROGRAM ARRIVAL PROCEDURE: 
 
Children attending Bonsack Elementary School will be transported to Bonsack 
Baptist WEEC by Roanoke County School Bus. A staff member will meet them 
and sign them into our care. Children attending Cloverdale Elementary School 
and Colonial Elementary School will be picked up and signed into our care by 
Bonsack Baptist WEEC staff and transported to the facility by Bonsack Baptist 
Weekday Early Education Center vehicles.   
 
15.3 NOTIFICATION OF ABSENCE: 
 
Parents are asked to inform the center by 9:00 a.m. if a child will not be at the 
center on a scheduled day. This will enable the center to more effectively 
maintain appropriate ratios and help the classroom teacher effectively plan for 
the day.   
  
If your child is ill, we request that you notify the Center office not only of the 
absence, but also of the nature of the illness. This enables our faculty to keep 
track of any illnesses which may occur at our school. This information will only be 
shared with staff on a “need to know” basis. If your child has a communicable 
disease, we ask that you share the diagnosis with the Center Director, so that 
the parents of the children in the school may be notified that a communicable 
disease is present. Once again, only the communicable disease information will 
be shared. Bonsack Baptist Weekday Early Education Center will take all 
measures necessary to protect your child’s confidentiality. Please note that 
parents are not required to disclose this information by law, and continued 
enrollment will not be based on your decision to share, (or not) the reason for 
your child’s absence from school. 
  
15.4 CENTER’S RIGHT TO REFUSE ADMISSION: 
 
Bonsack Baptist Weekday Early Education Center reserves the right to refuse 
admission to any child at any time with or without cause.  
 
Bonsack Baptist Weekday Early Education Center strives to maintain an ample 
list of substitutes in anticipation of staff absences, however, there are times when 
extenuating circumstances may make staffing difficult. If it becomes necessary 
to close classrooms based on inability to comply with teacher/child ratios, 
classes will be filled on a first come first serve basis. 
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Possible reasons for the refusal of admission include but are not limited to: 
1. Lack of staff to maintain appropriate Staff to Child Ratios as determined 

by State Licensing Regulations.  
2. The need to maintain compliance with Licensing Regulations. 
3. Staff deems the child too ill to attend. 
4. Domestics Situations that present a safety risk to the child, staff or other 

children enrolled at Bonsack Baptist Weekday Early Education Center  if 
the child were to be present at the center. 

5. Parents failure to maintain accurate, up to date records. 
6. Parents’ failure to complete and return required documentation in a 

timely fashion. 
 
Parents WILL NOT be reimbursed tuition for days when their child is refused 
admission to the program. 
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****************************************************************************************** 
 POLICY: PICK UP PROCEDURES     POLICY NO.:   16  

******************************************************************************************* 
 
16.1 PRESCHOOL PROGRAM PICK UP PROCEDURE: 
 
Half day children - Half day children will be dismissed one at a time as parents 
come to pick them up at their designated dismissal door. Once a child has 
been released to the parent or authorized pick up person, the parent or 
authorized pick up person is solely responsible for supervising their child while on 
Center premises.  
 
Full day children - Parents or other authorized adult of children attending full day 
are required to sign their child out of care on the sign-out sheet located on the 
table outside the offices of the Director and Assistant to the Director. Once a 
parent signs their child out, the parent is then solely responsible for supervising 
their child while on Center premises. The parent may not allow a child to wander 
through the hallways, bathrooms, other classrooms and/or playground. Parents 
are required to handle all business issues prior to signing out their child, and are 
required to directly exit the building once they have signed their child out of 
care. 
 
Please write a note or call the preschool office if your child’s departure plans differ 
from his normal routine. The preschool will not release your child to anyone who is 
not authorized to pick up your child. Appropriate legal paperwork must be on file 
at the Center when the custodial parent requests the center not to release the 
child to the other parent. 
 
16.2 AFTER SCHOOL PROGRAM PICK UP PROCEDURE 
 
Parents or other authorized adult of children attending full day are required to 
sign their child out of care on the sign-out sheet located on the table outside 
the offices of the Director and Assistant to the Director. Once a parent signs their 
child out and the child is released to them, the parent is then solely responsible 
for supervising their child while on Center premises. The parent may not allow a 
child to wander through the hallways, bathrooms, other classrooms and/or 
playground. Parents are required to handle all business issues prior to signing out 
their child, and are required to directly exit the building once they have signed 
their child out of care. 
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16.3 LATE PICK-UP: 
 
Parents or other authorized adult of full day students are required to pick up by 
6:00 p.m. Parents or other authorized adult of half day students are required to 
pick up at 12:00 p.m., unless the child is enrolled in an extracurricular activity.  
For children enrolled in an extracurricular activity, parents or other authorized 
adult must pick up at the conclusion of the specific class.   
 
Late charges will be imposed for parents who pick their children up after the 
established school dismissal time for their class, activity (Lunch Bunch or 
Enrichment), or end of day. Late fees will be assessed at the rate of $5 for 5-minute 
intervals. Amount due must be paid to the office within 24 hours of receipt of billing 
notice.  Habitual late pick up could result in termination of services for your child.   
 
16.4 PARENTAL RESPONSIBILITIES DURING ARRIVAL AND DEPARTURE: 
 
Safety! That is our first priority at arrival and dismissal time. Please keep the following 
things foremost in your mind as you bring your children to and from school each 
day: 
       
 The speed limit in the church parking lot is 10 MPH.  Please be alert to children 

getting in and out of cars and darting out from behind cars. 
 Never park in the striped fire lane in front of the double doors. We are 

required to keep this lane open at all times. 
 Babies and children must be with an adult at all times.  Please hold your 

child’s hand when in the parking lot and as you walk your child to the 
classroom.  

 Please do not allow your child to walk/run ahead of you into the building. 
Remember that you are modeling good safety habits for your child. 

 Never remove a child from the dismissal area or classroom without speaking 
first to the teacher. 

 Never leave an infant in the car while you come in for another child. 
 Do not allow children to play unattended in the parking lot. 
 Do not allow climbing on the rock walls. 
 “Senior Only” parking applies to church events only. 
 Please respect handicapped parking. 

 
**In the event of an emergency situation, including but not limited to inclement 
weather or natural disasters, in which you are prevented from picking up your child 
and other arrangements cannot be made, your child will be in the care of a staff 
member of the school on location until the children can be released to a parent or 
authorized adult. 
 
We appreciate your commitment to the safe arrival and departure of our children! 
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16.5 PERSONS APPEARING TO BE IMPAIRED BY DRUGS/ALCOHOL: 
 
The staff of Bonsack Baptist Weekday Early Education Center will contact local 
police and/or the other custodial parent should a parent appear to the staff of 
Bonsack Baptist Weekday Early Education Center to be under the influence of 
drugs and/or alcohol. The parent’s right to immediate access does not permit 
the Center from denying a custodial parent access to their child even if the 
parent is or appears to be impaired. However, Bonsack Baptist Weekday Early 
Education Center staff will delay the impaired parent as long as possible, while 
contacting the other parent, the local police and Child Protective Services. 
 
Any other authorized person who attempts to pick-up a child, and appears to 
the staff of Bonsack Baptist Weekday Early Education Center to be under the 
influence of drugs and/or alcohol will be denied access to the child. The staff of 
Bonsack Baptist Weekday Early Education Center will contact the child’s 
parents, local police and Child Protective Services to notify them of the 
situation. 
 
16.6 EMERGENCY/ALTERNATE PICK-UP FORMS: 
 
At enrollment, parents will be able to designate Emergency/Alternate Pick-up 
persons on the application. Parents are encouraged to include any, and all 
persons who, in the course of events, may at one time be asked to pick-up their 
child from Bonsack Baptist Weekday Early Education Center. In an emergency 
situation the child’s parents will be called first. If they cannot be reached staff 
will call the persons listed on the Emergency Contact List until someone can be 
reached.   
 
Should the staff contact a parent, and the parent is unable to pick up the child, 
it is then the responsibility of the parent to arrange for their child to be picked up 
by someone on the emergency list.   
 
Parents do not need to be listed on the Emergency Contact list. The nature of 
the parental relationship affords the parents (in the absence of a court order 
indicating otherwise) the right to pick-up their child.   
 
The persons on the Emergency/Alternate pick-up list will be required to provide 
photo identification, prior to the Center releasing the child.  There will be no 
exceptions to this rule. 
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All changes and/or additions to the Emergency/Alternate Pick-up list must be 
made in writing and be dated and initialed. Only custodial parents have the 
right to make changes or additions to this form. 
 
Bonsack Baptist Weekday Early Education Center reserves the right to 
refuse/ban any person listed on the Emergency/Alternate Contact list for any 
reason, including but not limited to violations of the policies/procedures 
contained herein. It is the responsibility of the enrolling parent(s) to inform each 
person on the Emergency/Alternate list of the policies/procedures contained 
herein. 
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******************************************************************************************* 
POLICY: TRANSPORTATION     POLICY NO.:   17 
 
******************************************************************************************* 
 
17.1 PRESCHOOL PROGRAM TRANSPORTATION 
 
Transportation for preschool children for field trips or other off-site activities will 
be provided by parent volunteers who have completed the Volunteer Driver 
form or by school van or church bus.   
 
17.2 AFTER SCHOOL PROGRAM TRANSPORTATION 
 
Elementary age children enrolled in our After School Program will be transported 
to our facility by Center vehicles if they attend Cloverdale Elementary or 
Colonial Elementary or by Roanoke County School bus if they attend Bonsack 
Elementary. Transportation for field trips or other off-site activities will be provided 
by Center vehicles. The type of transportation for each trip will be indicated on 
the field trip information sheet. 
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******************************************************************************************* 
 POLICY: HOURS OF OPERATION    POLICY NO.:   18  

******************************************************************************************* 
 
18.1 PRESCHOOL PROGRAM HOURS OF OPERATION 
 
Half Day 
September – May 
8:50 a.m. – 12 noon, M-F (2½, 3 & 4 year-old classes) 
 
Extended Sessions 
12 noon – 1:00 p.m. (unless class dictates otherwise) 
 
Full Day 
Year Round  
7:00 a.m. - 6:00 p.m., M-F (3 & 4 year – old classes)  
 
 
18.2 AFTER SCHOOL PROGRAM HOURS OF OPERATION 
 
Children arrive after end of school day.  Pick up by 6:00 p.m. 
 
Full day care due to school closing or summer camp 
7:00 a.m. - 6:00 p.m., M-F 
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******************************************************************************************* 
 POLICY: EMERGENCY AND INCLEMENT WEATHER  POLICY NO.:   19  
        CLOSING INFORMATION 

******************************************************************************************* 
 
In the event of an emergency closing and/or inclement weather, parents will be 
notified of closings through the Remind App as well as posting on Facebook, 
WDBJ-7 and WSLS-10. 
 
Should the center need to close in the middle of the day, the center staff will 
attempt to reach the child’s parents first to arrange for pick up. Should the staff 
be unable to reach the parents, the persons listed on the emergency contact 
list will be called until pick-up arrangements can be made. At the time of the 
call the staff will notify the parents or emergency contact person of the pick-up 
location should the children need to be evacuated from the child care center.  
Parents or emergency contact persons should report directly to the alternate 
location if one is indicted. 
 
Should the center need to close for any reason, tuition will not be refunded or 
reduced for closures of less than 10 school days. If the closure extends beyond 
10 school days, the situation will be reevaluated with regard to the method of 
refunding/reducing tuition.   
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******************************************************************************************* 
 POLICY: PRESCHOOL CURRICULUM INFORMATION POLICY NO.:   20  

******************************************************************************************* 
 
20.1 CURRICULUM:  
 
Our preschoolers enjoy an instructional day from 8:50 a.m. until 12 noon for half-day 
children or 7:00 a.m. until 6:00 p.m. for our full day children. Our classroom 
curriculum comes from The Child Development Education Alliance (CDEA). It is a 
faith-based and developmental curriculum recently revised to address the 
standards in the State of Virginia Building Blocks, which correlate with the Standards 
of Learning for our state. It assures that our little ones are ready for Kindergarten.   
 
20.2 PRESCHOOL STAFF: 
 
The faculty of Bonsack Baptist Weekday Early Education Center consists of 
experienced, caring and creative individuals who have demonstrated their ability 
to further the children’s spiritual, physical, cognitive, emotional and social growth. 
All have a background in early childhood education through college certification 
and/or experience. All participate in a continuous number of in-service education 
hours for professional advancement and understanding of the ever changing 
needs of today’s children and their families. Each faculty member must test free 
from TB (tuberculosis). Teachers are certified in CPR and First Aid. Criminal History 
and background checks are required for all staff. 

 
20.3 BOOK ORDERS: 

 
Parents may purchase books, DVDs and cassette story tapes from several book 
companies through their child’s teacher. Selection forms are sent with the children 
every month. Parents who choose to place orders may do so online or by 
completing the order form, attaching a check written to the book company, 
placing both in an envelope and sending it in to the classroom teacher. Please 
make checks for book orders payable to Scholastic Book Club. 
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20.4 BIRTHDAY/HOLIDAY CELEBRATIONS: 
 

Parties are a special time for children. Your child’s teacher will provide a sign-up 
sheet for parents who want to help with these occasions. Teachers will distribute a 
party guideline handout to assist you in planning parties for the year. We depend 
on parent participation to make these times special: 
 
   Fall Harvest Party – October 
   Christmas Party – December 
   Valentine’s Day Party – February 
   Easter Egg Hunt & Party – March/April 
       
Bonsack Baptist WEEC celebrates God’s bountiful harvest at the end of 
October. We do not celebrate Halloween. We respect, however, each family’s 
right to make other choices. We do ask that the children not bring such items as 
witches, ghosts, zombies, or other scary or violent movie characters and that those 
same themes not be used for classroom parties. 
 
Your child may celebrate his birthday in his classroom. Parents are welcome to 
bring a special birthday treat on their child’s birthday. Be mindful of any children in 
the class with food allergies. Please discuss with the teacher plans for celebrating 
your child's birthday in the classroom. If you are planning a non-school sponsored 
birthday party at home for your child and you are inviting the whole class to share 
in this special event, you may distribute invitations at school. Please do not send 
invitations for only a few children, as hurt feelings and misunderstandings result. 

 
20.5 PARENT/TEACHER CONFERENCES/COMMUNICATION: 

 
Progress reports will be done throughout the year, fall and spring, for  
2 1/2s and 3s, and fall, winter and spring for 4s. This tool helps assess your child’s 
developmental progress through several different growth areas and experience at 
school. Conferences are available on an as-needed basis. Engaging the teacher in 
conversation in the morning takes her away from the children and cannot be given 
in a meaningful way. Please don’t ask us to make exceptions with thumbs up or 
down or in any other way. Our teachers will be in touch with you if there is a 
problem they need your help with. Otherwise, assume it was a great day! 
 
Most children go through a normal adjustment period when they enter 
our preschool program. After the initial adjustment period, a teacher may  
partner with the parent to recommend additional services if developmental 
progress indicates. These could be but are not limited to speech, hearing, 
behavioral evaluation, etc. 
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20.6  LUNCH BUNCH AND ENRICHMENT CLASSES: 
 

Lunch Bunch is offered from 12 noon to 1 p.m. on designated days for children in 
the 3 & 4 year-old program. Children eat lunch and participate in a number of 
activities (indoor and outdoor play time, story time, etc.) until they leave for home. 
The cost of participating in this program is $5. If children are present for any part of 
the hour, parents are charged for the full hour. Reservations are requested to 
participate in the Lunch Bunch program so that we may adequately plan for staff.   
            
Several classes will be offered for your children after preschool hours to give them 
exposure in different activities. Spanish, Martial Arts, Soccer, Legos, Dance, and 
Cheer are ones we’ve done in the past. These classes are taught by outside 
expertise and are separate from the tuition costs. We provide the space and safe 
sanctuary for these classes. 
 
20.7 SPECIAL PROGRAMS: 

 
The preschool sponsors two special music programs for the family and friends of our 
preschoolers. You are invited to attend the Christmas program where the children 
will sing festive holiday songs for you. In May, we will present a special closing 
program in which the children will sing special songs they have learned in music. In 
addition we will have a Graduation ceremony for our 4 year old children. 

 
20.8 SUMMER CAMP: 
 
Two week sessions of thematic camp programs will be offered through the summer 
from 9 a.m. to 1 o’clock, Monday through Friday. Challenging and exciting 
experiences are offered to our 3, 4 and 5 year-olds in the Preschool Summer camp 
program as well as our K-5 graders in the After School Summer Camp Program.  
Classes are taught by our staff. Children may sign up for all sessions offered or 
choose specific sessions. Information and registration forms are available in the 
spring. Children attending must be potty trained. All Full-Day children will 
participate in the Summer Camps. 
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******************************************************************************************* 
 POLICY: DISCIPLINE       POLICY NO.:   21  

******************************************************************************************* 
 
In our approach to discipline at Bonsack Baptist Weekday Early Education Center, 
we follow the recommended guidelines and policies defined by the Virginia 
Department of Social Services Child Development Division. Our main objective is to 
provide consistent praise, positive reinforcement and encouragement as a means 
to manage classroom behavior. We coach development of respect for self and 
others and model successful problem solving in conflict situations. Our behavior 
management methods are directed towards guiding the behavior of the children 
and are consistent with our developmental approach. 
 
When disrupting classroom situations occur, redirecting the child is first attempted. 
An age-related time out may then be implemented to give the child time to rethink 
his/her behavior. Then the child is allowed to rejoin the classroom activities. If 
compromising behavior persists, a conference with the parents and teacher will be 
arranged to discuss positive methods to promote appropriate behavior which can 
be used at home and school. The preschool director is involved at all levels of the 
process. 
 
Parents will be advised if their child has been involved in an incident of biting, 
hitting, kicking, pushing, pinching or use of inappropriate language.  
 
Should a child’s behavior be disruptive to the extent that a classroom cannot 
operate effectively with the child present, the child’s placement in the program will 
be re-evaluated and the child could be disenrolled. 
 
Unacceptable forms of discipline are not used at this Center including but not 
limited to spanking, shaking, withholding food. No physical punishment is allowed. 
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******************************************************************************************* 
 POLICY: TOYS FROM HOME      POLICY NO.:   22  

******************************************************************************************* 
 
Due to the risk of damage, sharing issues, and loss, children are not permitted to 
bring in toys from home, unless specifically requested by the classroom teacher 
for use as part of the curriculum. Parents are responsible for enforcing this policy 
with their child. Parents are encouraged to consult the classroom teacher 
should they find their child is having difficulty with this policy. 
 
If the parents fail repeatedly to enforce this policy with their children, the staff 
will call the parents and require that they come to the school and remove the 
toy. 
 
Children in classrooms with nap/rest time are permitted to include with their 
bedding supplies, one plush/non-musical toy with which to nap/rest. This toy is to 
be placed with the bedding supplies and use of it will only be allowed at 
nap/rest time.    
 
All toys brought in for use as part of the curriculum, and/or for nap/rest time will 
be inspected by Bonsack Baptist Weekday Early Education Center staff for 
safety and appropriateness, and may be prohibited at the sole discretion of 
Bonsack Baptist Weekday Early Education Center. 
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******************************************************************************************* 
 POLICY: DRESS CODE       POLICY NO.:   23  

******************************************************************************************* 
 
23.1 CHILDREN: 
 
Clothing - Children are engaged in various activities during the course of the 
day; some of these activities can be messy, and/or athletic in nature. 
Additionally, children are engaged in outdoor play daily, weather permitting.  
Due to these activities, children are required to be dressed in seasonably 
appropriate, comfortable clothing.   
 
Remember, play is the work of children! Your child should wear safe, comfortable 
clothing that allows free movement of his arms and legs. Clothing should be easy 
for the child to handle when using the bathroom. Play clothes that can withstand a 
little paint, sand, water and dirt will help your child enjoy his day at school. Girls 
wearing dresses or skirts need bloomers or shorts underneath them. Children will not 
be allowed to wear their hats in the classroom.   
 
We ask that each child keep a complete change of clothes, appropriate for the 
season, at school. This should include socks, underpants and outerwear. Use a zip 
lock bag with your child’s name printed on the outside of the bag. Remember to 
send a fresh set if this clothing is used. We have a supply of children’s clothing for 
emergency use, but most children are more comfortable wearing their own 
clothes. The 2 ½ year-olds need to bring a change of clothes daily. 
 
Shoes - Our children spend time each day on the playground and/or in the gym. 
Our climbing wall and track are challenging. Shoes that will enable them to safely 
play on all the playground equipment are the best choice. Shoes with smooth 
leather soles, flip-flops, sandals and clogs or other backless shoes are not good 
choices for safe play. In fact, they are hazardous during active play. Tennis shoes 
and supportive shoes make running and climbing a lot safer! No Crocs or Flip Flops 
unless snugly strapped. Children with inappropriate shoes will not be allowed on the 
equipment or in the gym.  
 
Coats - Coats must be provided in the winter months. Dress appropriately for 
outdoor play every day. We believe in a healthy dose of fresh air. Label all clothing, 
particularly jackets, sweaters, hats and mittens that may be removed during the 
day.  
 
Glitter - Glitter is difficult to remove from the carpet and poses a hazard to little 
eyes. Please do not send your child to school in glitter shoes or glitter clothing. 
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Backpacks - Each child should carry a full sized backpack with his name on it to 
school every day. This backpack holds artwork, parent letters, notes for and from 
the teacher, etc. Please share in your child’s school day by checking his backpack 
each day. You will find wonderful surprises and important information in it. 
 
Nap Rolls – Full Day children will need a Nap Roll labeled and brought to school 
daily. It should be laundered weekly. 
 
All items must be clearly labeled with the child’s first and last name. This includes, 
coats, hats, gloves, scarves, backpacks, lunch boxes and nap rolls. Bonsack 
Baptist Weekday Early Education Center is not responsible for lost or damaged 
items of clothing. 
 
23.2 PARENTS: 
 
Clothing - Parents are required to be dressed in appropriate clothing including 
shoes while at Bonsack Baptist Weekday Early Education Center and After 
School or involved in any Bonsack Baptist Weekday Early Education Center 
sponsored events. Inappropriate clothing would include, revealing, extremely 
short, ripped/torn in inappropriate places), and/or see through articles of 
clothing. Anything with suggestive, vulgar, violent or offensive language is 
prohibited.   
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******************************************************************************************* 
 POLICY: FIELD TRIPS      POLICY NO.:   24  

******************************************************************************************* 
 
Bonsack Baptist Weekday Early Education Center supplements the in-class 
curriculum with off-site field trips. Parents are required to give written permission 
for their child to attend each field trip. Notification of a field trip will be sent 
home in advance of the trip, with all pertinent trip information including, 
destination, date, time, reason for trip, cost, and mode of transportation.  
Accompanying the notification paper, teachers will include a permission slip to 
be filled out, signed, and returned to the teacher prior to the date of the trip.  
The field trip permission slip must be filled out completely and accurately, and all 
trip costs must be paid in advance in order for your child to attend.   
 
24.1 PRESCHOOL FIELD TRIPS: 
 
Bonsack Baptist Weekday Early Education Center invites and encourages 
parents to attend on most field trips. If parents wish to attend the trip with their 
child, they should discuss attending with the classroom teacher and indicate on 
the permission slip.   
 
You will receive notice of any field trips in the monthly newsletters followed by a 
written permission notice from the teacher. Please note the date and time and any 
special instructions regarding fees, snacks, clothing, etc. You will be asked to remit 
payment for all field trips one week prior to the trip. Please comply with this request 
as payment will not be accepted on the morning of the field trip. The teacher’s 
focus at that time will be solely on the children as she prepares them for departure. 
 
Supervising children on a field trip is a big responsibility and will require your 
undivided attention. To ensure the safety of our preschoolers, we ask parents to 
refrain from bringing additional children on field trips.  
 
Field trips off school grounds are very serious endeavors. We ask that our parent 
chaperones fully support the preschool in its effort to place SAFETY FIRST while on 
the field trip. There are many ways you can help us. Driving is one of them. If you 
drive: 
 

• All drivers must complete the Volunteer Driver Information form before they 
are allowed to transport children. This is a licensing requirement. 

• Arrive at school early to put car seats in your car.    
• Obtain a copy of the name and phone number of the field trip site. 
• Review the route to the field trip site prior to leaving school. 
• Use a calm, controlled voice when directing children. 
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• Properly place children in car seats and secure seat belts. 
• Do not place children in front seats of vehicles. 
• Follow the trip route as given. 
• Check in with teacher at field trip site and remain with her during the trip. 
• Keep the children in sight at all times during trip. 
• Hold hands when crossing streets or moving from one area to another.  
• Do not allow children to enter a restroom unless they are accompanied by 

another adult to safely supervise restrooms. 
• Head count will be done prior to leaving school, upon arrival at field trip site, 

several times during the field trip, prior to leaving the field trip site and upon 
arrival back at school. 

• When the number of drivers per classroom is insufficient, the trip will be 
cancelled. 

 
24.2  AFTER SCHOOL SUMMER CAMP FIELD TRIPS: 
 
Bonsack Baptist Weekday Early Education Center provides all required 
supervision for all field trips. If your child is not scheduled to attend on the day of 
a field trip and you wish for your child to participate in the trip, please discuss this 
with the Center office staff at least three days prior to the date of the trip. Your 
child will be permitted to attend if required ratios can be maintained with his/her 
addition to the class. An additional day fee as well as the cost of the trip and 
signed permission slip will be due prior to the date of the trip. 
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******************************************************************************************* 
 POLICY: PARENT PARTICIPATION/VOLUNTEERS  POLICY NO.:   25  

******************************************************************************************* 
 
Parents of preschoolers are invited and encouraged to be involved in their 
child’s school activities. There are many different ways in which preschool 
parents can participate and volunteer. Parents may volunteer to attend trips, 
read in the classroom, share your talent, assist teachers, and/or coordinate 
special events. Preschool activities are enriched by visits from mothers and 
father who are nurses, firemen, policemen or those who can play an instrument, 
read a story, create art or share culturally. Parents are encouraged to inform 
their child's teacher of their willingness to help.  Parents not interested in 
volunteering directly in the classroom may donate items.   
 
The Hospitality Committee is made up of volunteers from each class who meet 
for the purpose of planning and carrying out teacher appreciation activities 
during the year. The staff is very appreciative of these individuals.   
 
If you enjoy young children, you may want to add your name to our Substitute 
List.  For more information about this, contact the preschool office.   
 
Any parent who volunteers in the classroom on a regular basis will be required to 
undergo a criminal background check, as required by our licensing regulations.  
Any person, including parents, with felony convictions, sex offender convictions 
and/or open investigations into any criminal activities will not be permitted to 
volunteer in the classroom, or on field trips. 
 
Parents with court orders detailing custodial arrangements will only be permitted 
to volunteer on days in which they are afforded custody (joint/shared custody 
arrangement) as per the court order. Parents with visitation only (sole/exclusive 
custody arrangements), will only be permitted to volunteer with the express 
written permission of the custodial parent.  
 
Bonsack Baptist Weekday Early Education Center reserves the right to make 
Volunteer assignments.  Bonsack Baptist Weekday Early Education Center does 
not guarantee the volunteering parents will be assigned to locations where their 
child(ren) is present.   

 
Throughout the year, we will notify you of any programs, seminars or lectures 
concerning parenting issues. Preschool newsletters, menus and calendars will come 
home to you monthly to keep you in the know on preschool happenings. It is 
important that you take the time to read them! We will also provide updates on the 
web at bonsackpreschool.com. 
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******************************************************************************************* 
 POLICY: HEALTH AND SAFETY      POLICY NO.:   26  

******************************************************************************************* 
 
26.1 PRE-ENROLLMENT REQUIREMENTS: 
 
Each child is required to complete an Application and pay the registration fee.  
All children are required to have a complete up to date immunization record on 
file at Bonsack Baptist Weekday Early Education Center before the child's first 
day of attendance. This is per our licensing regulations. If you have chosen not 
to have your child immunized, please ask the center director for an 
immunization waiver form. Immunizations may be waived for certain reasons.  
Please discuss this with the center director to determine whether you have the 
right to be enrolled and not have your child immunized. Parents are required to 
have a wavier on file in place of an immunization record, so that the center can 
maintain compliance with licensing regulations.   
 
All children are required to have a VA State Health Form filled out by a licensed 
medical professional, in order to attend Bonsack Baptist Weekday Early 
Education Center. The Physical Examination Form, indicating the child’s fitness to 
attend Bonsack Baptist Weekday Early Education Center, must be completed 
by a licensed healthcare professional and returned to the Center Director 
before the child's first day of attendance. 
 
Parents must bring child's official State Birth Certificate to the Bonsack Baptist 
Weekday Early Education office for the Center Director or Assistant to the 
Center Director to view. This must be done before the child's first day of 
attendance. 
 
Parents must sign and return the Parent Handbook Acknowledgement page to 
the office before the child's first day of attendance. 
 
Preschool parents must complete and return the Volunteer Driver form to the 
office before the child's first day of attendance. 
 
26.2 COMMUNICABLE DISEASES: 
 
Bonsack Baptist Weekday Early Education Center follows all 
health/communicable disease policies as outlined in the Virginia School Health 
Guidelines Manual. A copy of this manual is on file with the Center Director and 
is available upon request for review.   
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Viral illnesses such as colds, flu and other contagious diseases are common in 
children. To protect your child and to help contain these illnesses, we will not 
accept a child at the center if he/she shows any signs of the following: 
 

 ▪ sore throat 
 ▪ discharging eyes or ears 
 ▪ constant cough 
 ▪ diarrhea and/or vomiting 
 ▪ heavy and/or discolored nasal discharge (yellow or green) 
 ▪ rash 
 ▪ infectious/contagious disease, including head lice 
 ▪ conjunctivitis (pink eye) 
 ▪ complaints of ear pain 
 ▪ temperature over 100 degrees 

 
If your child will be absent due to illness, we request that you notify the center 
director. This enables our staff to keep track of any illnesses, which may occur at 
our center. This information will only be shared with staff on a “need to know” 
basis.   
 
If your child has a communicable disease, we ask that you share the diagnosis 
with the center director, so that the parents of the children in the school maybe 
notified that a communicable disease is present. Once again, only the 
communicable disease information will be shared. Bonsack Baptist Weekday 
Early Education Center and After School will take all measures necessary to 
protect your child’s confidentiality. You are not required to disclose this 
information by law, and your continued enrollment will not be based 
whatsoever on your decision to share, (or not) the reason for your child’s 
absence from school. 
 
Concerning head lice, we have a “nit-free” policy (requiring full disclosure and 
head check before returning to class). 
 
These guidelines protect our children from continuous exposure. If a young child 
feels bad, he should be receiving more comfort than a teacher can provide. Due 
to the fact that we are a private center, the director reserves the right to mandate 
an additional period of recuperation or recovery if she deems this is necessary in 
case of serious illness/injury or after surgical procedures. 
 
If any of the preceding symptoms are observed in your child at the beginning of 
the day, you will be asked to take him/her home. If any of the symptoms 
develop in your child during the day, you will be called to come and pick up 
your child immediately. In the best interest of all the children, we also reserve the 
right to call you if we feel your child is not feeling well (tired, excessively irritable, 
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or exhibiting unusual behavior, etc.) and ask that you have them checked by 
your pediatrician.. 
 
Children will be excluded from participation in the program if they exhibit 
symptoms of any communicable disease. They will not be permitted to return to 
the program until they are no longer contagious. Bonsack Baptist Weekday Early 
Education Center reserves the right to refuse to allow a child to return if the 
center director or teacher believes the child to be too ill to participate in the 
program. 
 
Children excluded from the program due to a fever may not return to the 
program until they are fever free, without fever reducing medication, for 24 
hours. If your child is sent home due to a fever, he/she is not permitted to return 
to the program the following day at a minimum. A fever is defined as a 
temperature reading on a thermometer of at least 101 degrees Fahrenheit or 
more. 
 
Children are required to be excluded from the program for lose bowels or 
diarrhea which occur 3 or more times in a 24 hours period of time. Children may 
return to the program when normal bowel movements resume. 
 
26.3 BITING: 
 
 Bonsack Baptist Weekday Early Education Center recognizes that biting is a 
developmentally appropriate behavior for children in the 2 ½ year old 
classrooms. Parents with children in these classrooms should expect that their 
children may be bit, or will bite another child. The staff understands that parents 
are concerned and can be upset when their child is involved in a biting 
incident. We ask that you remember this is a developmentally appropriate 
behavior, and that the staff is working to identify situations which, provoke, or 
elicit this behavior so it can be prevented in the future. The staff will not punish, 
or harshly discipline children in the younger classrooms for biting behavior; they 
will simply redirect the children to different activities in separate areas of the 
classroom. Parents are expected to work with staff to identify methods and 
strategies to curb this behavior If the biting issue cannot be resolved the child is 
subject to disenrollment.  
 
Children older than 3 years of age may occasionally be involved in a biting 
incident. For children in this age group who bite, the staff will use the discipline 
procedures outlined in the discipline section of this handbook, as well as observe 
the child to determine what provokes or elicits this inappropriate behavior.  
Parents are expected to cooperate with staff to help their child control this 
behavior. If the biting issue cannot be resolved the child is subject to 
disenrollment. Furthermore, children, in the older age groups, who bite 3 times in 
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a school year will have their services terminated since the safety of all the 
children in the program is of the utmost concern of Bonsack Baptist Weekday 
Early Education Center.    
 
Parents will be notified by incident/accident report that a biting incident 
occurred during the course of the day. The staff may not discuss with either 
parent the identity of the other child involved in the incident. This information is 
considered to be confidential and cannot be disclosed. The staff of Bonsack 
Baptist Weekday Early Education Center and After School cannot discuss the 
medical history of any child involved in a biting incident with the other party. It is 
recommended that any child involved in a biting incident be seen by their 
family physician if the parents are concerned about communicable diseases 
possibly resulting from the biting incident.     
 
26.4 DISPENSING OF MEDICATION:  
 
Bonsack Baptist Weekday Early Education Center participates in the Medicine 
Administration Training Program sponsored by the state of Virginia (MAT). We 
administer medicines in accordance with a child’s medical needs for emergency 
situations only.  
 
If your child is in need of medication for medical problems, you will need to fill out a 
Request to Administer Medication Form. Medicine needed for 10 days or less can 
be approved by the parent. Medicine to be given over a longer period of time or 
available to administer during the year as needed in emergency situations will 
require authorization from your pediatrician. Reasons for meds might include food 
allergies, allergy to bee stings, requiring Epi-pens or Benadryl, etc. The forms must be 
filled out in their entirety before your child can attend school and before we can 
administer emergency medications. These forms are available in the preschool 
office. All medications coming into the preschool need to be checked in at the 
office. 
 
Bonsack Baptist Weekday Early Education Center will only dispense over-the-
counter and/or prescription medication that is in original, labeled containers, 
and is accompanied by a doctor’s note with explicit dosage and administration 
instructions. Bonsack Baptist Weekday Early Education Center will only give 
medication to the child for whom the doctor’s note is written and for whom the 
medication container is labeled. One doctor’s note per course of treatment is 
required.  
 
Parents are responsible for ensuring that all prescription medication is properly 
labeled by a pharmacist and replaced prior to the expiration date. 
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Please DO NOT send medicines to school in your child's lunch box or backpack 
for any reason. This includes vitamins, Lactaid tablets, cough drops, chapstick, 
etc. 
 
26.5 FIRE/EMERGENCY DRILLS: 
 
Bonsack Baptist Weekday Early Education Center conducts a monthly, fire and 
emergency/evacuation drills. Parents, staff and children will not be made aware 
of drill dates or times, as this is the most effective way to assess the effectiveness 
of fire and emergency/evacuation plans.   
 
Parents wishing to sign their child out of the program during a fire/emergency 
drill or real fire/emergency situation are expected to have patience with the 
staff as they are trying to maintain order during an often hectic and dangerous 
situation. If the center is in the midst of a fire/emergency drill, parents will be 
required to wait until the drill is completed and the staff and children are 
returned to the building to sign their child out of the program. If the center is 
having a real fire/emergency situation, parents will be asked to wait until the 
director or designee has accounted for all staff and children and gives the staff 
permission to release children. Once again, it is important for parents and staff 
to work together, remain calm, and cooperate with the fire/emergency 
personnel and center administration during these important and critical 
situations. 
 
26.6 ALTERNATE SAFE LOCATION: 
 
Should the administration of Bonsack Baptist Weekday Early Education Center  
or any emergency services personnel determine the building which houses the 
child care Center to be too dangerous to be occupied, the staff and children 
will be taken to the Youth Center next door or a specified location that 
emergency personnel deem acceptable. Once the children are safely 
relocated, the staff will begin contacting parents or emergency contact persons 
for pick up. As stated before, children must be picked up within 45 minutes of 
the telephone call.     
 
26.7 INCIDENT/ACCIDENT REPORTS: 
 
Should your child be involved in an incident/accident during the course of the 
school day, a staff member will complete an Incident/Accident Report. The 
Incident/Accident Report will be handed to the parent for signature at pickup. 
 
Parents or are required to sign any incident/accident reports from the day at 
pick-up. The classroom teacher will be able to briefly discuss the matter with you 
at pick-up. However, should you feel it necessary to have an in depth discussion 
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or meeting, it is most appropriate to schedule the meeting for a later date 
because the teacher is responsible for supervising the remaining children in the 
classroom.   
 
Should a person other than the parent pick-up the child, a parent must sign the 
Incident/Accident Report and return a copy to the center director within 24 
hours. 
 
26.8 FOODS POLICY: 
 
Preschool Program - Each classroom teacher will have a snack menu and each 
parent will be asked to provide snack for the class on a rotating basis. Please 
refer to your classroom's snack menu to determine when your child is responsible 
for bringing snack. Our snacks follow state licensing requirements and are often 
suited to the events of the day and any allergies in the classroom. Deviation 
from the Snack Menu requires prior approval from your child’s teacher. 
 
Full day children will need to bring a lunch with drink as well as a healthy 
afternoon snack and drink. Lunches containing milk, cheese, yogurt, and/or 
other food items requiring refrigeration should have an ice pack included in the 
child's lunchbox.   
 
Lunches for Full Day, Lunch Bunch, Enrichment classes or class picnics need to be 
packed in a lunch box that is clearly labeled. We encourage well-balanced and 
healthy selections. No glass please. 
 
Bonsack Baptist Weekday Early Education Center curriculum focuses on 
developing healthy, well-balanced eating habits. Therefore, parents are 
required to provide a full, healthy lunch for their children each day they are in 
attendance. Lunches should include a sandwich (or main entrée item), snack(s) 
and a drink. Snack food items should be healthy, such as fruit, vegetables and 
the like.   
 
Elementary After School Children - On days when your child's Elementary School 
is closed and he/she will be attending our center full day, please provide a 
healthy morning snack and drink, lunch with drink, and a healthy afternoon 
snack and drink. For days attending after school only, please provide a snack 
and drink for your child to have when arriving at our center. 
 
All food items must be labeled with your child’s name. Bonsack Baptist Weekday 
Early Education Center does not permit children to share or exchange food.   
 
For the safety of your child, parents are required to provide notification, in the 
form of an Allergy Action Plan from the physician, noting any allergies (food or 
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otherwise) and the plan of action upon exposure. This is to include instructions 
for treatment should a child have an allergic reaction. Please refer to the Health 
and Safety Policies contained herein for further information. 
 
Parents are required to provide written notification of any food/dietary 
restrictions. (i.e. lactose intolerance, vegetarian diets, wheat free/gluten free 
diets) 
 
Bonsack Baptist Weekday Early Education Center never uses food as a 
punishment. Children will never be denied participation in lunch or snack time 
for behavior reasons.   
 
Food can be provided and used by teachers as a reward for good behavior 
and/or for classroom lessons.   
 
Bonsack Baptist Weekday Early Education Center prohibits any food item in 
glass containers as well as aluminum cans. These can be safety hazards for the 
children and staff.   
 
26.9 FIREARMS AND WEAPONS POLICY: 
 
At no time is any unauthorized person permitted to carry any type of Firearm, 
Ammunitions and/or Weapon on Center property for any reason. Violation of 
this policy will result in immediate dismissal from the program. 

 
26.10 INJURY PREVENTION POLICY: 
 
The safety of the children in our care is our highest priority. 

• The children will never be left unattended. 
• At each time of transition, a class head count will be taken. 
• There are two teachers in every classroom insuring low child to staff ratios. 
• The staff circulates throughout the areas where the children are playing with 

specific attention given to the large equipment areas and potential blind 
spots. 

• In the event of an accident that requires first aid, an Accident Report will be 
filled out and the preschool director will be notified. 

• If an accident is more serious, the child’s parents will be notified immediately; 
for less serious situations, the parents may be notified immediately or upon 
arrival to pick up their child.    

• A copy of the Accident Report will be placed in the child’s file. 
• Injury prevention procedures are reviewed annually and policy updates 

made based on documentation of injuries and a review of the activities and 
services. 

The church is covered by liability insurance. 
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26.11 SUNSCREEN AND INSECT REPELLENT POLICY:  
 
Half Day: On sunny warm days, we will play outside for our large muscle exercise. If 
you feel your child needs sun screen protection for these days, please apply it at 
home. The preschool is not staffed to apply sun screen to children. 
 
Full Day: Full day children may have additional sun exposure in the afternoon. If 
need warrants, prior to going out we will apply Coppertone Water Babies 
sunscreen SPF 50. 
 
This Center will not apply insect repellents of any kind. 
 
26.12 DIAPERING OINTMENT POLICY: 
 
We will not apply diapering ointments or crèmes of any kind during the diaper 
change. 
 
26.13 TOILING POLICY: 
 
Children 3 years-old and up must be toilet trained when classes begin in the fall. 
They must be able to use the bathroom independently, including wiping 
themselves. It helps to dress them in clothes that are easy for them to manipulate; 
i.e., elastic waist bands, not bib overalls. Pull-ups are unacceptable because they 
send an unclear message to the child regarding accidents and often lengthen the 
toilet training time. If an accident occurs at school, two staff members will 
complete the changing, provided the parents have made the selection on their 
application releasing us to change the child. In the absence of permission to 
change, the parent will be requested to come to the center. There are no 
diapering facilities in the 3 and 4 year-old classes. If a child enters the program and 
has repeated accidents, it will be necessary to suspend enrollment until toilet 
training is completed. We are staffed and have facilities to diaper change in the 2 
½ year-old classes. 
 
26.14 SECURITY: 
 
For security reasons, the preschool is locked during the hours your children are here. 
After morning drop off, visitors need to enter through the wooden door next to the 
double door entrance (press the intercom button and identify yourself in order for 
the door to be opened). All visitors will need to sign in and pick up a Visitor’s Pass. If 
you plan to visit for an extended time, please notify the director. 
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******************************************************************************************* 
 POLICY: FUNDRAISERS      POLICY NO.:   27  

******************************************************************************************* 
 
Our main fundraiser is the Fall and Spring Consignment Sale. This sale benefits by 
providing a sales opportunity for your gently used items and a great purchase 
opportunity for those needing. We encourage all parents to get involved by 
consigning, volunteering and shopping. A percentage of proceeds go back to the 
preschool to be used for curriculum enhancements and other items of need that 
we encounter that our budget would otherwise not cover. We appreciate your 
participation!  For more information visit the Bonsack Consignment website at 
http://bonsackconsignment.wixsite.com/bonsackconsignment. 
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******************************************************************************************* 
 POLICY: PHOTOGRAPHS AND PUBLICITY  POLICY NO.:   28  

******************************************************************************************* 

Bonsack Baptist WEEC may photograph and reproduce pictures of the children in 
connection with any public relations on behalf of the center. Our pictures will be 
posted on the center’s website or on private classroom pages. Bonsack Baptist 
Weekday Early Education Center is not responsible for any pictures taken or shared 
by others.  School pictures will be taken during the year. 
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******************************************************************************************* 
 POLICY: LOST AND FOUND     POLICY NO.:   29  

******************************************************************************************* 

Please put your child’s name on all personal items. We often have duplicate items 
such as backpacks, lunch boxes and clothing items. Every attempt will be made to 
locate and return lost items. If your child’s name is on the items, our task will be 
much easier. We cannot be responsible for any personal items that your child may 
bring to school. 
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******************************************************************************************* 
 POLICY: EMERGENCY PROCEDURE INFORMATION  POLICY NO.:   30  

******************************************************************************************* 
 
In the event of an injured preschooler, immediate stabilization of the injured child 
will be made by a certified and trained staff member, 911 will be activated with 
transport to Roanoke Memorial. The parent will be notified. In the event of a missing 
child, the parents will be notified along with the proper authorities. In the event of 
any emergency, parents will always be notified first. We will then follow our 
procedures as listed: 
 
Flood - Teachers will remain on the first floor with the children until parents arrive to 
pick up their children.     
 
Earthquake - We will take immediate cover on the first floor away from glass and 
windows. Drop, Cover & Hold. Teachers will remain with the children until parents 
arrive to pick up their child. 
 
Fire - If vacating the building is necessary, we will be located in the Youth Center 
next door. 
 
Tornado, Hurricane or Severe Storm – The children will be taken to the basement 
level or to an interior area of the church building. Teachers remain with the 
children.   
          
Fire pulls, fire extinguishers and smoke alarms are located throughout the preschool 
building. In compliance with the Roanoke County Fire Code, the preschool holds 
monthly practice fire drills. In accordance with our Emergency Preparedness Plan, 
in the event of any emergency, we call one number of the parent’s choosing with 
a message of instruction regarding the situation and a plan of pick up. Please be 
aware that the center has a complete Emergency Preparedness Plan in place. 
 
All teachers and staff participate in Emergency Response Training.  
 
Bonsack Baptist WEEC has a reunification plan in place to help in the aftermath of 
a school crisis. The objectives of this plan are to provide a mechanism for locating 
all children immediately, to have a system for tracking, to provide crisis intervention 
services and to define a parent reunification area to release children to reunite with 
parents in an orderly fashion. 
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******************************************************************************************* 
 POLICY: ESTABLISHED LINES OF AUTHORITY   POLICY NO.:   31  

******************************************************************************************* 
 
The established lines of authority for the persons responsible for this center’s 
operation are: 
 
• Lead Teacher 
• Center Director 
• Minister Of Education 
• Pastor 
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Half Day Preschool 
2018-2019 Calendar 

 
August 27 Orientation Day………………………………….…..3-day 4s, 4 & 5-day 4s, 2 1/2s (M/W) 
 
August 28 Orientation Day………………………………..2-day 3s, 3-day 3s, 4-day 3’s, 2 1/2s (T/Th) 
 
September 3 Labor Day…………………………………………………………………School Closed 
 
September 15……………………………………………...…………………….Fall Consignment Sale 
 
November 6 Election Day…………………………………….………….………….......School Closed 
 
November 21-23 (Thanksgiving Holiday)……………………….……..…………….....School Closed 
  
December 18 All 2’s and 3’s Christmas Program………………….……………….……… 11:00 AM 
 
December 18 All 4’s Christmas Program ………………………….…………….………..….6:00 PM 
 
December 19-January 2 Christmas Break………………………………..……………..School Closed 
 
January 3…………………………………………………………………….……..Preschool Resumes 
 
January 21 Martin Luther King, Jr. Day………….……………………………………..School Closed 
 
February 18 President’s Day/In-service………………………………………………....School Closed 
 
March 2………………………………………………………………………Spring Consignment Sale 
 
March 14-15 VAECE Conference/Staff Training…..…………………………………..School Closed 
 
April 15-April 22 Easter Break……….……………………..……………….………….School Closed 
 
April 23………………………………..…………………….………..…..………..Preschool Resumes 
 
May 16 All 3’s and All 2 ½’s Closing Program…………….……………….………………11:00 AM 
 
May 16 All 4’s Graduation …………………………………..……….……….………………6:00 PM  
 
May 17 …………………………………………………….……..…………….…..Last Day of School 
 
Summer Camps through Summer………………………………………..………Registration Required 
 

Delays and Closings 
Please DO NOT call the church office to confirm school closings. School delays and closings  
will be announced on Facebook, WDBJ-7 and WSLS-10 and through the Remind App.  
Snow make-up days, if necessary, will be announced by the center. 
There will be no make-up days on Saturdays, Good Friday or days beyond the closing of the  
Center, unless such provisions are deemed necessary by the Director. 
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Full Day Care 
2018-2019 Calendar 

 

August 27 Orientation Day…….………………………….……..3-day 4s, 4 & 5-day 4s, 2 1/2s (M/W) 

August 28 Orientation Day…………………………………….……..2-day 3s, 3-day 3s, 2 1/2s (T/Th) 

September 3 Labor Day………………………………………………………………………….Closed 

September 15…………………………………………..…...…...…….…………Fall Consignment Sale 

November 6 Election Day………………………………...…………………..................................Open 

November 21………………………………………………………….……………..Closed at 3:00 PM 

November 22 & 23 Thanksgiving Holiday..…….…………..……………...…………..…….....Closed 

December 18 All 2’s and 3’s Christmas Program………………………….…..…………… 11:00 AM 

December 18 All 4’s Christmas Program ………………………………………….………….6:00 PM 

December 24-28 Christmas Break…………………………………………..…………...……...Closed 

December 31…………………………………………………………………………Closed at 3:00 PM 

January 1 New Year’s Day………………………………………………………………………Closed 

January 2 ……………………………………………….………………………………………….Open 

January 21 Martin Luther King, Jr. Day………….…….……………………..………………....Closed 

February 18 President’s Day/In-service………….…….………………………......................….Closed 

March 2…………………………………………………………………...…..Spring Consignment Sale 

March 14 VAECE Conference/Staff Training.……………………………………………………Open 

March 15 VAECE Conference/Staff Training………………………………..………………….Closed 

April 19 & April 22 Easter………..…………………………………..………...…….….………Closed 

May 16 All 3’s and All 2 ½’s Closing Program…………..…………………………………11:00  AM 

May 16 All 4’s Graduation ………………………………….…………………………………6:00 PM  

May 27 Memorial Day………………………………………….……………………………..…Closed 

July 4 Independence Day ………………………………………….………………………….....Closed 
 

Delays and Closings 
Please DO NOT call the church office to confirm school closings. School delays and closings  
will be announced on Facebook, WDBJ-7 and WSLS-10 and through the Remind App.  
Snow make-up days, if necessary, will be announced by the center. 
There will be no make-up days on Saturdays, Good Friday or days beyond the closing of the  
Center, unless such provisions are deemed necessary by the Director. 
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After School Care 
2018-2019 Calendar 

 

September 3 Labor Day………………………………………………………………….…..……Closed 

September 15………………………………………………………….………….Fall Consignment Sale 

November 6 Election Day………………………………………....…………..................................Open 

November 21 ……………………………....................................................................Closed at 3:00 PM 

November 22 & 23 Thanksgiving Holiday..………….…………………………………..…….....Closed 

December 24-28 Christmas Break………………………..………………………..….…..……....Closed 

December 31…………………………………………………………………………Closed at 3:00 PM 

January 1 New Year’s Day………………………………………….…………………………….Closed 

January 2 ……………………………………………………………………………………………Open 

January 21 Martin Luther King, Jr. Day.……………………………………..….………………..Closed 

February 18 President’s Day/In-service……………………………………….….........................Closed 

March 2………………………………………………………………...……...Spring Consignment Sale 

March 14-15 VAECE Conference/Staff Training………………………………………………….Open 

April 19 and April 22 Easter………..……………………………………………….….….……..Closed 

May 27 Memorial Day……………………………………………………………………………Closed 

July 4 Independence Day …………………………………………………………..………….....Closed 

 
*If not listed above, full day care is available when Botetourt County or Roanoke County 
Schools are scheduled to be closed. Notify the office in advance if care is needed these days. 
 

Botetourt County is scheduled to be closed the following days:  Sept. 3, Oct. 15 Nov. 6, Nov. 
21-23, Dec. 20-31, Jan. 1-2, Jan. 21, Feb. 18, Mar. 11, April15-22 

 
Roanoke County is scheduled to be closed the following days:  Sept. 3, Oct. 15, Nov. 6, Nov. 
22-23, Dec. 20-31, Jan 1-2, Jan. 21, Feb. 4, Mar. 11, Apr. 15-19 
Early dismissal dates: Sept 12, Oct 10 and Nov 21, May 22 
 

*All Day Elementary care is available when inclement weather has closed public schools and 
our school is able to open. See below for closing information. 
 

Delays and Closings due to Extreme Circumstances 
Please DO NOT call the church office to confirm closings. Delays and closings will be announced on 
Facebook, WDBJ-7 and WSLS-10 and through the Remind App.  Stay connected to be up to date.  
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Handbook Acknowledgement Page 
 

 
 
 
I/We,            , the 

parent(s)/legal guardian(s) of       , 

acknowledge that I/We have received a copy of Bonsack Baptist Weekday 

Early Education Center ’s Parent Handbook and have been given the 

opportunity to read the manual and ask questions about and understands 

the policies contained therein. Furthermore, I/We agree to abide by the 

policies set forth in the manual.  

 

I/We understand that the policies described in the Parent Handbook are not 

conditions of enrollment, and the language does not create a contract 

between Bonsack Baptist Weekday Early Education Center and the parents.  

Bonsack Baptist Weekday Early Education Center reserves the right to alter, 

amend, or otherwise modify these guidelines, in its sole discretion, without 

prior notice. 

 

 
 
Parent/Guardian Signature 
 
 
 
 
Date 

 
 
 
***Please detach this page, sign and return to the Preschool Office. 
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