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I. Introduction to SFC Early Childhood Education Programs            
(IQPPS 10.1) 
      

Welcome to SFC Preschool Programa.  Please read through the entire 
Handbook.  
 
The SFC Preschool Program consists of one section of three-year-old preschool and 
two sections of four-year-old preschool.  Three-year-old preschool classes are 
offered to students who have turned 3 by September 15th and are working on potty 
training. Classes are held on Tuesday and Thursday from 8:30 am to 11:30 am.  
There is a one time $30.00 registration fee and a monthly $80.00 tuition fee.  Four-
year-old preschool is provided free of charge through Iowa’s Statewide Voluntary 
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Preschool Program.  SFC is considered a Community Partner with Marshalltown 
Community School District which requires four-year-old preschool students to 
complete registration at both SFC and MCSD.  More information on our preschool 
program can be found in Section III-Preschool Program Information. 

St. Francis Catholic School NEW Mission Statement  (IQPPS 10.1) 

New Mission Statement | Who We Are  

St. Francis is a Catholic elementary school located in Marshalltown, Iowa that seeks 
to serve and educate the whole child, regardless of their religious affiliation, in a 
Christ-centered way of living. Inspired by our patron, Saint Francis of Assisi, we 
encourage students to live and grow in holiness and are dedicated to sharing our 
faith with others. St. Francis offers the highest quality education with dynamic 
experiences not only focused on developing students to be successful in the 
competitive world but in service-learning as well. Recognizing the importance of 
parents as primary educators, St. Francis promotes parental involvement and 
participation to develop individuals with strong faith, character, and passion for 
lifelong learning.  

We Believe 
● Our Catholic faith is taught and lived in all aspects of life each day.  
● All students have the right to a safe and secure learning environment.  
● All students have the right, the potential, and the responsibility to learn.  
● All students have the right to feel good about themselves at all stages of the 

learning process.  
● A Christian-based discipline plan promotes student decision making.  
● Open communication and respect among staff, students, and parents is 

essential.  
● High expectations and goal setting foster quality performance. 
● Learning is a life-long process.  
● Education is a shared responsibility of the entire community.  
● The St. Francis Catholic School system has a positive impact on our community.  

 

 

 

St. Francis Catholic School Philosophy 

St. Francis Catholic School believes that each child is a unique individual who has 
both the right and responsibility to develop to his/her potential. We believe 
education is a mode through which this is accomplished. We consider it an ongoing 
process of exploration, interaction, and discovery of self, of others, and of the world. 
We view the school as one avenue leading to the total development of the child. 
We, also, believe that a child-centered environment will provide the opportunity for 
each individual to develop a positive self-image. We hold in utmost importance the 
development of a Christian attitude and philosophy of life based on the teachings of 
Christ. The responsibility for the education of the child is a cooperative venture 
involving the child, parents, school, and parish. 
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St. Francis Catholic School Vision 

St. Francis Catholic School will be the model of elementary education in the 
Marshalltown area where the leaders of tomorrow are formed by faith, character, 
and intellect for many years to come 

Equal Opportunity 

St. Francis Catholic School is an equal opportunity employer and school. No student 
will be discriminated against because of his or her race, creed, color, sex, sexual 
orientation, gender identity, national origin, religion, socioeconomic status, marital 
status, or disability. However, students are required to meet the school’s academic 

and financial requirement(s).  As a bona fide religious institution, educational 
programs governed by the Archdiocesan Board of Education may consider a 
student’s religion, sexual orientation and/or gender identity a qualification for 

enrollment when such qualifications are related to a bona fide religious purpose.  

Discipline Code 

In order to provide and maintain an atmosphere which permits the orderly and 
efficient operation of the school and which encourages learning and helps students 
to develop a Christian code of personal conduct, school rules and regulations are in 
effect.  

As responsive and encouraging partners, we enjoy and welcome you into the 
program with an “open door” policy. We encourage you to share with us insights 

about your child. We welcome your comments, concerns and questions. We invite 
you to share your child’s early experiences by visiting and observing your child, and 

by participating in daily activities whenever possible. We are here not to serve 
“customers,” but serve God, children and their families. We’re glad to have you as 

part of our family here at St. Francis Catholic School. 

 

 

Corporal Punishment, Restraint, and Physical Confinement and Detention 

State law forbids school employees from using corporal punishment against any 
student.  Certain actions by school employees are not considered corporal 
punishment.  Additionally, school employees may use “reasonable and necessary 

force, not designed or intended to cause pain” to do certain things, such as prevent 
harm to persons or property. 
 
State law also places limits on school employees’ abilities to restrain or confine and 

detain any student.  The law limits why, how, where, and for how long a school 
employee may restrain or confine and detain a child.  If a child is restrained or 
confined and detained, the school must maintain documentation and must provide 
certain types of notice to the child’s parent/guardian. 
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If you have any questions about this state law, please contact your school.  The 
complete text of the law and additional information is available on the Iowa 
Department of Education’s website: www.iowa.gov/educate. 

Search and Seizure 

It is the policy of St. Francis Catholic School Board of Education to operate its 
educational programs in a Catholic, orderly environment. Recognizing that the 
presence of contraband on school property or on the person of a student attending 
school is not consistent with the above policy, St. Francis Catholic School adopts the 
policy as stated in ABE 5145.2 which refers to the rules relating to periodic 
inspection, to the search of students and/or to protected student areas. 

Contraband includes substances or items which, if found on school property, violate 
the law and school regulations, or are detrimental to an orderly environment at 
school. Contraband includes by way of illustration, but is not limited to drugs, 
narcotics, tobacco, liquor, weapons and stolen property. It consists of substances or 
items which may cause a substantial disruption of the school environment, and/or 
which present a threat to the health and safety of the students and staff. 

Tobacco, Drinking, Use of Non Prescribed or Illegal Drugs 
  

Students are not to use, possess, sell, or be under the influence of non-prescribed 
or illegal drugs, beer, or other intoxicating beverages on the school grounds at any 
time or while they are on a school sponsored activity off campus.The use or 
possession of tobacco on the school grounds is prohibited. 
 
These are matters of state law and cannot be permitted in the school, in the 
immediate school area, or at school related activities, or on school buses. Student’s 

possession of tobacco, drugs, and/or alcoholic products in school, or at school 
activities, results in confiscation and discipline. (See also ACSB 5131.6, ACSB 
5131.61, ACSB 5144 and/or ACSB 5144.1 concerning Substance Abuse, Tobacco and 
Discipline). 

Weapons and Dangerous Instruments 

It shall be the policy of the St. Francis Catholic School Board of Education that 
weapons and other dangerous objects are taken from students and others who 
bring them on to the school property or from students who are participating in any 
school-related activity away from school premises. Parents/guardians of students 
found in possession of a weapon or dangerous object shall be notified. Confiscation 
of weapons or dangerous objects will be reported to law enforcement officials and 
the student will be subject to disciplinary action. Students in possession of a firearm 
while on school property, or participating in any school-related activity away from 
school premises shall be expelled for not less than twelve months. Further reference 
can be found in ABE 5131.7a. 

Parental Access  
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 Parents/guardians are allowed access to his/her child while the child is at SFC. 
Parents must enter through south doors and stop in the office and sign in before 
entering the building.  A parent will also be afforded access to visit with the staff caring 
for his/her child. 

 A copy of a court order must be on file with the center if any biological parent is to 
be denied access to a child. 

 It is your responsibility to inform the Directors of any situation of separation/divorce 
for dual communication/conferences, which should be made available to both 
parents. 

Parent Communication and Participation  (IQPPS 10.15) 
SFC recognizes parents as the child’s first teacher and as the biggest influence in the child’s success 

in school.  The Preschool Director encourages regular communication. The Preschool Program uses a 
combination of newsletters, notes home in the Preschool Folder, the ClassTag app, phone calls, 

emails and in-person communication at pick-up and drop-off.  You will receive an invitation for the 
ClassTag app after registration in August.  Parent-Teacher conferences are held twice a year and 

families are encouraged to participate in SFC family events. 

Mandatory Reporters 

 The Department of Human Services requires teachers and caregivers to report 
suspected cases of sexual or physical abuse or neglect, as outlined in the Iowa 
code. Our policy is posted at each entry.  

Lost and Found 

The lost and found is located by the school office entrance. Please check it 
periodically for lost items.  

 

Personal Belongings 

Please label your child’s belongings: backpacks, jackets, boots, etc. with a 
permanent marker. SFC Preschool is not responsible for lost items. You will need to 
keep an extra set of clothing for your child in his/her backpack. As the seasons 
change, please make sure the extra set of clothing still fits and is weather 
appropriate. 

Outside Play 

Fresh air and opportunities for large motor play are vital to your child’s 
development. Guidelines for going outside will be determined by the Child Care 
Weather Chart. During the winter months, we encourage all children to have coats, 
hats, snow pants, boots and gloves in order to play safely and comfortably outside. 
No flip flops or sandals will be allowed during activity time. Children required to 
bring tennis shoes or closed toe shoes if boots are worn.  

Toys 
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Please do not allow your child to bring toys from home without permission from the 
Directors.  If your child is encouraged to bring something for show and tell, please 
help them choose something that is not easily broken. 

Treats 

On special occasions children are allowed to bring treats for his/her class. The treats 
must be prepackaged, in original wrapping and product ingredients must be 
available. Due to allergy concerns, staff will review ingredients prior to handing out 
treats. Homemade treats are not allowed. 

No School Days/Weather Related Closings 

SFC will follow the Marshalltown Community School District’s calendar each year and 
will be closed for the holidays as seen on the calendar. Child Care opening during holidays 

will be at the discretion of SFC administration and separate contracts will be given. During in-
service days, early release days and conference days child care will remain open. 

Weather Delays- If school is delayed, there will be no morning preschool. If school is 
released early, there is no afternoon preschool. 

St. Francis Catholic School follows the Marshalltown Community School District regarding school 

closings-bad weather. However, based on local conditions, the St. Francis Catholic School may elect 

to close due to bad weather. Please do not call the rectory or school. Listen to the KDAO, KFJB, or 
KXIA radio stations or the local TV stations for official announcements. If they say “Marshalltown 

Public School” that includes St. Francis. Parents signed up to the “Weekly Update” electronic 
newsletter will also receive email notification. 

Behavior Guidelines 

Because social growth is so crucial during early childhood and elementary years, St. 
Francis will focus on helping children to learn appropriate behavior. Behavioral 
guidelines will be established with the goal of maintaining the physical and 
emotional well-being of each student, as well as, teaching self-discipline, judgment, 
and manners. Positive disciplinary methods may include, but are not limited to 
redirection and behavior management programs. It is important to treat each child 

as an individual and in a manner appropriate to the child’s development level, 
degree of activity, and general well-being.  

The following policies outline our approach toward behavior management with 
children:  
1. Positive behavior should be reinforced in order to shape and distinguish 

inappropriate behavior. 
2. All children need limits which are CONSISTENTLY reinforced. 
3. Each child is an important person and needs to be helped to feel good about 

him/herself. 
4. Children need opportunities to learn how to make appropriate choices. 
5. Children need opportunities to learn to be responsible for the consequences of 

their actions.  
6. Children need opportunities to resolve their own conflicts. 
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7. It is most effective to positively redirect a child’s behavior.  
8. No disciplinary action will be used in regard to rest, food or toilet training. 
9. Physical punishment is strictly prohibited. 

The following methods have been found to be most effective in managing children’s 
behavior: 
1. Planned ignoring: Children may learn to use negative behavior to get attention. 

If so, ignoring the behavior is sometimes the first option. It may be difficult to 
understand, but attention received for negative behavior is better than no 
attention (from a child’s viewpoint). 

2. Redirection: Children will be redirected to a different activity or area of the room. 
3. Loss of privilege: Children who are using a toy, material, piece of equipment or 

area inappropriately, will not be allowed to use that object or area for a 
designated period of time. 

4. Removal from situations: Physically removing the child from a situation when 

he/she is acting inappropriately is more effective for younger children who don’t 
understand limits and when their actions could hurt someone. 
 

Teachers/staff and parents need to work together in order to be consistent and 
effective in dealing with behavior in children. Directors are expected to discuss with 

parents any changes or concerns with a child’s behavior. 
 

 

 

 

Grievance Procedure 

It is the policy of St. Francis Catholic School Board of Education to follow procedure 
for complaints against any employee, i.e., teacher, staff, administration, or board 
member as set forth by the Archdiocesan Board of Education policies 4119.4g, 
4119.4h, 8252. The initiator must first discuss the matter with the person against 
whom the complaint is made and if the problem remains unsolved, the initiator has 
another meeting with the respondent clearly stating the complaint in writing, 
including specifics such as evidence for complaint, sources of information etc. If the 
problem remains unresolved the initiator or the respondent refers the complaint to 
the administrator/program director in writing. In cases involving staff, administrator, 
pastor or board members, procedures set forth by the Archdiocesan Office of 
Educational Services will be followed. 

II. Preschool Program Information 
Classes for the SFC Preschool Program will follow the school calendar for the year.  Three-year-old preschool 

classes will start one week after the regular school start date. The preschool classroom is located on the lower 

level at the east end of the building across from the kindergarten rooms.  

PreRegistration for Preschool  
Pre-Registration is held in the spring for both three-year-old and four-year-old preschool programs.  
Three-year-old preschool parents will be asked to complete the PreRegistration form and pay the 

$30.00 registration fee at this time to secure their spot.  Parents will also be asked if they plan to use 

St. Francis Child Care.  
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Four-year-old preschool parents are encouraged to complete the St. Francis. Preschool 
Preregistration form and circle their preference for a morning or afternoon class time. Parents will 

also need to register with Marshalltown Community School District at their Central Office located at 

1002 S. 3rd Avenue.  Parents can call MCSD at 641-754-1000 for an appointment and they will 
instruct parents what forms they need to bring.  

Registration 
Registration is held in August.  At that time the following forms must be completed:  

1. Registration form 

2. Immunization card 

3. Medical report (physical) 

4. Medical consent form  

The following forms are on the Powerschool e-registration: 

5. Photo release form 

6. Field trip permission form 

7. Internet release form 

8. Speech Pathology release 

9. Pick up permission form 

Class Sessions 

• Children must be working on potty training and be 3 years of age on or before 
September 15th to register for Three-Year-Old Preschool.  Classes are held Tuesday 
& Thursday from 8:30 – 11:30am.  

• Children must be 4 years of age on or before September 15th to register for Four-
Year-Old Preschool.  Parents may give preference to morning or afternoon classes.  
Morning classes are held Tuesday-Friday from 8:30 - 11:30am.  Afternoon classes 
are held Tuesday-Friday from 12:15-3:15.  There are no preschool classes held on 
Mondays but SFC Child Care is available.  

 

Curriculum and Teaching  (IQPPS 1.5, 1.6, 2.1 - 2.30, 8.3, 3.1 - 3.18, 9.1-9.4) 

Our preschool program uses Creative Curriculum as its framework.  The Creative Curriculum is a research-based 

preschool curriculum that focuses on four main developmental areas:  Social and Emotional Development, Physical 

Development, Cognitive Development, and Language Development.  A family’s culture and the child’s experiences 

outside the school setting are recognized as being an important part of the child’s growth and development.  The 

curriculum goals and objectives will guide teachers’ planning and instruction based on the Teaching Strategies 

GOLD©  assessment tool.  Other assessments include Individual Growth & Development Indicators (IGDIs) and 

teacher checklists. 

 

Each day, the children will have choice time among the different interest areas or centers.  They will have the 

opportunity to self-select where they might like to play and work.  Examples of interest areas are: 

● Library - Students have the opportunity to read and look at a variety of books independently or 

with peers. 

● Technology - Each classroom has access to media and technology. 

● Writing - Students have access to a variety of writing utensils and materials. 

● Art - Students may choose a variety of art materials to create individual works of art. 
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● Sensory Table - Students can develop their senses and cognitive development through play in a 

sensory table.  Items may include water, sand, snow, rice, pasta, etc.  Materials are rotated on a 

regular basis. 

● Blocks - Students can build with different types of blocks and engage in imaginary play with 

items added to the block center. 

● Dramatic Play - Students may role-play and pretend with props and settings.  Materials are 

rotated to allow for a variety of experiences. 

● Toys and Games - Children will develop cognitive skills, such as counting, problem solving, 

categorizing and matching. 

● Science - Children will explore with a variety of science materials. 

 

Teaching staff support children as they help them build friendships by entering into, sustaining, and enhancing play.  

Teaching staff also assist children in resolving conflict by helping them identify feelings, describing problems, and 

trying alternative solutions. 

 

Assessment  (IQPPS 4.1 - 4.9) 

Children may be assessed in any of the followings ways: 

● Teaching Strategies GOLD© - an online-based assessment composed of observations of each 

child.  This is done twice per year. 

● Ongoing observations throughout the year 

● IGDIs (Individual Growth and Development Indicators) - three times per year to assess growth of 

early literacy skills 

● Child samples and artifacts for portfolios and GOLD© observations 

● Information shared by families and parents as families are encouraged to share observations about 

their child’s abilities 

 

 

 

 

Drop off and Pick up 
 

Preschool students in the morning class will be dropped off no later than 8:30am 
using the drop off line on the north side of the building.  Preschoolers dropped off 
between 8:00-8:30 will play on the preschool playground until class time, as 
weather permits.  Please have your child dressed for the weather at drop-off.  
Parents arriving after 8:30 will have to park and enter the building on the south 
side. They will have to enter the office and sign in and then escort their child to 
class.   
 
Preschool students in the afternoon class will be dropped off on the north side of the 
building at 12:15.  Students will have recess until 12:30 and must be dressed for 
outside play at drop-off.    Parents arriving after 12:30 will have to park and enter 
the building on the south side. They will have to enter the office and sign in and 
then escort their child to class.   
 
Preschool students will be escorted to the north side of the building for pick-up.  If 
parents are late picking up, the student will be taken to child care and billed for 
care. 
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III. Health & Safety Policies 

Health Policy 

In order to protect your child and other children, we have established guidelines for 
illness procedures. For this reason, when we determine a child is sick or contagious, 
the child will not be able to attend childcare/preschool. When you are notified that 
your child is ill, we expect the child to be picked up within 30 minutes. Your child will 
be resting on a bed in the office. If we are not able to reach you, your emergency 
contact will be called and expected to follow these same procedures. St. Francis 
Child Care and Preschool Programs reserve the right to terminate services if these 
policies are not followed. 

Medication 

Parents must complete a Medication Authorization Form when a child is to be given 
prescription or over the counter medication. All medication brought needs to be 
brought to the attention of the Director. We will only apply Band-Aids, ice, and soap 
and water.  

When asking us to provide medication to your child, the following procedures will be 
followed. No exceptions will be made: 
● Medication must be in the original box or bottle. No medication will be 

administered otherwise. 
● Parents will be asked to fill out a Medication Release Form. This is a required 

document for us in order to give any medication; medication will not be 
administered without this form. Phone approval will not be accepted for 
medication administration for the safety of your child. 

● Your medication must have the patient information with it. This information is 
given to you at the pharmacy. It is imperative that staff are aware of the side 
effects this may produce in your child. 

Health Assessment 
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Upon arrival each day, children must have direct contact with a staff person for the 
detection of illness. A daily health assessment is filled out if we notice your child is 
not feeling well. If you have concerns that your child may not feel well, please fill 
this form out prior to leaving your child. You must leave your phone number on the 
form that day in case we need to contact you.   

 

 

 

 

 

Exclusion Policy 

If your child will not be attending preschool or childcare for any reason, we ask that 
you inform us as much in advance as possible. If your child has an illness listed 
below, we ask that they do not attend childcare/preschool. Children who exhibit the 
following symptoms will be sent home if they become ill during the day. If your child 
becomes ill they will be taken to the office and kept comfortable until a parent 
arrives. Parents/Guardian/Grandparents must pick up their child within 30 minutes 

of being contacted. Please keep the staff informed of any changes in your child’s 
health status and/or eating habits throughout the year.  

Your child will be excluded if they are not able to fully participate in 
activities or they require greater individual care that staff can provide.  

Some signs or symptoms may indicate a serious illness, and should be evaluated by 
a medical professional.  
● Lethargy that is more than expected tiredness 
● Uncontrollable coughing 
● Unexplained irritability or persistent crying 
● Difficult breathing 
● Wheezing  
● Other unusual signs for child 

If your child is seen by a doctor, we must have written verification of the 
visit in order for your child to return. Please give the documentation to 

staff upon your child’s return.  

Fever Criteria 

If your child has a fever of 101 degrees F or higher, accompanied by behavior 
changes or other signs or symptoms of illness, your child may need to see a doctor. 
Please refer to the above list for signs/symptoms. Before your child can return to the 
center or preschool, they must be fever free for 24 hours. Please do not give your 
child Tylenol prior to dropping them off to mask the fever.  
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Ear, Nose and Chest Infections 

If your child has symptoms such as cough, runny nose, watery eyes, sore throat, 
tiredness associated with the common cold they may remain at the center, unless 
there is a fever present or your child cannot participate in normal activity. 

Diarrhea 

Diarrhea, defined by more watery stools, decreased form of stool (not associated 
with dietary changes), increased frequency of stools. If a child is not able to control 
their bowels, they must be excluded. 

 

 

Eye Infection 

Conjunctivitis or Pink Eye is a viral or bacterial infection. Eyes are pink with creamy 
white or yellow discharge and the eyelids may be mattered after sleep. Eyelids and 
around the eyes may be red and swollen, pain may also occur. Children should be 
taken to the doctor to confirm the diagnosis. Children may return to the 
center/preschool after 24 hours on medication.  

Impetigo 

Impetigo is a skin sore with a yellow, colored scab. It may ooze and drain. Most 
sores are on the face, around the nose and mouth. Children should be seen by their 
doctor. Children can return to the center 24 hours after the medication has been 
started. 

Vomiting  

If your child has one episode of vomiting while in our care, we will contact you to 
pick up your child. Children may not return to the center until free from vomiting for 
24 hours. For example, if your child throws up at 10:30am, they may not return to 
the center until 10:30am the following day.  

Lice or Scabies 

● Lice-Live mites or nits (eggs) are present in hair. Staff will provide current 
treatment guidelines. Children may return following the first treatment. Staff will 

check the child’s head before returning to the center or preschool.  
● Scabies-Live mites that invade the webs of the fingers or toes and wrist region 

and cause rash and severe itching. Child needs to be seen by a doctor and 
treatment must be completed before returning to the center and preschool.  

Fifth Disease 
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● Viral illness (cold and cough) with rash likely involving face (slapped face 
appearance) followed by a lacey rash on extremities, chest and trunk. 

● Most contagious 2-4 days prior to rash appearing (not contagious after onset of 
rash). 

● A doctor should confirm the diagnosis. 
● Child may attend childcare and preschool with a rash.  
● Fever criteria apply. 

Strep Throat or Tonsillitis 

● Bacterial infection of throat. 
● A doctor should confirm the diagnosis. 
● Must have completed 24 hours of medication before returning to the center or 

preschool. 
● Fever criteria apply. 

 

Chicken Pox 

● Viral illness with rash appearing on face, scalp, neck, trunk and extremities.  
● Rash first appears flat then blisters appear which eventually crust over. It is 

contagious 1-2 days prior to rash appearing and until all lesions are crusted over.  
● A doctor should confirm the diagnosis. 
● Your child may not attend childcare or preschool until all lesions are crusted 

over.  
● Fever criteria apply. 

Severe Coughing or Difficulty Breathing 

● May include pneumonia, Bronchitis, reactive airway disease or asthma. 
● A doctor should confirm the diagnosis. 
● Your child must have completed 24 hours of medication prior to returning to 

childcare or preschool. 
● Fever criteria apply. 
● If your child is asthmatic, the director will supply an Asthma Action 

Plan. This form must be completed by your doctor. A copy of the plan 

will be placed in your child’s file. 

Hand, Foot and Mouth Disease 

● Viral infection with blister-like lesions on hands, feet, and inside of mouth (may 
involve all or just one region). Contagious prior to outbreak of lesions only.  

● Your child may attend childcare and preschool if oral lesions do not limit eating 
and normal participation. 

● Fever criteria apply. 

Excessive Ear Drainage 
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● Discharge containing pus (a thick white or yellow fluid) from the ear canal. 
● A doctor should confirm the diagnosis. 
● Fever criteria apply. 

Roseola 

● Viral infection with high fever for 3-4 days followed by rash on the trunk, face, and 
extremities.  

● A doctor should confirm the diagnosis. 
● Child may return to childcare when the doctor indicates it is no longer contagious. 

 

 

 

 

Yellowing of Eyes or Skin 

● May indicate a serious illness and should be evaluated by a doctor 
immediately. 

Mumps, Pertussis, Robella 

● Notify the director if your child has been diagnosed with these illnesses. 
Different guidelines apply. 

Communicable Diseases  

If your child is diagnosed with a communicable illness, he or she should remain at 
home and be excluded from childcare and preschool for 24 hours or as recommended 
in writing by a doctor. 

Screening Assessments 

Your child’s hearing and vision will be screened annually. We will need permission to 
have these done and you will receive written results of the findings. If there are 
concerns, you will receive a letter from the screener in the mail. Developmental 
screenings will be done both in the Preschool Program and Childcare Program. The 
screening results are sent home to the parent.   

Hand Washing 

Staff, volunteers and children shall follow the following procedures for hand washing 
at the following times: 
A. Upon arrival for the day; 
B. Before and after: 

● Eating, handling food, or feeding a child; 
● Giving Medication 
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● Playing in water used by more than one person. 
C. After: 

● Using the toilet or helping a child use the toilet; 
● Handling bodily fluid (mucus, blood, vomit), from sneezing, wiping and 
blowing noses, from mouths, or from sores; 
● Handling uncooked food, especially raw meat and poultry; 
● Handling pets and other animals; 
● Playing in sandboxes; 
● Cleaning or handling the garbage. 

 

 

 

 

Staff Training 

The staff at our center meets guidelines of the Department of Human Services. The 
Director and care givers are all qualified people who have earned a minimum of six 
hours of CEU’s, and have satisfied the Child Abuse/Mandatory Reporting 
requirements. All staff members are certified in CPR, First Aid and Blood Borne 
Pathogens. The staff has been fingerprinted and have undergone criminal 
background checks. Designated staff is certified to dispense medications. 

Safety Policies 
1. No child will be left unsupervised while on school grounds. 
2. Tornado and fire drills will be practiced as required by law. Emergency 

Evacuation Procedures are also practiced. In the event children need to leave the 
building for emergency reasons, the childcare/preschool children will be taken to 

St. Henry’s Church and will remain there until able to return to the school. 
3. Emergency evacuation plans will be posted by all exits. 
4. All Child Care and Preschool staff members will be certified in First Aid and CPR. 
5. First Aid Packs will be carried on the playground and on field trips.  
6. Emergency phone numbers are taken on field trips. 
7. The staff will complete an Accident Report or written notification to the parent of 

minor injuries that occur. Serious injuries will be reported immediately to the 
parent.  

8. SFC has written Emergency Plans for fire, tornado, flood, intruders, intoxicated 
parents, lost or abducted children, power failures, bomb threats, chemical spills, 
earthquakes and blizzards. 

9. Parents must sign their child in when they arrive and out when children depart. 

Accidents/Emergencies 

A report will be written up if an incident or accident results in an injury to your child. 
The staff person who observed the incident or accident will prepare this. This form 
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will need to be signed by the parent at pick up. If your child is in need of emergency 
services 911 will be called. A staff member will accompany your child to the closest 
medical facility. Parents will be notified as soon as possible.  

 

 

 

 

 

IV. Agreement of Participation 

St. Francis Child Care and Preschool have an Agreement of Participation which 
clearly states behavioral expectations for the St. Francis Catholic School teachers, 
staff, parents and children. 

Teacher/Staff Responsibilities 

I will: 
● Provide a safe and caring environment for your child 

● Provide a variety of activities that will enrich your child’s developmental progress. 
● Communicate regularly with you, the parent/guardian, concerning your child. 
● Notify you if your child fails to report to Child Care or Preschool at the expected 

time. 
● Serve as a positive role model for your child. 
● Treat your child with respect using positive discipline and affirmation. 

Parent’s/Guardian’s Responsibilities 

I will: 
● Sign my child in and out each day and report his/her arrival to a child care staff 

person. 
● Respect the child care 6:30am opening and 5:30pm closing times  
● Respect preschool drop-off times: by 8:30 am for morning class and by 12:15 for 

afternoon class 
● Respect preschool pick-up times by 11:30 am for morning class and 3:15pm for 

afternoon class.  
● Notify the preschool or child care staff of late arrival, late pick-up, absences, 

reason for absence, and family or school situations that may affect my child’s 
experience. 

● Notify in writing any changes on my child’s enrollment or emergency forms 
(phone numbers, persons permitted or not permitted to pick up the child). 

● Check backpacks every night and read all notes and newsletters so I can help my 
child be prepared for planned activities. Respond to written notes if necessary.   
Send a backpack and Preschool Folder to school with the child every school day. 

● Make all child care fee payments on time.  
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Child’s Responsibilities 

I will: 
● Put belongings away neatly in my cubby upon arrival. 
● Listen to teachers/staff and follow directions. 
● Show respect for others and keep my hands to myself. 
● Show respect for others' property. 
● Be polite and kind in words – no foul language or put downs. 
● Clean up an activity before choosing another one. 
● Use outdoor equipment safely. Rocks stay on the ground.  
● Walk quietly and orderly inside at all times.  Running is allowed inside only with 

teacher/staff permission. 
● Use a quiet voice and good table manners and clean up my area after 

snacks/meals. 
● Always have permission from a staff person to leave the area. 
● Be a good representative for my school during field trips and stay with my 

partner and/or with my group leader, listen attentively, and follow all bus rules.  
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HANDBOOK AGREEMENT FORM 
Revised: July 2021 

 
 
St. Francis Catholic School 
Preschool Programs 
310 Columbus Drive 
Marshalltown, IA 50158 

 
 
Please return this page after reading/reviewing the Handbook. 
 
I/we have read the St. Francis Catholic School Preschool Programs Handbook and 
understand our responsibility in the matters included in this handbook. I/we have 
discussed the appropriate items with my/our child(ren). 
 
 
 
 
Parent/Guardian:           
 
 
 
Date:             
 
 
 
Please return this form to the Child Care Director or Preschool Director. 
Thank you. 
 

 


