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Introduction and Governance 
Mt. Sylvan’s Preschool began in 1970 as a ministry of Mt. Sylvan United Methodist Church.  
We have been providing high quality childcare in our community for over 48 years. Our 
preschool is licensed by the state of North Carolina as a G.S. 110/91 General License facility. 
 
Our preschool has a church elected Preschool Committee that is responsible for establishing the 
policies of the preschool and all policies must be approved by a majority vote. This Committee is 
composed of a number of church members, church staff, a parent representative, and the 
preschool director. 
 
Our Commitment 
At Mt. Sylvan Preschool, we understand and recognize the individual needs of each child. Our 
main objective is to provide a positive atmosphere, which will promote the social, physical, 
intellectual, spiritual, and emotional growth of children. Learning experiences appropriate to the 
developmental age of each group provided daily. 
 
Children need to feel good about themselves! Positive guidance techniques are used by our staff 
to enhance a child’s feeling of self-worth. We help children make sense of the world around 
them and enable them to have an abundant life, “full, til’ it overflows.” 
 
Child Protective Services (CPS) is a legally mandated program whose purpose is to protect 
children from abuse, neglect, and dependency as defined in the state law (N.C.G.S. 7A-101). 
Child abuse can be of a physical, sexual, or emotional nature. Child Neglect can include the 
failure to provide for basic needs, inadequate supervision, or inappropriate discipline. Situations 
in which children are exposed to substance abuse and domestic violence are considered serious 
child neglect. Child dependency occurs when a youth does not have an able parent or caretaker. 
Any person with cause to suspect that a child is being abused or neglected is required by law to 
report it. 
 
The care that we provide helps children develop a sense of worth and confidence in themselves, 
trust in others, and an eagerness to learn. 
 
All staff are certified in CPR and First Aid and have taken all DCDEE courses required by the 
Division of Child Development and Early Education. 
 
Our Prayer 
Lord, we know that we cannot do everything for our children. Help us to do what we can, the 
best that we can. Help us to remain honest and open to each other’s needs and to be there with 
loving support for the uniquely special people our children are becoming. Amen. 
 
 
 
 



Method 
 
Mentally 
A well planned and coordinated curriculum, which includes learning experiences for the very 
youngest group to the oldest group of children, is the procedure used to carry out our purpose. 
The learning experiences include many units of study on subjects such as animals, science, 
transportation, community helpers, children in lands far and near, multicultural studies, and a 
unit of study designed to develop a positive self-image called “All about Me.” 
 
Physically 
Outdoor play is part of our daily routine. Simple exercises such as running, jumping, skipping, 
hopping, etc. in addition to group games and musical activities develop strong, healthy, physical 
bodies. 
 
Socially 
Social development is equally important. Good manners, respecting the rights of others, sharing, 
speech development, and a positive attitude are emphasized as the children learn how to work 
and play together in group activities. 
 
Spirituality 
As an integral part of Mt. Sylvan United Methodist Church, the Mt. Sylvan Preschool offers a 
Christian alternative to childcare. Children are not only offered the opportunity to grow 
physically, mentally, and socially, but also to grow spiritually in a Christian atmosphere. 
 
It is not the intent of Mt. Sylvan to indoctrinate children in the beliefs of one particular 
denomination, but rather to expose them to Bible stories and Christian songs, provide learning 
opportunities to appreciate the beauty of God’s world and taking care of the bodies God has 
given them. One way these learning opportunities are provided is by attending Chapel each 
Wednesday morning. 
  



Children Served 
We currently serve ages 2-5, without regard to race, color, sex, religion, national origin, or 
ancestry. We do not offer school age care or any type of transportation. 
 
When the parent or guardian of a child indicates that a child has special needs, the program 
director and the parent or guardian will meet to review the child’s care requirements. Mt. Sylvan 
does not discriminate on the basis of any special need. Our program accepts children with special 
needs as long as a safe, supportive environment can be provided. This policy also refers to 
children who are going through a period of behavior changes or challenges. 
 
Hours of Operation 
Monday—Friday 7am until 6pm 
Please notify us if you know the child will be absent. Sometimes this may affect classroom 
activities and staffing. 
 
Arrival and Departure Procedure 
 Do not allow your child to run ahead of you to their class or to the car. They must be in 

your sight at all times. 
 Upon arrival, notify staff of child’s arrival and sign them in. 
 Upon departure, an adult must come inside the facility/playground and notify staff and 

sign them out. 
 Children must be accompanied by an adult and will not be released to anyone under the 

age of 16. 
 Is someone other that the parent or guardian is to pick up a child, please inform your 

child’s teacher in the morning. 
 Children will only be released to individuals listed on your child’s application. 
 In the best interest of your child, a brief goodbye in the mornings is requested. 
 Never leave your child unattended or locked in a car. 
 Do not park in handicapped spaces. 
 Do not leave handbags, cell phones, or personal items in an unattended car.  

Parents arriving after 6pm will be billed $1.00 for each minute past 6pm. After the third late 
arrival, parents will be billed $5.00 for each minute past 6pm. 
 
Emergency Information and Fire Drills 
It is very important for us to have current and up-to-date contact information for your child. 
Please be sure to notify the office of any changes to your phone number, address, place of 
employment and your emergency contact list and numbers so that we have the most recent 
emergency information on file. Our center does practice a documented monthly fire drill, lock 
down, shelter in place, and tornado drills. 
 
 
 



 
Enrollment Procedure 
 Return application and non-refundable registration fee to preschool office. 
 Schedule an interview to discuss policies, visit classrooms, meet teachers, and tour our 

facility. 
 Turn in the following documents before your child’s first day: 

• Completed application and updated contact information 
• Child’s medical report and Immunization History 
• Signed Discipline Policy 
• Signed Activity Authorization form 
• Signed receipt of NC Child Care Law & Rules 
• Signed Bite Policy 
• Signed Policy Agreement 
• Signed Parent Handbook Agreement 
• Signed No Smoking Policy 
• Signed Photo Release 
• Signed Shaken Baby Document 
• Signed CACFP Participation of Enrollment Document detailing meals served, 

which include Breakfast, Lunch and P.M. Snack. 
 
Tuition and Fees 
A detailed list of tuition and fees can be found on our website www.mtsylvan.org. Tuition is due 
in advance and may be paid weekly, bi-weekly, or monthly. Tuition is due on Monday of each 
week or the first Monday of the month. Payments are the same for each period regardless of the 
child’s presence, holidays, illness, or severe weather days. Checks should be made payable to 
Mt. Sylvan Preschool. There is a $30 charge for returned checks. After the second returned 
check, payments must be made in cash, official check or money order. There is a $10 late fee for 
money received after 6pm on Wednesday. Families that become two weeks behind in tuition will 
no longer be allowed to bring their children to the center. Accounts more than two weeks past 
due will be turned over to an outside collection agency. If legal action becomes necessary, the 
parents will be responsible for any and all fees incurred by Mt. Sylvan Preschool. If you choose 
to withdraw your child from the program a written two week’s notice is required. Tuition is due 
for those two weeks regardless of when the child is withdrawn.  
 
Holidays and Closings 
Mt. Sylvan Preschool recognizes the following Holidays: 
New Year’s Day, Martin Luther King Jr. Day, Good Friday, Memorial Day, Independence Day, 
Labor Day, Thanksgiving Day, the Friday after Thanksgiving, Christmas Eve, Christmas Day, 
the day after Christmas. 
*The day to observe the Christmas Holiday may vary from year to year. If the holiday falls on a 
Saturday or Sunday, the Preschool Committee will make the decision as to which day Mt. Sylvan 
Preschool will observe. 

http://www.mtsylvan.org/


 
 
Weather Policy 

• In the even of adverse weather, which begins during normal operating hours, parents are 
requested to wait to receive a notification from the center indicating the intent for the 
remainder of the day or proceed to pick up their child based on the parent’s judgement. 

• In the event the center closes early, parents will be given a specific closing time. 
• Parents arriving after the specified time will incur late arrival fees at the rate of $1.00 per 

minute for the first five minutes and $5.00 per minute for each minute after the first five. 
• In the event adverse weather begins during the evening or overnight, Mt. Sylvan 

preschool will follow Durham Public Schools decisions. 
After the first day, the center will delay opening or close at the discretion of the Director. 
All weather-related closings will be made considering the severity of conditions, local 
travel advisories, and overall safety of preschool families and staff.  

 
Closings and delays will be communicated through a direct email that will come from the 
director. 
 
Illness Policy 
If your child has symptoms of any illness do not send them to school. Please help us keep 
everyone healthy. Children and staff will be sent home if they meet any of the following criteria: 
 Fever of 100 underarm, 101 orally until symptom free for 24 hours. 
 Sudden onset of diarrhea until symptom free for 24 hours. 
 Two or more episodes of vomiting until symptom free for 24 hours. 
 Scabies or Lice 
 Red eye with white or yellow discharge until 24 hours after treatment. 
 Chicken pox or a rash suggestive of chicken pox 
 Tuberculosis, until a health professional states the child is not contagious 
 Pertussis, until 5 days after appropriate antibiotic treatment 
 Strep Throat until 24 hours after treatment has been started. 
 Impetigo until 24 hours after treatment has been started. 
 When a physician or other health official issues a written order that the child should be 

separated from other children.  
 
Parents will be called to pick up children exhibiting any of the above conditions. 
 
Children too sick to participate in the full program of activities, including outdoor play aren’t 
well enough to be at school and should be kept at home. (Child Care rule 0804) 
 
 
 
 
 



Medication Guidelines/Sunscreen and Creams 
• Only prescribed medicine shall be administered and must be in its original container 

bearing the pharmacist’s label which lists the child’s name, the date the prescription was 
filled, the physician’s name, the name of the medication, the prescription number and 
directions for dosage. 

• Prescribed medicine shall be administered only to the child for whom it was prescribed. 
• No medication will be administered after its expiration date. 
• No over the counter medication shall be given unless prescribed by a physician and 

labeled as above. 
• A written statement from a parent and a physician seizure action plan may give blanket 

permission for up to six months to authorize administration of medicine for asthma. 
• All written statements shall describe the specific conditions under which these 

medications are to be administered and detailed instructions on how they are to be 
administered. 

• Any medication remaining after the course of treatment must be returned to the parent or 
thrown away.  

 
Sunscreen and Cream Guidelines 

• A written statement and specific instructions from a parent may give blanket permission 
for up to a year to authorize administration of sunscreen and diaper cream. 

 
Allergies 
Several of the children in our program have severe allergies which can be life threatening. Strict 
avoidance is the only way to prevent an allergic reaction. The children’s parents take an active 
role in managing the allergies but need your help concerning treats for various celebrations. In an 
effort to allow these children to participate fully in all activities, we ask that you contact us for 
guidance in selecting foods to be used during class parties or other special events. 
 
Birthdays and Special Occasions 
Parents are welcome to send special party snacks to share on birthdays or holiday parties. Please 
let your child’s teacher know in advance that you will be bringing a treat and she will inform you 
of any allergies in the classroom. 
 
We encourage parents to participate in all aspects of our program. 
 
Food and Nutrition  
Mt. Sylvan Preschool participates in the Federal Food program. All meals served comply with 
the Child and Adult Care Food program. A weekly menu is posted on the bulletin board in each 
classroom. When children bring their own food or snack or lunch to the center, and the food does 
not meet the nutritional requirements specified by the Division of Child Development, Mt. 
Sylvan Preschool must provide additional food necessary to meet those requirements. 
Please do not send food that requires heating. 



Show and Tell 
Items for show and tell should correspond to the interests and play materials characteristic of 
preschool. Toys that stimulate violence or encourage violent play (guns, war characters, swords, 
etc.) are not allowed. Children are not allowed to bring money, candy, chewing gum, or small 
items in their pockets. 
 
Rest Periods and Mat Sheets 
A rest period is scheduled daily, and each child is expected to rest during this time. The 
preschool provides a mat for each child. 
 
Each mat is to be securely covered with a sheet during this time. Mat sheets may be purchased 
from the Preschool office. Sheets are to be taken home each Friday to be laundered and returned 
on Monday. 
 
Children without a clean sheet will be given a new one and their account will be billed. 
 
Clothing Policy 
Children are taken outside daily and should be dressed accordingly. Short periods of time 
outdoors must be provided even in hot or cold weather. Outdoor play is required as part of the 
daily activities in a child care center. (article 7, chapter 110 of the North Carolina General 
Statutes) 
 
Extra Clothing 
Water activities, sand play, and occasional bathroom accidents necessitate an extra set of 
seasonal clothing AT ALL TIMES. Parents are to provide diapers or pull ups for the 2 year old 
classroom. All extra clothing should be marked with your child’s name. If wet or soiled clothing 
is sent home, please return a clean set the following morning. Please note that soiled clothing 
will be placed in a plastic bag and hung on your child’s coat hook. Regulations concerning 
blood-borne pathogens prohibit teachers from cleaning or scrubbing soiled clothes. 
 
Behavior Management 
Positive redirection and Time-out are the behavior modifications used at Mt. Sylvan Preschool. 
Time-out is the removal of a child for a short period of time from a situation in which the child is 
misbehaving and has not responded to positive redirection. The time-out space is located away 
from classroom activity but well within the teachers’ sight. After a brief interval of no more than 
5 minutes, the teacher discusses the incident and appropriate behavior with the child. The child 
then returns to the group, the incident is over, and the child is treated with the same affection and 
respect shown to the other children. When a child’s behavior becomes so disruptive that it 
interferes with classroom instruction or jeopardizes others and all positive techniques have 
failed, the director will request a conference with the parents. If after a reasonable period of time 
the behavior continues, the director will give the parents a one week notice to withdraw the child 
from the program. 



 
Photographs and Publicity 
Mt. Sylvan Preschool has a separate document that lists our policies around Photographs and 
Publicity. This document should be signed before your child can be enrolled in our preschool. 
 
Cleaning Policy 
The educational building is cleaned daily by an outside janitorial service. This service is not 
limited to cleaning of floors, bathrooms, tables, and other surfaces. Toys and classroom items are 
cleaned and sanitized every afternoon by the teachers. 
 
Grievance Policy 
Mt. Sylvan Preschool welcomes and encourages all questions, concerns, and/or grievances. 
Parents are encouraged to use the following protocol: 

1. Seeking to resolve any grievance/concern at the appropriate time with the appropriate 
staff member. 

2. If grievance/concern cannot be resolved at this level, the matter shall be taken to the 
director. 

3. If not satisfied with the director’s decision, or feel the situation was handled in an 
untimely manner, contact the Chairperson of the Preschool Committee. 

Issues taken to the committee without following the proper protocol will be placed back at the 
level where it originated. 
 
 
 
 
 
 
 
 
 
 
 
  



Parent Handbook Agreement 
 
I have received and agree to abide by all rules, policies, and procedures as set forth by Mt. 
Sylvan Preschool: 
 
_____________________ 
Date 
 
____________________________________________ 
Signature of Parent/Guardian 
 


	Mt. Sylvan Preschool Parent Handbook (1)
	Preschool handbook

