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Welcome to the Childcare/Preschool Center at Colonial Heights United Methodist Church.  We 

look forward to working in partnership with you.  We hope to ensure your child(ren)’s optimal 

growth through a developmentally appropriate program within a nurturing and safe environment 

based on Christian values.  We will provide an encouraging, stimulating, and educational 

program, along with age-appropriate child-care services.  Through a wide range of activities we 

will strive to meet the individual needs of the children and help each child reach his/her 

maximum potential while developing creativity, self-expression, self-control, and an interest and 

joy in learning.    

Our Parent Handbook is intended to serve as a resource for you.  Please use it to acquaint 

yourselves with our program, policies, and procedures. We welcome your questions and will be 

pleased to assist you in any way possible. 

 

Goals___________________________________________________________ 

• Promote the spiritual, social, emotional, and cognitive development of children through a 

wide range of activities. 

• Encourage the development of individual skills and talents through a structured and 

purposeful, systematic curriculum--including the arts and play, in addition to standard 

academic subjects. 

• Provide a wealth of stimulating and creative learning experiences for all children 

enrolled. 

• Ensure that all facets of the program take place in secure and safe environments. 

• Assist in preparing students for success at their next educational levels (typically 

kindergarten). 

• Partner with families in addressing the needs of individual children. 

• Serve as a family support outreach mission for the church. 
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Curriculum Philosophy           

Learning activities presented at this level of development are best learned when the children are 

both interested and captivated by their experiences.  Young children have a natural capacity and 

joy for learning, and love to experience success and accomplishments.  Learning activities need 

to be presented at the appropriate developmental level and to be based on sound educational 

practice.  Many activities, such as language development, fine motor and gross motor skill 

attainment, letter/number/sound recognition and usage, work together to form the basis for the 

child’s success when placed in a more structured academic setting.   

 

We will work to coordinate our expectations and endeavors with those articulated as 

expectations for successful entrance and participation at the kindergarten level.  We believe that 

young children learn best in an environment rich with diverse opportunities to explore and 

actively manipulate a wide variety of concepts, real objects and materials; problem solving and 

developing effective communication skills are also important areas for emphasis.  Our staff 

endeavors to create environments that encourage children to be successful as they explore, 

investigate and learn. 

 

Organizational Structure___________________________________________ 

Our Preschool Program serves children from the age of six weeks through five years.  It is 

licensed by the Tennessee Department of Human Services. 

 

When making placement decisions, developmental readiness will be one of the factors 

considered. Since there is some overlap from one group to another, decisions about the child’s 

most appropriate placement will be made jointly by teachers and parents. 

The entire Preschool program is sponsored as a community outreach mission of the Colonial 

Heights United Methodist Church and is also governed by an Administrative Board.  Children 

are enrolled without regard to gender, ethnic background, or religion.  Children with physical or 

mental challenges may be enrolled when their needs can be met by our staff and facility.  We 

must be informed of any professionally diagnosed physical or mental conditions that require 

special care or attention.  

The Preschool Director reports to both the minister of the church and the Preschool 

Administrative Board.  The Administrative Board is composed of members of the church with 

varying areas of expertise beneficial to successful implementation of the Preschool program. 

Additionally, parents/grandparents of children in the program serve as Board members. 
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Gold Sneaker Initiative 

 
Dear Parents,  

 

We are excited to let you know about our participation in the ‘Gold Sneaker Initiative.” The Gold 

Sneaker Initiative was developed by the Tennessee Department of health to enhance policies 

related to health and wellness within licensed child care providers across Tennessee. 

 

By integrating nutrition and physical activity into our children’s daily routine, children receive 

repeated exposure to information and principles for healthy living. It is this repeated exposure and 

experience with nutrition education and physical activity that will influence children in a positive 

way. Children will begin to understand that nutrition and activity are a regular and essential part 

of each day, thus reinforcing a lifetime of healthy habits. The Gold Sneaker policies to enact will 

include minimum requirements on physical activity, sedentary activities, breastfeeding, meal time, 

behaviors, portion sizes, and a tobacco-free facility. Please see the list below:  

 

 

Physical Activity Policies 

 

Policy 1: Children attending less than a full day program shall be offered a proportional amount of the 

physical activity time as required by TDHS licensure rules. Physical activity for children ages three years 

and older must be a balance of structured and unstructured play, both indoors and outdoors (weather 

permitting) utilizing age appropriate activities.  

 

Policy 2: Providers shall provide education (i.e., via parent meetings, provider newsletter articles, sharing 

of educational video resources, etc.) to families twice each year that addresses the importance of limiting 

screen time according to current American Academy of Pediatrics policy and the development of a 

Family Media Plan. 

 

Policy 3: Children shall not be allowed to remain sedentary or to sit passively for more than 60 minutes 

continuously, except for scheduled rest or naptime. Childcare director/owner shall take Go NAP SACC 

Self Assessments (Infant and Child Safety Physical Activity & Screen Time) to compare their physical 

activity practices to best practice standards. 

 

Policy 4: Childcare providers must ensure physical activity is a positive experience for children and that 

it is never used negatively or to control behavior. 

 

Nutritional Policies  

 

Policy 5: Providers shall ensure appropriate infant and child feeding patterns, including 

breastfeeding. All educators shall be trained to: advocate for breastfeeding, safely prepare expressed 

breastmilk for feeding, feed infants according to their individual needs, and store expressed breast milk 

properly. Providers shall publically display their support for breastfeeding infants and mothers by posting 

signage or other publically facing information (i.e., participate in Breastfeeding Welcomed Here through 

the TN Department of Health or Team Nutrition resources for new and expectant moms about 

breastfeeding). 
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Policy 6: Childcare educators shall ensure appropriate infant and child feeding patterns, including 

adequate time for snack and meal consumption and age-appropriate portion size. Childcare educators 

shall provide education to families twice each year (i.e., via parent meetings, provider newsletter 

articles, sharing of educational video resources, etc.) that addresses nutritional learning experiences, 

with a focus on adequate time for snacks and meals and age-appropriate portion size. All eating 

opportunities shall consist of a respect for the child and promotion of a positive attitude toward food. 

Childcare educators shall apply evidence-based early food preference learning strategies such as 

introducing healthy foods, repeatedly pairing new healthy food choices with foods children already like 

and modeling consumption and enjoyment of healthy foods. 

Tobacco-free Campus Policy 

Policy 7: The childcare provider campus shall be free of all tobacco and tobacco-related products, 

including smoking, smokeless and electronic products.  The campus is inclusive of all vehicles used to 

transport enrolled children, all outdoor spaces, and all indoor locations, whether or not children are 

present.  Childcare employees and volunteers may not use tobacco or tobacco-related products while 

off-campus at provider-related activities (i.e. fieldtrips, walks, and all other outdoor activities). 

Employees who use tobacco products while off campus are required to change clothes and wash hands 

thoroughly prior to interacting with children. “No Smoking” signs shall be posted conspicuously at 

each childcare provider entrance, as required by state law. 
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OPERATIONS 

 
Program Options____________________________________________ 

 
Children may be enrolled for either two, three or five days.   

▪ Two-day students will attend on Tuesday and Thursday. 

▪ Three-day students will attend on Monday, Wednesday, and Friday. 

▪ Five-day students will attend Monday through Friday. 

▪ Preschool age children (3-5 years old) will be required to attend five days a 

week to ensure kindergarten readiness.  

 

Hours of Operation__________________________________________ 

 
Monday-Friday   7:15 a.m. – 5:30 p.m. 

Door Times    7:15-9:00 & 3:30-5:30 

 

2021-2022 Preschool Calendar Year___________________________ 

 
During the 2021-2022 Preschool year, the Preschool will be closed on the following days: 

   

Holiday Closings: 

▪ July 5, 2021     Independence Day 

▪ July 30, 2021                Teacher In-Service 

▪ September 6, 2021    Labor Day 

▪ October 14 & 15, 2021    Fall Break  

▪ November 25-26, 2021              Thanksgiving 

▪ December 24-31, 2021              Christmas Break 

▪ January 1, 2022    New Year’s Day 

Students will return on Monday, January 3rd. 

▪ March 31 & April 1, 2022    Spring Break 

▪ April 15, 2022         Good Friday 

▪ May 30, 2022                  Memorial Day 

 

August 2nd will be considered the first day of the 2021-2022 Preschool year.  

There is no pro-rating for personal vacations, sick days, weather closings or holidays, etc.  

 

Inclement Weather/Emergency Closing Policy   ________________ 

 
▪ In the event of inclement weather/other emergency closing, the Preschool will 

follow the Kingsport City School policy.  If Kingsport City Schools are closed for 

inclement weather or emergency such as the recent pandemic, the Preschool will 

also be closed.  

▪ If Kingsport City Schools are delayed one-hour, the Preschool will be delayed 

one-hour; the Preschool would open at 8:15.  
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▪ If Kingsport schools are on a two-hour delay, the Preschool will open at 9:15.   

▪ The CHUMC Preschool Director and Board reserve the right to make weather-

related decisions regarding early dismissal for the afternoon hours since we close 

later than the Kingsport City schools.   

▪ If the decision is made to close the Preschool when weather becomes severe 

(heavy snow, ice storm, etc.) during the day, please make arrangements for your 

child to be picked up as soon as possible.  This is to ensure that your child(ren), as 

well as our staff members, can travel home safely.   

▪ Parents/Guardians will be informed of any early school closings via the 

Brightwheel app.  This is one of the reasons it is important that all 

parents/guardians are signed up and receiving notifications from the app.  

 

Arrival/Dismissal Procedures  ___________ 

       
▪ All parents/guardians/children must enter and leave the Preschool through the 

front, main doors of the church.  

▪ Due to staffing, we have set pick-up and drop-off times. Staff may not be able 

to open the door outside of these times. (Please inform us ahead of time when 

there are rare circumstances such as appointments that require picking up early or 

dropping off late and we will try to arrange for someone to be available to open 

the door. This should not be an every day occurrence.) 

o Drop-off times are between 7:15-9:00 a.m. 

o Pick-up times are between 3:30-5:30 p.m. 

▪ Access is obtained by using the video security system “doorbell”.   

o A staff member will unlock the doors for entrance.  

o The main office is not always attended after 9:00. The preschool phone’s 

voice mail will be monitored frequently when the office is not staffed. 

o Please utilize Brightwheel’s messaging option to communicate with the 

director and your child(ren)’s teachers directly. Only your child(ren)’s 

teachers and the office staff will be able to view these messages.  

o In case of an emergency situation, you may enter by using the video 

security system “doorbell” at the back entrance of the Ministry Center. 

   Arrival 
▪ If your child is going to be absent, please submit an absentee message to the 

center via Brightwheel prior to 8:45 a.m. Our cook needs to know how many 

meals to prepare as soon as possible.  

▪ Please make every effort to arrive no later than 8:45. Breakfast will be served 

promptly at 9:00. Arriving by 8:45 gives children time to wash their hands for 

breakfast. 

▪ Children must be checked in using the office ipad by the parent/guardian 

dropping them off.   
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   Dismissal 
▪ Children must be checked out using the office ipad by the parent/guardian 

picking them up.  

▪ There will be a fee of $1.00 per minute for late arrivals after 9:00 a.m. as well as 

late dismissals after 5:30 p.m. (This fee applies to all late pick-ups and late 

arrivals that the center was not notified about in advance.) 

▪ If the person picking up a given child is not known to the discharging 

Preschool staff member, he/she will be asked for photo identification.  The 

staff will then verify that the person’s name is on the transportation permission 

form.    

▪ If anyone other than those listed on the transportation permission form is to pick 

up a child, parents must notify the center in advance so that they may be add to 

the permission form.  It is critical that we be kept informed of any changes or 

special instructions. 

 

 

In accordance with State regulations, “Children should not be released to anyone whose 

behavior, as deemed by a responsible person, may place the child(ren) in imminent risk.  A 

school representative must immediately call 911, the local law enforcement agency or other 

emergency services number prior to the release of children to a parent.  If the person displaying 

high risk behavior is not the parent, the program shall not release the child, and the parent shall 

be called immediately.” (Rule 0520-12-01-.05-12c)  

 

Non-Custodial Parents________________________________________ 

 
If a child’s family situation involves a non-custodial parent: 

▪ The school must be provided a copy of the court/custody orders. 

▪ The school and all representatives will abide by the official court custody orders.  

▪  If a non-custodial parent attempts to gain access to his/her child, a school 

representative will immediately call 911, the local law enforcement agency or 

other emergency services number, and then call the custodial parent. 

           

Disenrollment Policy________________________________________ 

 
As a high-quality Child Care and Early Learning Program, we are committed to providing 

exceptional child care for our children and families. Our education program is responsible for 

creating positive learning environments that focus on preventing expulsions and suspensions. 

Our goal is to encourage strong and healthy partnerships between our staff, children, and 

families. We strive to ensure fairness, equity, and continuous improvement to support the 

children’s social, emotional, and behavioral health.  

 

On the rare occasion when the relationship between the Preschool and the family is  

not found to be mutually satisfactory, and/or the child’s/family’s behavior may      

warrant the need to find a more suitable setting for the child(ren), the question of  

continued enrollment shall be reviewed by the family and appropriate representative of  
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the Preschool (Preschool Director, Preschool Administrative Board Chair, at least one  

additional Board member).  The final decision rests with this Preschool Review  

Committee.  Parents will be notified in writing (print or digital) of this decision. 

The decision to dis-enroll a child(ren) is a difficult one for the Preschool and the  

family.  Lines of communication with parents should always remain open and parent  

conferences conducted to discuss the problematic issues.  The Preschool will provide  

sufficient notice (generally two weeks), if possible, so the family can secure alternative 

childcare.          

 

If dis-enrollment is the result of a parent/guardian’s conduct, all children in the family  

are dis-enrolled. 

 

Any child/family who is dis-enrolled and has an outstanding account balance must  

have the account settled within 30 days.  All accounts not settled within this 30-day  

period will be referred to a collection agency at the discretion of the Board 

 

Causes for Dis-enrollment 
C.H.U.M.P.S will never dis-enroll a child based on race, color, religion, sex, or disability. The 

following, while not all-inclusive, are examples of reasons why such actions would need to be 

taken: 

 

Child’s Actions: 

 
▪ The child is unable to adjust to the program after a reasonable amount of 

time. 

▪ The child demonstrates on-going physical or verbal abuse to staff or other 

children. 

▪ The child displays on-going uncontrollable tantrums/angry outbursts. 

   

▪ The child immunizations do not comply with the Department of Health’s 

immunization guidelines. 

 
 Parental Actions: 

▪ A parent/guardian fails to abide by Preschool policies or requirements, 

including problem resolution procedures. 

▪ A parent/guardian slanders or defames the Preschool. 

▪ A parent/guardian harasses or makes threats against staff, other parents, or 

children. 

▪ There is non-payment of tuition or failure to pay fees according to 

guidelines. 

▪ A parent/guardian demands special services that are not provided to other 

children and cannot reasonably be delivered by the program. 

▪ A parent/guardian is consistently, repeatedly late in picking up child(ren). 
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Actions Resulting in Immediate Dis-enrollment 

 

▪ A parent/guardian is physically or verbally abusive or intimidating to Preschool staff, 

children, or any others at the Church facility. 
▪ Either a child or a parent/guardian exhibits potentially dangerous behavior. 

 

Enrollment Requirements_________________________________________ 

       
 Items Your Child Will Need:                        
    The following will need to be on file prior to your child’s first day in attendance: 

  

▪ A copy of your child’s official TN Department of Health Certificate of 

Immunization (Your child’s pediatrician can provide you with this form.) 

  

▪ A completed Enrollment Application Packet 

  

▪ The following items will need to be supplied with your child’s name on them to 

keep at the center: 

  

▪ At least 2 changes of clothes (including: weather appropriate pants, shirt, socks, 

and underwear if applicable) 

  

▪ Diapers/pull-ups - as needed (You will be informed when running low) 

  

▪ 3 packs diapering wipes - monthly (The first day of each month we ask that 

each family bring in 3 packs of wipes to replenish the classroom.) 

  
▪ A nap mat for children 12 months old and older (These can be ordered on 

Walmart.com: https://www.walmart.com/ip/Peerless-Plastics-Blue-Teal-

KinderMat-2-x-19-x-44/50184165 

We do require that they be at least 2 inches thick.) 

 

▪ A nap mat sheet (Crib sheets also fit these mats.) 

  

▪ A blanket for children 14 months old and older. You may send a blanket for 

children younger; however, they cannot sleep with it at our center until they are at 

least 14 months of age. 

  

▪ We provide breakfast, lunch, and afternoon snack to children 12 months old and 

older.  

 

Once children turn 1 year old, they will no longer take bottles at the center and meals will be in 

the form of breakfast, lunch, and an afternoon snack provided by the childcare. Please note that 

once your child is one year old their schedule will be that of the childcare center (this includes 

when naps and meals occur). 

about:blank
about:blank
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For children younger than one year old the following must be provided by the families: 

  

o Baby food (must be in the unopened original container/cannot be in glass jars) 

o breast milk (must be labeled with the child’s full name and the date it was 

pumped) 

o formula (must be in the unopened original container) 

o 1 bottle to keep at the center 

o 1 pacifier (if desired) to keep at the center 

 

Withdrawals____________________________________________________ 

 
▪ Each child is enrolled for the entire Preschool year or the balance of that year.   

▪ If you would like to withdraw your child from the program, a minimum of two-

weeks’ notice must be provided in writing or the following month’s tuition will be 

charged.  

▪ Full tuition through the end of the academic school year (typically May 31) will 

be charged to parents/guardians withdrawing their child(ren) after April 30th. 

 

 

FINANCIAL RESPONSIBILITIES 

 
Tuition/Delinquent Fees___________________________________________ 

 
Our Preschool is a non-profit organization.  The income generated from tuition is used to pay 

salaries, purchase materials, provide breakfasts/lunches/snacks, supplies, etc.  

 
Tuition may be paid weekly or monthly.  Parents will be asked to designate a choice of payment 

schedule.  Please make this selection carefully as our computer system does not allow for 

flexibility. 

▪ If paid weekly, tuition must be paid in full on Monday of each week.  Payment 

will be considered “delinquent” if not paid by Wednesday of each week--with an 

added charge of $30.   

▪ If paid monthly, tuition must be paid in full by the first Monday of each month.  

Payment will be considered “delinquent” if not paid by the Wednesday following 

the first Monday of the month with an added charge of $30.   

▪ If tuition is “delinquent” for more than 30 days, the child will be dismissed from 

the program.  Re-registration, if approved, will be on a space-available basis. 

▪ There is no pro-rating of tuition fees for personal vacations, sick days, weather 

closings or non-scheduled holidays, etc.  (Staff must work--and be paid--for each 

scheduled day of the Preschool calendar year regardless of the number of children 

present.) 
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Tuition Payment Options___________________________________________ 

 
Tuition may be paid using the Brightwheel application’s billing option. This is also where you 

will find your current balance.  

 

A secure drop-box for your tuition checks is located in the hallway near the office for your 

convenience.   

 

Daily Late Fees_____________________________________________________ 

 
The Preschool has set pick-up and drop-off times, 7:15-9:00 a.m. for drop-off and 3:30-5:30 p.m. 

for pick-up. Outside of these times, the preschool office is not always staffed. We understand 

that there may be rare circumstances where you may need to drop off your child later than 9:00 

a.m. or pick up your child earlier than 3:30 p.m. In these cases, you MUST inform the preschool 

in advance to ensure we schedule someone to be available to allow access into the building. If we 

are not informed, there may not be anyone available to let you in. 

 

The Preschool Center closes daily at 5:30 p.m. Beginning at 5:31 p.m., a late fee of $1.00 per 

minute per child will be required.  This fee will be added to your next tuition charge. 

 
Receipts_____________________________________________________________ 

 
Brightwheel provides a receipt in the form of an email when your payment has been entered. 

Written receipts will only be given after tuition payments are made with cash, money order or 

cashier’s check, unless otherwise requested. 

 

Returned Checks____________________________________________ 

  
You will be required to pay the bank fee ($10.00), our return check fee ($25.00), in addition to 

the amount of the check upon receipt of a returned check at the Preschool office.  After two 

returned checks, you will be asked to pay all tuition payments in cash. 

 

Statements__________________________________________________ 

 
For tax purposes, annual statements can be accessed using the Brightwheel Billing option.  If you 

have statements or forms from your place of work that need to be completed for reimbursement, 

please bring them in and allow ample time for us to complete them. 

 

Tax Information_____________________________________________ 

 
The tax ID number for the Colonial Heights United Methodist Church Preschool is 

EIN621178791--for use when filing your income taxes.  A tax receipt will be furnished by the 

end of January for all families. 
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Tuition Rates 2021-2022 
▪ Infant/Toddler Childcare ( Ages 6 weeks →30 months) 

(Ducklings, Frogs, Forest Friends, Jungle Friends) 

 

Weekly Rate   Monthly Rate Annual Cost 

5 days weekly        $180.00         $780.00       $9,351.00 

3 days weekly (MWF)   $123.00         $530.00       $6,357.00 

2 days weekly (TR)       $ 92.00         $399.00      $4,781.00 

 

▪ Preschool (Ages 2 years→ 5 years) 

(Barn Yard Buddies, Sea Buddies, Camping Critters, Owls) 

   

        Weekly Rate   Monthly Rate Annual Cost 

5 days weekly        $164.00         $710.00       $8,510.00 

3 days weekly (MWF) $ 108.00         $465.00       $5,569.00 

2 days weekly (TR)      $ 79.00         $342.00       $4,098.00 

 

Two- or three-day options will only be available when a two-day child can be 

paired with a three-day child. 

 

Due to preschool aged children being strongly encouraged to attend full-time 

(5 days weekly) part-time options may not be available.  

 

Discounts____________________________________ 

 
Sibling Discount: Families with multiple children enrolled will receive a 10% discount on the 

total tuition charged. 

 

Employee Discount: Employees with children enrolled will receive a 40% discount on the total 

tuition charged. 

 

Annual Registration Fees____________________________________ 

 
A non-refundable registration fee of $40.00 per child is required upon completion and 

submission of enrollment forms.  

 

Semi-Annual Consumable Materials Fee   _____________    

      
Purpose: to assist in defraying the costs of consumable products such as classroom supplies, art 

materials, etc. before the beginning of each semester. 

Fee amount: $30.00 per child each semester. 

 

Due dates: 1. Upon registration each year 

                  2. During the first week of February   
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SUMMER POLICIES 

Summer Enrollment Options_________________________________ 

C.H.U.M.P.S provides year-round (12-month) childcare.   

 

We do not offer drop-in childcare.  If that is something you are interested in, please consider 

either a two- or three-day a week option for the summer. 

 

For families wishing to change their child’s enrollment schedule for the summer months 

(June/July), the following options may be available: 

 

• 5-day schedule: Monday-Friday  

 

• 3-day schedule: Monday, Wednesday, and Friday 

 

• 2-day schedule: Tuesday and Thursday 

 

Two- or three-day options will only be available when a two-day child can be paired with a 

three-day child. 

 

Due to preschool aged children being strongly encouraged to attend full-time (5 days 

weekly) part-time options may not be available.  

 
Families wishing to withdraw their child(ren) for the summer will be placed on the waiting list 

for the fall enrollment.  Please note there is a risk of losing that position(s) for the fall.  Placing 

your child on the waiting list does not guarantee a position for fall enrollment. 

 

 

POLICIES & PROCEDURES 

 
Attendance______________________________________________________ 

 
The school day begins promptly at 8:30. Children may arrive as early as 7:15 a.m.  In order to 

realize the full benefits of being enrolled in our program, it is important that our children be 

present and on time for the days they are scheduled for each week.   

 

Please submit a message regarding any absence on Brightwheel or inform the Preschool office 

(423-239-7071) in advance, if possible, when your child will not be able to attend school.  It is 

important that we communicate with all parents relative to illnesses that may affect the other 

children in order to help prevent the spread of these illnesses.  This also helps us in scheduling 

for appropriate staffing ratios and how many meals we need to prepare. 
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Birthdays and Holidays____________________________________________ 

 
Birthdays are very special and may be celebrated at school.  Please notify your child’s teacher at 

least one week in advance if you wish to celebrate your son/daughter’s birthday at school.  

Special treats are also welcome for other events.  Please provide nutritious snacks if possible.  

Suggestions are: muffins, cookies, dried or fresh fruit, vegetables, etc.  Other options might 

include a “party favor” or special activity along with a fruit drink, for example. All food must be 

store bought in unopened original containers. Please be mindful of food allergies that any 

child in the group might have; be sure to check in advance with your child’s teacher 

regarding this matter. 

 

Brightwheel App      ____________________             

 
The Brightwheel app is now used for effective communication with parents. This app allows for 

and encourages direct communication with families and ensures parent inclusion regarding their 

child’s daily activities and welfare. Brightwheel has provided an innovative way to help us 

bridge the gap between parents and teachers, and we encourage parents to utilize this tool to 

contact your child’s teacher during business hours. Please be mindful that the teachers’ primary 

responsibility is the wellbeing of the children in their care. Their need to supervise and be 

attentive to the children throughout the day will always be prioritized above entering activities 

into Brightwheel. Due to this, there may be a delay in when activities (meals, naps, diaper 

changes, etc.) occur and when they are entered into Brightwheel. This also applies to direct 

messages between parents and teachers. An immediate response may not be possible at the time 

of communication. In the event of an emergency, the preschool office can be reached by phone at 

423-239-7071 or email at chumps2018@gmail.com.  

   

Chapel__________________________________________________________ 

 
Chapel is conducted on a weekly basis by Church staff, typically by the minister.  Through 

songs, stories, role-play and conversation, an awareness of God’s love for us will be shared.  

During this time, the children will be exposed to Christian ideals, values, attitudes and Bible 

stories.     

 

Clothing and Personal Belongings___________________________________ 

 
▪ Please label all clothing and belongings with your child’s name. 

▪ Be sure that your child wears clothing that is comfortable, washable, and allows 

for self-dressing (older students).  Please do not send your child in clothing with 

difficult zippers, overalls, one-piece outfits that button or zip in the back.   

▪ The children will be active throughout the day and need to be able to participate 

safely and comfortably.  Unless it is raining, below 32°F, or above 95°F, we plan 

to take advantage of outdoor opportunities, playground and equipment.  Be sure 

your child is dressed appropriately for playing outside on any given day. 

▪ Please send a full change of clothing, which can be stored at school and is labeled 

with their name: socks, two pairs of underwear, pants/shorts, shirt/sweatshirt, and 

a spare pair of shoes, if possible.  Also, if the clothes have not been needed, please 

about:blank


18 
 

remember to change out these clothes periodically to match the changing seasons 

and temperatures—and changing sizes 

 

Clothing Guideline Suggestions_____________________________________ 
▪ Comfortable, casual clothes, appropriate for weather conditions 

▪ Clothes easy to self-manage (no jumpsuits, difficult fasteners, etc.) 

▪ Closed-toe/heel shoes are recommended.  Cowboy boots, flip-flops, and sandals 

can cause mobility or safety hazard issues.  

▪ No jewelry (this including watches, necklaces, rings,  

 

Communications_________________________________________________ 

 
Parent ↔School communications need to be open through a variety of readily accessed 

structures.  We recognize the importance of effective communication as vital to ensuring your 

child(ren)’s success.  The following methods will be used:  

▪ Brightwheel App—Allows for direct communication between parents and 

teachers/director.  

▪ Open House/Parent Orientation--We will host an Open House/Parent 

Orientation at the beginning of each school year. This will provide an opportunity 

for the children and their families to see teachers, meet other 

staff members, and learn about their classrooms. 

▪ Conferences—Parent conferences are held on an “as needed” basis. 

Parents/Guardians may request a conference at any time to discuss their 

child(ren)’s progress/development and/or any concerns.   

▪ Newsletters - Families will receive a monthly newsletter providing detailed 

general program information, important dates and reminders, classroom events, 

and specific news. 

▪ Menus—Monthly menu calendars will be prepared and posted at the beginning of 

each week or month.  A copy of the menu will also be posted outside each 

classroom. A copy will be provided to you upon request.  

 
Reminder: School closings due to inclement weather are announced on local television stations.  

We will follow the closing/delayed opening/early dismissal schedule used by the Kingsport City 

School system.   

 

 

 

Confidentiality___________________________________________________ 

 

All records (both children and staff) are confidential, except as State law requires inspection by 

specific authorities.  Disclosure of information regarding a child’s developmental progress, 

physical or mental status, or family circumstance is treated with care and confidentiality, and 

shared only with individuals who have a “need to know” in order to provide appropriate care for 

the child. 
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Handling of Confidential Information in Incidences of Children’s Aggressive 

Behavior 
 

In social settings where young children are just beginning to explore and experiment with ways 

of interacting effectively with their peers, it is not unusual for incidences of aggression to occur. 

At certain stages in early childhood development, children’s desire to communicate their feelings 

and the need to assert themselves as individuals may often be expressed in non-constructive 

ways. Children at this stage in their development may sometimes express themselves by hitting 

another child, grabbing toys, or even biting. As an organization committed to the education and 

development of young children, C.H.U.M.P.S understands the developmental context in which 

these behaviors may occur, and we provide an environment where children can develop and 

grow as individuals as they learn more constructive ways of interacting with their peers. When 

incidences of aggression do occur, parents/guardians of the children involved are informed of the 

incident and of any specific information pertinent to an understanding of the situation. The 

information shared typically includes the details of the incident itself (e.g., the time and the 

place, preceding and subsequent events, the specific steps taken to comfort the child who was 

hurt and, more generally, to handle the situation). Plans are developed to teach more appropriate 

interactions and to prevent the recurrence of the aggressive behavior, and are shared with 

parents/guardians. However, the identity of the child who engaged in aggressive behavior is not 

disclosed. 

 

Our policies are designed to promote respect for every child and family we serve. Each child’s 

record is confidential. Consequently, we will not reveal the identity of a child who has engaged 

in an aggressive act against another, even at the request of the parent/guardian whose child has 

been the target of that aggressive incident. Knowledge of the aggressor’s identity is not 

necessary to parents’/guardians’ understanding of an incident of aggression, or of the actions 

taken by the center staff to ensure the well-being of their own child. In fact, such knowledge may 

serve only to stigmatize the other child unnecessarily (and inappropriately, given the 

developmental context of such behaviors). It may even add to the stress of this child’s 

parents/guardians, who already find themselves in the midst of a difficult situation. The 

interfamilial conflicts that could also result add nothing constructive to the situation 

and may hinder its speedy and natural resolution. Therefore, it is in the best interests of all 

involved parties to maintain a policy of confidentiality in such cases. This policy is consistent 

with standards for excellence in early childhood education, and it is one practiced consistently by 

other high-quality child care organizations. If, in our judgment, any child’s behavior places the 

well-being of others at risk of injury, we will act quickly and decisively to resolve the situation 

(e.g., through closer supervision, redirection to more appropriate activities, removal from tense 

situations, firm and consistent limit-setting, and/or provision of alternative outlets for the 

expression of feelings). If the aggressive behavior continues after exhausting our resources, we 

may conclude it is in the best interest of the program to suspend a child’s enrollment until 

appropriate outside resources are identified and implemented to both support the child in our 

program and to reduce the opportunity for injury to others. Our commitment is to provide a 

quality group-learning environment for every child. 
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Discipline_______________________________________________________ 
 

“Discipline” at the Preschool level embodies the children’s development of a growing sense of 

self-control and restraint exercised by the individual child.  Examples of the types of discipline 

we seek to foster are: consideration for the rights of others, respect for authority, ability to 

assume responsibilities.  We will utilize positive approaches involving redirection and positive 

statements, etc.  If additional strategies appear to be needed, the parent/guardian(s) and teacher 

and/or director will meet to develop a consistent plan or approach. 

 Strategies: 

▪ Clear expectations 

▪ Consistency in our expectations 

▪ Positive attitudes 

▪ Choices for the children 

▪ Involvement of the children in problem solving 

▪ Redirection techniques 

▪ Consideration of other’s feelings 

▪ Separation from the group or activity when appropriate 

▪ Positive reinforcement. 

 
Drills and Emergency Preparedness                                                                 

         
Safety of our students and staff is one of our most important concerns.  All employees have been 

trained in CPR and Emergency First Aid.  As required by our licensing agency, we conduct 

monthly fire drills, bi-annual earthquake and severe weather safe areas drills.  Additionally, we 

plan and practice for lockdown/intruder/bomb threat and/or hazardous material spills drills. 

 

Food___________________________________________________________ 

 
In accordance with the C.A.C.F.P. nutritious breakfast, lunch, and an afternoon snack are 

provided daily. Older children may at times make their own snacks as a learning opportunity.  

Breakfast and lunch is prepared daily and served in the classrooms. The cost of prepared lunches 

is included in your tuition fees.   

 

Please inform us of any food allergies or food limitations your child(ren) has.  We may not be 

able to accommodate menu changes for certain allergies.  Therefore, the family may be asked to 

provide their child’s meal and snacks.   

 

 

Health and Safety Practices_______________________________________ 

 
C.H.U.M.P.S maintains stringent health and safety practices. Staff members undergo a thorough 

screening and hiring process, including a state-required background check. Staff members who 

are certified in first aid and CPR are present in the center at all times. Comprehensive health and 

safety checklists are completed and routine fire and emergency drills are conducted on a regular 

basis. To make certain that the center is kept as secure as possible, we ask that you not allow 

others to “piggyback” on your entrance or enter the center upon your departure. 
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Infection Control_______________________________________ 

 
All teachers are trained in proper hygiene practices, which include hand-washing procedures, 

general infection control, safe food handling, and diapering and toileting procedures (procedures 

are posted in each classroom). Adults are encouraged to sanitize their hands before entering as an 

additional precaution to prevent the spread of germs; however, this does not replace hand 

washing with soap and water. Teachers will also engage children in learning activities designed 

to teach healthy habits. 

 
C.H.U.M.P.S will sanitize certain equipment, items, and surfaces using soap and water followed 

by disinfectant on a regular schedule. The disinfectant can be either a bleach solution or a 

commercial disinfectant registered by the Environmental Protection Agency (EPA). 

 

The following duties are performed on a regular basis: 

• Cribs and infant toys are washed and sanitized daily or after they have been mouthed. 

• Crib sheets, crib blankets, and machine-washable fabric toys are washed on 

a weekly basis or more often if needed. 

• Blankets and washable toys that belong to children are sent home at the 

end of each week for washing. 

• Diapering surfaces are cleaned and disinfected after each use. 

• Food preparation surfaces are cleaned and sanitized before and after each use, 

including tables and high chair trays. 

• Toilets, toilet seats, flushing handles, containers/lids used to hold soiled papers, water 

tables and water play equipment, play tables, and smooth nonporous floors are cleaned 

and disinfected daily or whenever there is visible contamination. 

 

Allergy Prevention_______________________________________ 

 
Families are expected to notify the center regarding children’s food or environmental allergies. 

Parents/guardians of children with diagnosed allergies or asthma are required to provide the 

center with an individualized health care plan, signed by the child’s physician, detailing the 

child’s symptoms, reactions, treatments, care, and all necessary medication. A list of children’s 

allergies is posted in all the classrooms throughout the center, including the kitchen. Staff 

members are trained to familiarize themselves with the list and to consult as appropriate to avoid 

the potential of exposing children to substances to which they have known allergies. 

 

In the event that a child in our center has a sever nut allergy, contact with peanuts or 

products containing traces of peanuts or peanut oil can be critical or even fatal to a child with a 

severe peanut allergy. C.H.U.M.P.S has taken a proactive approach to create a “peanut sensitive” 

environment or will do so in the event a child in the program develops such an allergy or a child 

with this allergy is newly enrolled in the program. In classrooms effected by such an allergy, 

all families and staff are asked to carefully monitor all food ingredients to avoid peanuts 

and peanut products. 

 

Despite our diligent efforts, it is impossible to eliminate all risk for children with food allergies. 

Some allergies are so severe that the presence of the allergen in proximity of the child causes a 
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reaction. Similarly, it is impossible to prevent children from sharing food or for an allergen to be 

brought into the center by a family member or child, despite our best efforts to educate families 

and raise awareness. Ultimately, parents/guardians will need to decide whether group care is 

appropriate for their child with allergies in light of the risks that cannot be eliminated. 

 

Food Preferences/Intolerances__________________________________ 

 
While we certainly respect all cultures and religions, we are not able to provide and manage food 

substitutions for the many families we have in our center, whether that substitution is motivated 

by religious or cultural reasons, food intolerances, or simply a child’s preference. Menus are 

posted and families are always welcome to bring a meal from home that does not require 

additional preparation. 

 

Health Form/Immunizations_______________________________________ 

 
An annual health examination is required and the responsibility of the parent/guardian. 

 

Each child must also be immunized according to the current Department of Health guidelines 

prior to the child’s initial entrance into school.   

▪ Any child who fails to comply with the Department of Health immunization 

guidelines in a timely manner will be dismissed from the program. 

▪ His/Her “Tennessee Department of Health Certificate of Immunization” must be 

on file at the Preschool office BEFORE the child can begin school.   

▪ Children returning for the new school year must keep immunizations up-to-date 

and provide the Preschool with updated Certificates of Immunization.   

    

Illness____________________________________________________________ 

  
*Parents or designated emergency person(s) should respond to the call concerning a sick child 

within 30 minutes and pick up the child within 60 minutes.   

 

*Please take into consideration the number of children and staff who may be affected by your 

child’s illness when making a decision about whether to send your child(ren) to school for the 

day.   

 

Our licensing agency requires mandatory temporary removal from the Preschool for any and all 

of the illnesses listed below.  Please keep your child at home if he/she has: 

 

All viruses and other illnesses - If your child is prescribed an antibiotic for a virus or other 

illness, they must be on the medication for at least 24 hours before returning to school.   

▪ Bronchitis - typically begins with hoarseness, cough, and a slight elevation in 

temperature.  The cough may be dry and painful, subsequently becoming loose 

▪ Conjunctivitis - an eye infection commonly referred to as “pink eye”.  The eye is 

generally red with some burning, and there may be a thick, yellow drainage.  

Treatment must be in progress at least one full day before returning to school. 
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(Children suspected of having conjunctivitis must be examined by a physician and 

bring a doctor’s note before returning to the preschool.) 

▪ Diarrhea - (2 or more loose, watery stools within an eight hour period) Your 

child must be free from symptoms at least one full day before returning. 

▪ Fever - defined as having a Fahrenheit temperature of 100° or higher.  Children 

cannot return to the Pre-School until they have been fever free for 24 hours 

without the aid of a fever reducer. 

▪ Head Lice – The condition must have been treated and all nits removed before 

returning to school.  Upon return to school, you must present proof of treatment 

(sales receipt) and a staff member must check the child to affirm that the child is 

cleared for returning. 

▪ Herpes infection (fever blisters) - blisters in the mouth or on the lips, often at the 

site of broken skin.  Infections are usually mild, but can become very painful and 

make eating difficult. 

▪ Impetigo - a skin infection consisting of blisters surrounded by a reddened area.  

When these blisters break, the surface becomes raw, “weeps” and oozes.  The 

lesions eventually become crusted and yellowish. 

▪ Irritability - continuous crying, or requiring more attention than can be provided 

without neglecting other children’s care. 

▪ Other childhood contagious diseases - such as: measles, mumps, rubella 

(“German measles”), chicken pox, roseola. 

▪ Rashes - that have not been diagnosed by a physician. 

▪ Scabies - parasitic skin mite infestation characterized by itchy skin, rash, small 

pus-filled bumps, often found first on the feet, then the palms of hands and scalp. 

▪ Severe cold - with sneezing and/or excessive nasal drainage. If your child is sent 

home due to severe cold symptoms, they may not return to school unless they 

have a doctor’s note stating they do not have a contagious illness. 

▪ Strep throat - if diagnosed with a strep throat infection and placed on an 

antibiotic medication, the child should not be brought back to the Pre-School until 

he/she has had medication at least one full day. 

▪ Vomiting - more than the usual “spitting up”.  The child must be symptom-free 

without medication for at least 24 hours before returning to school. 

        

    Medications______________________________________________________ 

  
▪ If your child needs medication during the day, you will be asked to complete a 

medication form giving permission to the staff to administer the medication and 

indicating the exact dosage and time for administration. 

▪ Please hand the medication to our “designated staff member” (Director) in order 

for the medication to be kept in a locked container or refrigerator.   

▪ Any “syringes” or spoons used to give medication must be included in a  

           ziplock bag with written instructions.   

▪ If you have given your child medication prior to arriving at the Preschool, you are 

responsible for making us aware of that medication and the reason it was given.   

▪ Please do not ask us to decide when or if your child needs medication. 
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Staff CAN administer:    

▪ We are only allowed to administer PRESCRIPTION medications with specific 

doctor’s orders.   

▪ All prescription medications must have your child’s name, doctor’s name, date, 

dosage, and specific instructions on the original label and in the original 

container. 

 

           Staff CANNOT administer: 

▪ Over the counter medications (i.e. Tylenol).  

▪ Medication to control an existing fever. 

 

           Please do not ask staff members to make exceptions to any of these policies. 

 

 

   Return to School_________________________________________________ 

 
▪ Please be advised that the Preschool is not equipped to provide child care for sick 

children.   

▪ In order to return to the Preschool, your child must be free of any of the  

           symptoms for 24 hours.  If a child is sent home with fever, vomiting  

           and/or diarrhea, he/she MUST be away from school for a minimum of 24  

           hours.  There can be no exceptions, even with a doctor’s note.  

▪ In the event your child has an illness such as the flu or other illness with 

characteristic fevers, etc., a doctor’s note is required.  The Preschool staff reserves 

the right to refuse re-admittance is such cases. 

▪ Please call the office (423-239-7071) to report any illness that may be  

           contagious so we can alert other families about possible exposure.   

  

Injury Prevention_______________________________________________ 

 
Teachers for each age group are responsible for daily safety inspections of their assigned area 

and equipment. Defective equipment will be removed or repaired as soon as possible to prevent 

injury. Small toy pieces or other objects that could pose a choking hazard to infants and toddlers 

will not be allowed in areas designated for children under age three. For the same reason, 

children’s personal items such as 

barrettes, hair ties, earrings, necklaces, and beaded jewelry are also strongly discouraged in these 

areas. When visiting your child’s classroom, please ensure that purses, briefcases, or backpacks 

are not left within the reach of children. 

 

Balloons:  

Broken balloon pieces can be ingested and cause an obstruction of a child’s airway. This is 

possible whether a balloon is inflated or not, as children may bite the balloon or suck it in while 

attempting to inflate it. As a result, latex balloons are not allowed at C.H.U.M.P.S. If you wish to 

send something special in for your child’s birthday or for another celebration, other items could 

be used such as birthday hats, beach balls, or streamers. Check with center management to find 

out what is allowed in your center and is appropriate for your child’s age group. 
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Clothing Hazards:  
Playground safety is a major concern in child care. One particular aspect of concern is the risk 

associated with children’s clothing that may become entangled with climbing or sliding 

equipment and creates a hazard that might lead to strangulation or other serious harm. 

Parents/guardians should be aware of the potential strangulation hazards of drawstrings on 

clothing. To prevent injuries from strangulation, children will not be permitted to wear any 

shirts, jackets, sweatshirts, jewelry, or articles that are tied around the neck or waist, including 

scarves and mittens or gloves secured with a string through the sleeves of a jacket. Please check 

your child’s clothing carefully and remove all drawstrings. 

 

Footwear:  
Footwear (e.g., sneakers and sandals with backs) that is appropriate for active, outdoor play such 

as climbing, running, and jumping on various surfaces is strongly recommended. Closed-back 

shoes are always preferred. 

 

Bibs and Pacifiers: 
Bibs will not be left on babies when they are placed in cribs or while mobile due to the potential 

strangulation hazard. If your child uses a pacifier, you will need to provide staff with at least two 

pacifiers and instructions for use. Infants will not be forced to take a pacifier for any reason; 

should the pacifier fall out of the infant’s 

mouth, it does not need to be reinserted. Pacifiers attached to strings or ribbons cannot be placed 

around infants’ necks or attached to infants’ clothing at any time, including activity time and 

while in their crib, due to the risk of strangulation. Pacifiers should be labeled using only a non-

toxic marker. Tape, adhesive labels, or similar products may become loose over time, becoming 

a choking hazard. 

 

Biting_______________________________________________ 

 
Biting is a normal stage of development, commonly seen in infants and toddlers, and sometimes 

even among preschoolers. It is something that almost all young children will try at least once. It 

is a natural phenomenon and not something to blame on children, families, or teachers. Still, 

when it happens, it’s scary, frustrating, and very stressful for everyone involved. Brief episodes 

of biting do not mean that a child is having a social or emotional problem. Nor does it mean the 

family is to blame. It simply indicates that your child is going through that particular stage in his 

or her development. As with developmental stages, biting soon ends. In all cases of biting, our 

response will be to care for the child who was bitten, to help the biter learn a more appropriate 

behavior, and to examine our program to maintain an environment that is consistent with 

children’s needs. Our focus will not be on punishment but rather on effective techniques that 

address the specific reason for biting. We encourage you to talk to your child about this behavior, 

but we also caution that delayed punishment at home, hours after the incident, will not be 

understood by the child. 
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Biting may occur for any of the following reasons: 

• Oral exploration 

• Teething 

• Hunger 

• Fatigue 

• Lack of awareness that biting hurts 

• Frustration, anxiety, or stress 

• Inability to express feelings or needs verbally 

• Mimicking behavior 

• Inexperienced peer interactions 

• A way of showing affection 

• Exploring cause-and-effect relationships 

• Exploring holding on and letting go of relationships 

• Making an impact 

• Impulsiveness and lack of self-control 

• Excitement and overstimulation 

 

The following steps will be taken if a biting incident has occurred at C.H.U.M.P.S: 

 

▪ The biting will be interrupted with a firm, “No…we don’t bite people.” 

▪ Staff will stay calm and will not overreact. 

▪ The bitten child will be comforted. 

▪ Staff will remove the biter from the situation. The biter will be given something to 

occupy them.  

▪ The wound will be assessed by the teacher and cleansed with soap and water. 

▪ The child who bit will be spoken to on their level in a loving, but firm manner. We will 

explain that, “You cannot bite people because it hurts them. We do not hurt people.” 

▪ The parents of both children will be notified of the biting incident. Appropriate forms 

will be filled out (Incident Report).  

 

When your child has bitten another: 

 

C.H.U.M.P.S treats biting like any other harmful behavior (kicking, hitting, scratching etc.). 

Classroom staff will work together with parents and try to reach the cause as to deter future 

biting—charting location, who was involved, time, other behaviors, staff present, and 

circumstances. Staff will “shadow” children who indicate a tendency to bite, to head off biting 

situations and reinforce appropriate behavior.  

1. You will be notified of the biting incident and will be expected to begin your own 

research and assist us in training your child to use appropriate behavior.  

2. If your child’s behavior becomes a common occurrence, the director will meet with 

parents to go over a written behavior improvement plan and offer resources for 

assistance. They will discuss our biting policy and prepare them for the possibility of 

dismissal. We will work closely with the child in hopes of quickly guiding them past this 

stage.  

3. If the behavior persists after implementation of the behavior plan and partnership with the 

family, the student may be unenrolled from our program if deemed in the best interest of 
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the child, Colonial Heights United Methodist Preschool, and other children. Re-

enrollment for the child into the program may be considered six months after the 

termination.  

 

Confidentiality  

 

Our policies are designed to promote respect for every child and family we serve. Each child’s 

record is confidential. Consequently, we will not reveal the identity of a child who has engaged 

in an aggressive act against another (or the child that was injured), even at the request of the 

parent/guardian whose child has been the target of that aggressive incident. Knowledge of the 

aggressor’s identity is not necessary to parents’/guardians’ understanding of an incident of 

aggression, or of the actions taken by the center staff to ensure the well-being of their own child. 

In fact, such knowledge may serve only to stigmatize the other child unnecessarily (and 

inappropriately, given the developmental context of such behaviors). It may even add to the 

stress of this child’s parents/guardians, who already find themselves in the midst of a difficult 

situation. The interfamilial conflicts that could also result add nothing constructive to the 

situation 

and may hinder its speedy and natural resolution. Therefore, it is in the best interests of all 

involved parties to maintain a policy of confidentiality in such cases. This policy is consistent 

with standards for excellence in early childhood education, and it is one practiced consistently by 

other high-quality child care organizations. 

 

Children’s Injuries_______________________________________________ 

 
If your child sustains a minor injury while at the center (e.g., scraped knee), you will receive an 

Incident Report outlining the incident and course of action taken by the staff member. Minor 

wounds, such as cuts, scrapes, or bites, will be washed with liquid soap and cool, running water 

followed by rinsing. A dry bandage or dressing may be applied as appropriate. You will be 

contacted immediately if the injury produces any type of swelling, is on the face or head, or 

needs medical attention. If a serious medical emergency occurs, the child will be taken to the 

hospital immediately by ambulance, and a staff member will contact you (or a designated 

emergency contact if you cannot be reached). 

 

 Infant Information_______________________________________________ 

 
▪ Baby Food 

-Please feed your child before bringing him/her to the Preschool. 

-Parents/Guardians must furnish all the food required for the infant for  

 the entire day. 

-All baby food containers must arrive at the Preschool with their original  

 seals.  

-Glass baby food containers are not allowed.   

▪ Bottles 

-Only plastic bottles are allowed in the Preschool and must be furnished   

  by the parent(s)/guardian(s).   

 -No glass feeding bottles are allowed. 



28 
 

▪ Diapers 

 -Parent(s)/Guardian(s) must also furnish diapers and wipes. 

 -Please put your child’s name on the packages of diapers and wipes. 

▪ Diaper Ointments and Medicines 

 -Medicines, including diaper ointments, are not allowed to be stored in  

  your child’s diaper bag,  

 -Please give diaper cream products to the caregivers to be placed in a  

   locked container. 

▪ Immunizations 

 -You must bring a Tennessee State immunization form from the  

  doctor/health department each time your child receives immunizations  

  until the age of 30 months.   

 

Diapering _______________________________________________ 

 
Children’s diapers will be checked at least every two hours and upon awakening and will be 

changed promptly when soiled or wet. We understand that as part of the diaper-changing 

process, you may request that we use baby powder. However, it is C.H.U.M.P.S’ policy not to 

use baby powder. While using baby powder, it can get into the baby’s lungs, causing swelling 

and irritation, and could lead to breathing problems. It can also cause an inflammatory reaction 

in some children when exposed to the broken skin of a diaper rash. A better choice for reducing 

rubbing and preventing diaper rash is cornstarch, which is coarser and safer than powder. 

 

Diapers will be changed: 

• In accordance with requests of families. 

• Consistent with children’s physical and emotional abilities. 

• In compliance with state regulations. 

 

Toilet Learning _______________________________________________ 

 
Learning to control one’s bodily functions is a childhood rite of passage, and it is of no small 

concern to all the adults in a child’s life — at home and at the center. In our environment, a 

family-teacher partnership that supports the child is the most important factor in making this 

experience successful and as low-stress as possible. There are different views on the when and 

how of toilet learning, and every culture approaches it differently. Research indicates that young 

children cannot successfully learn how to use the toilet until they are physically, mentally, and 

emotionally ready. Many pediatricians say that most children under 24 months of age are not 

physically capable of regulating bladder and bowel muscles. Thus, toilet learning is generally 

most successful when it is started around that age or later. Most positive toilet learning will occur 

only after children show signs of physical control (or awareness) of their bodily functions and 

when they demonstrate an interest or curiosity in the process. C.H.U.M.P.S’ toilet learning 

procedures follow the recommendations of the American Academy of Pediatrics and state 

regulations. We are committed to working with you to make sure that toilet learning is carried 

out in a manner that is consistent with your child’s physical and emotional abilities and your 

family’s concerns. Procedures will be posted in each classroom. 
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The following guidelines will be followed: 

• Children will be supervised during toilet learning, and will be encouraged for their 

efforts and accomplishments. 

• Toilet learning will not be coerced. The individual developmental abilities of each child 

will be considered. Children will not be punished emotionally or physically for soiling, 

wetting, or not using the toilet. 

• Families will provide sufficient extra clothing for their children to change into in the 

event of a toileting accident. Any extra clothes that are worn home should be replaced the 

next day. 

• Families will be kept advised of their child’s progress on a regular basis according to 

family wishes. 

 

Infant Sleep Positions and Crib Furnishings ______________ 

 
At C.H.U.M.P.S, your child’s health is our primary concern. The First Candle/SIDS Alliance, the 

American Academy of Pediatrics, and the Association of SIDS and Infant Mortality Programs 

strongly recommends that infants be put to sleep on their backs in a crib on a firm mattress to 

reduce the chance of Sudden Infant Death Syndrome (SIDS). At first, some babies do not like 

sleeping on their backs, but most quickly get used to it, and this is the best sleep position for your 

baby. At C.H.U.M.P.S, infants will be put to sleep on their backs. Where allowed by state 

regulations, parents/guardians who choose to have their child put to sleep on his or her side or 

stomach (or any other variation other than to sleep on their back) must sign a release authorizing 

C.H.U.M.P.S to make an exception to its policy and to release C.H.U.M.P.S from any liability. 

This release must also be signed by the child’s physician. 

 
Infants who fall asleep will be gently picked up and placed in a crib on their back for the 

duration of the nap time. In keeping with our safe sleep practices, if your infant arrives at the 

center asleep in a car seat, he/she should immediately be removed and placed in their assigned 

crib on their back. 

 
The standard practice at C.H.U.M.P.S is to not allow soft items (such as stuffed animals and 

blankets) in the crib as recommended by the First Candle/SIDS Alliance and the American 

Academy of Pediatrics. Exceptions to this practice should be requested in writing and may 

depend on the licensing regulations in your state. Some states may require a physician’s note as 

well, or may disallow the practice completely. 

 

Nap/Rest Time _______________________________________________ 

 
▪ Infants nap on an “as-needed” basis.  All toddlers, 2-, 3-, and 4-year children, 

have a planned nap or quiet rest time from approximately 12:30-2:30 p.m.   

▪ Parents are encouraged to furnish two small blankets or beach towels for nap/rest.  

An old pillowcase is a good option for storage of nap items. 

▪ Each child may also bring one soft sleeping “friend”, i.e. stuffed animal, etc. 

and/or small pillow.   

▪ Please label ALL items with your child’s name.  These items must go home each 

Friday to be washed.  
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Observation of Children___________________________________________ 

 
Written parent/guardian permission is required for any observation of children by non-child care 

agency staff.  (TN DHS requirement) 

 

Smoke-Free Drug-Free Environment___________________________ 

 
Our campus is a smoke-free, drug-free campus. 

 

One-on-One Care_______________________________________ 

 
C.H.U.M.P.S does not discriminate against any child based on race, color, sex, religion or 

disability. However, we are not equipped/staffed to care for children who require one-on-one 

attention.  

 

Volunteer Candidates________________________________________  

 
Any person applying to work as volunteer at our Preschool must be screened through the registry 

maintained by the Tennessee Bureau of Investigation (TBI) as established by T.C.A. ¤37-1-408.   

 

“Volunteer” is defined as any person who through his/her involvement with the Preschool is 

directly, independently responsible for the care of any child/children.  Such volunteers must 

comply with all staff policies, including TBI screening.  

 

Reporting Abuse and Neglect_______________________________ 

 
Individuals working with children are mandated reporters and are required by law to make a 

report to the appropriate state authorities if they have reasonable cause to believe or suspect a 

child is suffering from abuse or neglect or is in danger of abuse or neglect. All staff members 

receive training in identifying and reporting suspected abuse or neglect. The particular state child 

protective service agency involved will determine appropriate action and may conduct an 

investigation. It is the agency’s role to determine if the report of abuse or neglect is substantiated 

and to work with the family to ensure the child’s needs are met. C.H.U.M.P.S will cooperate 

fully with any investigation and will maintain confidentiality concerning any report of child 

abuse or neglect. Our foremost concern is always the protection of the child. 
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▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Change of Schedule Request 

 

Date_____________________ 

 

Please accept this request as written notice of a schedule change for 

_______________________________ .   
   Child’s Name 

  

On ___________________ his/her schedule will change from  
      Date  

 _________  days per week to _________  days per week. 
(previous schedule)           (new schedule) 

 

 

____________________________________     ___________ 
            Parent Signature            Date 

 
 

 

Program Withdrawal Request 

 

Date_____________________ 

 

 

Please accept this request as written notice of withdrawal of 

_________________________ from the Colonial Heights United 
      Child’s Name 

 Methodist Church Preschool program,  effective _______________. 
                (Date) 

 

 

 

____________________________________     ______________________ 
            Parent Signature                   Date 
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Community Resources for Parents 

 

 

 

 American Red Cross      378-8700 

 Big Brothers/Big Sisters      247-3240 

CASA (Court Appointed Special Advocates)  247-1161 

Child Abuse/Neglect Hotline     877-542-2873 

Children’s Advocacy Center     279-1222 

Contact Concern       246-2273 

Department of Children’s Services    279-1460 

Department of Human Services    224-1900 

 Holston Children and Youth Services   224-1000 

 Mt. Region Speech and Hearing Center   246-4600 

 Poison Control       1-800-222-1222 

 Small Miracles Therapeutic Horseback 

  Riding Center      349-1111 
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Colonial Heights United Methodist Preschool Schedule 

7:15-9:00 

9:00-9:30 

9:30-12:00 

12:00-12:30 

12:30-2:30 

2:30-3:00 

3:00-3:30 

3:30-5:30 

 

 

 

Drop-off 

Breakfast 

Outdoor play & Class time 

Lunch 

Nap 

Snack 

Outdoor play & Class time 

Pick-up 

 

 

 

The TN Department of Human Services, our licensing agency, requires that 

parents sign for receipt of a copy of our Preschool policies and a copy of their 

“Summary of Licensing Requirements for Child Care Centers”.  This signed 

receipt must be maintained by the Preschool in your child’s file.  

 

 

 

I have received a copy of the Colonial Heights United Methodist Church 

Preschool’s Handbook, containing a copy of Preschool policies, and a 

copy of the TN Department of Human Services’ “Summary of Licensing 

Requirements for Child Care Centers”. 

 

 Name of Child(ren)___________________________________________ 

 

 Signature of Parent/Guardian____________________________________ 

 

 Date of Signature_____________________________________________ 


