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Policy & Procedures Manual
Our Program:

The Preschool at New Horizons is a weekday preschool of the New
Horizons Community Church. We offer weekday programs for children
ages 2yrs. through pre-K. Our program is open to the community and
our programs feature spiritual education appropriate for preschoolers.
Concepts about God, Jesus, the Bible, nature, self, others and family are
taught in a classroom atmosphere that encourages loving kindness,
honesty, and concern for others.

Our Bright Beginners program (Age 2 by 9/30) is designed to introduce
the two to three year old child to school. Emphasis is placed on social
skills, language development, and large muscle activities while offering
the child opportunities to develop cognitive concepts.

Our Explorers program (Age 3 by 9/30) is designed to meet
developmental needs of children who are three to four years old. Social
skills, language development, and movement activities continue to be
important while more emphasis is based on concept development in the
areas of math, literacy, science, and social studies.

Our Discoverers program (Age 4 by 9/30) is designed to meet
developmental needs of children who are four to five years old. Our
program emphasizes concept development in the areas of math, social
studies, science, and emergent literacy skills, while encouraging
creativity, problem solving, language expression and socialization. We
also offer enrichment options for Discoverers.

Our Goal:

The goal of the preschool is to contribute positively to the development
of the whole child by creating a loving Christian environment that
fosters creative experiences in the areas of cognitive, social, emotional,
physical, moral, and spiritual development. We seek to meet the needs
of each individual child. Our curriculum features first hand experiences
that encourage creativity, language expression, problem-solving, and
socialization skills. Art, Music, Gross and Fine Motor activities, Ma-
nipulative, Free Play, Outdoor Recreation, and many other
developmentally appropriate activities are used in individual, small
group and large group learning experiences.
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In the best interests of the security of the children, teachers, and parents
involved in the preschool program, we insist that custodial and non-
custodial parents refrain from bringing any guests into the school or
church building who are not designated as emergency contacts or
authorized drop off and departure persons. Step-parents should be listed
as emergency contacts or authorized departure and drop off persons if
they will be entering the school and church building for any reason.
Anyone not listed for emergency, departure, or drop off purposes
should not enter the school building for any reason.

Director of Weekday Preschool Ministry

1. The Director of Weekday Preschool Ministry will be appointed by
the Pastor and will serve as an employee of the church reporting
directly to the Pastor.

2. A Policies and Procedures Manual shall be developed by the Direc-
tor and approved by the Pastor.

3. The annual budget will be developed by the Preschool Director and
approved by the Pastor.

4. Any major expenditures should be included in the budget.

5. Any major expenditures not included in the budget must be ap-
proved by the Pastor.

6. The Weekday Preschool Director will meet regularly with the Pas-
tor as determined by him, for periodic reports, and if any need
arises requiring his approval.

7. The Pastor may appoint a Weekday Preschool Advisory Board to
assist in the oversight of the Weekday Preschool Ministry.
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Governance

The Preschool at New Horizons, as a direct ministry of the church is
under the authority of the church in all matters. The Pastor shall serve
as the direct officer of the church responsible for the general oversight
of the Weekday Preschool. While he may appoint any advisory board
he may deem helpful, all employees serve at his pleasure, and any em-
ployee may be terminated with or without cause.

Preschool Director—Job description

1. To oversee all aspects of the Preschool.

2. To be informed on all curriculum used.

3. To be able to carry out the bookkeeping areas as it relates to
Preschool and present it to the Pastor as needed.

4. Plan for the school year. Special events, field trips, calendars,
letters to parents, visitation days, advertising for the upcoming
registration.

5. Set fees for new school year. Must carefully research tuition in the
local area and set fees accordingly.

6. Responsible for presenting information about a new employee to
the Pastor for final decision on hiring.

7. Handles the parents concerns and keeps the Pastor informed about
any problems that may affect the reputation of the church or
preschool.

8. Make sure student handbook is updated annually and approved by
the Pastor and preschool committee.

9. Set employees salaries and get approval for the salaries from
Pastor—Pastor will determine the Director’s salary.

10. Interface with parents. Investigate complaints and inform Pastor of
any serious problems.

11. To assign or conduct teacher training in accordance with state
regulations and keep current training records on all employees.

12. Understand and promote the purpose of the preschool and how it
relates to the church.

13. Update policies, procedures, job descriptions as needed.
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14. Review and evaluate annually all employees.

15. Make decision on school closings.

16. Delegate duties such as curriculum leader, assistant director, head
teacher to those qualified according to state regulations.

17. Make sure preschool is complying with all the state requirements.

18. Make sure preschool rooms, hallways and bathrooms are in good
condition both maintenance and cleanliness.

19. Interfaces with church secretary about working for preschool.

20. Enforces Preschool Student Handbook Policies.

21. Enforces Employee Handbook Policies and informs Pastor if
employee is not complying and takes the Pastor’s advice on how to 
proceed.

22. Seek Pastor’s advice on decision that will affect the policies,
reputation, or procedures of the preschool.

23. Maintenance of staff attendance records indicating daily hours
worked. (time sheets)

24. Staff orientation including center physical layout, job descriptions,
daily policies and procedures.

25. Maintenance of staff and children’s records.

26. Appoint staff member to assume director’s responsibilities when
she is absent.

27. Must maintain a current CPR Certification.

Assistant Director—Job Description

It is the job of the Assistant Director to help the director carry out all
the weekday preschool functions as determined by the Director. This
job will be carried out in addition to lead teacher job. Director will
delegate tasks to the Assistant Director as needed.

Head Teacher—Job Description

It is the job of the head teacher to ensure the appropriateness of
program activities according to the age and developmental level of the
child. Head teacher must schedule time in other classrooms. These
responsibilities are in addition to a lead teacher position.
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children from planned learning activities. If a Bright Beginner needs a
“lovey” to comfort him, you may include that in the backpack. Please
avoid pacifiers in school. Bright Beginners ONLY are required to bring
a sippy cup from home.

School Closings:
In general, we follow the Voorhees/Marlton public school weather
decisions. If our school closes due to inclement weather a message will
be left on the school answering machine by 8AM. Call 429-6633—
After the answering machine picks up IMMEDIATELY press #3 for
information regarding school closing.

Questions or Concerns:
Please speak to your child’s lead teacher if you have questions or
concerns regarding your child in school. Presume your child’s behavior 
is fine. Your teacher will approach you if there is a problem. Please call
Miss Sue (Susan Bell) at 856-429-6633, ext. #1 (at work) or 856-988-
0031 (at home) if you have questions or concerns about your child’s 
teacher or assistant teacher, and the school in general.

Please speak to our secretary if you have tuition concerns or financial
arrangements to make.

Custodial/ Non-Custodial/ Joint-Custodial Parent Policy:
If one parent has full custody of the child, then the Director and
teachers interface only with the custodial parent. The custodial parent
will register the child for enrollment, guarantee payment of tuition, and
control the contents of the child’s school file. Onlythe custodial parent
can designate who has authority to pick up or drop off the child and
who is called for emergency purposes. The non-custodial parent may be
listed as an emergency contact and authorized departure or drop off
person only if the custodial parent so designates in writing in the child’s 
file. All other issues concerning the well-being of the child, his
educational progress, and school activities are communicated only to
the custodial parent unless permission is given to the school by the
custodial parent to authorize release of this information to the non-
custodial parent.

If the parents have joint custody of the child, then the Director of the
program requests that both parents agree to register the child for
enrollment and guarantee payment. Both parents must agree on
emergency contacts, authorized departure persons, and authorized drop
off persons. All other issues concerning the well-being of the child, his
educational progress and school activities will be communicated to both
parents.
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Behavior Guidance Policy:
It is our policy to reinforce appropriate behavior through praise and
recognition.

When a child hurts another, the hurt child will be comforted while the
other child sits next to the teacher. It is appropriate to give attention to
the hurt child and not to reward the other child with attention.

When a child is engaging in inappropriate or unsafe behavior for a
classroom or playground situation, the teacher will verbally remind the
child of the appropriate or safe behavior. If the child still persists in the
inappropriate behavior, the child will stand with the teacher 1 minute
per age of the child. For instance, 2 minutes for a 2 year-old child.

Serious behavior problems, such as biting or hitting will be discussed
with the parent. Repeated biting or hitting may result in a one month
break in attendance.

Snacks:
Snacks are provided by parents the beginning of each month when
tuition is due. Please bring a half gallon of apple juice (pasteurized) or
WHITE grape juice (NO RED JUICES PLEASE) and a non-perishable
snack like pretzels, graham crackers, and so forth. We will store it in the
snack closet for the teachers to draw upon during the month. No peanut
butter or chocolate products, please.

Birthdays:
If you would like to celebrate your child’s birthday, just notify your 
teacher in advance of the date. You may send in a special treat for snack
that day if you wish. Please avoid popcorn and brownies and peanut
butter products.

Change of Clothing:
Each child with the exception of Bright Beginners (see backpacks)
needs to bring a complete change of clothing including underwear &
socks in a large ziploc bagclearly marked with your child’s name. This 
will be kept at school for emergency purposes.

Backpacks:
Bright Beginners send in a backpack or gym bag each school day with a
complete change of clothes in it, including socks. Please include
diapers, wipes, and a towel or mat to change your child on. Teachers
will supply the vinyl gloves to use for changing.

Toys & Things From Home:
Do not bring toys from home into the classroom. They distract the
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Lead Teacher—Job Description

1. Plan, carry out, and evaluate learning activities and child’s 
development.

2. Guide behavior

3. Ensure safety of the students.

4. Supervise the Assistant teacher.

5. Interact with parents and provide information regarding their child
and school events.

6. Planning activities include providing free time activities in each
center.

7. Plan individual and small group learning activities.

8. Large group learning activities.

9. Coordinate learning activities and plans with the other teachers in
the age group so that all classes are covering the same curriculum.

10. If a teacher has two age groups he/she follow the plans of the lead
teacher of one of the groups and help plan the other age group.

11. Evaluate and rate student performance in different areas of
development.

12. Provide the Assistant with complete plans and samples.

13. Supervise Assistant teachers and evaluate their performance twice a
year with Director’s approval.

14. Greet parents at arrival and departure and answer brief questions or
talk briefly about the student.

15. Make appointment if needed to discuss important issues about the
student.

Assistant Teacher—Job Description

It is the job of the Assistant Teacher to:

1. Assist the lead teacher in carrying out her lesson plans as requested.

2. Keeping the classroom neat and clean.

3. Preparing materials for art.

4. Supervising and assisting children in the bathroom, classroom and
outside as directed by the lead teacher.
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5. Only involved in guidance behavior if the lead is absent or out of
the classroom.

6. Greet and interact with the children inside the classroom as they
arrive in the morning while the lead teacher is interacting with the
parents at the door.

Employee Policies

Term of Employment
Employees of the Preschool are presumed to be employed for the full
school term. Lead teachers will meet during the last week of August
and the Tuesday after Labor Day. Please note that preschoolers form
bonds with their teacher and assistant teacher and may react poorly to
changes in teaching staff.

Hours
Lead teachers are expected to be at work from 8:30AM to 1:30PM on
their assigned teaching days. You are paid for a five hour work day. If
you arrive after 8:30, you can stay to make up your hours to a total of
five. Assistant teachers hours are 8:45AM to 1:15PM, a 4 1/2 hour
work day. If you arrive after 8:45, you can stay to make a total of 4 1/2
hours.

Dress Code
All staff members are required to be appropriately dressed in clean, neat
clothing. Appropriate dress is interpreted as long pants, jeans, shorts at
least “fingertip” length, and skirts or dressesthat permit you to get on
the floor to work with the children. Appropriate tops are interpreted as
neat and clean shirts, T-shirts, sweatshirts, and sweaters. Do not wear
clothing with offensive words or pictures on them. Shrink tops,
strapless, spaghetti straps, or bare midriffs are not acceptable.
Sneakers, shoes, or boots with socks are recommended. Do not wear
sandals or flip flops because they are a problem on the playground. It is
recommended that all fabrics be washable. We use washable art
materials whenever possible that wash out with detergent. Clear plastic
aprons will be provided along with vinyl gloves.

Staff Meeting and Training
Staff meetings are held on the Wednesday following Labor Day and
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Insurance Fee:
An annual insurance fee per child is required. It is payable with the
security tuition payment. This fee is NON-REFUNDABLE.

Illness:
Children with a fever, acute cold or cough, sore throat, diarrhea,
vomiting, pink-eye, or contagious illnesses should not attend school.
The child should be free of symptoms for 24 hours before returning to
school. We do not administer medicines.

Please call the preschool at 856-429-6633, mailbox #1, to report
absence due to illness.

If children show symptoms of illness at school, every effort will be
made to reach you or the people on your emergency list. Please pick up
your child promptly when called. If we cannot reach anyone on your
list, we will isolate your child in the classroom on a rest mat until
departure time. Make sure that the people on the emergency list know
they are on it and may have to pick up your sick child.

Toilet Training:
All Explorers and Discoverers must be toilet trained. Bright Beginners
do not have to be toilet trained.

It is our policy not to initiate toilet training. However, if a parent
indicates that the family has initiated toilet training and wishes the
school to encourage the child to use the toilet, the teachers will provide
the child with opportunities to do so. Parents are expected to provide at
least one change of clothing each day and to provide pull-ups/diapers in
the backpack. Failure to provide pull-ups/diapers and a change of
clothes will result in phone calls to you or your emergency contacts for
early pick-up.

Clothing:
Children should be dressed for play. Sandals should not be worn
because of the wood chips on the playground. Use shoes and socks.
Every effort is made to protect clothing from paint and spills, but it
occasionally happens.

Dress your child in weather-appropriate clothing. Our playground is
windier and colder than your garage or driveway. From November
through March, please send hats and mittens in their backpack. Label
all jackets & coats with child’s name. Mittens only are to be used for 
Bright Beginners and Explorers. Discoverers may use gloves only if
they can put them on successfully by themselves.
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***FOR THE SECURITY OF YOUR CHILDREN***
Arrival & departure will only be thru the Preschool Door

Arrival:
Arrive at school no earlier than 8:57AM. If you arrive sooner, watch
your children on the playground until a few minutes before 9:00AM.
Our teachers are busy getting art supplies and learning centers ready
and often must leave their classrooms to get required teaching tools up
until just a few minutes before class begins.

Departure:
Please arrive promptly at 12:00PM or 1:00PM. Late fees will be
charged for pick-up after 12:00 Noon for children not staying for the
lunch hour or after 1:00PM. Only those people on your departure list
will be allowed to pick up your child. If the teacher does not recognize
the adult, she may ask for identification. If the person is not on your list,
your child will not be released from school to that person. For
emergency pick-ups contact the secretary @ 856-429-6633.

Late Fees:
Pick up between 12:05 to 12:10 or 1:05 to 1:10 incurs a late fee of
$5.00. Late fee goes up $5.00 every five minutes. There are no
exceptions! If you receive a late fee notice you are required to pay it the
following school day.

Lunch Hour Option:
There is no reservation needed to stay for lunch hour. Just bring a lunch
from home along with your paid lunch hour ticket. On Thursday and
Friday you may purchase a school lunch ticket. (We alternate between
Domino’s Pizza and McDonald’s chicken nugget lunch) Arrangements 
to prepay an entire month’s lunch fees can be made with the Director. 
We cannot refrigerator or heat up lunches. Do not send food to share
with others.

Tuition:
Tuition is due on the 1st of every month, September through April. A
security tuition payment is due and will be applied in May or as your
last payment. It is NON-REFUNDABLE. Tuition is not adjusted for
days missed due to vacations, illness, or inclement weather. A late fee
of 10% will be assessed on the 11th day of the month. NO
EXCEPTIONS ON LATE FEES.

Registration Fee:
A NON-REFUNDABLE registration fee is required upon registration.
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every first Monday of the month October through May. Attendance is
required and paid. Staff training is required and is held during staff
meetings whenever possible. CPR training is available early in the
school year and is encouraged. You will be paid to attend and your
training fee will be paid by the Preschool.
Lead teachers will attend staff meetings during the last week of August
and the Tuesday after Labor Day.

Personal/Sick Days
You are entitled to personal/sick pay each year commensurate with the
number of days per week you work. If you work two days per week,
you will receive two personal/sick days paid each year. If you work
three days per week, you will receive three personal/sick days paid each
year. If you work five days per week, you will receive five personal/
sick days paid each year. These days do not accrue from year to year.
Any unused personal/sick days are not paid at the end of the school
year. The preschool office will keep a log of your personal/sick days.
When you have used up your personal/sick days, you will not be paid
for days you are out. Too much absence can result in termination.

Holiday Pay
If you work on a day that school is scheduled to be closed due to a
holiday, you will be paid your regular hours for that day. For example,
if you work Thursdays and Fridays, you will be paid for Thanksgiving
and Friday following Thanksgiving. Please use a school calendar for the
current school year to be aware of school holidays.

Pay Periods and Paychecks
Pay periods are two weeks in length, beginning on a Sunday and ending
on a Saturday. Paychecks are available the Thursday after the Saturday
that ends the pay period.

Time Sheets
Time sheets will be posted in the teacher’s workroom. Write down start 
and finish times. Keep them current. Personal/sick days should be
labeled as such on the time sheet. If you have used up your personal/
sick days for the year, please write “Out-No Pay” on the time sheet for 
that day.

Notice of Absence or Late Arrival
If you are going to be absent or late and you know in advance, notify
the director as soon as possible. You might be able to arrange an
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exchange of work days with another employee. Otherwise a substitute
will be hired to fill in. Call the director at 6:00AM at home on the day
of an emergency absence or late arrival so arrangements can be made to
call in a substitute.

Weather Closings
If the school must be closed due to weather, you will receive a phone
call by 8:00AM. The director will call the lead teachers and they will
call their assistant teachers. You will be paid for days school is closed
due to weather. The school makes up weather days only if there are an
excessive amount of them.

Notice of Termination
If you must terminate your employment with the Preschool, lead
teachers must give at least 30 days notice and assistant teachers must
give at least 2 weeks notice.

Job Descriptions
Job descriptions are distributed at the beginning of employment and
acceptance of employment infers agreement to perform the job as
stated.

Personal Behavior
Employees of the Preschool are expected to be kind, cheerful, and
polite to parents, preschoolers and co-workers while at work. A spirit of
cooperation with other staff members is expected. Do not discuss
personal problems, other employees of the preschool, preschoolers or
their parents with any parents. If there are personal problems between
employees, please discuss them only with the director who will attempt
to solve the problem.

Phone Calls
Do not make or receive personal phone calls during working hours
either on your own cell phone or on the school phone. Emergency
phone calls only may be received from the school nurse or immediate
family members only on the school phone. Please inform family
members that you may receive emergency calls only. All non-
emergency calls should be made to the office and/or a message left on
the preschool mailbox, 856-429-6633, #1. Our secretary will inform
you of any message left. Return the calls after working hours.
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Evaluations
Evaluation of job performance will be done twice per school year
during January and May. If for some reason, the director feels that an
additional evaluation is called for, it will be conducted at her discretion.
If she determines that your job performance is not adequate, the director
will recommend changes and you will be given an opportunity to
improve within 30 days. If however, improvement is not seen to occur,
your employment can be terminated with a two week notice.

Failure to Adhere to Employee Policies
If an employee disregards or fails to comply with employee policies as
stated in this handbook or violates policies set forth by DYFS,
employment can be terminated immediately.

THIS IS A NON-SMOKING FACILITY—no smoking inside or
outside the building or playground.

Daily Schedule:
Director of Preschool 7:30AM—2:30PM

Lead teachers 8:30—1:30 PM
Assistant teachers 8:45AM—1:15PM

Students 9:00AM—12:00 NOON
(optional lunch period until 1:00PM)

Student Policies

Enrollment:
Bright Beginners must be 2 years old by 9/30/04, Explorers must be 3
years old by 9/30/04 and Discoverers must be 4 years old by 9/30/04.
NO EXCEPTIONS Spaces for young twos are limited. Only Explorers
and Discoverers must be toilet trained. Registration and Preschool
health & emergency forms must be on file the first day of attendance.
Universal Health form, completed by your physician, must be on file
within ten days of enrollment. Failure to have these forms on file by
the deadline will require that your child not attend until the forms are on
file.

Our regular school day begins at 9:00AM and ends at 12:00PM. An
optional lunch hour is offered from 12:00PM to 1:00PM.
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