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What to Expect as a Parent 
 

This Parent Handbook has been supplied in an effort to answer common questions 
parents may have.  Please contact the teacher or the Director if you have any other 
questions.  We hope to work in partnership with you to make each child’s preschool 
experience successful and happy. 
 
The teachers are available at arrival time to address your immediate concerns.  If you 
have a question that may take a lengthy or involved explanation, you may request to 
have the teacher call you after class. 
 
Parents are informed of the activities of the preschool through monthly calendars and 
newsletters.  Further information will be posted in the building. 
 
Important contact information is as follows: 
 
 School Office:  314-647-0898    Fax: 314-647-0898     
 Web Address:  www.unionpreschoolstl.org 
 E-Mail Address:  unionps1@gmail.com 

        mlv6466@sbcglobal.net  
 
For your convenience, arrival and dismissal times are listed below: 
 
Preschool: 
 AM         Arrival   8:45 am               Extended Day Arrival 8:45 am 
      Dismissal  11:15 am                          Dismissal 1:00          
                                
             
 

 
School Policies 

 
Nothing is more important than the welfare of your child. To ensure the safety of all our 
children, parents and teachers must operate as a team. This list of regulations and 
expectations should help us to achieve our goals. At times during the year, it may be 
necessary to inform you of updates to this information. Please be attuned to your emails 
and notices from our office. 
The Policies are listed in alphabetical order for easier reference: 
 
 
 
 
 
Absence 
If your child is ill or for some reason will be missing school, please call or email the 
office.  

mailto:unionps1@gmail.com
mailto:mlv6466@sbcglobal.net
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Age Requirements 
 
Your Child’s age on August 1st is the determining factor in classroom placement.  We 
have separate programs designed for the special needs of Three, Four, and Five year 
olds. 
 

 THREES: If your child is 3 by August 1st, he or she is eligible for the 3 year old 
class.  

 FOURS: If your child is 4 by August 1st, he or she is eligible for the 4 year old 
class.  This program prepares these children for Kindergarten or Junior 
Kindergarten. 

 JR. KDG.: If your child’s 5th birthday falls in May through October, he or she is 
eligible for the Junior Kindergarten.  This program addresses the specific needs, 
attention span and motor abilities of the young five-year-olds while preparing 
these children for Kindergarten. 

 

 KDG: We follow the state regulations for Kindergarten eligibility.  If a child is 5 by 
August 1st he or she is age eligible for Kindergarten.  Social and academic 
readiness will be determined by the teacher, director, and parents in partnership.  
This class is being prepared for 1st grade. Kindergarten is not offered for this 
current year. 

 

 JAN. 3s:  A January Threes class has been added to give the children turning 3 
from September-January an opportunity to start school in mid-year. 

 
Allergies 
Some children are affected by childhood allergies. If your child has been diagnosed with 
an allergy, the school will need to be informed. You will fill out a form with 
recommendations as to what symptoms to watch for and what action to take if 
necessary. 
 
If your child has a food allergy, you will need to supply your child’s snack at school. The 
teacher will keep your child’s snacks in a box in the Snack room. We will let you know 
when it needs to be refilled. Your child will eat this home supplied food at snack time.  If 
we are having a special snack on any given day, such as birthdays or party days, we 
will have you sign off as to whether your child will be able to partake. 
 
If your child has a peanut allergy or other food allergy that may lead to a severe 
reaction, you must leave an epi-pen at school. There are forms available in the office. 
The epi-pens are labeled and kept in the first aid cabinet in the office.  
 
If your child has asthma or other respiratory symptoms, and your pediatrician has 
advised the use of an inhaler, you may leave one at school. There are forms available in 
the office. The inhalers are kept in the first aid cabinet in the office.  
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Arrival 

 For your child’s safety, we require that you accompany the child to the door of 
the classroom. Children must never be left at school without a teacher present in 
the classroom.  

 Try to arrive just a few minutes early. The teacher will be in the classroom, by 
8:35 in the AM. If you arrive too early, the teacher may be elsewhere in the 
building preparing materials. As you know, children have a difficult time waiting. 
So when this time is extended, it makes a challenging start to their session.  

 The outside doors will be opened at 8:35 for arrival. There will be a staff person 
at each entrance for your convenience and for building safety. 

 A timely arrival will give each child time to hang up his/her coat and get settled. 
When everyone arrives promptly, the teacher is able to begin the day’s activities 
on time. We encourage parents to take their children to the restroom facilities at 
school before they go to the classroom. 

 The teacher needs to be able to greet each child and parent in the class. We 
hope you will be able to have a short chat and then help your child settle in. 
Please, make your good-byes simple. If you would like to chat with another 
parent, please move to the hall. That will help make each child’s transition 
smooth.  

 
 
Birthdays 
We feel that it is important to celebrate each child’s birthday. It is a special time to 
recognize each child and we welcome parents or guardians to share this time with their 
child. It is a small preschool celebration and should be kept simple. So we ask for your 
cooperation.  
 
The children with birthdays in the same month celebrate their birthdays together on a 
designated day. Summer birthdays are spread throughout the year. We try to have 
these celebrations towards the end of each month to give you as much time as possible 
to make any necessary arrangements. If you cannot attend, please try to have a relative 
or friend come to school to spend time with your child. We ask that you do not bring 
siblings; this is a special time for the preschool child that should be shared with the 
parents or guardians only. 
 
You may sign-up to bring drinks or treats that will be enjoyed by the entire group. 
Cookies, donuts, brownies, ice cream, or rice Krispie Treats are all favorites. Cupcakes 
are discouraged because they seem to get very crumbly and are difficult to clean up. If 
you want to bring ice cream, please bring a Dixie Cup or another individually packaged 
item, because it takes a lot of time for the teacher to serve the entire group from a 
gallon container. You will need to speak to the other parents to coordinate the treats. 
Please contact them, the numbers are on the form.  
 
Do not forget that this is a NO PEANUT facility. 
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Please check with your child’s teacher about any food allergies for your group. We have 
had some severe allergies in the past, and we would like all the children to be able to 
enjoy the treats. Also, check with your child’s teacher for the best time to arrive. 
Remember, all of the groups have snack at different times, and we want to schedule 
your time so that you will also be able to join your child for some class time, too. 

Treat Bags: In the past birthday treat bags were a part of the celebration and we 
just wanted to let you know why we no longer allow treat bags. We felt that we were 
sending the children the wrong message about their friend's birthday. Many children 
became so involved in the anticipated treat bag that the reason for the celebration was 
lost. Instead we will have the class honor the birthday child with a card they make 
together or as individuals. Treat bags are not a part of the birthday celebration.  

These little celebrations are a way to give special recognition to each child. They 
are so pleased to have this special day and share it with their friends. They each have 
their own celebrations at home and this is just a way to bring a little of that to school. 
The children are young, everything is new and wonderful for them. They are very 
pleased with simple things and so we try to keep these parties just that way. Often, it is 
more than one child's celebration. They are learning to take their time in the lime light 
and enjoy each other's time as well. It is a wonderful lesson in sharing. 

 
Book and Curriculum Borrowing Bags 
Each class has several Book Borrowing Bags which are sent home with the children. 
This program is used to help promote an appreciation of books and family time spent 
together enjoying children’s literature and activities. There is a book and a related 
project or game in each bag. We hope this helps create a home-school tie for your child 
and gives you an opportunity to share some good time together. The Book Borrowing 
Bag is returned to school after several days. Please check the bag to be sure all the 
pieces are returned.  
******New Note on Borrowing Bags --- There will be other opportunities for borrowing 
materials from school. These will include math curriculum and literature. Please check 
to see if all the materials are in the bag before you return it to the classroom teacher.  
We hope that all the borrowing materials will be available to many families. Your 
cooperation will assure the success of the program. Thank you. 
 
Book Orders 
To further enhance the parent’s efforts in developing their child’s interest in books, we 
provide book order forms. These book clubs usually offer books at a very reasonable 
price. You are never obligated to make a purchase, but the school does receive bonus 
points for your order. The accumulated bonus points are then redeemed for books for 
the school library or supplies and office equipment. Most recently, the points have been 
redeemed for tape decks for music classes and listening centers, a lap top computer for 
office use and new TVs and DVD players.  

 If you choose to make an order, please fill out the form carefully and be sure to 
include your child’s name. 
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 Make your check out directly to Union Preschool and enclose it, along with the 
form, in an envelope labeled “Book Order”. Only one check is necessary  

 You may put the envelope in one of the mailboxes or bring it to the office. 

 Please, make note of the date that the order is due in the office and return it on 
time. 

 We deliver the books to the classroom as soon as they arrive. Some of the 
orders arrive at different times. You may not receive all the books you have 
ordered at the same time.  

 You may also place your order online. You pay for the books online and they are 
delivered to your child’s classroom.  

  Website:  www.scholastic.com/parentordering 
  Class username:  unionpreschool 
  Password:  H7VCX 

 
Child Custody 
Families who are currently experiencing custody issues will be required to fill out an 
additional form outlining custody arrangements and authorization to leave the premises. 
If there are legal changes in your family status during the school year, it is your 
responsibility to contact the school office.  
 
If a non-custodial parent attempts to take a child from the preschool premises, the 
police will be called immediately. The custodial parent will be notified next. The child will 
be removed from the situation by a faculty member until the situation is resolved.  
 
Children’s Garden 
The Children’s Garden has become a vital component of our Preschool experience. The 
fenced area we have set up provides an outdoor “classroom” space for the preschool 
and can meet the needs of the families as a gathering place after school. The space 
has two access gates that can be locked. 
 
The parameters for designing the area are from Dimensions in Education and the Arbor 
Day Foundation. We have been designated and certified a Nature Explore Classroom. 
You can see our garden on the Arbor Day site. 
http://www.natureexplore.org/certified/moUnionPreschool.cfm  
The area is set up to allow the children to spend both structured and unstructured time 
exploring the outdoors. There are areas for:  

 physical challenges like jumping and balancing 

 a hard surface area for building with natural blocks and found items 

 a nature area for sorting, patterning and discovering with natural objects like 
rocks, small sticks, and pine cones 

 a platform area for music and movement and creative play 

 a garden space to plant spring bulbs and annuals 

 a stepping stone pathway for exploration 

 a picnic table space for gathering in small groups or classes 

 a small dirt digging space 

 a large grassy space for running 

http://www.scholastic.com/parentordering
http://www.natureexplore.org/certified/moUnionPreschool.cfm
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 and benches for adults 

 a water wall- for warm weather 

 a very popular vine house 

 a prairie space and a vegetable garden 
 

The Children’s Garden is used during the day by the classes in session. It will also be 
available at dismissal time for the parents to use with their children. We will expect that 
families using the garden at this time will treat it with the same respect the children learn 
during their class time there. Parents will be in charge of assuring appropriate play in 
the Garden. Only the Children’s Garden will be available for dismissal time. The rest of 
the front lawn, including the yard, porches and trees will not be a play space as it has 
been the last few years. We are hoping to grow some grass, trees and bushes in those 
spaces too. The children will be instructed to treat all spaces respectfully. The 
Children’s Garden will be open for about ½ hour after dismissal.  We are glad to be able 
to provide a safe outdoor space for the children and families to enjoy.  
 
Please, do not allow your children to climb on the brick walls, the retaining walls for the 
electric signs, the electric lights or areas that when used improperly create a safety 
hazard. Please teach them that the electric signs are not play areas.  
 
 
 
Communication with Families 
 
We strive to keep you informed. We utilize several options to achieve this. There will be 
e-mails from the office staff about essential information, please watch for these. There 
will be e-mails from your child’s homeroom teacher about activities in the class. There 
will be a printed copy of the Newsletter once again this year. As well as a link that will 
be emailed to you monthly. You will receive a copy of the yearly whole school calendar. 
There will be a copy of this Yearly calendar on the web site.  
A current e-mail address for each family is necessary to assure that you receive all the 
information. Please let us know of any changes. 
Please, be sure we have a current and operating phone or cell phone number for a 
family member each day. This is to insure a quick means of communication in case it is 
called for. Please be sure your phone is turned on during your child’s class time. 
You will also receive a copy of the monthly classroom calendar. Please keep this handy, 
as there are important dates and events for your child’s class listed.  
 
 
Computers 
At this time computers are limited in our facility. This has been a conscious decision of 
the faculty. Previously we had a computer area for the children or computers in most of 
the classrooms. The necessity of providing a first experience on computers is no longer 
a priority. Most of the children have been exposed to computer time in their homes. The 
wide variety of age appropriate hands-on activities and social interaction with peers is a 
more valuable use of their time during the preschool years here at school.  For 
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preschool, the interaction time and sharing of activities are the most valuable assets the 
computers have to offer.  
They do enjoy the interactive qualities of working on a computer or i-pad or slate and 
are also learning to share these interactions with another classmate. Therefore, some 
computer time may be appropriate for some of the older students. 
 
 
Conferences 
We are in partnership with you and together we will work to plan appropriate ways to 
nurture your child’s social, emotional, intellectual and physical development. Each child 
is unique and precious. That is why we record specific information about your child’s 
growth and development. We plan to share our observations with you both informally in 
short daily conversations and formally in Parent-Teacher conferences. 
 
In order to assess your child’s progress, we have been using a checklist based on age 
appropriate objectives. The teacher will also share some observations and examples of 
your child’s work. During the conference the teacher will share this information with you. 
It would be helpful if you would also share your observations. You, as the parent, offer 
the teacher valuable insight into what makes your child tick. By exchanging information, 
you work together to make your child’s school experience much more successful. 
 
Conferences are scheduled for November and then again in March. The specific dates 
will be in the yearly calendar. You will be reminded of the dates and asked to sign up for 
a conference time. The conferences are 15 minutes long. Most exchanges between 
parents and teacher can take place in that amount of time. In order for the teacher to 
accommodate the families of 10 students with a longer conference time, another day 
would have to be taken from the class schedule. If you or the teacher feels that more 
time will be necessary, you may schedule more time at a later date before or after 
school or finish with a phone conversation. 
 
As always, we welcome your questions or concerns at any time. Your child’s teacher 
may not be able to speak with you at great length at arrival time, but if you have specific 
concerns, she will be able to phone you later. The director is also available to confer 
with you and welcomes the opportunity to do so. 
 
 
Confidentiality of Records 
Children’s records are open only to the child’s teacher, the director, necessary office 
personnel, an authorized employee of the licensing agency or the child’s parent or legal 
guardian. If records must be transferred or screening results sent to another agency or 
school, the parent or guardian must put the request in writing or sign an office form. 
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Departure 
Please note that the official entry for the Preschool is the Oleatha Door.  

 Each class will be assigned a dismissal door. Please make a note of that at 
Orientation. 

 Please wait for your child at the appropriate door. The teacher will only dismiss 
the children from the doors. 

 If you are unexpectedly delayed, please call the school. 647-0898 

 If someone on your authorized list but other than the usual pick-up person, is to 
pick up the child, please inform the teacher at arrival time. There is a form in the 
classroom where you can write this information, after you speak with the teacher. 
This makes dismissal less confusing for the teacher and more secure for the 
children.  

 A note is mandatory, if someone other than an authorized person on your form 
is to pick up your child. If someone is not listed on the form and you have not 
notified us, we will not allow the child to leave the building.  

 If you have a change of plans during the session and must send someone to pick 
up your child, you will need to call the office. We will get the necessary 
information from you.  

 A call to the office is necessary, even when you are asking another parent from 
the class to pick up your child 

 
For the safety of the children, the doors will be locked shortly after arrival time. During 
school hours, you will be admitted only at the Oleatha door. There is a bell at that door. 
 
We hope that you will be able to be prompt in both arrival and departure times. Please 
note that no child is to be brought to school more than 10 minutes before class begins, 
nor picked up more than 10 minutes after class is over. If a child is left beyond those 
limits, a fee of $1.00 per minute will be assessed. 
 
Discipline 
Discipline in the Christian loving atmosphere of Union Preschool is viewed as a learning 
experience. The faculty, using constructive age-appropriate methods, is constantly 
guiding the children toward developing self-control. Sharing and cooperative play are a 
primary goal. The teacher is constantly showing the child how to enter a group, what to 
do if someone takes a toy, what to say when he or she wants to play or share a toy. If 
there are disagreements, the children are verbally encouraged to settle the problem 
themselves. If teacher intervention is necessary, the teacher will suggest cooperative 
play or ask the children to choose another toy or activity. The children are often led to 
think of solutions themselves. At times, when a child misbehaves either by disrupting a 
group or demonstrating disrespect for others or the property of others, the child will be 
guided verbally toward more appropriate behavior. On rare occasions, when a child is a 
threat to others or misbehavior is repetitive, a short “thinking time” may be utilized.  
 
The staff strives at all times to make the environment warm, friendly, inviting and 
interesting to promote positive self-esteem and to avoid misbehavior. Often, behavior 
problems can be avoided by providing a wide variety of activities for the children, by 
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anticipating problems, and working to avoid them, and by making transition times as 
short as possible. 
 
The staff works with the parents to better understand each child. With this exchange of 
ideas and cooperation, the teacher should be able to best handle a child who has 
become upset. The teacher interacts with each child with a sense of love, caring, 
honesty and humor. 
 
If a child’s behavior requires frequent teacher intervention, this should be discussed with 
the director and the parent as soon as possible. The teacher will not wait for conference 
time to report a repetitive behavior that is causing a problem. The parent and the 
teacher will work as a team in guiding the child’s behavior. This cooperation is 
necessary for the child’s success at school.  
 
The teacher, faculty and parents will work to ensure the success of each child in the 
school. However, if a child’s misbehavior is threatening to the faculty or other children or 
if the child causes physical harm to others or himself/herself, and all other 
communication and intervention avenues have been exhausted, the child may be 
dismissed from the program.  
 
Discover Nature School 
 
We have teamed up with the Missouri Department of Conservation and became a 
Discover Nature School. We are looking forward to an exciting year that will inspire the 
teachers, children and families with a “Sense of Wonder.” Discovery has always been 
an important aspect of our curriculum in all areas including math, science, reading, 
literature and art. We have incorporated our Nature Explore Classroom (The Children’s 
Garden) in our learning experiences for the past 9 years.  
 This year the Preschool module of the program is complete and we will be using 
the themes, focus, activities and resources in conjunction with our current curriculum to 
further enhance our program. The beauty and preciousness of the children’s Sense of 
Wonder is something we all hope to share in. Using seasonal activities and resources 
the program will inspire discoveries both indoors and out. This year our Nature themes 
will include weather and aquatic animals  
 In order to include you, our families, in these experiences we will share an 
activity calendar with you each month. In this way you can join us in helping your child 
discover and explore nature in your yard and neighborhood.  
 
 
 
Dress 

 We encourage you to dress the children in washable and comfortable play 
clothes. This will allow them to play, create, and explore freely. 

 For your convenience, we use washable art materials. 

 If we are having a particularly messy project, we will try to inform you in advance. 
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 For the safety of your child, please be sure that they are wearing rubber-soled 
shoes such as tennis shoes. As much as the children enjoy wearing patent 
leather shoes, jellies, crocs, flip-flops, or cowboy boots these are not safe for 
running or playing in the gym or playroom and are a hazard. They will not be 
allowed at school.  

 Please be sure that your child’s clothing is easily removable for bathroom needs. 
Overalls and one-piece outfits often pose a problem for children. If it is a new 
outfit, please instruct your child in how closures work.  

 Please mark your child’s jackets, coats, sweaters, hats, etc., with their name. It 
makes their identification from the coat rack much easier.  

 Help your child hang outer clothing on the appropriate rack for his/ her class. 
Hanging up these items is a skill your child should become more independent in 
throughout the year.  

 Now that we have an outdoor area, please dress your child for the weather. We 
will be using the garden often. 

 
Emergencies 
We have an answering machine in the office and encourage you to leave a message if 
there is no one in at the time of your call.  
 
 School Office   647-0898   
 
Emergency Procedures 
The school has emergency supplies and procedures to follow in the event of fire, natural 
disaster or other threat. Procedures are discussed, practiced and upgraded throughout 
the year. There are emergency supplies stored on both floor levels.  
You may view the Emergency Procedure Manual which is available for your inspection 
in the office and in each homeroom.  
 
For some emergencies we may hear from the local police or emergency coordinators on 
the radio and television. We should be notified as to what kind of alert or code we are 
dealing with. We will continue to listen to updates on the radio or television.   
 
In event of an emergency situation or the threat of a situation in which parents may want 
to come to school to pick up their children these guidelines will be followed: 
 

 Children will only be released to a parent or to another person authorized to pick 
up the child. 

 If the parent is not picking up and the authorized person is not a relative who 
usually picks up, we must reach the parent by phone before releasing the child.  

 There may be emergency situations in which it would be safer for the children to 
remain in the building.  

In the event of an emergency situation in which we would need to dismiss the children, 
we will be contacting families through emails. You must keep your contact information 
up to date. You are required to have working phone numbers and email addresses in 
our system! Please submit any changes in writing or by email as soon as possible.  
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Facebook 
We do at times, post events or just school happenings on our Facebook page. It creates 
an opportunity to share some activities with you that include photos. You will be asked 
to sign a form giving us permission to include your child’s photo in these posts. WE 
NEVER USE CHILDREN’S NAMES in the posts.  
We need to remind parents not to make comments that include children’s names. It is 
an invasion of privacy. 
 
 
Family Outdoor Club 
For several years we have had a program to get families together enjoying outdoor 
areas with their children. The opportunity to share discoveries and experiences at area 
parks was very successful. We will assess interest in this program for the current school 
year and let you know if we will continue it this year.  
 
Forms 
 

 All forms must be up to date and in the office the first week of school. The 
teachers will go over these records with you and let you know if anything is 
missing. The following forms should be in your child’s file; 
Enrollment Form 

 Emergency Medical Form (gold) 
 Emergency Contacts and Authorization to Leave School Premises (pink) 
 Medical Examination Report and Immunization Record 
 Lead Testing Form 

Photo Release Form 
Agreement Form 

 If your child has an allergy, you will be required to fill out the appropriate  
 forms. 

 Unfortunately, if your child’s medical records are not complete, we will have to 
dismiss your child from school until all forms are in and satisfactory.  

 Your pediatrician must fill out the physical form.  If your child has had any new 
immunizations please have the information from the pediatrician in writing so that 
we may update your records. Your child’s initial physical is the only one required. 

 If you do have a change in address or home or work phone number, please notify 
the teacher and the office as soon as possible so that we may update your child’s 
records.  

 At any time that you want to change or update information on your emergency 
contacts or authorized persons, please notify the office. 
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Fundraisers 
We hold several fundraisers throughout the year. These fundraisers help us supplement 
our income and keep our tuition rates at a very reasonable level. Careful selection goes 
into choosing items that are popular and easy to sell. Your participation is always 
appreciated but is not required.  

 
We are not requesting your child’s participation in soliciting funds. Adult participation is 
requested and appreciated but is not required. All of our fundraisers are completely 
voluntary. 
 
A portion of the funds raised in the past few years has gone into the general operating 
fund. The remainder has been allocated toward projects which we would not be able to 
finance through tuition alone. These have included a new copier, tables and chairs for 
the children, toys and manipulative materials for the children and yearly upgrades on 
the fire alarm system.  
 
In the past, we have had some families opt out of fundraisers and choose instead to 
make a monetary donation to the school so show their support. That too is greatly 
appreciated. 
 
Fundraising Events 
 
We are planning at least one Fundraising Event for the school. In the past we had very 
enjoyable and successful Trivia Night. Netting some much needed dollars for the 
school. Watch for more information and forms asking for you assistance.  
 
 
Health Information 
 
Each child is required by Missouri State regulations to have on file a statement which 
includes a record of up-to-date immunizations and the signature of the child’s 
pediatrician. Please note: each child must be fully immunized.  A physical exam by a 
physician or public health nurse is mandatory for entrance into preschool.  The medical 
exam form is in the enrollment packet or can be obtained in the preschool office. Most 
pediatric offices will fax your child’s information to our office. Our fax number is 314-
647-0898. If the child’s health care summary is not complete at the time of enrollment, 
the child will be excluded from the program. 
 
The preschool must have on file for each child a signed Emergency Medical Care form 
(Yellow) authorizing emergency care and transfer of medical records to the designated 
to hospital.  Emergency numbers for reaching the parent or guardian or other authorized 
person must also be on file (Pink form). 
 
No child who arrives at preschool noticeably ill, with a rash or fever will be admitted for 
that day. If a child has been ill, he or she must be fever free for at least 24 hours before 
being admitted to school. Severe itching or scratching of the scalp may be signs of head 
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lice and the child will not be admitted to school. This and other communicable diseases 
such as chicken pox, pin worms, head lice or measles must be reported to the director, 
so that other families can be notified of possible contagion. Should a child become ill 
during the day, the parent will be notified immediately. The child will be cared for in the 
office and remain there until the parent or other authorized person arrives to take the 
child home. The ill child will not be allowed to return to school until the period of 
contagion is over. 
 
In the case of an accident or injury, the parent of the child will be notified immediately. If 
a child requires emergency medical care, a parent’s prior written instructions will be 
followed. Even in the case of a slight bump or scrape, a form will be completed 
indicating the circumstances and the date and time of injury along with any action taken. 
The teacher will speak to the parent at departure time and a copy of the form will be 
given to the parent for a signature and will become a part of the child’s file. 
 
The children are at preschool for only 2 ½ hours each school day so it is not usually 
necessary to dispense medication for a child at school. If it is necessary, a form, 
obtainable in the office, must be filled out and signed by the parent or guardian. Only 
medication in its original container and labels with the child’s name, instruction for 
medication and the physician’s name can be administered. Children with severe 
allergies and in need of special medication such as an inhaler or epi-pen must have a 
signed medication form on file at school. The staff must be informed of proper use of the 
medication, which will be stored in safe place. At times the teachers have found 
medication being transported from the babysitters to the home in a child’s book bag. 
This creates a dangerous situation for all of the children in preschool. Medication must 
be brought to the office upon the child’s arrival. The staff will be sure it is put into the 
hands of the responsible adult at dismissal time. 
 
Library Visits 
 
The public library offers a delightful program of reading, songs and videos will enhance 
the children’s appreciation of literature. We will arrange to have the Children’s Librarian 
from Machacek Library visit the school several times during the school year.  
 
Visiting the library is an opportunity preschool children should be familiar with. So 
please make some time in your schedule to take your child to the library. Both 
Machacek and Buder Library are very child friendly and offer many reading 
opportunities for the children.  
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Lunch Bunch 
The Lunch Bunch program gives your child the opportunity to enjoy school activities and 
social interaction for an additional time period and gives you an occasional opportunity 
to extend your day for personal appointments or a lunch date. It is an optional program 
every day of the week and filled on a first come basis.  
  
 The children enrolled in the morning classes may sign up for Lunch Bunch, which 
would allow them to stay until 1:00. This extended time will include an activity an art or 
activity time, gym time and lunch. Lunch Bunch is a multi-age group.  
 

Reservations and payment must be made in advance. You may enroll in August and 
September for a permanent status in Lunch Bunch for the year. That way you can be 
assured of a space and you will not be bothered with a monthly request form. We will 
just send you a notice of the fee for the coming month.  
 

For those who would like to sign up occasionally, we will be accepting reservations by 
way of a note, email or phone call. If the dates are already filled, we will return your 
payment or check for alternate dates. The cost per session is $10.00. Late payments 
will incur a $2.00 penalty. Credit for prepayment will be given for withdrawals only if the 
Director is notified before 9:00 AM the morning of Lunch Bunch. Abuse of this credit for 
prepayment by withdrawing from more than two sessions will result in removal of your 
child from the Lunch Bunch program. 
 

Lunch:  Each child will be expected to bring a lunch in a box or a bag marked with the 
child’s name and homeroom. Lunches for the children arriving at 8:45 will be collected 
by the staff. The lunches will be stored in the hall outside the Snack Room. The lunches 
will not be refrigerated. You may put a cold pack in the lunch if you would like. Our 
facility is a Peanut free school. Please remember that when packing your child’s 
lunch. Sorry… that means no peanut butter or other peanut products. If you do 
send a nut-butter or other item that looks like peanut butter, you must label it ot it will be 
sent home uneaten. 
 

Supervision:  One of the preschool teachers will be the official Lunch Bunch coordinator. 
She will attend to the children’s needs and have age appropriate activities prepared for 
them.  
Lunch Bunch is an optional program. Usually the children adapt very well to this extra 
time at school. However, we feel that we must let you know if the extra time at school is 
having a negative effect on your child during the normal class time. Some of the 
children tire too easily or begin to exhibit separation problems. We will discuss any 
problems with you. 
We would like to offer the opportunity to as many families as are interested in this Lunch 
Bunch Program. We may have to limit an individual child’s participation. 
 
 
Non-Discriminatory Policy 

Union Preschool Incorporated admits students of any race, color, national origin 

and ethnic origin to all the rights, privileges, programs and activities generally 

accorded or made available to students at the school. It does not discriminate on 
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the basis of race, sex, age, color, national origin and ethnic origin in 

administration of its educational policies, admission policies and other school 

administered programs. 

 

 

Parent / Child Outings 

Shared experiences outside of the preschool environment are an important part of the 
curriculum and the social development of the child. The periodic outings that the classes 
take are a great opportunity for the parents to participate in the child’s school and to 
interact with other parents, teachers and the child’s classmates. However, due to 
numerous safety issues and the busy schedule of so many of our families, we usually 
limit these outings to one in the Fall and one in the Spring.  
 
We have a “meet us there” policy. Several factors have contributed to the adoption of 
this policy. Some of which were: 
 

 The amount of parental participation required for the safety of the children. 

 The necessity of having all children in an approved child car seat (when a child 
rides in another car, the parent is responsible for securing the car seat in the 
vehicle). 

 The necessity of supplying the school with proof of insurance if you transport 
children other than your own.  

 
If you or another family member is not able to go on the outing, you may make 
arrangements with another parent to take your child. The teacher will be glad to assist 
you by suggesting families to contact. If you do send your child with another parent, you 
are responsible for checking the insurance status of the driver. The teacher will see that 
the necessary emergency forms are sent with the driver. You and the parent 
transporting your child are responsible for securing the car seat.  
 
These outings are a special time for the preschool child. We ask that you do not bring 
siblings along on field trips. If there are extenuating circumstances and you feel that you 
must bring another child, please discuss this with the teacher or the director. Please, do 
not miss a trip because you find yourself without a sitter for a sibling. Talk with the 
teacher about it. 
 
At times a group may go on a walking trip around the block to observe nature or look for 
certain colors, shapes or vehicles. These excursions are part of the curriculum. They 
are usually on the monthly calendar. You will usually be notified at arrival time of any 
walks the class is planning. A signed permission form is not necessary. 
 
Parking 
During a session there could be from 40 to 80 children arriving for class. At times 
parking could be a problem. We all must remember to be patient and mindful of others. 
Most importantly, please drive carefully and watch for young children.  
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Please, find a convenient time for your arrival and parking. You may bring your child in 
as early as 8:35. Some parents have found it easier to arrive just after 8:45 after some 
of the earlier arrivers have already left. You may park on Oleatha, Pernod or Watson.  
 
There is a bus stop in front of the building near the church. THERE IS NO PARKING IN 
A BUS ZONE. The bus zone is marked with yellow curb painting. Also note that you 
should leave at least 5’ of space from your car bumper to the edge of the cross-street or 
alley. DO NOT BLOCK THE SIDEWALK AREA OF THE ALLEY. You may park in the 
alley up to 15 minutes to bring your child or pick up. When parking in the alley, make 
sure traffic or emergency vehicles can navigate through the alley.  
 
There is street parking on three sides of the building. When you are parking, please 
remember to be: 
 

 Mindful of the safety of the children…watch your children in the alley and do not 
leave little ones in the car. 

 Respectful of other parents. 

 Respectful of neighbors…do not litter or let the children play in the yards. 

 Legally parked…do not block any thoroughfares…streets or alleys. Thoughtless 
alley parking blocks thru traffic and especially blocks the trash pick-up vehicles. 

 Alerted that the police will ticket illegally parked cars. You will be ticketed for 
illegal alley parking and bus zone parking.  

 Aware that it is very dangerous to park across Watson and cross to the school in 
the middle of the block. 

 Aware of bus stops…Do not park in the bus stop area even if just for a few 
minutes. It is illegal and you may be ticketed and illegal parking has created 
problems for neighbors waiting for the bus. 

 Never leave children unattended in the car.  
 
We strive to keep everyone safe and to be good neighbors. 

 
Personal Items 
We supply paper, crayons, scissors, markers, etc., for your child’s use. We also have a 
whole building full of toys, materials and games. Therefore, we ask that your child not 
bring any of these things to school with them. Personal items sometimes get lost, left 
behind or broken. We do, however, have Show and Tell days when the child will be 
asked to bring something that relates to a holiday, or a unit the group is working on.  
 
The only thing your child will need to bring with them everyday is their Union Preschool 
bag. We supply each child with their very own bag so that they will be able to safely 
carry around any projects, paintings or drawings, or forms intended for parents. These 
bags are easy for the teachers to fill and for the children to carry. The children have 
always been very proud of their bags, so please send it to school with your child 
everyday. The bags are used by the teachers to help the children learn to recognize 
their names. Please, do not write on the bag or hang toys or clips on it. This defeats its 
use as a learning tool.  
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Privacy of Information 
We provide a school roster for our families. If for privacy reasons you do not want this 
information available to the school community, we will not release it. Please sign the 
release form with the appropriate information checked. 
We use many photos of the children in the facility for a variety projects. These are 
confined to in-building or class use. At times we may use photos for media release, 
outside projects or for the web site. We respect your privacy and make a distinction on 
the permission form so you can choose a photo release option that you are comfortable 
with.  Please, if you have any questions or concerns about the use of your child’s photo 
speak with the homeroom teacher or office staff.  
 
Re-registration 
Registration is open to new families February 1st.  Re-registration for returning students 
is due a week before this date. Returning students have priority registration until 
February 1st.Returning families also have priority registration for siblings. There is a re-
registration fee due at that time. 
 
Restrooms 
There are children’s restrooms located between the classrooms on the main floor. 
There are large restrooms for both boys and girls on the lower level. The teacher takes 
the group to the restroom before snack time. The children are encouraged to use the 
facilities and required to wash their hands. If the child needs to use the restroom at 
other times, the teacher will supervise him or her. The child needs to be able to take 
care of toileting needs independently. 
 
Children must be toilet trained and capable of using the bathroom facilities 
independently. We have noticed that the use of pull-ups as a toilet training aid has at 
times slowed the child’s progress. You are doing your child a disservice by allowing him 
or her to use the pull-up as a diaper. A child, who is mature in self-help skills, is more 
open to success in other areas of the preschool curriculum. Children do have 
occasional accidents. If a child does have a bathroom accident, the teacher may be 
able to take care of clean-up and change of clothes, if she is able to secure adult 
supervision for the rest of the class. In some cases, as when the child has a bowel 
movement, the parent will be called to change the child’s clothing. In all cases, the staff 
will deal with the matter while being respectful of the child and his or her self-esteem. 
During the first few weeks of school, your child will be more comfortable using the 
bathroom facilities at school, if you take him or her into the bathroom as you arrive at 
school. 
 
Room Parents 
All parents or guardians are welcome to be room parents. Sign up is held at the 
September Orientation. We will need a coordinator for each group. The room parent’s 
duties are as follow: 

 Help the teachers prepare for any special events. 
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 Supply treats and drinks for the class group. 
Special treats and drinks are needed for Halloween, Christmas, Valentine’s Day, 
Easter and any other special occasions throughout the year. Sometimes party 
napkins, cups or a holiday trinket or treat bag can be provided for the party. 

 
The room parents may decide to supply everything themselves, or call other parents to 
help. Every family is asked to contribute to the fund for the classroom parties. We will 
also have form letters available requesting parental contributions or assistance.  The 
office will run off any notes the room parents may need to hand out to their group. 
 
Safety Issues 
 

 By law, registered sex offenders may not reside within 1000 feet of a school. 
However, their place of residence may have been grandfathered in.  

 As a parent, a registered sex offender must report their status to the school 
office. By law, the adult is not allowed on the premises. 

 The preschool will require the aforementioned parent to enter a contractual 
agreement for the protection of the preschool families. 

 
School Experiences 
The Preschool years should be a time of fun, warmth, security, exploring and discovery.  
Preschool children are creative and receptive; the staff strives to nurture and encourage 
these qualities in the children.  The preschool’s purpose is to provide an atmosphere 
that encourages social, emotional, physical, and intellectual development of the child. 
Planned within the framework of this philosophy Union Preschool’s curriculum includes: 
 

 sharing and conversation time 

 stories, songs, and fingerplays 

 creative art and music activities 

 science and nature activities 

 exposure to materials involving fine motor skills 

 exposure to shapes, colors, numbers, and letters 

 celebration of birthday and holidays 
 
You will bring your child to the same homeroom and homeroom teacher each school 
day. The teacher will be working with a group of eight (8) to ten (10) children. Some of 
the teachers work in teams with their groups combined for part of the day. The teachers 
take their groups to centers set up throughout the building. 
 
 
 
There are areas for: 
snack     group time    library 
gym and gross motor skills  art     handwriting 
science    music     math 
role playing    language arts      
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block building 
 
Your child’s group will have snack, gym or playroom and library or group time daily. The 
other content areas will be utilized on a weekly basis according to a specific schedule. 
This will allow your child many opportunities for hands-on experiences over a broad 
spectrum of activities. 
 
The teachers often work on units or themes and plan teacher directed activities, free 
play, large more activities, and quiet times to match the needs of their groups. 
 
Security System 
For the safety of all the children, the doors are locked after arrival time. Parents and 
visitors will be admitted only through the Oleatha Door.  There is a bell you can ring for 
admittance at that door. Or you may call the office at your arrival. The office staff will 
monitor that door. The teachers are busy with their classrooms, please do not expect 
them to admit you. The Watson Door does not have a doorbell and will not be 
answered. 
 
 
 
Snacks 
The preschool furnishes snacks and a drink for the children each day. Snack time is a 
social time.  At school, snack time is an occasion for practicing social skills: eating in a 
group, waiting your turn, having a conversation with a friend, acquiring some self-help 
skills. The snack is usually something crunchy that the children feel comfortable eating. 
It might be crackers, pretzels or corn chips. Snacks are occasionally used as part of the 
curriculum, sometimes related to the unit topic.  
 
Please, do not expect the school to be introducing your child to new food experiences. 
We will talk about good nutritious foods and help children recognize fruits and 
vegetables. If we have a special vegetable or fruit day, you will be asked to send your 
child’s choice of fruit or vegetable. This will assure that each child feels comfortable and 
they may even decide to try a new item because they see friends enjoying it.  
 
 Please, be sure the staff knows of any food allergies your child may have. These are 
posted in the snack room to avoid any problems. (Refer to the section on Allergies.) 
This is a NO-PEANUT facility. Peanut butter and any food products containing 
peanuts are not served.  
 
 
Snow Days 
If the weather is inclement, we may have to close school for the day. When there is 
snow or ice, the surrounding streets are very slippery, parking is rather difficult and it is 
dangerous to use the sidewalks especially with young children and babies. We feel 
responsible for your welfare, so we must close when the weather warrants. 
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We will send out an e-mail to every family if school is closed due to weather. Or you can 
tune into KMOX radio (AM 1120) at 6:30 AM and 7:30 AM and 6:00 and 9:00 PM. The 
station also lists the closings on its web site. We will also have our closing displayed on 
TV Channel 2, 4 and 5.  
 
 
Special Events 
Please note the special events on the calendar. The staff and the children look forward 
to and enjoy sharing these times with family members. These times include: 
 

 Family Back to School Night 

 Father’s Night 

 Santa House 

 Grandparent’s Day or Special Persons Day 

 Mother’s Day 

 The School Picnic 

 If it is difficult for a specific member of your family to take part in one of these 
events, please try to have another family member or friend share that time with 
your child. 

 
Supply Fee 
There is a Supply Fee for each child. This helps to restock many of the expendable 
supplies used by the school…especially art and craft supplies. If you are paying 
Quarterly or Yearly the supply Fee is included. If you are paying monthly the Supply fee 
of $40 will be due in February. 
 
Tuition: Refer to page 22 
 
Web Site 
The school has its own web site at www.unionpreschoolstl.org.   This site has general 
school information. Some photos will be displayed on this site. Your child will be 
included in these photo displays unless you have requested otherwise on your release 
form.  
We do not include any names or personal information on our web site.   
 
 
Withdrawal 
The teacher and the child have a special bond at school and we would hope that each 
child would be able to attend school for the entire year. At times a family may move or a 
change of plans makes completion of the school year impossible. If a child needs to be 
withdrawn from the preschool, we would appreciate notification as soon as possible. If 
you are seeking reimbursement of some tuition paid, we require two weeks notice.  
 
There is a form on the following page. We do ask that each parent is familiar with our 
goals and policies. Therefore, we ask that you print out and return the form that states 
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that you have read the handbook. You may also sign the form at school, as it will be 
available on the Orientation day 
 
Tuition 

 The first tuition payment is due August 1st. Payments may be made in full, 
quarterly or monthly. Payments made in full are due August 1st. Quarterly 
payments are due the 1st of August, October, January and March. Monthly 
payments are due the 1st of August through the 1st of April. 

 You may pay by check, cash or credit card.  

 If you pay using our Square in the office there will be a 3% fee charged.  

 Please put your check in an envelope with your child’s name and class on the 
outside. The envelope may be put in the mailbox located on each level or 
brought the office. If you are paying by cash please do not leave it in the mailbox 
either bring it to the office or hand it to office personnel. You may include the tear 
off forms in you payment envelope. 

  The smooth running of the program is dependent upon your prompt payment. If 
your tuition is late, an extra processing fee of 10% will be assessed.  The 
Advisory Board will be notified of failure to make a monthly payment. If you are 
experiencing some financial difficulties, please confer with the Director and a 
payment plan will be discussed.  

 If one quarterly payment is overdue by 30 days or two monthly payments are 
overdue and you have failed to respond to notices or confer with the Director, the 
Advisory Board will have to resort to the dismissal of your child from the program. 

 
 
Tuition Assistance 
We strive to make our program affordable for young families in our community. We do 
not offer scholarships or loans per se, but we will work with families to ensure their 
child’s enrollment in the school. If a family encounters financial difficulties, they are 
encouraged to work with the director to work out an amended payment plan, a partial 
tuition payment plan, barter exchange or tuition forgiveness. Circumstances are taken 
into consideration as is the availability of current funds. The Board of Directors will 
review those needs and make a decision. All financial information will be handled 
confidentially and with respect for the families.  
 
 
 
 
 
 
 
Thank you, 
Michele Villa 
July, 2019 
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Thank You for your interest in our preschool community. We strive to keep 
you informed. Please return this signed page to the homeroom teacher.  
             
      
____________________________________________________________ 
     
          July  2019 
 
 
 
Parents,  
 
Our school handbook can be found online at  
www.union preschoolstl.org. The handbook includes a lot of important 
information regarding regulations and expectations. Please take a few 
minutes to read and familiarize yourself with the handbook. When you have 
finished reading it, please return this letter with your signature.  
 
Thank you so much! 
 
Michele Villa 
Monica Hunyar 
 
 
 
I have read the Union Preschool Handbook and understand the policies 
and procedures of the school.  
 
 
 
___________________________________ 
Parent Signature  
 
_________________________________ 
Date  

 
 


