
 

St. Francis of Assisi Preschool 
 

Dear Parents, 

 

 This handbook is designed to help you better understand the policies and procedures of 

St. Francis of Assisi Preschool. 

 

 Our Preschool program will provide a caring atmosphere, which will encourage the 

continuous developmental growth of each child.  Through group experiences and individualized 

instruction, children will develop relationships, strengthen their sense of self and grow in all 

areas of development.  Our Catholic identity will be woven through our daily activities as we 

strive to help the children put their faith into action. 

 

 We at St. Francis of Assisi Preschool are delighted to have the opportunity to work 

together with you in the education of your child. 

 

Sincerely, 

 
Cathy Ashton 
Assistant Principal of Preschool Ministries 

St. Francis of Assisi Preschool 

11401 Leesville Rd. 

Raleigh, NC 27613 

919-847-8205 ext. 240 



  
 

 

 2 

Mission Statement 
 
Inspired by our patron Francis of Assisi, we seek to proclaim the reign of God by growing in Holiness through 

our experience of Christ in word, sacrament and one another, offering Hope to those who hunger for human 

dignity, and extending Hospitality to all.  

 

Vision Statement 

 

We strive to foster holiness, hope, and hospitality in a faith-enriched, child centered learning environment.  
 

Philosophy 

 

As Christian educators, the staff of St. Francis of Assisi Preschool will strive to guide each child to develop to 

his/her greatest potential.  The program is committed to aid in the growth and development of the whole child 

by way of individual and group interaction.  The curriculum will incorporate a variety of activities and material 

designed to stimulate each child to grow spiritually, physically, socially, and intellectually.  It is the intended 

effect that each child will become more aware of God and the world He gave us.  We believe the faith shared 

with parents, teachers and students is nourished by prayer and worship within the total life of the school and 

parish community.  The Preschool environment will encourage the children to develop greater self-esteem and 

respect for others. In addition it will provide a place for each child to explore and engage in free and 

imaginative play.  

 

Goals 

 

To implement a Catholic education program that will introduce each child to the Gospel teachings and Catholic 

Christian Values central to our Faith and provide opportunities to apply them to real life situations.  The 

program will help each child to develop to his/her potential.   

 

Admission  

 

St. Francis of Assisi Preschool is committed to providing equal access to educational opportunities for all 

students, regardless of physical or mental disability, and will work closely with you to ensure that the needs of 

your child(ren) are met. The Preschool will include educational approaches to ensure that differences among 

students are recognized, respected and celebrated. 

 

Health-Immunizations Requirements  

 

A certificate of immunization signed by the physician should be presented on or before the first day of school.  

If it is not presented, a written notice will be given to the parent.  The parent has 30 calendar days from the 

child’s first day of attendance to show proof of the required immunizations. (If additional time is needed a 

written statement from a physician will be required.)  Upon termination of 30 calendar days or the extended 

period, the child will not be permitted to attend school until he/she has been immunized. 
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Arrival/Dismissal Procedures 

The school day begins at 9:00 a.m.  In order for us to have personal contact with you each morning and 

afternoon, parents are to park in the main church lot and accompany children to their classrooms. 

 

 For safety and logistical reasons, we are not permitted to park in the community center lot during drop-off 

or pick-up. This lot is reserved for those attending daily Mass at the Chapel and those using the Community 

Center. We do understand that this is an inconvenience to you and we do apologize. We thank you in advance 

for your respectful compliance.    

 

Please understand that during arrival time the teacher’s focus needs to be on welcoming the children. If you 

need to schedule a conference with your child’s teacher, please make an appointment to do so when she can 

give you her full attention. 

  

Prompt pick-up is respectful of the teacher’s time and is expected. We understand that occasionally 

circumstances may arise beyond your control. Please notify us as soon as possible if you will be late.  If late 

pick up becomes chronic, a late fee will be charged to your FACTS account according to the following fee 

schedule:  

$5.00 (5-15 minutes), $10.00 (16-30 minutes), $15.00 (31-45 minutes)  

 

If you need to change your child’s pick up arrangements for the day, please notify your child’s teacher in 

writing upon arrival. If we do not know the person picking up your child, picture identification will be required.   

 

If you must pick up your child before normal dismissal time, please report to the Preschool office to sign your 

child out and he/she will be dismissed to you. 

 

Supervision of Children 

 

The Preschool is responsible for the supervision of your child beginning when he/she is dropped off to staff and 

responsibility ends when your child is dismissed to you or a designated guardian at the end of the school day. 

Please be diligent in supervising your child on the walk to and from the parking lot. Traffic can be heavy at 

times and your child’s safety is of utmost concern to us.  

 

Student Illness 

 

Children are not permitted to attend school if they have had a fever, vomiting or diarrhea 24 hours prior 

to the beginning of the school day or if they have not had at least 24 hours of antibiotic treatment for 

contagious illnesses. (See Appendix C) 

 

If your child is ill, he/she will be sent to the Assistant Principal or designee and you will be notified 

immediately so that you may come and pick him/her up.  

 

Student Absence  

 

If you know in advance that your child will be absent because of an appointment, vacation, etc., please notify 

his/her teacher prior to the absence. If you have child an unexpected absence for any reason, please contact the 

preschool office at (919) 847-8205 ext 262, to let us know nature of the absence and when the child is expected 

to return to school.   
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Administration of Medications 

 

If your child must have medication of any type given during school hours, you have the following choices: 

 

1. You may come to the school and give the medication to your child at the appropriate time(s). 

2. You may obtain a copy of a medication form from the school office.  Take the form to your child’s 

doctor and have him/her complete the form by listing the medication(s) needed, dosage and number 

of times per day the medication is to be administered.  This form must be completed by the 

physician for any medication to be given. 

3. You may discuss with your doctor an alternative schedule for administering medication (e.g., outside 

of school hours). 

 

School personnel will not administer any medication to students unless they have received a medication form 

properly completed and signed by the doctor, and the medication has been received in an appropriately 

labeled container.  In fairness to those giving medication and to protect the safety of your child, there will be 

no exception to this policy.  

 

Injury Report 

 

You will receive an “Ouch report” if your child gets a minor injury at school. For serious injuries you will be 

contacted immediately. 

 

Snacks  

 

In an effort to save both money and our environment, please provide a reusable water bottle, one that 

easily clips to your child’s back pack for your child’s use during the day. We will return it to you at the 

end of the day for cleaning and reuse. In this way we eliminate the need for thousands of tiny paper cups! 

   

Over the past few years, we have found it increasingly difficult to safely serve all children the same foods due 

to various allergies and sensitivities. To this end, we ask each parent to provide a snack each day for his/her 

child. The snack must be in a separate bag labeled clearly with the child’s name. Your child’s teacher will 

let you know where to place the snack when you arrive. In consideration for those highly allergic to peanuts/tree 

nuts, we will still follow the following guidelines for all food brought into the preschool classrooms. 

 

 We strive to keep our classrooms peanut and tree nut free.   

 A list of items and brands known to be peanut/tree nut free and processed in a safe environment will 

be provided in Appendix A- Snack Policy.  

 When looking at brands other than those listed, please read the labels carefully and make sure that 

they do not contain peanuts/tree nuts or have been made on equipment/factories that handle peanut/tree 

nuts.  

 Teachers will not be able to serve items that do not meet this requirement.  
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 Lunches 

 

Parents are responsible for providing their child with a nutritious bag lunch and drink that is peanut/tree 

nut free and does not contain products processed in a facility that handles peanuts.  

The following are choking hazards and should not be brought in for lunch: popcorn, whole grapes, whole 

hotdogs, marshmallows and gummy candies. 

 

Birthdays 

 

Again, even when celebrating birthdays, it is difficult to include all children in a celebration containing 

food, therefore, your child’s teacher will provide you with information regarding their own individual 

policy regarding birthday treats given the particular make-up of your child’s class. Some may choose to 

limit birthday treats to only non-food items, others may say only popsicles, others may allow more 

flexibility depending on the class make-up.   We would again like to encourage creative, fun, yet healthy 

options. If your child has a summer birthday, another “special” day will be selected on which to celebrate. Out 

of consideration for others, please do not hand-deliver party invitations at school.  

 

Communication/ Conferences 

 

It is very important to us that we develop a partnership with you in the education of your child. Effective 

communication among parents, teachers and administration is a key factor in a child’s learning experience.  

Formal parent/teacher conferences will be scheduled in October and January, but, if you have any questions or 

concerns about your child’s learning experience, you are welcome and encouraged to schedule additional 

conferences with your child’s teacher. If you still have concerns after you have met with the teacher, please 

contact the Assistant Principal, so that we may all work together to resolve the situation. Out of respect for 

students, teachers and other parents, please do not address issues of a sensitive nature at drop-off or pick-up. 

 

Parent Involvement  

 

As your child’s first and most important teacher, you are invited and encouraged to spend time in the Preschool 

interacting with your child and his/her friends.  There are several ways to become involved: 

 Classroom Volunteers:  There will be opportunities provided throughout the year  for  you to spend time 

volunteering in different capacities around the school- it may mean floating around the building to 

provide additional coverage during diapering and potty breaks or to assist with specific lessons or 

activities that could use an extra hand. 

  

 Family Fun Events: Volunteer to help organize or just attend! We have two family events each year: 

Harvest Moon and the International Festival. Both are planned and run solely by parents. 

 

 Family Engagement Committee: Our Family Engagement Committee is similar to a home and school 

association in that it is made up of parents from the Preschool who coordinate activities to further 

engage young children and their families into the preschool and parish community.  All parents are 

invited to participate in some capacity. 
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Clothing 

 

Children should wear loose-fitting and comfortable clothing that allows the child’s full participation in all 

activities.  Tennis shoes are best for the playground. Sandals and crocs get mulch in them and are slippery and 

dangerous when climbing our playground equipment. 

 

Outdoor Play 

 

Weather permitting, the children will play outside on the playground every day. Please make sure to send 

clothing appropriate to the temperature.  

 

Behavior Management Plan 

 

St. Francis of Assisi Preschool must be a safe place for all children: free of hurtful words and actions. A positive 

approach to behavior management that respects the dignity of each child will be used in the Preschool. We have 

been trained in and use 1,2,3 Magic. We will work to develop self-esteem and self-discipline at every stage of 

development, through positive reinforcement and calm redirection.  

 

If a child is having a conflict in the classroom, the procedure below will be followed: 

1. The teacher will calmly work with the child(ren) involved to resolve the conflict.  

2. If a child is not receptive, he/she will be separated from the group for no longer than one minute per year 

of age. 

3. If a child is non-compliant or becomes aggressive or disrespectful, or injures another child, he/she will 

be removed from the classroom. The Assistant Principal or designee will work with the child to resolve 

the problem and parents will be notified. 

4. If the child continues to have conflict and/or difficulty functioning in the classroom, a team consisting of 

the Assistant Principal, parents and teachers will meet to discuss a behavior management plan. 

5. If there is no improvement in the behavior as a result of plan, the team will meet again to determine the 

next course of action to best help the child.   

 

Safe Environment Team 

 

The Safe Environment Program of the Diocese of Raleigh strives to empower parishes, schools, families and 

individuals to create and foster safe and healthy environments for children and youth in all aspects of their lives.  

We strive to achieve this through preventive measures, as well as educational strategies.  Prevention of abuse 

and neglect of our children and youth is foundational of the Safe Environment Program. 

 

The Safe Environment Team (SET) at St. Francis of Assisi has been formed.  Requirements of the Center will 

be met as follows: 

1. Provide Safe Environment Team training for all staff members. 

2. Make Diocesan Code of Conduct readily available to all staff members. 

3. Complete a background check on all staff members. 

4. Staff will be trained on recognizing and reporting abuse. 

 

All volunteers/parents will be required to complete the Level A Volunteer Service form.  This form will be 

available at the beginning of the year and it will be the responsibility of the parent(s) to complete it before 
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volunteering. Volunteers may not bring siblings or other children not enrolled in the Preschool while 

volunteering. 

 

Child Abuse 

 

The Preschool Staff that have cause to suspect child abuse or neglect have a legal responsibility and moral 

obligation to report such case(s), as directed by North Carolina Statute 110-118, to the Child Protection Services 

of the Department of Social Services in Wake County. 

 

The superintendent of Catholic Schools and the pastor will be informed that the Department of Social Services 

has been notified regarding a suspected child abuse/neglect situation.  If consultation or treatment is required, 

the Catholic Social Ministries regional office will be contacted. 

Accident Response Team  

 

The team will include the administrator or designee, all maintenance personnel, and a staff member to 

administer first aid to a sick or injured individual. The team will receive training annually.   

 

Fire and Severe Weather Drills 

 

 Fire drills will be held within the first ten days of the school year and monthly thereafter. 

 Lockdown drills and procedures will be practiced throughout the year. 

 Tornado drills are scheduled routinely during the tornado season beginning in August through 

September and March through June.  Tornado drills will be signaled by a method different from a fire 

emergency alert.  

 

School Closing due to Inclement Weather  
 

St. Francis of Assisi Preschool will follow school closing procedures for inclement weather established by the 

Franciscan School.  When the Franciscan School is closed, we will be closed; if they dismiss early, we will 

dismiss early as well.   If they have a one or two hour delayed opening, we will have a one or two hour delay.  

If there is a delay the two-year-old program will run end until 1 p.m. instead of 12 noon.  Two-year-old 

parents will need to pack their child’s lunch that day.  Weather cancellations will be communicated in the 

following ways: 

 

 Email 

 Text message  

 Facebook  

 Phone  

 

 

Weather make-up days have been built into our calendar. However, given the variation of staff and students 

attending school on any given day of the week, making up a missed day is not as simple as having school on the 

next available weather make-up day. For this reason, if we miss a Monday or Wednesday, we would have to 

make up on a Monday or Wednesday. If we miss a Tuesday or Thursday, we would have to make up on a 

Tuesday or Thursday. If we miss a Friday, we would have to make up on a Friday. If these situations arise, 

specific communication will be given regarding make-up days.  
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Curriculum  

 

We follow the Diocesan Curriculum for Early Learning Centers. Teachers will assess the level of their students 

on an ongoing basis and create developmentally appropriate lessons to meet the goals and objectives set forth in 

our curriculum in all learning domains: spiritual, physical, social, and intellectual. Lessons will be differentiated 

to accommodate individual learning styles and achievement levels.  

 

If a child is identified with special needs, a formalized assessment will be completed to develop written goals 

and objectives for the Individualized Education Plan (IEP).  Staff and Parents will be involved in developing 

this plan.   

 

Music/Movement 

 

Through music and movement a child can express his/her thoughts and experience a world of fantasy, therefore 

these are important components of preschool learning, and will be provided for the children each day. Students 

will receive at least one half hour of creative movement and song each week. 

 

Spanish 

 

Learning a second language has been shown to increase cognition in many other areas: mathematics, music and 

even the child's own native language.  We have a Spanish teacher on staff that will be working with the three 

and four year old children for one half hour each week.   

 

Stepping Stones  

 

Stepping Stones is a before and after preschool program for registered preschool families only. Generally 

speaking, students should register at the beginning of the school year for the school year and will be billed 

through FACTS. 

 

If a child needs care on an emergency basis, you must request permission from the main office. Permission will 

be granted if space is available. The cost for this service is $10/per hour and you will be invoiced through 

FACTs or email depending on your payment method.  

 

If the preschool has a delayed opening due to weather concerns, AM Stepping Stones will open one hour prior 

to the opening of the preschool day. If the preschool is closed or releases early, there will be no Stepping 

Stones.  
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PLAYGROUND RULES 

 

 

 After school hours, the playground is available for supervised play only. Parents must be with their 

child(ren) at ALL times, including visits to the bathroom. The following playground rules must be 

followed at all times. 

 

 Please allow your child to play only in the designated fenced in play areas, not in the gardens or 

fountain areas.  

 

 No climbing or standing on top of ANY playground equipment. 

 

 Go down the slide feet first and one at a time. 

 

 Use caution when on moving equipment like the Bouncy Spiders – no more than one child per seat and 

no standing on equipment. 

 

 Use both hands when climbing. 

 

 Use caution when climbing up and down the Dragon, proceed one at a time and do not stand on top.   

 

 No climbing on or over the fence. 

 

 The mulch is not to be played with or thrown. 

 

 Only tennis shoes or gym shoes are safe for climbing.   

 

 Dispose of your trash properly. 

 

 No pets allowed. 
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APPENDIX C 

 

 

 

My child is sick should I let him/her go to Preschool? 
 

In an effort to maintain a safe and healthy school environment, please do not send 

your child to school if the following symptoms are present: 

 

 Fever greater than 100 degrees over the past 24 hours 

 Vomiting or diarrhea within the last 24 hours 

 Discharge from eyes with or without redness.  If eyes are “crusted over” in the morning and child 

describes his eyes as “itchy”, this could be pinkeye.  The child should be on antibiotic eye drops for at 

least 24 hours before returning to school. 

 If your child has been diagnosed with strep throat, they should be on antibiotics for at least 24 hours 

before returning to school.  If a strep test is pending, the child should remain home until a negative result 

is obtained or the child has been on antibiotics for 24 hours. 

 Chicken pox lesions. Your child may return to school following chicken pox approximately 5-7 days 

after first lesions have been identified or when all of the lesions are scabbed over. 

 Your child is taking medication in which the side effects would include diarrhea. 

Colds and viruses are very contagious.  The teachers at St. Francis Preschool stress good hand washing in an 

effort to prevent the spread of germs. 

If your child has a sibling that is sick, please do not bring them into the preschool building.  Please contact the 

office and one of the staff members will meet you at the car. 

Many times a child may be feeling run-down from a cold (or from medication used to treat a cold), if this is the 

case, please allow the child to fully rest up at home before returning to school. 

If any of the above mentioned symptoms occur during the school day, you will be called to pick up your child 

from school.  Please be sure that emergency and mobile numbers are accurate. 

 


