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Pre-School and Extended Day Handbook

Welcome to Pine Forest. Thank you for taking the time to read the handbook. We
appreciate your choice in Pine Forest School. Please be a part of this community. We
welcome feedback to better serve this community and its families.

Pine Forest School offers the Extended Day Program to families who need care for their
children before and/or after regular school hours, (KG-8" for morning care (contingent upon
6 enrollments), Pre-K to 2" grade for afternoon care).

Pine Forest offers Pre-school to families for children aged 3 to 5. We strive to provide a
developmentally appropriate program for students that supports their learning in a safe and
loving Waldorf environment. The Pre-school and Extended Day program are in line with the
K-8 Pine Forest School program which is guided by the Core Principles of Public Waldorf
Education.

We believe it is important to build strong teacher-student and student-student
relationships. We work to build a loving, respectful sub-community within the school that
the children look forward to attending. Rudolf Steiner, the founder of the first Waldorf
school 100 years ago, said “Essentially, there is no education other than self-education,
whatever the level may be.” We strive to provide an environment that creates healthy
opportunities to learn through play. We believe young children learn best through play that
is chosen by them, directed by them, and motivated by their own inner compass.

The Pre-school and Extended day are licensed by the AZ Department of Health Services for
full and partial day programs: The preschool accepts children age 3 to 5 who are potty
trained.

Arizona Department of Health Services
150 North 18" Avenue

Phoenix, Arizona 85007

602-542-1025

Hours of Operation: Extended Day

Monday - Friday; 7am to 7:45am (if available) and 3pm to 5:30 pm Monday, Tuesday, Thursday and Friday. Wednesday
afternoon is from 1:00 pm to 5:30pm

Snow or other Delayed Opening: start time is 9am and then follows the regular school day.

Hours of Operation: Pre-school

Monday — Friday: Half Day 8:15 to 12:00 Full Day 8:15 to 2:50

2 Hour Snow Delay Opening: start time is 10:15. - Pine Forest Pre-school will follow the Flagstaff Unified School District, Snow
Day and delayed start day notification/schedule. Please check the district website or listen to local radio stations.
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Mailing Address:

Extended Day and Preschool Program
% Pine Forest School

2257 East Cedar Avenue

Flagstaff, AZ 86004

928-779-9880

Enrollment Procedures & Fee Schedule for Extended Day:

The Front Office has Extended Day registration forms available. Once those forms are filled
out and the $40 Annual Registration Fee is paid, your child is enrolled in Extended Day.
Shortly thereafter, you will receive an email inviting you to create an account thru the
Kinderlime website. We ask that you enter more detailed information into your Kinderlime
account (such as caregivers authorized to pick-up your child, allergies, etc.). Kinderlime also
offers a free app which gives you access to the most up to date information regarding your
child’s attendance and billing.

To withdraw from Extended Day, please notify the front desk as soon as possible of your
intention (info@pineforestschool.org or 928-779-9880). All outstanding balances will be due
immediately upon withdrawal.

Payment Requirements:

All families are required to pay a $40 Annual Registration Fee. Extended Day’s hourly rate is
S6/hour and is calculated to the minute using “electronic signatures” with the Procare
software program. Invoices are emailed on the 4th of every month.

Payment in full is due by the last school day of that month. Accounts with Overdue Balances
will automatically receive at $15 Late Fee. If a balance is carried beyond 45 days, the
account will be put “on hold” until there is a zero balance on the account. When the
account is on hold students may not attend.

Late Pick-up Fees (after 5:15 pm) are automatically added to your next invoice at a rate of
S1 per minute. All families, including families receiving Full or Partial Scholarships, are
responsible for any Late Pick-up or Late Payment Fees.



mailto:info@pineforestschool.org

Pre-School and Extended Day Handbook

Morning Care is available to all K-8th Grade students from 7am — 7:45 am.

Extended Day Morning Care is thru the office front door and held in the Birch room. Parents
must escort their child into the building. No drop-off outside.

During a 2 Hour Delay, there is no morning care; school begins for all students at 10:15.

Afternoon Care is available to Pre k, Kindergarten and 15t & 2" Grade Students. M, T, W, Th, F.

Enrollment Procedures & Fee Schedule for Pre-school:

The front office has enrollment forms for Pre-school. Parents are asked to take a tour and
meet with administration and the preschool teacher(s). Once the enrollment form is filled
out and the family has met with school officials (teacher/administration) and understands
the philosophy of the program the students will be accepted into the program. A S50 dollar
registration fee and $150 annual support fee are due upon enrollment. The support fee
goes toward snacks and consumable supplies.

FIVE DAYS: Half-Day $4,500 per year - $450 per month or Full Day $6500 per year - $650 per month for 10 months Aug-May,
FOUR DAYS: Half- Day $3,600 per year - $360 per month or Full Day $5200 per year -$520 for 10 months Aug-May,
THREE DAYS: Half-Day $2,700 per year - $270 per month or Full Day $3900per year -$390 per month for 10 months Aug-May

PRORATE ($25.00 Half-day) ($36.00 Full-day)

There is no reduction for shortened months or refunds for days missed.

Consecutive days for the 3 or 4 days per week programs will be arranged by availability and
through the preschool teacher.

Payment is accepted for the full year or on a month to month basis. Monthly payment is
due on or by the first day of the month. Invoices will be sent periodically, but it is the parent
responsibility to pay the tuition for the upcoming month on time. If payment is in arrears
beyond one month the student will not be allowed to attend until payment is received.
Arrangements for payments can be made If there is a hardship situation, arrangements for
payments can be negotiated through administration.

To withdraw from Pre-school, please notify the front desk as soon as possible of your
intention (info@pineforestschool.org or 928-779-9880). All outstanding balances will be due
immediately upon withdrawal.

Refunds: For full year payments will be refunded for unused months. Monthly refunds will
be prorated from 1°%-15™ no refunds will be applied after the 15" of the month.
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Preschool & Extended Day Area of Operation:

Students remain in the Early Childhood wing of the building throughout the day. The Pre-
school and Extended day outdoor play area is separate from the 1% through 8" grades
playground.

Lunch Guidelines:

As stated in the Pine Forest Parent/Student Handbook (p. 17), we encourage families to
provide healthy, whole foods for lunch, including raw fruits and vegetables whenever
possible. Candy and sodas are not allowed and will be set aside to eat at home. Some
children are more sensitive to the simple sugars added to “healthy” foods like yogurt, fruit
cups, granola bars, etc. In these cases, teachers may ask parents to monitor and adjust total
sugar grams as a first course of action in addressing behavior issues.

Preschool Daily Schedule:

8:15 Morning Arrival -Activity and Free Play Indoors
8:30 Morning Circle

8:45 Outside

9:50 Snack Time

10:20 Story

10:40 Inside Play, Seasonal Crafts and Painting
11:20 Outside Play

12:00 Ready for Lunch for all day Preschool — Half-day students; dismissal
12:05 Lunch

12:45 Story and Afternoon Rest/Nap

1:45 Inside Quiet Games, drawing, etc.

2:00 Indoor or Outdoor afternoon activiity and play
2:05 Qutside Play

2:50 Dismissal

Extended Day Schedule

3:00 Continued outside play and arrival of 1st and 2nd grades
3:15 Afternoon Snack

3:30 Outdoor or Indoor Free Play and afterschool game or activity
5:00 to 5:30 Clean-up,
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Fieldtrips and Transportation:

Preschool and Extended Day do not leave campus for field trips or other activities. There is
no transportation of Extended Day or Preschool students.

Parent Access:

Parents and Guardians have access to Extended Day and Preschool Facilities throughout the
hours of operation but must come through the front office except at drop-off and —pick-up
times.

Discipline Guidelines and Methods:

Preschool and Extended Day teachers’ approach to discipline and behavioral issues is
consistent with Pine Forest School’s philosophy and guidelines as stated in the
Parent/Student Handbook (p. 29). Our goal is to keep the children safe at all times while
minimizing excessively disruptive behavior. Students may be separated from his/her
classmates by either the Lead or Assistant Teacher. In rare cases a child may be taken to the
Front Office for a conversation with the principal. Repeated behavioral/discipline issues may
lead to reduced participation in Extended Day or temporarily being put “on hold” until the
student is better able to manage their behavior. Extended Day reserves the right to restrict
any student from participation in the program, as deemed necessary by teachers and
administration.

Parent Responsibilities:

Parents are expected to provide lunches and extra food for Extended Day snack. We also
ask that parents provide appropriate clothing for all types of weather throughout the year.
Long extended days for young children depend heavily on being able to be outside in the
fresh air and moving about in all kinds of weather. We need the help of parents to make this
a realistic possibility.

We ask that parents communicate with us in a timely fashion if you have concerns about
your child, or the Preschool or Extended Day program in general. Please feel free to speak
directly to your child’s teacher first, or the Extended Day Caregiver, or finally with Cindy
Roe, Pine Forest School’s Director of Operations.

Child Admission and Release Requirements:
See Enrollment Contract
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Pesticide Application Policy:

A. Procedures for providing notification to parents and guardians of pesticide

application.

Pine Forest Extended Day Extended Care and Pine Forest Preschool will notify parents
and guardians by email and by paper copy at least 48 hours before the application of
pesticides.

Pine Forest will post signs to identify the pesticide application area or delegate the
contracted pest control applicator to fulfill this duty.

. Pine Forest will obtain from the contracted pest control company detailed and
sufficient information for the purpose of completing the posting materials.

Exemptions from the above mandated pesticide applications are as follows:
1. Non-residual pesticide applications performed or contracted by public health agencies for adult
vector control.
2. Emergency pesticide applications of a pesticide that has a toxicity category of lll or IV pursuant to
40 Code of Federal Regulations section 156.62 to control harmful pests that pose an immediate
threat to the public health.
3. Disinfectants or swimming pool chemicals.
4. Block, gel or paste-type bait that is a toxicity category Ill or IV formulation of insecticide pursuant
to 40 Code of Federal Regulations section 156.62 and that is either of the following:
(a) Secured in an enclosed, tamper-resistant bait station and placed in an area that is
inaccessible to children.
(b) Applied to a crack or crevice inaccessible to children.
5. Block-type bait that is a toxicity level Ill or IV formulation of rodenticide pursuant to 40 Code of
Federal Regulations section 156.62 and that is secured in an enclosed, tamper-resistant bait station
placed in an area inaccessible to children.
6. Personal repellants.
7. Any pesticide exempt from regulation by the United States environmental protection agency
pursuant to the federal insecticide, fungicide and rodenticide act (7 United States Code section
136w).

. Pine Forest will maintain written records of pesticide application notifications for a
period of at least three years after the application of pesticides that are not exempt
from posting.

Insurance
Pine Forest School carries liability insurance for Pre-school and the Extended Day program
students.
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Medication Administration Procedures

Prescription medications must come packaged in the original prescription box or bottle with
original label affixed. The child’s name and dosage to be administered must on the label. It
is preferred that the doctors name be visible as well as the original RX number. Medication
in most cases will be administered by the front office. If it is imperative that the medication
be immediately available, the class teacher will administer the medication as necessary and
it will be stored safely in the Early Childhood wing of the school.

Accidents and Emergencies:

Emergency services (911) will be called immediately if it is apparent that the injury or
situation requires immediate support of emergency services. If 911 is called, parents will be
notified immediately. If parents cannot be reached, then the emergency contact will be
called.

For injuries not requiring emergency services but the attention of a doctor, such as a
laceration, minor head injury, muscle or ligament injury the parent will be called
immediately.

If the injury is minor, such as a small scrape or bump and can be handled by school
personnel, an ouch report will be written up. The parent will be notified by phone or at
pick-up and given a copy of the ouch report.

Inspection Reports
Inspection reports such as fire, gas and DHS inspections are available in the Pine Forest
School office.

Further Information
We ask that Preschool parents also read the K-8 grade parent and student handbook for
further helpful information.

Attached to this handbook is helpful information sponsored by the Arizona Department of
Health Services, Empower Program.
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