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Little Hands Big Hearts Christian Preschool 2025-26

We thank you for choosing Little Hands Big Hearts Christian Preschool for your child’s education.  Our goal is to provide a wonderful preschool experience for both you and your child. Please take a moment to read through our Parent Handbook, and refer to it in the future.

Please sign and date the tear-off page below, acknowledging there is a copy of the Parent Handbook on our LHBH website, and please return it to the office.  Please note there is a hard copy available in the office.



------------------------------------------------------------------------------------------------------------



I acknowledge I have received and agree to the LHBH Parent Handbook online at www.lhbhpreschool.org. I understand there is a hard copy in the LHBH office and will reference it if needed.



____________________________
Child’s Name		
____________________________	____________________
Parent Signature				Date
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STATEMENT OF PURPOSE
In January of 1997,  Little Hands  Big Hearts Christian Preschool was established by the Lutheran Church of the Redeemer to provide a preschool experience for children ages 2.9 – 6 years of age.  Our Christian based philosophy and curriculum is guided by an understanding of children’s individual differences and developmental needs.  Children are encouraged through art, music, math, science, language, and social studies to discover their countless abilities.  We promote the growth of physical, cognitive, social, and emotional development of young children, while responding to the needs of their families.  We strive to provide a safe, loving, and nurturing environment.  Our objective is that each child will achieve a level of independence in daily tasks and group situations, while building their self-confidence through accomplished age-appropriate activities.  We anticipate that each child attending LHBH, will be eager and well prepared for the Kindergarten experience ahead.  

THE PROGRAM
Little Hands, Big Hearts Christian Preschool (LHBH) runs from September to June.  LHBH offers developmentally appropriate programs 9:00 AM to 12:00 PM, 9:00 AM to 3:00 PM, and 7 AM to 3:00 PM.  Our class sizes are small, with lower ratios than the state mandates.  Children are placed in developmentally appropriate classes of Preschool and Pre-Kindergarten. The LHBH program is balanced between play, structured activities and choice time, allowing for quiet and active participation.  Theme-based curriculums include developmentally appropriate levels of choice time activities, circle time, stories, music, open-ended activities and a variety of art projects.  On a daily basis, LHBH provides many fine and gross motor opportunities, along with the routine of clean up, bathroom and snack. LHBH hosts frequent themed celebrations and special events throughout the school year including a Christmas Show & Pageant, an Ice Cream Social and a Graduation & Advancement Ceremony.   

ORGANIZATIONAL INFORMATION
Licensing of the LHBH Preschool comes under the jurisdiction of the Massachusetts Department of Early Education and Care (EEC).  Little Hands, Big Hearts Christian Preschool is owned and operated through the Lutheran Church of the Redeemer, with an elected Preschool Board of Directors.  The LHBH Director reports to the Board of Directors and is responsible for the implementation of the curriculum, transition of the program, and a daily check of the environment for the safety of the children.  The Director is responsible for the professional development of the staff of LHBH.  All staff report to the Director and are responsible for the implementation of the curriculum, progress reports, and safety of the children while in their care.  All staff is required to attend monthly meetings to review school events and policies.  All personnel must meet the education and health requirements as specified in the EEC rules and regulations.  Parents may contact EEC for information regarding LHBH’s regulatory compliance history.  The building is regularly inspected by the City of Woburn Building Inspector, the Woburn Fire Department, the Woburn Board of Health, and the Massachusetts Department of Early Education and Care.  
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ENROLLMENT PROCEDURE
Parents are encouraged to make an appointment to tour Little Hands, Big Hearts Preschool with their child.  The LHBH Director or designee will meet with each parent prior to admitting a child to the program.  The visit will allow both the parent and the child to meet the staff, tour the education wing, and become familiar with the program.  In order to hold placement, parents need to submit a completed registration form, a non-refundable registration fee and tuition deposit which will be applied to the first month’s tuition. When a class is full, a waiting list is offered.
			
NON-DISCRIMINATION POLICY
Little Hands, Big Hearts Christian Preschool is a multi-serviced, non-profit, non-denominational facility committed to serving the diverse needs of young children.  LHBH does not discriminate on the basis of race, religion, cultural heritage, political beliefs, national origin, marital status, sexual orientation, or disability. We welcome children of all races and ethnic backgrounds.  Toilet training status is not an eligibility requirement for enrollment.

TRANSPORTATION FLOW AND PARKING
Parents are responsible for transporting their child to and from Little Hands Big Hearts Preschool. Enter and travel up the Lutheran Church driveway past the building and take a right.  Except for the noted designated parking spaces, parking is available anywhere along the back and sides of the building, and in the lower parking lot.
Upon leaving, go around the back of the building and take a left down the driveway.  For 3:00 pick ups, please go around back of building and stop for the school buses that are dropping children off at ASC.  All of these guidelines are meant to prevent collisions and ensure all children’s safety.

ARRIVAL AND DISMISSAL
For the safety of all, we will be using only the double doors near the LHBH office for drop off and pick up.  Children must be brought into and picked up from school by an adult.  LHBH reserves the right to ask for identification before releasing a child to a person whom is unfamiliar to the preschool personnel.  Prior written notification must be given to the LHBH Director before the child will be released to someone, other than those designated in our files as authorized to pick up the child.  Parents are responsible for updating identification and emergency information with any changes.  Parents are also responsible for the supervision of their child in and around the preschool building, before entering the classroom, and after their classroom has been dismissed.  For the safety of all, the preschool doors will be locked while in session.  Within that time, parents can ring the doorbell at the side of the building’s double doors near the LHBH office, or please call our office to let us know that you are here. 

TARDINESS
LHBH Preschool begins promptly at 9AM and ends at 3PM.  Consistent late drop offs can be disruptive, not only to your child, but to the classroom routine for the other students.  Additionally, late pick up of your child is equally disruptive.  It can create anxiety and insecurity with your child when they see all the other students being picked up, while they remain behind.   This could result in a late fee.
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ADMISSION FORMS
The LHBH program, as a Massachusetts State Licensed Center, is required to maintain a file on all registered children.  Parents have the responsibility to return the following completed forms, signed and dated, before a child can attend the LHBH Preschool program.

(   )  Registration Form – initial child registration and information

(   )  Face Sheet – pertinent parent and child information 

(   )  Authorized Release Consent Form-1 – written list of persons to whom LHBH can
       release your child to, other than  parents - list any and all adults that may possibly pick-
       up your child at dismissal. Verbal permission will not allow release of a child. 

(   )  Emergency, Medical Treatment Consent Form-2 – instructions to contact parents,
        pediatrician, and an emergency contact person if parents are unable to be reached

(   )  Authorization and Consent Form-3 – transportation information, permission to
        take photographs and giving consent to accompany a child around premises 

(   )  Developmental History – introductory information on the growth of your child

(   )  Individual Health Care Plan (IHCP) – list chronic health conditions

(   )  Food Allergy Action Plan – stating current allergies and emergency treatment procedures

(   )  Health Record – documentation of a physical performed within a year, a listing of current 
        Immunizations, and proof of a lead test being performed.


HEALTH RECORDS
Upon entering Little Hands Big Hearts Preschool, a health record must be submitted containing the following information:
		(   ) Documentation of a physical, performed within a calendar year and signed by a physician
		(   ) Documentation of any known allergies or chronic health conditions 
		(   ) Lead Test screened once before the age of 12 months and again at ages 2 and 3
      	(   ) Current immunization record documenting inoculations of the following:

			MMR – Measles, Mumps, Rubella		IPV – Polio		
Hib – Haemophilus Type B			DTP – Diphtheria
			Varicella or disease of Chickenpox		Hep B – Hepatitis

*No child shall be required to have any such immunization if his/her parent objects thereto, in writing, on the grounds that it conflicts with their sincere religious beliefs, or if the child’s physician submits documentation that such a procedure is contraindicated.  We request that parents call LHBH when a child will be absent.  If a child comes to school and is not feeling well, he/she is more vulnerable to infection.  It is in the best interest of the child, other children, and staff, that the child remain home until well.  Please review the ILLNESS section on page 10 of this packet.
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CURRICULUM
Little Hands, Big Hearts Preschool is a play-based, structured program, incorporating a wide range of curriculum through engaging activities. Classrooms run independent daily schedules depending upon the class size, age and development of the children. Activities throughout the day will vary in length depending upon the thematic unit. Transition between activities will be safe, predictable and flexible.  Staff will use visual, verbal, and auditory cues to help support children’s transitions in a positive and calm manner. 
The LHBH curriculum consists of:
· Art – The children have many opportunities to be creative through the exploration of a variety of mediums.
· Music – The children will have the opportunity to participate in singing, dancing, and finger-plays.
· Literature/Language Development – The children will receive exposure to the alphabet and practice developmentally appropriate language to increase vocabulary, communicate with their peers and Staff, and to express themselves.  Visual aids, pictures, and books will all be used.
· Mathematics – Staff will promote problem solving and critical thinking skills, develop understanding of time concepts, and encourage positive attitudes towards math.
· Science – Staff will prepare activities that will allow the children to become aware and promote curiosity about the world around them.
· Social Studies – Nature walks around the building, discussions, and the integration of visitors provide the children with the familiarization of the people who serve them.
· Physical Development – Indoor and outdoor equipment is available 30 minutes each day to promote gross and fine motor development and build upon coordination.
· Christian Religion – Christian holidays are celebrated.  Religious stories, songs, and holiday celebrations all encourage compassion and values, while learning about God’s love.  

LUNCH BUNCH
LHBH offers an extended hour to the normal preschool day. A calendar of available Lunch Bunch days will be available in advance and will be sent home with your child.  Lunch Bunch is offered from 12:00-1:00PM. This is an optional extended hour, giving students an opportunity to enjoy their lunch brought from home, become familiar with having lunch with school and engage in a beneficial social interaction. Please note that all nuts, including peanut butter, or products containing nuts are not allowed during Lunch Bunch. Following lunch, children are offered indoor and outdoor play opportunities. There is also a minimum number of three children required to participate for Lunch Bunch to be held. LHBH reserves the right to cancel Lunch Bunch if needed. 

						 
SNACKS
Little Hands Big Hearts Preschool is a nut-safe school.  LHBH provides a nutritious midmorning snack and drink.   It is the parent’s responsibility to notify LHBH if a child has food allergies or develops food allergies during the course of the school year.  Daily menus are located in the classroom.
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BIRTHDAYS AND HOLIDAYS
Little Hands Big Hearts Preschool is a nut-safe school.  LHBH staff shall not be responsible for the distribution of invitations, responses, or personal cards.  Personal items should be delivered outside of the school setting.  Birthdays may be celebrated by sending in a simple treat to be served with the daily snack on or near the child’s birthday. LHBH discourages goodie bags for birthdays and holidays since many of the items contained may be unsafe for some children.  If goodie bags are sent in, they will be handed to parents unopened for the parent’s inspection. Holiday parties and celebrations take place at various times throughout the LHBH school year.  Requests for treats are typically posted outside the classroom door.  Parents are responsible for asking the Teachers in advance for the class numbers and any food allergies within the class.  If a child has food allergies, a parent may choose to provide an individual nut-safe snack, or snack for the entire class.  NOTE:  Only store bought items with nutritional value labels on them are allowed.  Teachers must be notified in advance before any parent provides a snack.  This will give the Staff an opportunity to make appropriate adjustments for food allergies.  For the safety of our students, snacks are distributed to the class only at the discretion of the Teachers in each classroom.  

APPROPRIATE CLOTHING
Children should dress for comfort and play.  Some activities at LHBH can be creatively messy.  Every effort will be made to protect children’s clothing.  Clothing should be completely washable and appropriate for the day’s weather.  LHBH requests children bring an entire set of clothing in their backpack daily, in the event of a spill or accident.  All clothing, including boots, hats, mittens and rain gear, should be labeled with your child’s full name.  For safety reasons, please send your child to school in sensible play shoes.  Flip flops and backless shoes can be hazardous for young children.

FIELD TRIPS
Nature walks are an important part of the educational program at LHBH and will be taken periodically on the Lutheran Church grounds.  LHBH may offer a field trip during the course of the school year, at which point parents will receive pertinent information and a permission slip well in advance. Students may attend the field trip, including bus transportation, at no additional charge. LHBH will assume all expenses incurred for student participation in the field trip, however, a fee will be charged to a parent accompanying their child or acting as chaperone during the field trip. A designated bus company will provide transportation to and from the field trip. More information about our field trips is available on our website. 

SEPARATION FROM PARENT
Sometimes, children become upset when they are first separated from their parent in a new school setting.  Be assured that those children typically settle down soon after the parent leaves.  Please always say good-bye to your child, making it as brief as possible.  “Sneaking off” may cause your child to lose trust, while saying Good-Bye helps to strengthen your parent/child bond.  If you feel the need for concern, please call us or email for reassurance.  If your child needs the comfort of a transition item from home, please discuss this with your child’s Teachers at the start of the school year.  LHBH cannot be responsible for items brought from home and we therefore prefer that toys not be brought from home into the classroom.  
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PARENT VISITS AND INPUT
Parents have the right to visit the program and their child’s classroom at any time while their child is present.  Occasionally, we will need volunteers to help in the enrichment of our program.  It is our opinion that the most positive environment exists when parents and the LHBH staff work together to maintain the best early childhood education experience for their child.  We welcome any suggestions and input you may have to help the enrichment of our program.  LHBH considers all suggestions but leaves the implementation to the discretion of the LHBH Director.

COMMUNICATION AND PROGRESS REPORTS 
Your child will be bringing a Communication Folder back and forth from school daily. Please take a moment to look through the folder, keeping what’s being sent home, and returning items that are asked to be returned.  Progress reports will be distributed by the end of January and again in June.  A copy will be given to parents, while LHBH will maintain a signed copy in the child’s file.  Staff will discuss any concerns with the child’s development with the parents if need be.  A conference with a child’s Teacher(s) may be scheduled after progress reports have been distributed, or at any time a parent requests.  The LHBH Director may be present at a conference, if requested.

DEVELOPING CHILD GUIDANCE
Little Hands Big Hearts Preschool procedures for behavior management with children are directed to the goal of maximizing the growth and development of the child and encouraging and understanding appropriate behavior. There shall be no unfair, humiliating or unjust discipline, nor yelling or degrading remarks used.  We will speak with the child about his/her inappropriate behavior in a respectful, firm and gentle manner.  Discipline and guidance shall be based on an understanding of the individual needs and development of each child.  Our goal is for the safety and well-being of all the children.  The following guidelines shall be observed. 
1.  Spanking or Corporal Punishment shall not be used.
	2.  No child shall be subjected to cruel or severe punishment such as humiliation,
	     verbal or physical abuse, neglect, or abusive treatment.
	3.  No child shall be denied food or forced to eat.
4.  No child shall be punished for soiling, wetting, or not using the toilet, nor forced to 
remain in soiled clothing or forced to remain on the toilet or using any other unusual or excessive practices for toileting.
Children shall participate in the establishment of rules, policies and procedures.  Rules shall be introduced at the beginning of the school year and reinforced throughout the year.  Our staff emphasizes and focuses on appropriate behavior, and not the child’s value as a person.  Behavior guidance techniques such as setting reasonable and positive expectations, offering choices and providing children an opportunity to verbalize their feelings, which encourage children to develop self-control through understanding, provides security for the young child.  The rights of the individual child will always be respected. 
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CHILDREN’S RECORDS

Information contained in a child’s record is privileged and confidential.  LHBH staff will not distribute or release information in a child’s record to anyone, not directly related to implementing the LHBH program plan for the child, without your written consent.  Parents are entitled to their child’s record at reasonable times on request.  Parents will have access within two business days of their request, unless they consent to a longer time period.  A parent will be allowed to view their child’s entire record. Classroom teachers have duplicate copies of each child’s emergency information and release forms, which are carried with them in the event of an evacuation. LHBH will cooperate with mandated requests.  Records will be kept if information is shared.  
If a parent believes that adding information is not sufficient to explain, clarify or correct objectionable material in their child’s record, parents have the right to conference with the Director should objections be known.  After a conference, the Director will inform you in writing within two weeks of their decision regarding a parent’s objection.  LHBH will take the necessary steps to put the decision into effect.  When a child is no longer in the care of LHBH, the child’s record may be given to the parent or any other person the parent identifies, upon written request.  A copy will remain in LHBH preschool files.  LHBH will not charge for copies. 

PROGRAM RESPONSIBILITIES
Little Hands Big Hearts Preschool will make available any information requested by the EEC to determine compliance with regulations governing the program, by providing access to its facilities, records, staff, and references.  LHBH staff are mandated reporters.  They are required by law to report suspected abuse and neglect to the Department of Children and Families and/or the LHBH Director.  LHBH has written policies and procedures for reporting, and will provide the written policy to parents upon enrollment.  LHBH staff will notify a parent immediately of any injury which requires emergency care.  LHBH staff will also notify a parent, in writing within 24 hours, if any first aid is administered to their child.  LHBH maintains a copy of regulations, 102 CMR 7.00: Standards for the Licensure or Approval of Group Day Care and School Age Child Care programs,  are in the preschool office, and will be made available to any person upon request.  If a parent has any questions about any of the regulations, they may ask for them to be shown or contact the Department of Early Education and Care at the following address: 

Department of Early Education and Care
360 Merrimack Street, Building 9, 3rd Floor
Lawrence, Massachusetts 01843
(978) 681-9684
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PROCEDURES FOR REPORTING CHILD ABUSE OR NEGLECT
Little Hands, Big Hearts Preschool staff are mandated reporters of child abuse or neglect as defined in the Massachusetts General Laws Chapter 119 section 51A.  In cases of suspected child abuse or neglect, the Department of Children and Families (DCF) office is immediately notified.  LHBH staff is required to report all suspected abuse cases by phone within 24 hours and a written report within 48 hours.      Subsequently, any staff member suspected of child abuse shall be immediately suspended until the Department of Children and Families investigation is completed and for such further time as the Department of Early Education and Care requires.
The Department of Children and Families
328 A Cambridge Street, Burlington, MA 01803, (617) 520-8700
The Child Abuse Hot Line is (800) 792-5200

EEC RESPONSIBILITY
Chapter 28A, Section 10 and subsequent amendments to the General Laws of the Commonwealth of Massachusetts mandates to the EEC the legal responsibility of promulgating and enforcing rules and regulations governing the operation of Little Hands Big Hearts Christian Preschool program.

Department of Early Education and Care
360 Merrimack Street, Building 9, 3rd Floor
Lawrence, Massachusetts 01843
(978) 681-9684

MEDICATIONS
LHBH encourages parents to set up a schedule for administering non-emergency medications at home. In an emergency due to insect bites, allergies, other prevalent medical conditions, or if a physician prescribes a medication to be administered during preschool hours, LHBH staff will follow these guidelines:  
· First dose of medication will not be administered at LHBH. 
· LHBH will not be responsible for administering prescription, non-prescription medication, or topical ointments to a child without the written order of a physician.
· No medication prescription, non-prescription, or topical ointments shall be administered without prior parental authorization.
· A Staff member trained in medication administration will be present at all times.
· The Staff administering the medication will demonstrate competency in the administration of the medication before being authorized to administer any medication.
· Medication must be in the original labeled packaging with the child’s name, expiration date, and dosage, and brought into the LHBH administrator.  
· Medication shall be stored in the child’s classroom closet or refrigerator labeled with the child’s name, prescription name, and specific administration directions. Emergency medication, etc. shall accompany the child anytime the child is away from the classroom.
· A written medication log will be kept in the child’s file recording the child’s name, prescription name, date and time when administered, and staff member administering.
· Unused medications may be picked up by parent at the end of the school year.
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ILLNESS AT SCHOOL
If a child is already in the classroom at LHBH and shows signs of illness, he/she will immediately be attended to.  If the child manifests any of the symptoms requiring exclusion (as listed on next page) or it is determined that it is in the best interest of the child that he/she be taken home, his/her parent will be contacted immediately and asked to pick the child up as soon as possible.  The child will be offered a comfortable spot to rest in the classroom or preschool office. A staff member will remain with the child until the parent or contact person arrives for dismissal. If the situation proves to be an emergency, LHBH will follow the emergency procedures described in this booklet.  A child who has been excluded from LHBH may return after being evaluated by a physician, physician's assistant or nurse practitioner, and it has been determined that he/she is considered to pose no serious health risk to him or herself or to the other children.  LHBH reserves the right to make the final decision concerning the inclusion or exclusion of the child.  
When a communicable disease has been introduced into LHBH, parents will be notified promptly in writing by the Director. Whenever possible, information regarding the communicable disease shall be made available to parents. 
ILLNESS AT HOME

Deciding when a child is too sick to go to school can be a difficult decision for parents to make. The staff at LHBH asks parents to use good judgment with regard to runny noses and coughs.  Since our preschool group is based on young children, germs are easily spread by sharing toys and space. Even though LHBH staff disinfects all toy/tables on a regular basis, please use the guidelines (as listed on next page) when trying to decide to keep your child at home. 

Children, who exhibit symptoms of the following types of infectious diseases, may be excluded from LHBH if it is determined that any of the following exist, as set forth by The Department of Early Education and Care of Massachusetts.

Please refer the document described in this booklet, Criteria for Excluding Children from Child Care, for further information on exclusion and/or illnesses.
















        9
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LHBH DIAPERING & TOILETING PLAN
Toilet training status is not an eligibility requirement for enrollment.  Classroom schedules allow for taking children to the bathroom. Children are escorted by a Teacher at any time the child requests to, or is in need of a pull up change.

Children and staff are required to wash their hands after using the toilet, before snack, or any time necessary to protect a child/Staff from spreading germs. 

If a child soils his/her clothes he/she will be changed with clothing provided from home or provided by the LHBH program. The child will never be punished for soiling, wetting, or not using the toilet nor forced to remain in soiled clothing or forced to remain on the toilet in addition to using any other unusual or excessive practices for toileting. The soiled clothing will be double bagged and sent home.  

If a child is toilet training, Staff may request the child wear pull ups with Velcro sides for ease in changing him/her and request an additional, extra set of clothing to be kept in school. 

TRANSITION PLAN
CLASSROOM TRANSITIONS
A child is assigned to a developmentally appropriate classroom and will remain in that classroom for the school year.  Classrooms run independent daily schedules depending upon the class size and development of the children.  Activities throughout the day will vary in length depending upon the thematic unit.  Transition between activities will be safe, predictable and flexible.  Staff use visual, verbal, and auditory cues to help support children’s transitions.

An example of a visual cue:
Row of individual picture of activities that may be turned over by a child or Staff to show
What comes next
Blink lights 
Use hand gestures i.e. Hand up in the air or two fingers up 

An example of a verbal cue:
            Teacher verbally reminds children an activity is about to change
             If you are wearing a  … color, get in line or if your name begins with …
            Talk about what comes next

An example of an auditory cue:
             Teacher rings chimes to warn children an activity is about to change
             Teacher sets a timer to warn children an activity is about to change
                Everyone sings a song i.e. cleanup, cleanup, everybody everywhere…

TRANSITION PLAN FOR PROGRAM CHANGE  
In the event a child must leave LHBH preschool mid-year, parents should  provide staff a one month  advanced notice in order to assist the child with transition to his/her new program.  Please inquire about LHBH’s withdrawal policy. 

LHBH Staff, with parental permission, will be available to collaborate and share information with the new program.   LHBH Staff will assist the child with the transition in a manner consistent with the child’s ability to understand, i.e. discussion, good-bye song, verbal cues, pictures, etc.   
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NO SCHOOL ANNOUNCEMENTS AND EARLY CLOSINGS

Little Hands Big Hearts follows the Woburn Public Schools, regarding school closure.  LHBH will be closed if a “NO SCHOOL,” or a “WEATHER RELATED EARLY RELEASE” for Woburn Public Schools is announced.  If Woburn Public Schools call for a “DELAYED OPENING”, the director may delay LHBH opening or keep opening the same. School closure announcements are publicized on local radio and television channels, including AM radio WBZ and WHDH, television channels 4, 5, or 7, and your local cable channel.  LHBH also reserves the right to close at the discretion of the LHBH Director, for any reason that could cause an unsafe condition at the preschool.  Announcements will be made via our website and/or emails. 

In the event of an early closing of Little Hands Big Hearts Preschool, parents or contacts will be notified by either a phone call from their child’s Teacher/Staff member or a public warning system.  Events that may require an early closing of preschool are severe weather conditions or warnings, technological hazards, fire, or utility disruption (water, heat, electricity), all which may cause regulations unable to be met.  
In the event of a power outage, it is at the discretion of the LHBH Director if preschool classes will continue.  Classrooms have large windows and flashlights, and LHBH is equipped with emergency lighting, and a weather radio.  In the event of water or heat loss, it is at the discretion of the LHBH Director to cancel classes and notify parents or contacts of dismissal.  Emergency dismissal is at the exit door next to the Preschool office if safe to do so. In the event of a hazardous material accident or something of a similar nature, the fire department or police department shall be notified immediately.  Depending on the nature of the call, an immediate evacuation may take place.  LHBH staff will follow the Fire Evacuation instructions. 




















12
EMERGENCY SITUATIONS
Our lower than state mandated ratios enhance our ability to monitor the children at all times. During physical transitions, head counts and attendance lists are taken. Students are never without supervision in or outside the classroom while they are in our care. The LHBH staff strives for preventive measures to keep children safe at all times. Staffs and staff are able to communicate amongst each other via walkie talkies and phone while school is in session. Emergency procedures to ensure the safety of all children are in place. The lines of communication will be open and all staff will be alerted to the emergency situation. 

LHBH staff is prepared to respond to a medical emergency.  In an emergency, such as an allergic reaction, seizure, serious fall or serious wound, or life threatening situation an immediate call to Rescue 911 will be placed.  The lead Staff will begin administration of emergency first aid while the assistant Staff or second Staff takes the other children to another area or room. Assistance will be sought from the LHBH Director or another staff person. The Director or supervisory staff will contact the parent/caregiver to inform them of the situation, and ask the parent/caregiver meet the child and accompanying staff at a local hospital. The child’s file will be taken, including permission forms and pertinent insurance information, if available.

If the emergency is non-life threating, the parent/caregiver will be contacted to transport the child to the hospital. The child will be kept comfortable and an LHBH staff member will remain with the child until the parent/caregiver arrives. When parents cannot be reached, those listed as emergency contacts will be called as further attempts to reach parents will take place.
The staff person who witnessed or discovered the emergency situation must fill out an incident report within 24 hours of its occurrence, stating the nature of the injury, date, time, and location.  The report will be given to the Director/Staff and delivered to the parents within 24 hours.  The information will also be transposed into the LHBH incident log. The parent/caregiver must sign the incident report for the child’s file.  

During an LHBH field trip, a staff member is responsible for the care and supervision of the children whose parent or guardian is not attending.  A staff member will carry emergency information and medications.  Children are supervised at all times and every precaution is taken.  If the parent/caregiver accompanies the child on the field trip, the parent/caregiver is responsible for the care and supervision of his/her child. The LHBH Director will carry a travel first aid kit during the field trip.  If a child becomes ill on the field trip and the parent/caregiver is not present, the parent/caregiver would be contacted and a member of the LHBH staff would see that the child receives medical attention and remain with the child until the parent arrives. The method and urgency of medical treatment for the child will be determined by the Lead Staff based on the severity of the emergency or illness. If necessary, an ambulance will be called.
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WITHDRAWALS, SUSPENSION OR TERMINATION POLICY
In the event there are concerns about a child’s safety and well-being of himself/herself and others, LHBH will assess the child’s placement.  The following steps will be taken:
· A conference will be called for the parents to meet with the Staff to discuss the situation and develop a plan of action
· A parent will be given an opportunity to observe the child in the classroom.
· If needed and with parent approval, LHBH may offer referral options for supportive services and/or may pursue options for supportive services to the program which may include consultation and educator training.
· LHBH staff and parents will develop a plan for behavioral intervention at home and in the program.
· If the situation does not show improvement within a reasonable amount of time, a second conference will be called.
If a resolution is not met, and it is determined that his/her placement here is not in the best interest, the Director will work with the family to find a more suitable setting.  The Little Hands, Big Hearts Preschool staff shall prepare the child for transition from the program in a manner consistent with the child’s ability to understand.  The preparation process will be done with the parent’s input, using the most sensitive manner possible. 

Consistent lapse in financial obligation will lead to discussion about the child’s placement here.  

REFERRAL POLICY
Before a child is referred for special assistance or professional evaluation based on social, emotional, or learning challenges, adjustments or modifications will be made to meet his/her need.  If it is determined to suggest a referral, the procedure is as follows:
· The child’s Staff shall inform the Director of their concern.
· An observation and recording of the child’s abilities will be noted by the Staff and Director, along with a detailed report prepared by the child’s Staff.
· The Director shall review the information and the child’s record, prior to a referral.
· The parents will be informed with a written request to attend a meeting for their input, along with involvement and consent to make a referral for a consultation and/or professional evaluation of the child.
· The meeting will be attended by the Director, parents, and any other involved persons discussing concerns about the child.
· A current list of referral resources for the children in need of social, mental, health, education or medical services, including a contact person for Chapter 766 shall be provided.
· The referral will be followed up, with parental permission, to determine what services the child may be in need of or is eligible to receive.  Every 3 months a progress report will be prepared to determine if another referral is necessary.
· If it is in the best interest of the child to be placed in another program, the Staff will prepare and help transition the child with his/her new placement.
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FIRE SAFETY TRAINING
Little Hands, Big Hearts Preschool conducts fire drills every month.  Fire drills are documented, including the date, time, and success of drill.  All fire drills are logged and made available upon request through the LHBH Preschool office. Fire officials annually visit LHBH and familiarize the staff and children with fire safety.
	FIRE EVACUATION PROCEDURE
In the event of a fire, the following plan is in place:
· Classrooms 2 & 4 shall exit the right side door.
· Classrooms 6 and 8 shall exit the front door.
· Classrooms 10 shall exit the left side door.
· Snugglebugs will exit thru the hallway to the church office and outside.
· LHBH staff and students will remain outdoors if in the playground. It will be determined after discussion over LHBH walkie talkies, with Fire Dept. officials if needed, as to how, when and where to proceed when safe. 
· The Staff is responsible for taking the attendance book, emergency files, medications, first aid kits, and emergency backpacks.
· The LHBH Director shall be responsible for checking all classrooms, bathrooms, taking a cell- phone, and keys.
· The meeting area is the lower parking lot whenever the building is evacuated, unless otherwise directed.  Once outside, attendance will be taken.
· Re-entry into the building will take place when the children’s safety is established.
· Should it be determined that it is not safe to return, parents/contacts will be notified.
If an emergency evacuation is necessary, LHBH will proceed to the emergency evacuation
location, referred to at the end of this handbook.      
                                        FLOOR PLAN 
[image: A floor plan of a building

Description automatically generated]
	KEY:
	First Aid Kit . . . . . . . . . . . . . . . .
	Fire Extinguishers . . . . . . . . . .
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EMERGENCY MANAGEMENT PLAN 

FIRE AND DISASTER EVACUATION PLAN
Purpose:
This policy and procedure has been developed to insure the safety of the Staffs and children of Little Hands Big Hearts Preschool in the event of a fire or emergency disaster.  The principle object is to prevent personal injury or loss of life in the event of an actual emergency.  All employees shall be acquainted with these procedures to ensure a safe and efficient evacuation of the premises.  An emergency disaster might include but not limited to a power or heating failure, water problem, bomb threat, or natural disaster.  In the case of a power failure or water problems, parents will be notified to pick up their children from school.
       Faculty Organization Chart

Director		Jo Anne Hayden
Asst Director		Kim Millette

Classroom 2		Jenn Moura			

Classroom 4		Linda Tarantino		Amanda Mennell
			Karen Pruyne		
			
SnuggleBugs		Jenna Millette		Amy Nowosielski
			Carla Jamieson		Lucia Nigro	
			
Classroom 6 		Daniela Salerno		Katie Corbett
			Colleen Barrett		Christine Cavallo
	
Classroom 8		Arlene Ahern		Jeanny Coucelos
		
Classroom 10		Courtenay McGrory(Admin Asst)
                              	Jen Walker 		Jacki Santullo

Floaters		             Lundyn Stack		Marlene McArdle
                                               					
· The staff at Little Hands Big Hearts Preschool shall be trained in First Aid.
· There shall be at least one staff member certified in CPR present during preschool hours.
· The LHBH Director shall be in charge in the event of an emergency.  
· A current list of emergency telephone numbers is posted at every phone.
· There is a first aid kit maintained and stored in a clearly marked cabinet in the kitchen.
· The LHBH Director shall be responsible for cell phone, checking the facility, decision making and the call for help, unless another is directed to do so.
· The LHBH Assistant Director shall be responsible for cell phone, checking the facility, and the call for help, if directed to do so.
· The Staff shall be responsible for their students, class attendance, children’s emergency forms, medications, first aid kits, and emergency backpacks.  
· If the LHBH Director is unavailable, a designated Staff member shall be responsible for above.
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SHELTER IN PLACE
Some conditions require a shelter in place be put into action.  Those conditions would include tornadoes, hurricanes, earthquakes, a hazardous material accident, or as otherwise instructed.  In an emergency situation that requires a shelter in place, the LHBH staff will move the children to the inside corridor of the building.  Classroom doors and double corridor doors will be closed with access to the bathroom facilities and kitchen.  The kitchen has a first aid kit, food, battery radio, flashlight, snacks, juice, bottled and running water.  The corridor is equipped with backup lighting.  Staffs will take emergency sheets, attendance forms, and medications.  All LHBH staff are familiar with the location of water, gas, and electricity shutoffs.  If students are to be picked up by parents, parents must enter at the doorway near the LHBH office. 

SAFETY ENGINEERING AND EQUIPMENT
Alarm System:  A fire alarm system is provided throughout the building and is monitored by the Woburn Fire Department and alarm company. 
Fire Extinguishers:  Fire extinguishers are clearly marked with a sign attached to the ceiling and located outside Classrooms 4 and 6, and the Fellowship Hall.
Exits:  All exits from the building are clearly marked by an exit sign above the exit door.  The primary emergency exits for the classrooms are the sides and front of the building.
Meeting Area:  The meeting area is the lower parking lot whenever the building is evacuated.
Fire and Disaster Plan:  This plan has been conferred with the Woburn Fire Dept.

EMERGENCY PHONE NUMBERS
Medical Emergency	. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  9 1 1
Police  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  9 1 1
Fire  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  9 1 1
Poison Control . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  (800) 222-1222
Massachusetts Department of Early Education and Care . .  .(617) 988-6600
Dept of Children & Families (Child Abuse800-792-5200)…(617) 748-2000
Woburn Police and Fire Dispatcher  . . . . . . . . . . . . . . . . . .  (781) 932-4560
Local Emergency Management Dir……………….. . . . . .   (781) 897-1380
Mass. Emergency Management Agency . . . . . . . . . . . . . . .  (800) 982-6846
	City of Woburn Board of Health Department  . . . . ………. (781) 897-5920
	Jo Anne Hayden, LHBH Director……………………..........(617) 680-7440
	Little Hands, Big Hearts Christian Preschool………………(781) 937-5645
			60 Forest Park Road
			Woburn, MA 01801
Winchester Hospital . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  (781) 729-9000
			41 Highland Street 
Winchester, MA 01890
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PARENT EMERGENCY EVACUATION INFORMATION

Child Care Facility:	Little Hands Big Hearts Christian Preschool
Address:		60 Forest Park Road, Woburn, MA 01801
Telephone:		781-937-5645		Redeemer Lutheran Church: (781) 933-4600

Emergency Contact:	Jo Anne Hayden   	Cellular Phone:	            (617) 680-7440
(Please do not call cellular phone during non-emergencies)

In the event of a Confined Environmental Emergency, (fire, chemical spill, etc.) during which this child care facility must be evacuated, in accordance with Public Safety officials, or in the event staff and children are required to leave the Immediate Area due to a Non-Confined Environmental Emergency (chemical spill, flood waters, etc.) both children and staff will be transported by staff vehicles, emergency vehicles, busses, etc,, to the following Non-Immediate Area:
			John F. Kennedy Middle School
			Middle Street, Woburn, MA 
			(781)  937-8230

If, in the event of a Major Environmental Non-Confined Emergency that necessitates the evacuation of a large area, children will be transported by staff cars to a designated mass shelter:
			Woburn Memorial High School
			88 Montvale Avenue
			Woburn, MA
			(781) 937-8210

There they will be cared for while parents/emergency contacts are notified and arrangements made for their pick up.  At all times during the crisis, staff will remain with and care for all of the children.  Staff will check attendance whenever children are moved.  Staff will maintain accurate Attendance Lists and bring any necessary medications, supplies, and emergency records.  All parents will be notified of the situation and where to pick-up children as soon as possible.

If necessary, children will be transported to the following Health Care Facility:
			Winchester Hospital
			41 Highland Street
			Winchester, MA
			(781) 729-9000
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REFERRAL SERVICES

 1.  Refers parents first to family physician.

 2.  If this is not satisfactory and if it is a medical problem, refer parent to:
	Children’s Hospital
	300 Longwood Avenue
	Boston, MA 02115
	(617) 355-6000

 3.  If it is a mental health problem, refer parent to:
	Children’s Hospital				Children’s Hospital
	Outpatient Child Psychiatry Dept.			Outpatient Child Psychiatry Dept.
	300 Longwood Avenue				482 Bedford Street
	Boston, MA 02115				Lexington, MA 02420
	(617) 355-6680					(781) 672-2100

 4.  If the parent and child need social referrals:		 5. If reporting child abuse: 
	Visiting Nurse Assoc. of Middlesex East		Department of Social Services
	800 W Cummings Park, Suite 5000			Cambridge/Burlington Area Office
	Woburn, MA 01801				328 Cambridge St
	(781) 756-2488					Burlington, MA 01803
							(617) 520-8700 	Hot Line (800) 792-5200	
 6.  If the child needs language or speech therapy, parents are referred to the public school that the child will be attending for kindergarten:
Altavesta	(781) 937-8235				Reeves		(781) 937-8240			    Goodyear  	(781) 937-8237 		     		Shamrock	(781) 937-8241	
	Hurld/Wyman	(781) 937-8243				White		(781) 937-8242		
Linscott		(781) 937-8239
												
 7.  Early Intervention:					 8. Special Education:
	Mystic Valley Early Intervention				Dr. Nora Murphy-Asst Director
	Ann Marsh, Director					Joyce Middle School	
	10 P Gill Street						55 Locust Street
	Woburn, MA 01801					Woburn, MA 01801	
	(781) 932-2888						(781) 937-8233 x 251

 9.  Dental Specialist:					10.  Vision Specialist:
	Pediatric Dental Association				Martin Cutler, MD
	955 Main Street, Suite 101					550 Main Street
	Winchester, MA 01890					Woburn, MA 01801
	(781) 729-1900						(781) 935-3380

11.  Hearing Specialist:					12.  Poison Control Center:
	Jose Angelis, MD						(800) 222-1222
	Winchester, MA						
	(781) 729-8855

These names and telephone numbers are provided for your convenience in compliance with the regulations from the Massachusetts Department of Early Education and Care.  This list does not, however, imply an endorsement of these providers by Little Hands, Big Hearts Preschool or the Lutheran Church of the Redeemer.		
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REGISTRATION AND TUITION FEES 

Little Hands Big Hearts Christian Preschool (LHBH) follows the Woburn Public School calendar for major Holidays, vacations and professional development.  Children are enrolled for the entire school year. Tuition is based on enrollment (a reserved space), not on attendance.  Since they hold a position in the school, tuition payments are due even if a child is absent due to sickness, snow days, vacations, or holidays other than those in the Woburn Public Schools calendar. Refunds and make up days due to inclement weather are not given.  Please notify the preschool, in writing, in the event of a prolonged illness or absence. Tuition is not reduced for up to two weeks of absence. A one month written notice is required by the preschool in the event of a student withdrawal from the program. Please note the $50 registration fee and $150 advanced tuition are non-refundable .Parents are responsible for payment of tuition for the entire time the child is enrolled including the required notice period.  Please refer to the LHBH Refund Policy. 

To ensure a place in the preschool, a non-refundable $50 registration fee and a non-refundable $150 tuition prepayment must be received.  Registration is for the whole school year program, September through June.  The first tuition payment is due August 1.  The current school year’s tuition prepayment will be applied to your first tuition payment.  Payments are due on the first of each month.   A $15.00 finance charge may be added to the following month’s invoice if payment is not received by the due date.  

Some discounts are available, and information may be obtained from the Director. 

Checks should be made payable to: Little Hands, Big Hearts Christian Preschool (LHBH)

Payments may be brought into the LHBH office or mailed to:
Little Hands Big Hearts Christian Preschool, 60 Forest Park Road, Woburn, MA 01801

TARDINESS FEE
We will adhere to the following schedule when charging fees for late pickup:
	5-15 minutes late
	16-20 minutes late
	21-25 minutes late
	more than 26 minutes

	$10
	$20
	$25
	$1 per minute late



		LATE PAYMENT FEE AND SERVICE CHARGE
Tuition payments are due on the first of every month. A $15 finance charge may be added to the following month’s invoice if payment is not received by the due date. Subsequently, in the event of a returned check for insufficient funds, the service charge we receive from the bank will be added to the amount owed, which we request be paid by cash, or money order. 
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