LITCHFIELD PARK PRESCHOOL
2021-22 Parent Handbook

Discover. Experience. Learn

100 S. Old Litchfield Road
Litchfield Park, AZ 85340
623-935-9040
litchfield-park.org/236/Preschool
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Welcome!
Welcome to the Litchfield Park Preschool facilitated by the Litchfield Park Preschool Staff and licensed by the
Arizona Department of Health Services (AZDHS). We are so excited that you and your child have joined us
this year! This handbook is intended to inform you of the philosophy, curriculum, and policies and procedures of
our preschool program. Please read and retain this handbook for future reference. The parent handbook is
subject to change and parents will receive written notice concerning any changes.

Litchfield Park Preschool
Discover. Experience. Learn. Litchfield Park Preschool is designed for 3 1/2, 4 and 5 year old children. The
facility is an Arizona state licensed Pre-K program with 1:6 teacher to student ratios and a progressive thememodel and literacy-based curriculum.
The 3 1/2 and 4 year old Adventures in Learning class meets on Tuesday and Thursday from 8 to 11am. The
curriculum focuses on social interacting through shared story time, creative play and group activities including
art, science, Spanish, music, and movements. Students are encouraged to interact with other children and
adults.
The 4 and 5 year old ABC Explorers classes meet on Monday, Wednesday and Friday and include two
available sessions. The morning class is held from 8am - 11am and afternoon class from 11:45am - 2:45pm.
The curriculum encourages students to develop their fine motor, listening and social skills. Group times and
circle times include opportunities for singing, art, science, Spanish, music, movement, creative play, stories,
and sharing. We focus on introductory levels of the alphabet, numbers and phonemic awareness.
•

Preschool enrollees must meet with the teacher for registration approval.

•

Tuition is due and payable on the 15th of each month for the upcoming month.

•

An active annual registration fee is required to participate in the City’s Recreation Services programming,
activities, leagues, classes, lessons, and preschool. The $20 fee is valid for one year from issuance and
includes all household members.

•

We accept new enrollments any time during academic school year provided classroom space is available.

•

The academic school year starts in August and ends in May.

•

The preschool follows an academic calendar similar to the area public schools.
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Authorized Release
Children will not be released to anyone who is not listed on the enrolled child’s AZDHS Emergency
Information Card or “blue card”. Individuals designated to remove children from our program must be at least
18 years of age. Parents must provide written notification to the teacher when authorizing someone not on
their child’s Emergency Information Card to pick up their child. Parents may authorize the Litchfield Park
Preschool Staff to release their child to an individual not on their child’s Emergency Information Card by
telephone. The Staff will verify the telephone authorization by using the password that was agreed upon
between the teacher and the parent at the time the “blue card” was completed. The teacher will ask for
picture ID from any individual who is not recognized as the regular pickup person.

Bathroom & Potty Training
Children must be independently potty-trained to attend Litchfield Park Preschool as our Staff is not able to
assist your child. Independently potty-trained is defined as a mastery of all skills associated with the
bathroom, including operating all fastenings on clothing, toilet paper usage, flushing, and hand washing. We
place step stools by the sinks and faucet extenders on the faucets for the children to reach the sinks, faucets
and soap dispensers. Bathrooms are inspected for safety and cleanliness before each usage.

Birthdays
We celebrate birthdays! If you would like to bring a special snack, please notify Ms. Seye in advance so the
Staff can plan accordingly. Party invitations may be passed out by parents in front of the classroom entrance
provided there is an invitation for every child in the class.

Clothing
Please make sure that your child can operate all fasteners on their clothing including snaps, zippers, buttons,
etc. Girls are required to wear shorts under their dresses so that they can fully participate in all creative
movement and other play activities. Children should wear comfortable play clothes. Shoes must be sturdy
play shoes that your child can easily put on and remove without assistance. For safety reasons, we ask that
your child not wear flip-flop style shoes.

COVID-19 Assumption of Risk
We understand that you may have concerns regarding your children's safety in a group setting during the
ongoing COVID-19 pandemic. We will be dividing the 19 students into two groups so the children can be
properly socially distanced. Students and staff will also be practicing frequent hand washing and sanitizing.
An inherent risk of exposure to COVID-19 exists in any public place where people are present. By entering
our facilities, you voluntarily assume all risks related to the possible exposure to COVID-19. Effective May 1,
2021, the City of Litchfield Park no longer requires the use of face masks at City parks, recreation facilities, or
at City-sponsored events. However, face masks and social distancing are still encouraged. Routine
sanitization continues to be implemented by our staff. This policy is subject to change.
We agree that we will not attend the Litchfield Park Preschool program if we have experienced any COVID-19
symptoms in the last 24 hours.
Contact the Community & Recreation Services Director at 623-935-9040 with questions or concerns.
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Daily Sign In and Out
All children must be signed in and out each day. The attendance sheet for signing in and out is located on the
“Parent Information Table” next to the entrance. Parents/guardians must sign their child in before the child
enters the classroom. Please print legibly. Children will be dismissed to parents one at a time, after they have
been signed out. It is the parent’s responsibility to ensure that their child has been acknowledged by a staff
member before leaving at the end of class. If your child needs to be picked up early, please notify the teacher
at the beginning of class. When you pick up your child early, please ask the office staff to notify the teacher
that you are here to pick up your child.

Discipline and Guidance
Discipline is not punishment. Discipline is guidance. The goal in our classes is to create an environment
where children are able to make choices, explore and experiment. At times, a child may need some time
apart from the group, but within the classroom, so that they may gain control. This type of situation would
include any harm done to another child such as hitting, biting, kicking, etc. If your child is separated from the
group, you will be notified. At no time will any form of corporal punishment or ridicule be used.
Setting clear boundaries gives a child the ability to make positive choices. Positive statements and redirection
of negative behavior are practiced in our classroom. There are occasions when our best efforts are not
successful in resolving a behavioral issue. When this occurs, we will contact parents and ask for your help.
You may be able to offer suggestions toward a resolution. If a resolution cannot be reached your child may be
asked to disenroll from the program.

Disenrollment
It is the goal of Litchfield Park Preschool to offer each child enrolled an opportunity to grow and develop
themselves within the guidelines and curriculum of the program.
In the event that it becomes necessary to disenroll a child, the following steps will be taken:
1. Parents or guardians will be notified of their child’s behavior problem. Parents/guardians will be asked to
discuss proper behavior with their child.
2. A parent/teacher meeting will be scheduled to discuss the continued behavior problem. If the behavior
does not change, it may be necessary to disenroll the child.
3. A final parent/teacher meeting that includes the program director will be scheduled. If a resolution cannot
be reached the child will be disenrolled.
If a child is disenrolled due to behavior the child is no longer permitted to be a part of the preschool program.
Any financial refunds will be determined by the number of days the child has been enrolled during the month
of disenrollment. Voluntary disenrollment requires a two-week notice to the preschool teacher to withdraw
from the preschool program.

Drop Off and Pick Up
Class will begin and end promptly. Children must be picked up on time. Parents will be charged a late fee of
$10 for the first 15 minutes of tardiness and $1 per minute thereafter. In the event that you are more than 15
minutes late and we cannot reach you by phone, an emergency contact from your “blue card” will be called to
pick-up your child. We reserve the right to terminate your child’s enrollment after the third late pickup.

Parent Handbook 2021-2022

5

Emergency Procedures
In the event of an injury to a child enrolled in the Litchfield Park Preschool, first aid such as Band-Aids may be
used when appropriate. In the unlikely event of a serious injury, the teacher will make every effort to contact
the child’s parent/guardian. If necessary, the director/teacher will call 9-1-1. Until arrival of a parent,
ambulance or the paramedics, the director/teacher will make all decisions concerning the care of the child.
You will be expected to assume responsibility for any incurred expenses.
Please inform the teacher of any changes to your child’s information so we have current information for the
medical team in the event of an emergency.

Empower Program
We are proud participants in the Arizona Department of Health Services’ Empower Program. The program
empowers children to learn healthy habits about nutrition and physical activity. For more information visit
http://azdhs.gov/empower-program/index.htm.

Enrollment Documentation
All required paperwork must be completed before your child can start attending Litchfield Park Preschool.
Parents must provide copies of their child’s birth certificate and current immunization record and must
complete a “blue card.” Blue cards contain important emergency/immunization record information required to
be kept on file by AZDHS.

Fire Drills
Once a month, each class will experience a practice fire drill. Children will be instructed on how to safely exit
the classroom.

Goodbye Routine
Many children feel anxious and uneasy on the first day or two and may have
a difficult time separating from you. We understand that this is a very emotional
time for parents and children. We suggest that you calmly reassure your child
that you will return. After you give your child a hug and kiss, we suggest that
you say goodbye and leave the classroom. A lengthy goodbye only creates a
more difficult situation. We will comfort your child and assure them that you
will return. Please establish and practice a goodbye routine with your child
prior to the first day of the session.

Inspection Reports
Our facility and classroom are inspected and licensed by AZDHS. All facility
inspection reports are readily available to parents/guardians upon request.
Please ask the teacher if you would like to review this information.

Liability Insurance
The City of Litchfield Park carries liability insurance only. The policy is on site
for review. Personal injury insurance is the responsibility of the parents or
legal guardian of the child.
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Licensing and Regulations
The Litchfield Park Preschool is licensed and regulated through the Arizona Department of Health Services
(AZDHS). If you have any questions concerning Litchfield Park Preschool’s AZDHS records, please contact:
Office of Child Care Licensing
Arizona Department of Health Services
150 N. 18th Avenue, Suite 400
Phoenix, Arizona 85007
Phone: 602-364-2539
Fax: 602-364-4768

Media Release Policy
The media release form is required to be completed and signed to provide the program with permission to
photograph and/or video your child’s likeness and voice to be used by television, film, radio, digital or print
media to further the goals of the City of Litchfield Park Community and Recreation Services Department’s
programs. This may include social and print campaigns, magazine articles, booklets, and posters.

Medication
We do not administer medications of any kind with the exception of prescription emergency medication such
as EPI pen. The Litchfield Park Preschool Staff is CPR and First Aid certified. We do not have a registered
nurse on staff.

Newsletter
The Preschool newsletter is published every month to keep parents informed of news, important dates,
weekly curriculum themes, Show & Tell dates, contact information, and a teacher’s corner.

Outside Play Permission
An outside play permission slip is required to be completed by parents to agree to have their child participate
with the class in outdoor activities that may include drawing with sidewalk chalk, bubble play, sand and water
table sensory play, and other outdoor class activities.
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Parent-Teacher Communication
Our goal is to provide your child with a well rounded program that meets their individual needs. Because no
one knows your child better than you, we feel that communication between teachers and parents is of the
utmost importance. If you feel the need to discuss your child’s progress at any time throughout the program
session, we will schedule a meeting time that is best for everyone. You may reach us by calling the Litchfield
Park Preschool at 623-935-9040 or by emailing swhite@litchfield-park.org. You will receive a reply the same
day.

Pesticides
Pesticides are applied on the premises. A notice will be posted on the Parent Information Board, located
outside the preschool entrance, at least 48 hours prior to the application of any pesticide. The notice will
contain the brand name, concentration, rate of application, and any use restrictions required by the label of
the herbicide or specific pesticide. The date and time of the pesticide application, the pesticide label, the
material safety data sheet, the name and phone number of the pesticide business licensee and the name of
the licensed applicator will also be included. Written pesticide information will be available to parents upon
request. Please direct any questions to Ms. Seye.

Refunds
The City of Litchfield Park will not issue refunds for programs, classes, lessons or leagues unless medical
documentation is provided. If a participant withdraws from a program, class, lesson or league with a
medical statement, a $10 administrative fee will be deducted from the original amount and the remainder of
the original payment will be placed onto the customer’s account. No withdraws are permitted after the start
date of a program, class, lesson or league. City policy mandates that any approved refunds be issued to the
same method of payment used at the time of registration. Check and cash payments will be issued check
refunds and debit/credit card payments are returned to the same card used at the time of registration. Checks
issued by the City’s Finance Department will be mailed 14 days from the receipt of the approved refund
request.

Resident and Active Military Discounts
If you are a resident of the City of Litchfield Park that resides within the Litchfield Park city limits, you are
entitled to a discount off your monthly tuition. Please discuss residency boundaries and discount information
with the office staff at the time of enrollment. Residency must be proven with an electric or water bill. Not all
addresses with the 85340 zip code are located within the Litchfield Park city limits. We also offer a 20%
active military family discount. Presentation of an active duty military identification is required at the time of
registration to receive the discount.
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Sickness
We request that sick children be kept at home. Children this age can easily become sick with common colds
and the flu. Keeping a sick child home will help us prevent the cold, flu and other contagious illnesses from
spreading throughout the classroom. In the event you do need to keep your child at home, please report your
child’s absence by calling the office, 623-935-9040 or emailing Ms. Seye, swhite@litchfield-park.org.
If a child has any one of the following conditions, the child will not be allowed in class: a severe cold; the flu;
conjunctivitis (pink eye); strep throat; croup; fever; vomiting; diarrhea; whooping cough; or any other
contagious disease or illness of this type. If a child shows symptoms of any of the above while in school, you
will be called to immediately pick up your child. We reserve the right to send a child home, at the teacher’s
discretion, in order to keep the classroom a healthy and safe environment. In the event that the preschool
teacher and teacher’s assistant are both unable to attend due to illness, we reserve the right to cancel the
school day. Parents will be notified by phone.

Show & Tell
Once a week your child will have the opportunity to bring in an item from home that they can talk about or
describe to encourage your child’s communication and language skills. Show & Tell days are scheduled on
Wednesday for ABC Explorer classes and Thursday for Adventures in Learning classes.

Snacks
A snack is served as a part of our curriculum. Children learn valuable social skills and enjoy this time of whole
group interaction. Each family is required to provide a snack to share with the class as outlined on the snack
calendar. A snack calendar will be distributed the first day of the program. Our goal is to provide a healthy
snack that children will enjoy. We require that all snacks be prepackaged and remain in their original
wrapping. We cannot allow food that has been prepared/cooked at your home to be served in the classroom.
Some food items, such as peanut butter, may be excluded from the snack list due to allergies.

Special Occasion Events
We take an annual field trip to the Wildlife World Zoo located in Litchfield Park. Transportation is not provided
to and from the preschool. A permission slip will be required to have your child attend and participate in the
event. Your child will be dropped off and picked up from the zoo entrance and the regular daily sign in and out
procedures will be followed.

Tuition Policy
Tuition is due on or before the 15th of every month for the following month. Due to the high demand for our
programs, full and timely tuition payments must be made each month to guarantee your child’s enrollment. A
$15 late fee will be assessed for any tuition payment made after the 15th of each month. If your child is
unable to attend one month of preschool, we require a non-refundable payment of $50 for that month’s tuition
and permission from the teacher to hold your child’s enrollment space. Only one month’s enrollment may be
skipped per academic school year. We do not prorate months that have scheduled breaks such as fall, spring
and winter.

Visiting the Classroom
Outside normal class hours, parents of enrolled children are welcome to schedule a time with the teacher to
visit our classroom.
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CLASSROOM SUPPLIES
•

4 rolls of paper towels

•

2 bottles of liquid hand soap

•

3 containers of disinfecting wipes

ABC Explorer AM: Please bring “classroom” supplies the first day of school, Monday, August 2, 2021
Adventures in Learning: Please bring “classroom” supplies on Tuesday, November 9, 2021
ABC Explorer PM: Please bring ”classroom” supplies on Monday, February 7, 2022

INDIVIDUAL SUPPLIES (All individual supplies due on the first day of class)
•

Non-rolling backpack (rolling backpacks create tripping hazards) to be used as a personal storage area
while at school. Please clearly label your child’s backpack with a permanent marker.

•

Extra set of clothing in a 1 gallon Ziploc bag with child’s name on it

•

Light weight sweater to leave in backpack

•

One 1-1/2” binder

•

Top-load sheet protectors, 25 count

STUDENT’S
NAME
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Disclaimer: This Parent Policy and Procedures Handbook is subject to change. Parents will receive written
notice concerning any changes.

Meet Our Staff
Seye White, Teacher/Director
swhite@litchfield-park.org
Ms. Rita, Teacher’s Assistant

Contact Information
Litchfield Park Preschool
100 S. Old Litchfield Road
Litchfield Park, AZ 85340
Phone: 623-935-9040
Fax: 623-935-7188
litchfield-park.org
Follow Us
Facebook @litchfieldparkpreschool
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