
MT. CARMEL PRESCHOOL & MOTHER’S MORNING OUT 
5100 SOUTH OLD PEACHTREE ROAD 

NORCROSS, GA  30092 
P.O. BOX 922997, NORCROSS, GA  30010 

(770)  449-4498 
         
 
Welcome to Mt. Carmel Preschool and Mother’s Morning Out. This 
handbook is a reference guide to answer many of the questions you 
may have about our program. 
            
We believe we will offer your child an environment where they can 
discover how they fit into the scheme of this big and sometimes scary 
world. We feel we provide a safe place for their spiritual, emotional, 
and physical growth. 

  
We stress learning by “doing” and have a program full of exciting and 
stimulating adventures geared to their specific age level. Perhaps 
most importantly, we are here to support and love your child as an 
individual.  
 
We strive to maintain a close and loving relationship through our low 
child-teacher ratios and eventful curriculum. We are pleased that you 
have chosen Mt. Carmel Preschool as your child’s introduction to 
learning in a school environment. 
            
Please feel free to contact me with any questions concerning your 
child’s progress or any of our policies. My office number is at the top 
of the page, and my email address is mtcarmelpres@comcast.net. 
You may reach me by phone Monday-Friday from 9:00 A.M. until 
2:30 P.M. and anytime at my email address. 
   
In joy and love, 
 
Carol Portillo 
Director  
 
 

 

mailto:mtcarmelpres@comcast.net


MT. CARMEL PRESCHOOL MOTTO 

 
Put on your listening ears, use your kind hands, and your kind heart. 

 
 
 

MISSION STATEMENT 
 
We at Mt. Carmel Preschool promise to love and support every 
person who comes into our midst.  We pledge to encourage and 
guide each child to reach their full potential by offering small classes 
full of exciting and stimulating curriculum.  We feel everyone at Mt. 
Carmel has been led here by God’s hand and will honor our blessings 
with good humor and dedication to the teachings of His Word. 
 
 
Mt. Carmel Preschool is committed to a policy of non-discrimination 
involving equal access to education and employment to all regardless 
of sex, race, age, religion or handicap. 
 
 
Please be aware we are an exempt church school facility and are 
not licensed, or required to be licensed, by the State of Georgia 
and we do not carry liability insurance. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



MT. CARMEL PRESCHOOL POLICIES 
 

 

Schedule of Sessions 
 
Mt. Carmel Preschool operates five days a week September through 
May.  Holidays follow the Gwinnett County school system and will 
also be announced on the school calendar. 
 

Arrival and Dismissal 
 

Morning Carpool: 
 

1. Carpool will start at 9:30 and end at 9:45 

2. We ask that you wear a mask while on church/preschool property. 

3. Enter the preschool through the driveway closest to the church office (this 

has not changed). 

4. Proceed to the back of the church to the sidewalk leading into the building 

(right past the toddler and two’s playground). 

5. Once you are one of the two front cars, please have your child unbuckled 

and waiting beside your car. 

6. A teacher will meet you and take your child’s temperature.  Please do not 

release your child until a teacher has taken their temperature.  We do not 

want any of the children running from their cars without being escorted. 

7. Once we’ve confirmed that your child’s temperature is within the normal 

range you may proceed to the exit of the parking lot. Enjoy your day! 

8. If you arrive after the carpool doors close, please remain in the carpool 

line and notify us of your arrival.  Everyone receives the Directors and 

their child’s teacher’s phone numbers at orientation. 

 

Afternoon Carpool: 
 

1. Afternoon carpool will start at 1:20 and end at 1:30*. 

2. Please pull around to the back of the building where you dropped off 

during morning carpool. 

3. Please wait with your car and a teacher will bring your child to you. 

 

*There will be a late fee assessed of $15.00 for any child not picked up by 
1:35.  Teachers need time to prepare for the next school day and to sanitize 
their classrooms. 



Inclement Weather Policy 
  
We follow Gwinnett County Schools for ALL weather closures. You may find 
Gwinnett County school announcements on the television or tune your radio to 
AM WSB 750. We also use the Remind system to get in touch with parents 
urgently. 
  
  

Toilet Training 
  
Toddlers and Two’s do not need to be toilet trained. When a child is beginning 
toilet training, please speak to your child's teacher to confirm they feel your child 
is ready to start training in the school environment. If you decide that your child 
needs to use pull-ups initially, please send them pull-ups with the Velcro closure 
to help the teachers in case of an accident. The teachers will cooperate as much 
as possible, but time does not allow them to take an individual child to the 
bathroom every 20-30 minutes. Try to teach your child to indicate their need to 
use the bathroom verbally. Please include a change of clothes, underpants, 
socks, and two extra pull-ups in the child's school bag each day. As you train 
your child at home, please remember that "training" a child also includes wiping, 
flushing, hand washing, and bathroom cleanliness. We will verbally encourage 
children to assist themselves with the process (wiping, flushing, redressing, and 
handwashing). 
 
It is unsanitary for our teachers to wash soiled underpants. Our policy is to 
dispose of all solids then wrap soiled underpants in a plastic bag to be sent 
home. 
 
Three's and Four's: All children enrolled in the three, and four-year classes 
must be independent in bathroom use: clothing, wiping, flushing, hand washing, 
and bathroom cleanliness. Teachers will do their best to continue leading 
children toward independence and assist with zippers and buttons at the 
beginning of the year. It is prudent to send children in clothing that they can 
easily manipulate. 
  
  

Daily Needs 
  
Each child receives a tote bag provided by the Preschool. Please send in an 
extra set of clothing (including socks), a lunch box, diapers, and wipes if needed.  
There will be a clip on every bag used for notes and projects that come from the 
Preschool. Please use the clips for messages sent to the teachers. 
  
                                      

 



Illness 
  
Please do not send your child to school when they are ill. To do so would be 
unfair both to your child and to the other children in their classroom.  
Please keep your child at home if they have any of these symptoms: sore throat, 
runny nose, cough, fever, rash, earache, or headache. If your child is on 
antibiotics, they do not have to remain home during the entire course, but only 
until their symptoms improve and they feel well enough to participate in all 
activities offered at the Preschool. Do not send your child to school if they are 
unable to play outdoors.  Your child must be 48 hours fever, diarrhea, or 
vomiting-free before returning to school.  100 degrees F constitutes a fever in 
the school.  
 
If a child becomes ill or exhibits unusual symptoms during school hours, we will 
call the Primary Contacts as indicated on the Emergency Form. The child will be 
brought to and remain in the Director’s office to isolate them until someone can 
come and pick the child up from school.  
 
  
If you find that your child has an infectious disease, please report it to the 
Preschool Director at once so she can notify their classmates' parents. 
  
  

Fees 
  
  
Registration Fee:  A fee of $100.00 (per child enrolled; $85.00 for second child) 
is due at the time of registration.  
  
Tuition:  Tuition is due each month. An envelope will be attached to your child's 
book bag at the beginning of each month. Please do not remove the envelope; 
put cash or check into the envelope and send it back with your child the following 
school day. 
  
If you believe that you will have a problem with any monthly tuition payment, 
promptly contact the Preschool Director. If we can arrange a satisfactory 
payment schedule, your child may be allowed to continue at Mt. Carmel 
Preschool. 
  
Late Pick-up Charge: There will be a late fee assessed of $15.00 for any child 
not picked up by 1:35.  After the $15 fee is assessed at 1:35, the charge is $1 per 
minute. Teachers need time to prepare for the next school day and to sanitize 
their classrooms. 
 



Activity Fee:  A $100.00 activity fee will be due in August at Orientation to cover 
all field trips, luncheons, guests, and special programs offered throughout the 
year. 
 
Returned Payment Fees: If a payment is returned to the Preschool for 
insufficient funds, the preschool is charged a fee by the bank, therefore there will 
be a fee of $25 assessed by the Preschool for each returned payment. 
 
Withdrawals: Two calendar months' notice of intent to withdraw your child from 
the program is required (i.e., you must give written notice by the first day of the 
second to the last month your child is to attend Mt. Carmel Preschool.)   
 
School Closing: With the exception of an extended school closure (over 10 
days consecutively) there will be no refunds or make up days scheduled in the 
event of school closing due to inclement weather or any other unforeseen 
emergency. 
 
  

Clothing 
  
Remember – we learn in Preschool by "doing." Please dress your child in clothes 
that they can "do" in. We encourage you to dress your child in loose, 
comfortable, and easily washed clothing. Our theory is that the dirtier the child 
becomes, the more engrossed he has been in his lessons or free play. We 
encourage you to purchase play clothes, and we are very aware that some 
children will only wear one set of clothes – ever!  Please be sure to label all your 
child's belongings (including coats, hats, sweaters, gloves, book bags, and lunch 
boxes. 
  
                   

Lunches 
  
Please pack nutritious lunches in your child's lunch box every day. Some healthy 
suggestions are fruit, vegetables, bite-sized cereal, cheese and crackers, 
pretzels, sliced meats, and yogurt. Please do not feel pressured to pack 
sandwiches if your child does not eat them at home. We do not obsess about 
food at the Preschool, but we try to keep you aware of how much your child has 
eaten. While cookies and cupcakes are not forbidden, they shouldn't be an 
everyday choice. 
  
As always, we ask that nourishing lunches be packed each day for your child. 
We also ask that you not send in Capri Suns/juice boxes. We suggest that you 
send the drinks in cups that are easily accessible for your child. 
  
Please do not send gum to school with your child. It can be a safety hazard 
during playtime and is challenging to get out of carpeting in the classrooms. 



Allergies 
  
Be sure to make a list of your child's allergies on the registration information 
sheet and alert his teacher. Epi-Pens will be in the Director's office in case of an 
allergic reaction. The medication must be brought in the original prescription 
bottle showing the prescription number, name of medication, date filled, child’s 
name, physician’s name and the directions for dosage. Parents must fill out a 
permission slip releasing the Director to administer medication of any kind. 
Should an emergency arise that is beyond the Director's capabilities, we will call 
911.  
 
Please give the teacher a written request if your child needs to be excused from 
any regular preschool activity. Please do not send your child to school when they 
cannot go outside for playtime – their teachers will be with the other children, and 
they cannot be left unsupervised in the school building. 
 
              

Parties and Birthdays 
  
Each class will have three parties during the school year: Halloween, Valentine's 
Day, and the end-of-the-school blast.  
  
Birthdays are significant days for preschool children, and we want to make them 
very special. If you would like to bring refreshments and party supplies for your 
child's special day, just let us know ahead of time. Simple treats like cookies, ice 
cream cups, and cookie cakes are a few suggestions. 
 
                          

Discipline 
  
"Time out" is the form of discipline used at the Preschool. Younger students are 
often removed from the classroom for them to calm down and regroup after 
temper tantrums. Occasionally, younger students are over-stimulated by their 
surroundings and need a quiet moment away from other children. Older students 
will need to sit in a time-out chair in the classroom or out on the playground until 
they have calmed down and are ready to join the group with appropriate 
behavior. Older students will apologize to their friends if harsh words or physical 
confrontations are involved. Parents may receive a phone call if a complicated 
situation arises, and we may send a child home for the rest of the day. Please be 
aware that we may not always inform you of a time-out situation. We have taken 
care of the behavior at school, and a child does not need a second punishment 
at home unless the offense bears parental involvement. Corporal punishment is 
unacceptable. 

 
 



Biting 
  
While biting is upsetting to adults, from time to time, we find that biting will occur 
in the Toddler and Two-year-old classes since many children are unable to 
verbalize their wants and needs. Please inform the school if your child tends to 
bite, as we might be able to anticipate his actions when we see frustration rising. 
We will write a boo-boo report for the bite with a copy given to the biter. We will 
say "no" to the biter and comfort the child that was bitten. We will take no further 
steps of discipline. Should biting occur in the 3's or 4's, we will write an incident 
report and notify both sets of parents. If a second offense occurs, the biter is 
suspended from school for one day. Before returning, a conference will be 
required with the teacher, parent, child, and Director, reinforcing that biting is 
unacceptable. A third offense will result in the child's enrollment being 
terminated. 

 

 
Field Trips 

  
 We offer several field trips throughout the year that are "in-house," and everyone 
participates. 
 
  

Immunization 
  
Each child must have a current state #3231 immunization form that will be kept 
in his file. You may obtain this form from your child's physician or county health 
department.  You should turn in the form by the first day of school. Those 
children who are not immunized will not be allowed to enroll in the Preschool 
program. 
  
  

Release Procedures 
  
If a parent cannot pick up their child at the end of the school day, a written 
permission note must be given to the teacher stating the person who will pick up 
the child that day.  
In case of emergency, the Director will accept an oral request from the parent 
stating the person's name who will pick up the child. That person must have a 
photo ID to present to the Director/teacher in the afternoon before releasing a 
child to the stated person. We will not release a child to anyone without photo 
proof of identification. 
                                                
                                      

 



Child Abuse 
  
Mt. Carmel Preschool and Mt. Carmel United Methodist Church are involved in 
the practice of "Safe Sanctuary." All persons involved with children on church 
property, be it Scouts, Preschool, Sunday school, or children's choirs, take 
course work on preventing child abuse. It educates us on what precautions are 
needed to keep all children entering Mt. Carmel United Methodist Church safe. 
We are required by law to report any suspected child abuse, neglect, 
exploitation, or deprivation to the Department of Family and Children's Services. 

 
 

 

EMERGENCY PROCEDURES 
 

Preschool Security Plan 
 

Intruder 
 

To ensure the safety of all children, the following plan will be followed: 
 
Once children have arrived and are in their classrooms, all doors will be locked. If 
you need access to the Preschool between 9:45 a.m. and 1:20 p.m., please 
contact the Preschool Director by phone.   
 
In the event that she is unavailable to let you in, please go to the Church office 
and ask them to contact the Preschool office.  
 
Each situation is unique and will require quick thinking. If an immediate concern 
occurs on the church property, children will be kept in the classroom with the 
doors locked. Teachers will cover the windows and keep the children calm. If 
there is a concern in the area but not directly on church property, all outside 
doors will remain locked and children are to be in the building until all is clear. 
 
All staff will follow the steps to lock down until the “all clear” communication is 
made. Parents will be notified by email, Remind, or by phone. 
 
If an emergency situation occurs during carpool, either morning or afternoon, 
teachers and children will immediately enter or remain in the lower level of the 
church building. The outside door will be locked until the emergency situation has 
expired or resolved. 
  
If it is necessary to dismiss the children, we will ask parents to gather in the 
Fellowship Hall.  Children will be brought to their parent. Teachers and staff will 
not discuss the emergency with the children. No parent will be allowed in the 
preschool hallway. 



PRESCHOOL DISMISSAL FOR A CATASTROPHIC 
EVENT 

 
 

In the event of a national disaster or catastrophic event, this is the preschool’s 
security procedure for dismissing your child from school in an orderly manner:  
 
1. The children will stay in their rooms with the teachers. 
2. We will lock the exterior doors to the preschool and only the director will be 
allowed in the hallway.  
3. We will use the Fellowship Hall as a gathering place for parents. Staff 
members will bring the children upstairs to you. 
4. We will not talk to the children about the emergency. 
 

MEDICAL EMERGENCY PROCEDURE 
 
 

Mt. Carmel UMC Preschool will follow the stated procedure if a life threatening 
emergency occurs while your child is in our care: 
 
 Life Threatening Emergencies:  
 
1. 911 will be contacted immediately  
2. First Aid or CPR will be administered, as appropriate  
3. Parent or guardian will be notified  
4. Child will be transported to designated hospital by Gwinnett County Fire 
Emergency team 
5. Emergency will be documented and kept in the child’s file 
 
 

Loss of Water, Electricity, or Gas, Water or Gas Leak 
 
In the event of loss of water, electricity or gas in the building, school will need to 
close.  All staff and children will be moved to the three and four-year-old 
playground until parents are notified.  Regular pick-up procedure will be in place 
as long as the route used is not affected.  Our Alternate pick-up location is the 
Hope House.  Parents will be notified of this change by email, Remind, or phone 
call. 
 
                                             

Fire Drills 
  
Per the North Georgia Conference of United Methodist Churches, Mt. Carmel 
Preschool will practice fire drills monthly and tornado drills throughout the year.        



 
FIRE EXTINGUISHERS ARE LOCATED AT EITHER END OF PRESCHOOL 
HALLWAY  
 
Teachers are trained to: 
• Close all windows and doors (upon leaving classroom) 
• Count children - Take class listing with phone numbers  
• Leave the classroom and follow directions assigned to your classroom  
• Leave the building quickly and quietly          
                                               
 

Tornado Warning Procedure 
 

When a tornado warning is issued for our area, teachers will: 
• Move children into the Music Room (this room is across the hall and 
underground) 
• Children will assume a “duck and cover” position for the duration of the warning 
 
 

Teacher Input Forms for Evaluations 
 
We are happy to participate in your child's evaluation by filling out the request for 
the teacher input form. We will fill out your form by "committee," which will mean 
that everyone who works with your child will meet and fill it out together to get the 
most thorough evaluation. We mail the form back to Gwinnett County directly by 
the date required. Your final evaluation from the County will compile our input 
and input from many other sources. We don't keep or provide copies because 
our input is just a portion of the overall evaluation by the County.  
 
We are your Preschool and a valuable resource that supports all your efforts. 
After you meet with the County, we encourage you to let us know what things 
you will be working on to support your efforts and reinforce them at Preschool. 
 

 
Removal Procedures 

  
On occasion, the need for a child's re-evaluation may arise. A child's parents will 
always be aware of his development. The Preschool teachers and Director spend 
a great deal of time and patience with each child, keeping written records of all 
conferences and suggestions discussed. Should a child habitually exhibit a 
dangerous behavior to himself and other children in the Preschool, they will be 
asked to remain at home for two school days, followed by a conference with the 
child, their parents, teachers, and the Director. We hope that if a developmentally 
inappropriate problem arises, the parents will honor strategies and possible 
solutions offered by the teachers and employ said suggestions at home as we do 



at school. If the behavior is not corrected, the child will be dismissed. Our 
Preschool is not equipped to handle special needs children, but we have an 
active network of resources that may help those children in need.   
 

   
 
 


