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Trinity Preschool of McLean 
 

PARENT HANDBOOK, 2021-2022 
In the midst of the COVID-19 pandemic, all policies and procedures are subject to change. 

COVID-19 policies and procedures in this handbook are highlighted in yellow. 
As an institution, we strive to be as flexible, transparent, and timely in announcements as  

possible while working to serve our mission and our families safely through this health crisis.   
 

Mission Statement 

The mission of Trinity Preschool of McLean is to cultivate a collaborative community of families and teachers to provide a safe, nurturing 
and stimulating environment for young children to develop physical, emotional, cognitive, creative, and social skills through play-based 
and discovery-led learning. 

Vision Statement 

At Trinity Preschool of McLean, we believe that every child is a unique and special individual with unique and special abilities and needs. 
We believe that every child can experience the joy of learning, and as such, we strive to develop active, independent, and curious learners 
who are ready to enter the academic world when they graduate from our program. 

Philosophy Statement 

Trinity Preschool of McLean offers a high-quality Early Childhood Education Program (curriculum). Teachers are carefully chosen for 
their love and compassion for all children, as well as their knowledge of child development and instructional skills. Teachers nurture and 
celebrate each child’s individual gifts and interests, while also lovingly encouraging children to develop other skill sets and interests. 
Teachers use positive techniques, based on Conscious Discipline, to develop emotional, social, and self-efficacy skills. Each day is filled 
with opportunity and hands-on experiences, from French language immersion to art to cooking, from science investigations to storytelling, 
from music and movement to letters and numbers, from puzzles to pretend play, from blocks to books, and beyond! At Trinity, we strive 
to engage each child’s sense of wonder and prepare them to utilize it for growth and life-long learning. 

Faith Statement 

Trinity Preschool of McLean operates as an outreach ministry of Trinity United Methodist Church. It is open to teachers and children of 
all faith backgrounds. There is a weekly chapel time during which the pastors share age-appropriate Bible stories. Children learn to say 
a blessing before mealtimes, and learn the act of praying for guidance and for others. Teachers are encouraged to extend love and 
acceptance to all children by being faithful stewards of their education and celebrating their individual backgrounds. 

In compliance with the Code of Virginia, Section 63.2-1716, Trinity Preschool is religiously exempt from licensure and is classified as a 
“religiously exempt child day center.” We are subject to inspections from the Department of Education, Department of Health, and the 
Fire Department to ensure a safe and developmentally appropriate environment for children. 
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Hours of Operation 

Monday – Friday 

School Office, 8:30 am – 4:30 pm 

Early Bird Care, 8:30 am – 9:30 am 

Toddler and Preschool Classes, 9:30 am – 1:30 pm  

Kindergarten Class, 9:30 am – 2:30 pm 

Playcare, 1:30 pm – 4:30 pm 

Classrooms, Student Ages, and Staffing Ratios 

The following student-teacher ratios are maintained in each class: 

Class Child Ages Max. Per Day # Teachers 

Penguins 2 – 3 years  9 2 

Puffins 2 – 3 years 10 2 

Manatees 3 – 4 years 12 2 

Llamas 3 – 5 years 15 2 

Pandas 4 – 5 years 15 2 

Kindergarten 5 – 6 years 18 2 

Early Bird & Playcare 2 – 6 years 20 2 

Two floating teachers assist in the classrooms and around the school as needed. 

The maximum allowable enrollment of the preschool is 99 children per day (with a limit of 50 in the Langley Building). 

General Calendar 

Trinity Preschool of McLean follows the calendar of Fairfax County Public School (FCPS) with a few exceptions. Please note the 
following important dates: 

August 30 Zoom Parents’ Night (mandatory attendance by at least one adult per family, no children) 
7:00 -8:00 pm 

August 31 In-Person Orientation (attendance by child with an accompanying adult) 
10:00 am - 12:00 pm (your child will be assigned a 30-minute visit) 

September 1 First Day of School 

September 6 No School: Labor Day 

October 11 No School: Indigenous Peoples’ Day 

November 1 - 2 No School: Parent/Teacher Conferences 

November 22 - 26 No School: Thanksgiving Break 

December 20 - 31 No School: Winter Break 

January 3 Classes Resume 

January 17 No School: MLK Jr. Day  

January 24 No School: Teacher Work Day 

February 21 No School: Presidents’ Day 

April 1 – 8 No School: Spring Break 

May 27 Last Day of Preschool Classes / No Playcare 
Penguin/Manatee/Llama 3’s Early Dismissal: 11:30 am 
Panda Pre-K and Llama 4’s Play & Graduation, 12:30 – 1:30 pm 

May 30 No School: Memorial Day 

May 31 – June 17 Preschool Summer Camp  

June 16 Kindergarten Class Play & Graduation, 2:00 -3:00 pm 

June 17 Last Day of Summer Camp, Playcare, and Kindergarten 
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Enrollment Procedure 

Trinity Preschool of McLean is an equal opportunity school and admits children regardless of race, nationality, ethnic origin, gender, 
and religious affiliation to all rights, privileges, programs, and activities generally accorded or made available to the children in the 
school. We do not discriminate on the basis of race, nationality, ethnic origin, gender, and religious affiliation in administration of our 
educational policies, admissions or other school administrations programs. 

In-House Registration for the upcoming school year begins in January for all children of current and past Trinity Preschool families, as 
well as children of Trinity United Methodist Church members.  Failure to sign-up at the In-House registration puts the family into the 
Open Registration pool. Open Registration begins following the close of In-House Registration.  

Children are accepted into our program on a first come, first served basis, as openings become available.  Upon acceptance, a child is 
scheduled for the upcoming full year from September through May subject to payment of all required fees, deposits, and tuition. A 
waitlist is maintained for each class once all openings are filled. 

Items required at the time of registration are: 

• a completed Enrollment Application (tuition schedule included) 

• a non-refundable Enrollment Fee 

• a non-refundable First Month’s Tuition 
 
Items required by the start of classes: 

• a deposit of the Last Month’s Tuition (due September 1st) (to be paid in the Brightwheel app) 

• child’s original birth certificate or passport (required for NEW students, must be viewed, verified, and returned to the parent) 

• Commonwealth of Virginia School Entrance Health Form verifying a child’s immunization history 

• Family Information Form  

• Covid-19 Waiver Form 

• MAT Medication Form (if child requires maintenance or emergency medication at school) 
 

The first month’s tuition and enrollment fee are due at time of registration. The last month’s tuition is due on the first day of class. If your 
registration and first day of school are the same, the activity fee and two month’s tuition are due. Once paid, the activity fee and first 
month’s tuition are non-refundable. A 30-day notice is required for termination of enrollment or the last month’s tuition will be forfeited.  

All tuition and fees are payable through the Brightwheel app. 

Children with Special Needs 

While Trinity Preschool aspires to be an inclusive setting, our teachers are not formally trained in providing special education. Parents 
of a child with identified special needs will meet with the Director to determine if accommodations can be provided.  

If during the course of the school year, teachers or parents have concerns about a child’s development, they will meet with the Director 
to determine the best course of action for the child.  The Director will provide information about resources available in the community, 
develop an individual learning plan in collaboration with teachers, as well as work with the family to access additional resources as 
needed. 

Parents are asked to notify the Director if their child has been evaluated and/or is receiving services from outside professional 
source(s).  The Director will work with the parents to coordinate services received within the classroom as needed. 

Probationary Enrollment Period 

For all children, there is a thirty-day probationary period of enrollment.  This is to ensure that children are properly placed in their school 
environment.  If a child continues to be distraught after our staff members in the classroom have made every effort to help the child 
acclimate to the group setting, it may be that the child is not ready for the program at that particular time.  After observation by the 
Director, if a large proportion of any staff member’s time is spent attending to the needs of one child so that it is unsafe or disruptive to 
the other class members, a child may be asked to leave the program.  The Director will contact parents with any major concerns about 
a child.  After careful consideration, and consultation with parents, the Director will make the final determination regarding continued 
enrollment. 
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Withdrawal 

Thirty days (thirty days prior to the tuition payment of the final month a child will attend) written notice is required to withdraw a child 
from Trinity Preschool or the last month’s tuition payment is forfeited. Upon receipt of the written notice (e-mails are acceptable) the 
deposit of the final month’s tuition will be applied to the child’s final month of attendance. 

Tuition 

Tuition for the 2021-2022 school year is set at the following rates: 

• 5-day enrollment: $6,750/year (or 9 payments of $750)  

• 4-day enrollment: $5,850/year (or 9 payments of $650) 

• 3-day enrollment: $4,275/year (or 9 payments of $475)  

• 2-day enrollment: $3,375/year (or 9 payments of $375)  

• Kindergarten: $10,000/year (or 10 payments of $1,000) 

Tuition payments are due on the first day of each month.  Tuition is considered late after the 1st of the month. Tuition payments 
received after the 1st of the month will be assessed a $30 late fee. Payments can be made directly through the parents’ account on our 
Brightwheel app.  

Tuition is not negotiable and is not refundable because of illness, family vacations, weather conditions, or health-based closures. Trinity 
Preschool is a non-profit operation and we depend on prompt payment of your tuition each month to meet our expenses.  We solicit your 
attention and support in this critical area to keep our program solvent through the entire school year and beyond.   

Early Bird & Playcare Programs 

Trinity Preschool and Kindergarten students may register for Trinity Playcare in the following timeslots at the following rates, choosing 

as much or as little care as needed.  Tuition for Playcare is due on the first of the month.  A non-refundable deposit of the first month’s 

tuition payment is due at enrollment.  The last month’s tuition deposit is due in September.  Eight more monthly payments will be 

charged October – May. 

 

 Mon/Wed/Fri (3 days) Tue/Thu (2 days) Tue – Fri (4 days) Monday – Friday* 
(5 days) 

8:30 – 9:30 
Early Birds 
(Kindergarten and 
Preschool Age) 

$120/month 
    ($1200/year) 

$80/month 
    ($800/year) 

$160/month 
   ($1600/year) 

$200/month 
    ($2000/year) 

1:30 – 3:30 
(Preschool Age) 
 

$240/month ($2400/year) 
 

$160/month 
($1600/year) 

$320/month 
   ($3200/year) 

$400/month  
($4000/year) 

2:30 – 3:30 
(Kindergarten) 

$120/month 
    ($1200/year) 

$80/month 
    ($800/year) 

$160/month 
   ($1600/year) 

$200/month 
    ($2000/year) 

3:30 – 4:30 
(Kindergarten and 
Preschool Age) 
 

$120/month 
    ($1200/year) 

$80/month 
    ($800/year) 

$160/month 
   ($1600/year) 

$200/month 
    ($2000/year) 

 

*A full-time Playcare rate for Preschoolers attending 5 days/week, all 4 hours is discounted to $750/mo. 

*A full-time Playcare rate for Kindergarteners attending 5 days/week, all 3 hours is discounted to $575/mo. 

The drop-in rate for Playcare is $13/hour, and available only as space is available per days requested. 

To accommodate the gap between the end of the Preschool year on May 27, and the end of the Kindergarten and Playcare year on 

June 17, Playcare students are given priority enrollment in the Preschool Summer Camp, which runs May 31 – June 17, 9:30 -1:30. 
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Fundraising 
 
Although Trinity Preschool is an outreach ministry of Trinity UMC, it is entirely self-supporting, with the exception of insurance.  In addition 
to staff salaries and related expenses such as materials, equipment, and playground maintenance, the school also contributes financially 
to the church to help defray costs of bookkeeping, cleaning services, lawn care, parking lot maintenance, and utilities.  Fundraising is a 
great way to build community and offset improvements throughout Trinity Preschool.  We may hold fundraisers throughout the year.  
Families are under no obligation to participate, but we appreciate any and all extra financial support.   
 
Staff  

Staff members have all completed a Criminal Record Check (Federal Fingerprint Check) and a Central Registry Search (Child Abuse and 
Neglect).  All substitute teachers undergo the same background checks and hiring process as typical staff.  Staff are selected on the basis 
of their qualifications to fulfill established specifications for the job.  General criteria include education, experience, mental capacity, 
physical ability, and willingness to work in the specific environment.  Trinity Preschool of McLean prides itself on selection of high-quality 
staff members who exude love and compassion for all children.  Staff members participate in ongoing professional development to remain 
current on best practices for Early Childhood Education. 
 
Staff members are required to have a current Pediatric CPR/AED and First Aid certificate.  Additionally, each staff member is trained to 
recognize symptoms of anaphylactic shock and use an Epi-Pen.  Staff also receive training that enables her or him to recognize the signs 
of child abuse and neglect as required by Section 63.2-100 of Virginia Code.   
 
An annual health exam form stating that each staff member is free from any disability which would prevent him/her from caring for children 
must also be on file with the Director.  A qualified physician or certified nurse practitioner must sign the form.  Each staff member must 
provide a negative tuberculosis screening signed by a physician.  If an employee is unable or refuses to provide skin testing results, then 
she/he must provide a chest x-ray report as proof of a negative tuberculosis status.  Additionally, all preschool staff members are required 
to provide proof of Covid-19 and Influenza vaccinations. 
 
Curriculum 
 
Trinity Preschool of McLean implements a child-centered, play-based curriculum on a daily basis.  Class time is balanced between 
student choice and teacher-led activities.  Teachers develop lessons and activities based on established classroom learning objectives.  
These objectives are developed by the school from resources such as the National Association for the Education of Young Children, 
Virginia’s Early Childhood Development Alignment Project, CDC Developmental Milestones, and Virginia State Standards of Learning.  
The curriculum encompasses Emotional and Social Skills, Fine and Gross Motor Skills, Literacy and Math Readiness Skills, Science 
Concepts, French Language Immersion, and Faith Enrichment. 

Discipline 

Classrooms at Trinity Preschool use best practices for discipline and self-efficacy based on the Conscious Discipline method.  In 
accordance with Virginia State licensing for Religiously Exempt Day Care: 

A. Discipline shall be constructive in nature and include techniques such as: 
1. Using limits that are fair, consistently applied, and appropriate and understandable for the child’s level 
2. Providing children with reasonable limits 
3. Giving positively worded directions 
4. Modeling and redirecting children to acceptable behavior 
5. Helping children to constructively express their feelings and frustrations to resolve conflict 
6. Arranging equipment, materials, activities, and schedules in a way that promotes desirable behavior 

B. When disciplining a child, staff shall not  
1. Use physical punishment or disciplinary action 
2. Shake a child at any time 
3. Be verbally abusive 
4. Force, withhold, or substitute food 
5. Punish a child for toileting accidents 
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C. When separation is used as a disciplinary technique, it shall be brief and appropriate to the child’s developmental level and 
circumstances.  The child who is separated from the group shall be in a safe, lighted, well-ventilated place and shall be within 
hearing and vision of a staff member. 

 
Effective classroom management is essential to developing a positive learning environment.  The classroom management practices at 
Trinity Preschool of McLean will focus on positive attempts to build respectful relationships with students while emphasizing student 
responsibility for their own behavior.  Teachers will base practices in Conscious Discipline methodology.  Redirection, temporary 
separation/“calm down” periods, guided “talk throughs,” and positive praise are acceptable means for helping a child deal with a difficult 
situation. 

In some instances when a child’s behavior disrupts the classroom environment in such a way that other students cannot learn and 
classroom activity cannot resume, the teacher may seek the assistance of the Floater teacher or the Director.  In cases of chronic 
behavior issues, the teacher will collaborate with the Director and parents to establish a plan for assisting the child.  Ongoing 
communication with parents is a key component of an effective discipline plan.  

Supplies 

The school furnishes most school supplies.  However, we ask that families please supply the following items to be kept at school. 

⃝ 1 or 2 family photos to display in the classroom 

⃝ Waterproof Rain Jacket and Pants OR Rainsuit 

⃝ Rain boots 

⃝ 2 boxes of tissues 

⃝ 2 canisters of disinfectant cleaning wipes 

⃝ 1 handpump bottle of hand sanitizer 

⃝ 2 rolls of paper towels (Bounty preferred) 

⃝ 2 resealable packs of baby wipes (unscented) 

⃝ (Penguin class only) 1 sleeve of diapers and 1 resealable pack of wipes 

Please bring all supplies to your child’s Orientation Visit in a paper grocery bag labeled with your child’s name.  A refresh of supplies 

may be asked for again mid-year if needed. 

Additionally, each child will need the following items that will travel between school and home each day. 

⃝ Bag 

Preschool: Open-top tote bag (We suggest Land’s End, Medium Size with Open Top and 

Regular Length Straps or at least a similar size) 

Kindergarten: Open-top tote OR Backpack, preferably with one large compartment 

rather than many pockets, no wheelie backpacks 

⃝ Lunch Box (we have great success with plastic bento style boxes, which can optionally be 

packed inside a plush insulated bag with a handle) 

⃝ Water Bottle (should be leak-proof and not too heavy for your child to handle independently... 

we refill them as needed) 

⃝ Extra set of clothes (top/bottom/underwear/socks), in a plastic bag inside the school bag 

 

Daily Schedule 

Individual class schedules vary, but all schedules include the following for lengths of time appropriate to the age level of the class. 

• Class Meeting(s) 

• Story Time 

• Play Centers (Dramatic, Sensory, Blocks & Loose Parts, Manipulatives) 
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• Literacy & Math Stations 

• Free and Guided Art Experiences 

• Outdoor Free Play* 

• Music 

• French 

• Snack & Lunch 

*Throughout the pandemic, all classes are encouraged to spend a greater amount of time outdoors as we know it is safest.  To that 

end, many classroom centers and materials may be moved outdoors as appropriate.  Trinity Preschool does go outside in all weather, 

hence proper rain gear is required to be kept at school.  In the event of high winds, thunder or lightning, heavy rain or hail, or extreme 

high or low temperatures, children will not play outdoors.  We will incorporate active play and movement through the day indoors, using 

extra spaces within the school and church to spread out. 

COVID-19 Prevention Protocols 

*All Covid-related protocols are subject to change at any time under guidance received from the CDC, Virginia Department of 
Education, or Virginia Department of Health throughout the duration of the pandemic. 

• All preschool staff members are required to be fully vaccinated against COVID-19. 

• All children and adults, regardless of vaccination status, will be required to wear face masks indoors and outdoors during high 
traffic transition times (drop off, dismissal, shared hallways and bathrooms).  Children and adults are required to remain 
masked at all times indoors, except when eating at least 3 feet apart.  We require all masks be attached to an adjustable 
lanyard to facilitate easy on/off use.  We do not require masks outdoors, except at high transition times.  

*Children will be taught to pull their masks up during indoor times.  This will be encouraged and modeled, but we will 
not force a child to keep their mask up.  We ask parent cooperation to practice at-home mask wearing before the 
school year starts.  Staff will communicate with parents if mask wearing becomes an issue with a child and we will 
develop a plan to best suit the needs of the child and the need to keep the classroom safe and healthy.  

* Every child must wear a clean mask to school each day.  Parents are responsible for cleaning the mask or 
providing a fresh one each day.  Masks should be at least two layers of fabric or the paper disposable type.  Masks 
should not have a plastic breathing valve, as guidelines are that these protect the wearer but not others around the 
wearer.  Please ensure that your child is comfortable in the mask you choose, and is able to wear it for extended 
periods of time.  This may require practice at home.  Label masks with your child's name in an easy-to-read spot. 

• As much as possible, windows will be kept open to dispel aerosol buildup in the rooms.  If needed, air conditioning is provided 
by a wall unit that draws from outside air.  Each classroom is also equipped with a HEPA air purifier with germ filtration layer. 

• Parents are required to fill out and submit a daily health screening via the Brightwheel App to confirm a child is healthy to 
attend school and has not been knowingly exposed to Covid. 

• Staff will ensure scheduled and frequent cleaning and disinfection of materials and surfaces. 

• Staff will provide oversight and instruction for proper handwashing hygiene and hand sanitizer use as needed. 

Attendance 

Attendance is taken on a daily basis through the check-in system on the Brightwheel app. All absences can be reported through the 
app as well. Late drop-offs or early pick-ups must be scheduled with 24-hours’ notice, unless in the case of an emergency. 

Arrival and Dismissal 
Transportation to and from school is solely the parents’ responsibility.   
Arrival  

1. If enrolled in the Early Bird program, parents should bring their child directly to the playground gate 8:30 am – 9:20 am. 
Drop-ins to this program are only allowed if pre-arranged with the office prior to the day of attendance. If the weather 
prevents playground drop off, Early Bird staff will message you on Brightwheel to come directly to the Playcare 
classroom. 

2. Regular drop-off begins at 9:20 am via car line.  Cars will display their name card in the front passenger window to assist 
staff with identifying the vehicle.  Once on campus, please scan the QR code on the name card to check your child in and 
complete the health screening questionnaire.  The line begins in front of the preschool entrance door and wraps around 
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the back parking lot.  Parents/caregivers should not exit the car. Staff members will unbuckle the child and lead him/her to 
the school entryway, where he/she will be greeted by a teacher who will take them to their classroom. 

Dismissal 

CHILDREN WILL BE DISMISSED ONLY TO A PARENT OR PERSON DESIGNATED BY PARENTAL WRITTEN PERMISSION.  If 
you regularly have a babysitter or other caregiver pick up your child, they must be listed in your child’s approved pick-ups in the 
Brightwheel app. If you arrange a play date for your child after school with a schoolmate, both parents must send in written notification 
to the Director (an email or a message within Brightwheel). We must have written notification from both families on file.  
 

1. Children attending afternoon Playcare will be picked up from their classroom by a teacher at 1:30 to walk over to the 
Playcare room. 

2. Regular Preschool Dismissal will begin at 1:30 pm via car line, and Kindergarten Dismissal will begin at 2:30 pm.  Cars 
will display their name card in the front passenger window to assist staff with identifying the vehicle.  Parents/caregivers 
will drive a full circle around the rear parking lot to create a car line to pull up to the curb in front of the preschool doorway.  
Parents/caregivers should not exit the car at this time.  A staff member will bring the child out and assist with getting the 
child in the car.  Parents/caregivers may exit the car at this time if needed in order to quickly buckle the child in the car 
seat.  Staff members may not buckle a child in to a car seat. 

3. Children attending afternoon Playcare may be picked up at 3:30 pm or 4:30 pm depending on your enrollment.  Please do 
not pick your child up in between these times unless specially arranged.  Playcare staff will alert you via Brightwheel 
whether they will be on the playground or at the classroom for dismissal.  Parents will park and accordingly come to the 
playground gate or Fellowship Building entrance. 

The first time you are late for pick up (up to 15 minutes) you will receive a warning from the Director.  

Subsequent late pick-up occurrences will be charged a late pick-up fee for each child on your Brightwheel account. 

 

 

 

 

Celebrations 

Holidays 

Trinity Preschool celebrates Christian religious and American secular holidays that are appropriate for children.  All holidays are 
handled in a manner that is developmentally appropriate for each age group.  Some of the celebration days that may be included are 
Halloween*, Thanksgiving, Christmas, Martin Luther King Jr. Day, Chinese New Year, Groundhog Day, Valentine’s Day, Abe Lincoln’s 
Birthday, George Washington’s Birthday, Dr. Seuss’ Birthday, St. Patrick’s Day, Mardi Gras, Easter, Earth Day, Memorial Day and 
Mother’s Day and Father’s Day.  We welcome families to share their particular customs, religious holidays, and/or family traditions with 
our preschool community, too.  Please let the Director know if you’d like to share a family tradition with your child’s class. 

*Halloween is presented as an opportunity to develop the concept of real and pretend in a non-threatening manner.   

Birthdays 

We enjoy celebrating these special days at school.  Your child will visit the Office to receive a special birthday crown and a small gift. 
Cupcakes or birthday treats may be sent in to share with the class.  Please speak to the teachers directly to arrange the best day and 
confirm any dietary restrictions.  Due to the pandemic, we will not be accepting any homemade treats.  Consider non-food items or 
individual pre-packaged treats or treats sealed in a container from a store. 

Invitations to birthday parties will NOT be distributed at school.  Please be sensitive to the feelings of ALL the children when it comes to 
such social events. 

 

1 – 5 minutes $10  31 – 40 minutes $50 
6 – 10 minutes $20  41 – 50 minutes $60 

11 – 20 minutes $30  51 – 60 minutes $75 
21 – 30 minutes $40    
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Special Events 

Being confident enough to perform before a group is a developed skill that transfers not only to further schooling but also into 
adulthood.  Several opportunities to practice this skill are incorporated through our curriculum and all-school assemblies.  We believe 
these events bring us together as a community and build our children’s self-esteem.  Although these opportunities currently appear on 
our school calendar, we will evaluate them each individually in terms of how best to implement best practices for Covid prevention 
while still gathering as a community and celebrating our children. 

Communication 

The school will publish a monthly newsletter that will be sent via email on the 1st of the month.  Each classroom has a short newsletter 
that is sent weekly on Monday morning via email to recap the previous week’s learning and give a quick preview of the coming week.  

All staff members have individual email addresses that will be shared with you at the start of the year.  Please send communication to 
both teachers in your child’s class to keep everyone in the loop.  Additionally, Brightwheel provides instant messaging service between 
staff and parents.  This is the most efficient way to contact staff with questions or concerns during the school day, as we will not be 
checking email while in classrooms.  Teachers will also send individual pictures and quick notes via Brightwheel.  Parents can choose 
in the app’s settings whether to receive push notifications in real time or receive a daily digest.  

All classes publish private photo albums of activities.  Teachers will share the link with parents at the start of the year.  

Conferences and Assessments 

Parent-Teacher Conferences are held in the fall.  Conferences provide a structured opportunity for the teacher and parents to discuss 
the child’s progress, well-being, and share successes and challenges at home and in school. Conferences are conducted with 
parents/legal guardians/designated representatives ONLY.  If a child’s parents wish to name a designated representative, a 
Communication Authorization Form must be filled out and on file in the Office. 

Any time parents or legal guardians desire a conference with their child’s teacher or the director, one will be arranged at the earliest 
opportunity.   

Confidentiality 

Trinity Preschool stresses the importance of protecting the rights of privacy of children, their families, and our staff members.  One of 
the basic policies of our program is to maintain the confidentiality of verbal information and children’s records.  It is critical that the 
confidences of children and their parents, as well as staff members, not be repeated to other staff members, friends or family members.  
Only in cases of professional necessity, and with written parental permission, will information be shared and then only to the 
professional having definitive reasons for needing the information for the good of the child and the family concerned.  Staff members’ 
rights and/or privacy will be considered as strongly as the rights of the children and their families. 

Photographs 

Photographs may be taken during Trinity Preschool events.  These images could be used in publications, multimedia presentations, 
including on our web page, Trinity Preschool’s social media, on our Brightwheel account, or stored for the purposes of archiving.  Web 
images will not identify children by name.  Parents may provide written notification requesting that their child not be photographed or 
restrict use of a child’s image. 

Health 

Immunizations 

According to the State of Virginia and the County of Fairfax, each student must have a current Commonwealth of Virginia School 
Entrance Health Form on file.  This form must be signed by a physician proving adequate immunization and certifying general good 
health.  The health form must be on file by the FIRST day of school each year.  Double check to make sure the form is complete.  Note 
that the physician must sign in two places and that the hepatitis vaccine must also be listed on the form.  According to Virginia State 
health regulations, a child is not permitted to attend classes until the form is on file. You can either mail the form directly to the 
school or bring it in-person to your Orientation Visit. 

For the 2021-2022 school year we are requiring each student and employee to receive an influenza vaccination. We will require 
documentation of this vaccine by October 15.  

https://s3.amazonaws.com/media.cloversites.com/22/226a7469-0835-4af9-9a79-3506457db259/documents/Virginia_Health_form_PDF.pdf
https://s3.amazonaws.com/media.cloversites.com/22/226a7469-0835-4af9-9a79-3506457db259/documents/Virginia_Health_form_PDF.pdf
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Trinity Preschool strongly encourages all eligible members of a child’s household to be vaccinated against Covid-19 to protect our 
community. 

Health Screening 

Parents/caregivers must complete a daily health screening questionnaire for each child at check-in time.  This will be in the Brightwheel 
app. Any child with a temperature of 100.4 or higher, or displaying symptoms associated with COVID-19 or other communicable 
diseases, will not be allowed to come to school.  Additionally, if a child has been exposed to COVID-19, the child must stay home for 7 
days from the exposure date without displaying symptoms and receive a negative Covid test on Day 4 or 5 before returning to school.  
In this scenario, a rapid nasal swab or saliva test is acceptable IF the child or a household member has NOT tested positive for COVID-
19 within the past 90 days (increased risk of a false positive or false negative result).  If the child or a household member has tested 
positive within 90 days, a PCR test will be required. 

Please refer to the Center for Disease Control’s guidance for Keeping Children Healthy During the COVID-19 Outbreak. 

We ask that parents please carefully consider exposure risk levels of activities outside of school.  Children and family members should 
be wearing masks and socially distancing in public settings, regardless of vaccination status.  Consistent handwashing and disinfecting 
of surfaces will also help keep your family safe.  

Please consider that the risks you take also impact the other children, our staff, and their families, some of whom may fall in the high-
risk category.  We are all in this together, and the better we take care of each other, the better our fun can be! 

Travel 

Families must alert the Director of any travel plans that include taking the enrolled child outside of the NOVA/metro area during the 
school year, including over school holidays.  If a child travels internationally OR domestically to a CDC identified COVID hot spot 
county within the United States (Red on the map), they will be asked upon their return to keep their child home for 7 days symptom-free 
with a negative Covid-19 test completed on Day 4 or 5 before returning to school.  A rapid nasal swab or saliva test is acceptable in this 
scenario IF the child or a household member has NOT tested positive for COVID-19 within the past 90 days (increased risk of a false 
positive or false negative result).  If the child or a household member has tested positive within 90 days, a PCR test will be required.  If 
a child is not tested, they will be asked to stay home for 10 days symptom free.  Similarly, if a family member other than the child is 
traveling to one of these destinations, we expect that the family member will get tested on Day 4 or 5 to prevent possible spread.  

Illness 

COVID-19 Symptoms: 

• A fever (100.4°F or higher) or a sense of having a fever (in children, this often displays as irritability or fatigue) 
• A new cough that cannot be attributed to another health condition 
• New shortness of breath that cannot be attributed to another health condition 
• New chills that cannot be attributed to another health condition 
• A new sore throat that cannot be attributed to another health condition 
• New muscle aches (myalgia) that cannot be attributed to another health condition or specific activity (such as 

physical exercise) 
• Loss of sense of smell 
• Loss of sense of taste 
• Nasal congestion or runny nose 

*Children with chronic allergies or similar conditions that mirror COVID-19 symptoms will be asked to be assessed and cleared with a 
doctor’s note before returning to school.  A child testing positive for COVID-19 must remain home for at least 10 days. 

A symptomatic student who has had close contact (within 6 feet for a total of 15 minutes or more) with a person infected with 
COVID-19 OR traveled to an area of increased exposure, should undergo a PCR test on Day 4 or 5 from the date of exposure. 

• If the student receives a positive COVID-19 test result they should not attend school and should isolate until: 
o At least 10 days since symptoms first appeared AND 
o 24 hours with no fever without fever reducing medication AND 
o Other symptoms of COVID-19 are improving 

https://www.cdc.gov/coronavirus/2019-ncov/daily-life-coping/children.html
https://covid.cdc.gov/covid-data-tracker/#county-view
https://covid.cdc.gov/covid-data-tracker/#county-view
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• If the student receives a negative COVID-19 test result or is not tested they must still complete the full 14-day quarantine from 
the last contact with an infected person before returning to school because they can still develop COVID-19 for up to 14 days 
after being exposed.  

A symptomatic student with no known close contact with an infected person or increased exposure should receive a Covid 
test.  In this scenario, a rapid nasal swab or saliva test is acceptable IF the child or a household member has NOT tested positive for 
COVID-19 within the past 90 days (increased risk of a false positive or false negative result).  If the child or a household member has 
tested positive within 90 days, a PCR test will be required 

• If the student receives a positive COVID-19 test result or if they are not tested, they should not attend school and should 
isolate until 

o At least 10 days since symptoms first appeared AND 
o 24 hours with no fever without fever reducing medication AND 
o Other symptoms of COVID-19 are improving  

• If the student receives a negative test result, the symptoms are most likely from another infection.  Because this student 
DOES NOT have a known close contact, they may return to school once symptoms have improved.  The student should stay 
home until his or her symptoms have resolved for at least 24 hours: they no longer have a fever (temperature of 100.4 or 
higher) or signs of a fever (chills, feeling very warm, flushed appearance, or sweating) without the use of fever-reducing 
medicine (e.g., acetaminophen or ibuprofen). 

Common Illnesses and Guidance for When to Return to School: 

• Vomiting and/or diarrhea: Child may return 24 hours after the last episode. 

• Low grade fever under 100.4: If otherwise fine, the child may attend school.  If irritable, fatigued, or needing extra 
attention, the child should remain home until fever-free for 24 hours without medication.  If the fever rises above 100.4, 
however, the child must stay home until fever-free for 24 hours without medication. 

• Non-eczema or non-allergic/irritant rashes: Require a doctor’s note to return to school. 

• Infections requiring an antibiotic: Child may return to school 24 hours after taking the first dose, OR later when your 
doctor recommends resuming school. 

• Lice: Child may return to school when nits are no longer present. 
 

All children are expected to participate daily in outdoor play.  Outdoor play is necessary for good physical development and general 
health.  Do not send your child to school if she/he is not well enough to participate in outdoor activities.  We cannot arrange for an adult 
to watch a child inside during this period as both teachers are required to supervise their class outdoors. 

In the event that a child becomes ill at school, parents will be notified.  If a parent cannot be reached, we will contact the person(s) 
listed as emergency contacts.  Parents are expected to pick up the child within 30 minutes of notification. 

You must notify the Director if your child has been diagnosed with a communicable disease.  In the case of COVID-19, we are 
mandated to report it to the Health Department and they will assist to determine the next steps for the school in terms of notifying 
parents and whether to close the class or school temporarily.  In the case of other communicable illnesses (i.e. influenza or strep), we 
will notify all parents if more than one case is reported. 

Injuries 

Our primary goal is to provide the safest possible environment for your child; however, we understand that accidents will happen.  All 
staff members are trained to treat minor injuries including scraped knees, sand in the eyes, small bruises, etc.  Staff members are 
qualified to administer first aid and CPR.  Incidents will be recorded and you will be notified through your Brightwheel account.  For any 
and all head injuries, as well as insect stings, we notify parents immediately via phone and through Brightwheel.  Otherwise, parents 
will be informed at dismissal time if a child had a minor scrape or boo-boo.  For more serious injuries, we first stabilize the situation and 
then phone parents to explain the situation, listen to your wishes, and give our recommendations. If we are unable to reach parents or 
their designated emergency contact, we will choose the best course of action for your child based on our assessment of the situation, 
our experience and training, and information previously provided by the parents.  The Fairfax County Fire and Rescue Squad may be 
called in the case of an emergency.  If it becomes necessary to transport a child to an emergency room, the director or a staff member 
will accompany the child.  Any expenses that may be incurred are the responsibility of the parents.  
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Medication 

Parents are to report any medication your child is taking.  Many medications may affect the child’s behavior and it is helpful for all 
concerned that we be kept informed.  Staff will NOT administer non-emergency medication.  This includes antibiotics, aspirin, 
Tylenol, and cough drops.  If a child requires medication during the course of the school day, the parent or an authorized designee 
must come to the school to administer the medication.  For life-threatening allergies or other severe health conditions an exception will 
be made following these guidelines: 1.) The child’s parent and his/her physician must complete and sign an authorization to administer 
medication statement; 2.) A written record of the administration of said medicine must be maintained; and 3.) The medication, detailed 
written instructions, and the record of administration must be kept where access is limited to qualified and trained adult staff members. 

Handwashing 

In order to be compliant with state and county codes, Trinity Preschool has established and implemented procedures for handwashing 
by staff and children upon arrival to school, before and after eating, after toileting and/or diapering, and before preparing and serving 
food.  Hand washing is the most important means of interrupting the transmission of communicable diseases among staff and children.  
Please help your children develop this habit at home as well. In between soap/water handwashes, hand sanitizer may be used. Only 
staff may operate and dispense hand sanitizer. 

Social Distance (Or Distant Socializing, as we prefer to say) 

Children will receive direct instruction and frequent practice to identify and maintain a safe distance of 3 feet from each other.  Indoors, 
vinyl floor stickers and tape in the hallways and classroom will help children identify distanced spots to safely interact with each other.  
Children will also learn fun ways to greet each other, play and explore together, and converse together from a distance.  While every 
effort will be made to teach children to safely interact from a distance during this pandemic, we know that young children are physical 
by nature and we cannot guarantee that children will not come in close contact with each other.  For this reason, we believe that 
teaching and encouraging mask- wearing is imperative, and we will rely heavily on making this aspect as normal and fun as possible. 

Cleaning 

All cleaning and disinfecting products used in the school are non-toxic and safe for use around children.  Disinfectants used are 
approved on EPA LIST N: Disinfectant for use against SARS-COV-2, the cause of COVID-19. 

• A checklist to document cleanings will be posted in each room, bathroom and playground area. 

• Classroom, hallway, and bathroom surfaces and will be cleaned with soap and water and disinfected every day after school. 

Floors will be vacuumed and mopped. 

• Langley Hall and adjoining bathrooms’ surfaces and floors will be cleaned with soap and water and disinfected every morning 

before use. 

• Classrooms will be cleaned while children are outdoors, and spot cleaned as needed while in use, with special attention given 

to high-touch surfaces. 

• Toys and materials will be disinfected daily or more frequently as needed.  Classrooms and playground areas will have bins 

for collecting materials that need to be cleaned before returning to circulation. 

• Bathrooms will be cleaned and disinfected every morning before school, again at 11:30 am, and again after school, and as 

needed for messes. 

 

Sunblock 

Please send your child to school with sunblock already applied for the morning. We ask all parents to supply sunblock for their child so 

that we can reapply it on sunny days. An authorization form to allow staff to reapply sunblock must be filled out/signed and on file with 

the office. 

 

Policy for Suspected Child Abuse 

The legal definition of child abuse and neglect is: 

• The creating or inflicting by a parent or responsible caretaker of a non-accidental physical or mental injury upon a child under 
18 years of age or permitting the inflicting of such injury; 
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• The creating by a parent or responsible caretaker of a substantial risk of death, disfigurement or impairment of bodily or 
mental functions of a child; 

• Neglect or refusal by a parent or responsible caretaker to provide care necessary for the child’s health; 

• Abandonment of a child by a parent or other person responsible for his/her care; 

• The committing upon a child of any sexual act in violation of law, or permitting the commission of such acts. 
 

Teachers and school employees, including Trinity UMC personnel, are required by law to report suspected child neglect or abuse.  If a 
teacher suspect’s abuse or neglect has taken place, a report will be made to the Department of Social Services and the Director will be 
notified simultaneously. A report will be filed offering whatever support documents and observations that are available.  If such a report 
is made, the Director will immediately advise the Preschool Board Committee Chairperson and the Senior Pastor of the situation.   

Food 

Allergies 

The church is not a nut-free facility, though each year the Director sets a policy that meets the needs of the student body regarding 
allergies. Parents will be notified if there are restrictions on any food that may come to school or their classroom. 

If your child has an identified food allergy, please contact the Director to complete an Allergy Action Plan. A master list will be kept on 
file in the director’s office as well as posted in the classroom.  If there is a severe food allergy that requires special medication (e.g. 
Benadryl or EpiPen Jr.), a MAT form must be completed by the prescribing physician and on file with the Director. The child will not be 
given any food that does not come from home without parental authorization.   

Snack 

Snack is provided by the parents on a rotating basis. Each child will be assigned weeks for snack duty during the year. If your child has 
snack duty, a grocery list of needed items will be provided to you a week prior and items are due at the school bythe first moring of 
class that week. If you would prefer not to shop for groceries, you can opt to pay a snack fee of $75 for the week. 

Lunch 

Parents are required to send lunches in plastic bento style boxes, with an optional plush carrier bag. Boxes/bags must be clearly 
labeled with your child’s name. Staff may assist with opening the box for the child as needed, but all items in the box should be pre-
opened so that staff do not need to touch any food your child will consume. We will provide paper water cups and plastic utensils as 
needed for lunch time. 

At lunch, children will sit with their classmates, seated 2 or 3 to a table, spaced at least 3 feet apart. Tables and chairs will be 
disinfected between uses. 

Toileting 

Children in the Penguin and Puffin Classes do not need to be toilet-trained. Teachers have access to a sanitary changing station to 
change diapers as needed. We will gladly assist parents with the toilet training process. Please discuss your methodology with the 
teachers when your child is ready to make this transition.  

Children must be toilet-trained in order to attend the Manatee, Llama, Panda and Kindergarten Classes. Toilet-trained means the child 
does not wear diapers, pull-ups or training pants and does not soil their underwear routinely throughout the day.  There are several 
scheduled bathroom breaks each day, and children may use the bathroom at any time.  

When talking with children about toileting, we use developmentally appropriate vocabulary including pee, poop, penis, vagina, and 
bottom.  In an effort to minimize confusion, please use these same words regarding toileting at home. 

With the exception of diapering, we do not wipe bottoms.  We will coach children as they learn this skill and become proficient in the 
bathroom. 

If a child has an accident, a staff member will help the child change into clean clothes.  If a child experiences repeated or chronic 
accidents, the Director will contact the family to discuss solutions. 
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Clothing 

PLEASE LABEL EVERYTHING WITH YOUR CHILD’S FIRST AND LAST NAMES! We highly recommend Mabel’s Labels or Sticky 
Monkey Labels. 

• Dress your child appropriately considering the weather forecast each morning.  Layering the child’s clothes is the best option as 
the weather often changes over the course of the day. Please note that we will be outside much of the day.  

• DO NOT dress your child in anything you will be upset to have soiled with paint, marker, glue, mud, or any other manner of 
childhood messy fun.  

• Shoes should fit properly and be close-toed and rubber-soled. Your child should be able to take shoes on/off fairly independently. 
No lace up shoes unless your child can tie them independently. 

• We play outside every day.  
o Wet weather: Please send in a pair of rain boots to keep at school. If rain is predicted, send a rain jacket that day. We 

also provide plastic ponchos as needed. 
o Cold weather: Please send in a warm coat, winter hat, and knit stretchy mittens or gloves (if your child cannot get fingers 

in gloves mostly independently, then please choose to send mittens). 
o Snowy weather: If school is in session, we definitely play in the snow! Please send snow gear (pants, boots, coat, 

waterproof gloves/mittens) in a plastic bag labeled with your child’s name. 
o Children should be able to dress themselves for outdoor play with as little adult assistance as possible.  We will directly 

instruct this skill and assist as needed, but we encourage you to offer them plenty of practice at home. 

• It is important to your child’s sense of independence that he/she can EASILY manage their clothing at bathroom time.  Overalls, 
body suits, and clothing with difficult snaps, buckles, or zippers are best saved to wear somewhere else.   

• We keep a limited supply of extra clothes on hand in case of emergencies.  With the exception of underwear, all borrowed clothing 
is to be washed and returned to the school. 
 

Visitors and Security 

Parents entering the building, as well as staff, licensing and inspection officials, and maintenance workers entering the building are all 
required to complete a health screening, wear a mask and use hand sanitizer immediately. All visitors must sign in and wear a visitor 
badge. 

With the exception of arrival and dismissal times, all outside doors leading to the preschool are locked at all times. The church is 
monitored in the main office by security cameras. When the church hosts an event during preschool hours, staff members monitor any 
access to the preschool area. 

Playground Use 

Families are welcome to stay and play on the playground after preschool until 2:30 pm.  From 2:30-4:30, the playground is exclusively 
for use by the Playcare program. 

Emergency Drills 

State regulations require monthly fire drills and annual shelter-in-place drills.  A record of the practices is kept in the director’s office.  

In Case of Emergency 

Whenever you are concerned about local or national security and want to pick up your child from school, please do so.  If possible, the 
best way to notify staff of an early pick-up is through the Brightwheel app. Children will be dismissed to parents/guardians UNLESS 
there is a lock down order issued by the government.  Depending on the threat, children may be secured in their classroom or we will 
move the children to the Interior Hallway and Supply Room underneath the church sanctuary until we receive further instructions from 
emergency services officials.  In order to provide for your child in the event of a shelter-in-place or lockdown procedure, we maintain 
emergency provisions stored to accommodate your children. We will notify families in the event of emergencies through 
our Brightwheel app and/or email/phone as necessary. 

 

 

 

https://mabelslabels.com/?utm_term=mabels%20labels&utm_campaign=Name+Bubbles+Replica&utm_source=adwords&utm_medium=ppc&hsa_net=adwords&hsa_tgt=kwd-12053703605&hsa_ad=388760850680&hsa_acc=8547066409&hsa_grp=76352861883&hsa_mt=e&hsa_cam=2081217295&hsa_kw=mabels%20labels&hsa_ver=3&hsa_src=g&gclid=Cj0KCQjw6uT4BRD5ARIsADwJQ19V7_EW5DsHlxT5wmzHksnDokUJ-lilzQRDnTwEDe91WHgcaaF0KcoaAtXbEALw_wcB
https://stickymonkeylabels.com/
https://stickymonkeylabels.com/
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Inclement Weather Closures 

Whenever you feel the road conditions are dangerous and want to pick up your child early, please do so.  If possible, the best way to 
notify staff of an early pick-up is through the Brightwheel app. We follow Fairfax County Public School (FCPS) for weather closures. In 
the case of an unscheduled weather closure, parents will be notified via email, the Brightwheel app and on the school Facebook page.  

Health Related Closures 

We do not anticipate any long-term health closures, but as we have learned, it’s best to be prepared!  If mandated by the state, county, 
or UMC authorities, the school may close temporarily for health-related reasons. 

o For any health closure that would delay the start of the school year, the school will apply enrollment and tuition fees 

already paid toward the future re-opening date.  Distance learning will not be implemented for the start of the school 

year. 

o For health closures less than a two-week duration, the school will provide ideas for at-home activities related to the 

current unit of study.  Tuition will not be refunded. 

o For health closures of a two-week duration: Distance learning will be implemented through take-home kits, Zoom, 

and Brightwheel.  Children will log-in for a 30-minute virtual morning meeting and warm-up, and daily activities will be 

sent to parents via a weekly outline email.  Optional virtual meetings will be led by staff throughout the morning 

(Physical activity, pretend play, games, crafts, French, alphabet work, etc).  The day will end with a lunchtime virtual 

meeting to share a story, share each other’s work from the morning, and have some time to chat.  Two weeks of 

Distance Learning will be pre-planned for a seamless launch if needed.  Tuition will not be refunded for this two-week 

period. 

o For health closures longer than a two-week duration: Parents will be given the option to continue with Distance 

Learning at 50% tuition rate or opt out for a pro-rated refund of tuition.  Opt-outs will not be refunded the May tuition 

deposit. 

o Parents who need in-person child care may call 866-KIDS-TLC or email KasharaL@va.childcareaware.org for 

assistance with locating child care programs that remain open. 

  

https://www.facebook.com/trinitypreschoolmclean
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ACKNOWLEDGEMENT OF RECEIPT 

 

I acknowledge that I have received and carefully read the Trinity Preschool of McLean Parent Handbook for the 2021-2022 school 
year.  I understand that policies may change at the discretion of the Preschool Board Committee, and that parents will be notified in 
writing regarding of any changes that occur during the school year. 

 

I agree to abide by the policies, practices, and procedures as outlined in the Parent Handbook.  Failure to abide by the Parent 
Handbook could result in my child’s dismissal from Trinity Preschool of McLean. 

 

I understand that is it my responsibility to contact the Director of Trinity Preschool of McLean should I have questions or need 
clarification regarding any policies, practices, and procedures contained in the Parent Handbook. 

 

 

 

________________________________________  ____________________ 

Signature of Parent/Guardian 1     Date 

 

 

________________________________________   

Print Name of Parent/Guardian 1     

 

 

________________________________________  ____________________ 

Signature of Parent/Guardian 2     Date 

 

 

________________________________________   

Print Name of Parent/Guardian 2      

 

 

 

 

 


