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Empowering children and families to achieve a healthy, optimal and independent lifestyle.
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To be the leader in helping children and families succeed.
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WELCOME TO PORTER-LEATH’S PRESCHOOL PROGRAM

Dear Porter-Leath Preschool Parent(s)/Guardian(s):

Porter-Leath Staff would like to welcome you and your family to the Preschool Program. We are pleased that
you have extended the opportunity to serve your child(ren) during the most important developmental years of
their lives.

As the parent(s) or guardian(s) you are your child’s first and most important teacher.  Our staff has made a
commitment to partner with you to help your child develop to his/her full potential.

We invite you to visit our center at any time and we are looking forward to a successful year.

IMPORTANT NUMBERS

My child’s school is:

The school’s address is:

The phone number is:

The Site Manager is:

My child’s Teachers are:

My Family Liaison is:

OTHER PEOPLE I SHOULD KNOW

Name Position Email Address

TaMeka Cross Program Manager tcross@porterleath.org

Dr. Lashica Cox Education Manager lcox@porterleath.org

Tracy Jackson Family Service Manager tdjackson@porterleath.org
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ABOUT OUR PRESCHOOL PROGRAM

Porter-Leath Preschool program provides comprehensive services for the “whole” child.  We serve children
from 2 years to 5 years of age (6 weeks to 5 years of age at our Academy Orange Mound Location).  Our
classrooms offer developmentally appropriate activities.  Each classroom participates in child-initiated and
teacher-directed activities daily.

Our Preschool Centers offer specialized services designed to meet the needs of the whole child.  With
parent/guardian consent, children will be offered health and nutrition services. Staff will provide health and
nutrition services for all children including those with special needs.

Nutrition services are provided to offer our parents education on healthy cooking and eating habits. Nutritious
meals that align with the USDA guidelines are planned and offered to all children. If interested in meals
provided, parents will be provided with weekly menus.

Our Education Department offers developmentally appropriate classroom activities and practices that prepare
children for school. Our goal is to help each child develop cognitively, socially, emotionally, and physically.
Children are given the opportunity to make choices and participate in social activities.

The program is managed by a Site Manager, assisted by the Preschool Management and other key support
staff.

Porter-Leath has many years of experience providing high quality, early childhood education services.  In
addition to Preschool services, Porter-Leath serves as an Early Head Start grantee and Pre-k provider for local
charter school partners.
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CENTER HOURS, FEES, & ATTENDANCE POLICY

1. Weekly rates:

Toddler Class (Age 2) $245 per week

Preschool Class (Ages 3 & 4) $190 per week

DHS certificates will be accepted at all sites.  Please speak with a site manager if you would like
assistance with the application process.

Discounts:
Porter-Leath Staff will receive a 15% discount off the weekly rate for their own children.
Families with siblings will receive a 10% discount off the second child (and any additional
children’s) weekly rate.

2. Except for illness, children are required to be at school each day that the center is in operation.

3. Porter- Leath Preschool core hours of operation are from 8:00 a.m.– 3:00 p.m.  For parents that
are working or attending school, extended care hours (6:30 a.m.- 6:00 p.m.) are provided.

4. The Porter- Leath Preschool school day begins at 8:00 a.m. ALL CHILDREN ARE
EXPECTED TO BE IN THEIR CLASSROOM BY 8:30 am to begin the school day.

● Parents are expected to notify Family Services if they are experiencing any difficulties,
or there is a need to arrive late. Parents will be referred to management for continued
late arrivals.

5. Arriving at school on time is important for our children.  Late arrivals to school impact the
children, the staff and the daily schedule.

6. It is important for children to be picked up in a timely manner from their day at Porter- Leath
Preschool.  It is the family’s responsibility to arrange for an alternative pick-up person if they
cannot be on time.

● If the designated pick-up person has an emergency and believes that they may be 5-10
minutes late, they are required to call the center and inform staff.  A charge of $1 per
minute will be applied to all parent accounts for children picked up after their agreed
upon pick-up time as indicated in parent/center contract.

7. If your child is going to be absent for any reason(s), the absence must be reported to your Site
Manager or Family Services Liaison.

8. After the third day of a child being absent, without notification from parent/guardian, the Site
Manager or a staff member will contact you to identify reasons for the absence and request an
anticipated return to school date.

● If no contact from the parent is made by the 7th day, a letter of notification will be
mailed, requesting the parent call the center regarding the status of your child’s
participation in the program to give our staff a return to school date.
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● If no contact has been made by the parent/guardian by day 14, the child(ren) will be
officially withdrawn from the program.

9. Porter-Leath Preschool sets target goals and our attendance goal is 85%.  Therefore, we will
make every possible effort to assist you in ensuring your child’s regular attendance at school so
that your child’s enrollment in the program will not be interrupted.

10. If a child is consistently absent, we will assess the reasons for the absences and assist  in ways
our staff is able to support your family.

MY RIGHTS AS A PORTER-LEATH PRESCHOOL PARENT/GUARDIAN
1. To provide input in decisions affecting the planning and operation of the program.
2. To help offer recommendations for adult programs that will improve daily living for my family and

me.
3. To be welcomed in the classroom.
4. To choose whether or not I participate without fear of endangering my child's right to be in the

program.
5. To be informed regularly about my child's progress in Porter-Leath’s Preschool program.
6. To expect guidance for my child from Porter-Leath’s Preschool teachers and staff that helps his/her

total individual development.
7. To be informed of all community resources related to health, education and the improvement of

family life.

MY RESPONSIBILITY AS A PORTER-LEATH’S PRESCHOOL
PARENT/GUARDIAN

1. To learn as much as possible about the program.
2. To accept Porter-Leath Preschool as an opportunity through which I can improve my life and my

children's lives.
3. To take part in the classroom as an observer, or a volunteer and to contribute my services in

whatever way I can toward enriching the total program.
4. To provide parent leadership support by offering recommendations and ways to enhance program

services through fundraising, academics, donations, etc.
5. To actively participate in meetings to learn about my child’s development.
6. To work with the teachers, staff, and other parents in a cooperative way.
7. To guide my children with firmness, that is both loving and protective.
8. To offer constructive criticism of the program, protect it against unfair criticism, and to share in the

evaluation of services.
9. To take advantage of programs designed to increase my knowledge about child development.
10. To become involved in community programs which help to improve health, education, and welfare

of others.
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APPLICATION / ENROLLMENT PROCESS

1. All children are enrolled in our program based on when applications are received and based on
availability at the time of application submission.

2. Applications must be completed before processing begins.

3. Parent/Guardian whose child is accepted for enrollment will receive a letter of acceptance.
4. Porter-Leath Preschool provides parent orientation at the start of school.

AUTHORIZATION OF PICK UP/DROP OFF

1.) Upon enrollment, parents must complete an authorization of pick-up/drop-off form.  On this form,
parents must list the person(s) authorized to pick-up and/or drop-off their child(ren). These individuals
must be over the age of 18.  No exceptions will be made and this policy includes daycare providers.

2.) For those persons picking up your child, we will ask him/her to show a picture ID.  The name listed must
match the name on the person’s personal identification. If the person does not have written authorization
and is not on your pick-up list, we will not release your child to that person. (This includes Day Care
Providers)

3.) Parents have the right to add or remove names from the Authorization Form. However, the parent must
come to the center to complete a Change of Status form in person.  Verbal or faxed requests will not be
acknowledged nor is staff responsible for implementing the necessary changes unless the
parent/guardian follows the procedures of coming into the center to update their child’s pick up list.

4.) Children will not be released to individuals other than their parents that are under the age of 18. This
policy will be enforced for anyone picking up children. That includes: authorized persons identified to
pick-up children and private childcare centers providing transportation.

5.) If a child's biological parent/guardian did not enroll the child into the program, the program cannot
disenroll the child or exclude that parent/guardian from coming to the center unless legal documentation
is provided. The biological parent/guardian that did enroll the child in the program can make changes to
the emergency contact/pick up list at any time by coming into the center to complete a Change of Status
form. Legal documentation must be provided to update enrollment/application information.

6.) We reserve the right to make a decision not to release your child if the individual who arrives to pick up
the child is intoxicated.
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LATE PICK UP POLICY

Parents are required to pick up their child by their designated pick-up time.  A pattern of picking up a
child(ren) late is unacceptable.  Parents will be asked to meet with the site manager to discuss possible
solutions to get the child(ren) picked up on time.

Porter-Leath Preschool program  has adopted the following procedures for children that are not picked up
from their classroom on time.

1.) Staff will attempt to call parent/guardian at the numbers listed in the child’s file if they are more than
fifteen (15) minutes late. If parent/guardian is chronically late; and for the purpose of this policy
“chronically” is defined as three (3) or more times in a two (2) week period, with or without a call from
the parent/guardian informing staff that they will be late. If the chronically late parent/guardian does not
contact us, staff will call when the parent/guardian is five (5) minutes late, then proceed to step 2.

Late Pick-UP / Early Drop-OFF Fees and Policy :
A Late Pick-up fee of $1 for every 1 minute you arrive after your scheduled pick-up time will be
charged. Fee is payable upon pick-up directly to the site manager on duty. No checks will be accepted.

2.) If staff is unable to contact parent/guardian, staff will attempt to contact emergency contacts listed in the
child’s emergency contact list. Contacts must have authorization to pick up the child.

3.) If staff is not able to make contact with anyone on the emergency/contact list, staff will attempt to call
the parent/guardian again. If staff are unable to contact parent/guardian we will proceed to step 4.

4.) Staff will notify his/her immediate supervisor who will contact their supervisor and proceed in filing a
report with the Department of Children’s Services. Staff will follow Porter-Leath’s internal reporting
procedures.

PHOTO PERMISSION POLICY

Porter-Leath photographs children and staff frequently.  A parent consent form is required for your child to be
photographed or filmed and it remains on file for the school term. Only Porter-Leath personnel or those
authorized by Porter-Leath will be allowed to take photographs of children and staff.  Forms will be updated
annually.

Please be advised parents are permitted to ONLY take pictures of their enrolled child during special events
and activities.
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DAILY PROCEDURES

1.) Parents must sign children in/out daily on the classroom sign in/out sheet.

2.) Parents must provide the child’s receiving teacher with a report of the child’s eating, bathroom
pattern and mood each morning.  This is done to ensure that we are providing the best possible
care for your child(ren). Parents must complete this information on the child’s daily activity sheet.

3.) Your child(ren) will be given a daily health check for any contagious diseases (i.e. chicken pox,
flu) or any bumps, bruises, and scratches they may have received before coming to the center.

4.) While conducting the daily health check, the teacher will look at your child’s stomach, back, arms,
legs, eyes and nose before you leave the center.  If there are suspicions or symptoms of any
contagious diseases, you will be asked to take your child(ren) home for the day and provide a
doctor’s statement when the child is able to return to school.

5.) Children must be picked up at the authorized time you were given upon admittance to the program
unless other arrangements have been approved in advance by the Site Manager.

6.) Porter-Leath Preschool staff will update your records twice each year to ensure that your child(s)
arrival and departure time are updated appropriately.

7.) The Department of Human Services prohibits the release of children to anyone  whose behavior
may place the child(ren) in imminent risk.  This means that Porter- Leath’s Preschool staff has the
responsibility to refuse to release a child to anyone that they believe exhibits signs of drug/alcohol
intoxication or any other behavior (rage/anger) that may place the child in danger.

INCLEMENT WEATHER PROCEDURES

1.) Porter-Leath Preschool Program operates on a similar schedule as our Early Head Start program
and may be required to close early or close for a full day due to inclement weather conditions or
other emergencies.

2.) Parents should watch media coverage for school closings. The Preschool Management Team will
make decisions based on inclement weather.

3.) Parents may call Porter-Leath’s main phone line at 577-2500 and the recording will indicate
whether or not the agency is closed due to inclement weather.

4.) Parents may also receive text message alerts from the program regarding school closures and other
important information.  Parents are requested to provide their cell phone number to the program
and to keep accurate contact information on file so that they can receive text messages.
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If our program closes early, parents will be notified as soon as possible of closing and expected to pick-up
children immediately.

FAMILY ENGAGEMENT
Parents are their children’s first teacher, and we encourage parents to be actively engaged in their child’s
education and in the program. The family engagement activities that we provide to families are geared
towards improving family well-being; increasing positive parent-child relationships; making families
lifelong learners; engaging families in transitions;  connecting families to their peers and the community;
and empowering families to be advocates.
In working with families and implementing a variety of family engagement activities, Porter-Leath’s
Preschool program aims to: 1) Build partnerships with families to help to improve family outcomes; and
2) Improve the transition process for children, families, and program staff.  To achieve these goals, it is
our hope that parents will get involved in family engagement activities that may include:

● Educational Activities
● Family Health and Nutrition
● Budgeting and Money Management
● Parenting Skills
● Community Concerns
● Recognizing the child’s work

 
Planning with the Teacher learning activities that can be administered at home, with the parent serving as
the Teacher. This is an extension of  Porter- Leath  Preschool classroom activities.

FAMILY SERVICES

Upon enrollment into the Porter- Leath Preschool program, parents will be assigned a Parent Liaison to
support their family during their participation in the Preschool program.  If parents are willing to develop
family goals, the Parent Liaison will connect the family to community resources and support.

Staff will follow-up with participating parents/guardians quarterly, or as needed to ensure that they are
working towards objectives identified to accomplish goals.

1.) Each agreement will include goals and objectives as identified by families.

Teachers will develop an Education Partnership Agreement during the first parent teacher conference. The
purpose of this agreement is to assist our families with developing age  appropriate milestones in their child’s
development. Family Services staff will assist parents/guardians in need of additional support by making
appropriate referrals and connections to resources available in the community such as:

● Affordable Utilities
● Safe and Affordable Housing
● Food and Clothing
● Family Literacy Training
● Affordable Medical and Dental Care
● Educational Training
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PARENT COMMUNICATION

Parents and teachers will have daily communication during drop off and pick up. If there has been an unusual
or special circumstance during the day, information will be passed on to the parent(s) verbally or in writing.
Serious incidents or ones that may require immediate attention will be communicated verbally and a follow up
incident report will be provided to parents.
In return, we ask that parents communicate with the classroom teachers any unusual behavior or incident that
may have occurred while the child was not in our care.  Providing teachers with regular updates, allows better
partnership and collaborations thus providing better support for the child.

Porter- Leath Preschool staff will communicate with parents regarding center activities, daily activities for
children, and center closings/updates.

Types of communication will include (but will not be limited to) the following:
1. Face to face meetings
2. Phone contacts/text messaging
3. Monthly newsletters/calendars
4. Parent Meetings
5. Daily Activity Reports
6. Parent-Teacher Conferences
7. Home visits

We encourage parents to participate in activities provided at our center through volunteering in the classroom
and assisting in special events.

When children are signed in by persons other than the parent/guardian, efforts should be made by both the
parent and staff to ensure that effective communication is maintained to:

● Stay abreast of school activities and events
● Stay informed about the child’s development, progress, and needs

IMPORTANT: We must keep up-to-date emergency contact information about each child in our files at all
times. Any change of information from parents must be given to your child(s) teacher and/or
the Site Manager to ensure that the master files are updated.

PARENTS CAN SIGN UP TO RECEIVE PORTER-LEATH TEXT ALERTS
Porter-Leath also sends up-to-date information to parents via text messages. Porter-Leath uses
Remind.com text messaging system to enhance communication efforts with parents and to give them
timely notifications of important news, events and alerts. Remind.com is a free service that allows the
program to send one-way messages via SMS, push notifications or email to parents.

Remind.com keeps all phone numbers private, there are no open replies to staff messages on Remind.com, all
messages are saved in case we need to reference them in the future, and all messages are sent straight to your
phone or email account. Normal text messaging and data rates will apply in which Porter-Leath is not
responsible for those fees. Signing up/Opting out of Remind.com is a quick and easy process. Parents must
keep accurate contact information on file and are asked to complete Remind.com documentation during
orientation.
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PARENT ORIENTATION
Parent orientation is conducted prior to a child’s enrollment date.

Parents/Guardians will meet teachers and staff during orientation.  At that time information about the center
will be reviewed and forms completed.  Parents/Guardians will obtain a parent manual and licensing
information.

DRESS CODE

● Children should be dressed for safe play.  Please remember the following when dressing your child as
an added safety precaution:

o Closed toe shoes are required. Sandals, crocs, flip-flops or slide-in shoes should not be worn
to school to ensure safety of your child(ren) at all times.

o Hair beads and small hair decorations are discouraged. No beads in hair for children under
3 years of age.

o Jewelry should not be worn to school as it may be damaged or lost while the child is
engaged in school activities. So please have your child wear their jewelry at home and not at
school because we will not be responsible for lost / damaged jewelry.

Staff will work in partnership with parents to ensure that children are wearing the appropriate attire for school.

DRESSING CHILDREN FOR SCHOOL

1. Please dress your child appropriately for the weather.
a. As a part of the daily schedule, children will play outdoors throughout the year weather

permitting. The temperature range for outside play, after adjustment for wind chills and
heat index, is between thirty-two (32) degrees and ninety-five (95) degrees Fahrenheit
and not raining.

2. Removing drawstrings from clothing is requested to prevent choking accidents when playing
on playground and outdoor equipment.

3. The program is not responsible for loss or damage to any personal possessions including
clothing, backpacks, and shoes brought to the center. Bringing toys and personal items from
home is discouraged.

4. Tennis shoes are recommended for Porter-Leath Preschool. Water, paint, glue, frosting, food,
dirt and other “fun” items are all a regular part of the daily schedule. Tennis shoes are best so
that running, jumping, and other movements are safe and children don’t slip on the floor. When
dressing your child for special occasions, please dress your child comfortably so that they can
still engage in play and exploration. Minimal accommodations will be made to change
children’s clothing specifically for special activities/events such as pictures, programs, etc. So,
please keep this in mind when dressing your child for special events/activities.
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TOILETING PROCEDURES

Children are enrolled in the Porter-Leath  Preschool program without regard to whether or not they are
potty-trained.   Staff will change diapers and assist children in positive ways to learn to use the toilet within a
developmentally appropriate time frame.

● Teachers will communicate with parents to determine when toilet training should begin at school.
● Parents should remain in regular contact with teachers about their child’s toileting needs so that we can

maintain consistency with your child(ren) at the center. Parents are responsible for providing all
personal items needed for your child. These personal items include:

○ Diapers
○ Wipes
○ Change of clothes (consists of a top, bottom, socks, and underwear)
○ Pull-ups

CHANGE OF CLOTHING

To avoid the center interrupting you at work/school, please dress your child according to the school dress code
and make sure your child has a change of clothing at the center at all times. A change of clothing consists of a
top, bottom, socks, and underwear. If you do not provide a change of clothing, you will be contacted to pick
up your child. All clothing must be clearly marked with your child’s name.

HEALTH SERVICES

The health services that we offer include providing referral information for medical and dental services for
your child(ren).  A complete physical examination and immunization are necessary before children can start
school.

During the first 45-90 days of program enrollment, developmental screenings and assessments will be
conducted.  The information gathered from these screenings and assessments assist us in developing a profile
for your child.  This profile helps teachers to plan and implement activities that maximize your child’s
learning.   In addition, it helps the teachers to determine the developmental milestones that a child has
achieved and which milestones he/she is ready to learn.

1. Porter- Leath Preschool  will work with parents to offer referral options for visual, hearing, speech,
dental and lead screenings. We will perform developmental screenings in house.

o Vision, Speech, and Hearing Screenings (Contact Family Liaison if needed)
o Dental Examinations (Contact Family Liaison if needed)
o Lead Screenings (Contact Family Liaison if needed)
o Developmental Screenings are conducted by each child’s teacher and/or Educational Team

member.
o Developmental Assessments are conducted by each child’s teacher and/or Educational Team

member a minimum of 3 times during the school year- beginning, middle and year end.
Information about assessments will be provided to each parent after each assessment
period.

2. Staff will obtain authorization from parents at the beginning of the school year before screenings are
conducted.
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3. All parents will be notified regarding the screening schedules, updates, and/or follow up needed as a
result of screening results.

4. Parents will receive a copy of their child’s developmental screenings and a staff member will contact
you if follow up is needed.

SICK CHILD POLICY
In our efforts to better serve you, these three steps must be taken when your child is sent home sick:

1. You must bring your child to the Site Manager/staff before he/she can return to the classroom.

2. You must provide a doctor’s statement upon arrival to school if indicated on the symptoms form.
If your child rides to school with someone different than the parent/guardian, the doctor’s excuse may
be faxed to the office, the day of the office visit.  Classroom teachers will not be allowed to take these
slips.  Instead, they must be provided to the Site Manager. You can call the school to ensure that we
have received the return slip.

3. If the child is on an antibiotic medication, he/she must be on the medication for a full 24 hours
before returning to school. Any medication that needs to be administered to your child at school
must be submitted to Pre School staff.  You will be asked to sign a medication consent form and we
will need a copy of the prescription or additional doctor’s statement.

Only doctor prescribed medications will be administered by Porter-Leath Preschool Staff. When
medication is prescribed,

a. Only medications that the doctor specifies to administer within Porter-Leath’s Preschool hours
of operation will be administered by staff.

b. A medical statement is required by the parent/guardian if medication is to be administered on a
PRN (as needed) basis.  The parent/guardian is responsible for notifying staff of medication
needs upon arrival to the center.

c. Medications that are to be administered less than (4) times daily should be given at home
except when ordered by the doctor to be given during the school day or in unusual
circumstances that will be determined by Management– on a case by case basis.

The parent/guardian is responsible for ensuring that all necessary medication, supplies and equipment required
to administer the child’s medication are provided to the center.  Under no circumstances are children allowed
to transport medication containers (full or empty) to or from the center.  All transfer of medication containers
will be between Porter- Leath staff and parent/guardian.

● The parent/guardian is responsible for providing instructions to staff on any equipment or
supplies required to properly administer the child’s medication.

2021-2022 PORTER-LEATH Preschool Program -Parent Handbook rev. 11/21 Page 15



● The parent/guardian is responsible for reviewing papers brought home by the child.
o Notification when more medication is needed.
o Notification when a child fails to receive a scheduled dose of medication
o Notification when a child receives a PRN (as needed) dose of medication

● The parent/guardian is responsible for notifying staff and providing any required
documentation whenever their child’s medication is changed or discontinued by the doctor
(this will require a written medical statement).

● Parents are encouraged to give their child (ren) his/her morning dosage of medication at home
before coming to the center as required by the Physician.

● Medication will not be administered in any other liquids such as in milk or through a bottle;
unless required by a Physician.

Working together, we hope to make your child’s preschool experience with Porter-Leath safe and exciting, as
well as fun and educational.  If you have any questions concerning your child’s health needs, please contact
your site manager or child(s) teacher.

Note:  Medication should not be placed in your child’s backpack or diaper bag.  This is a serious liability
for both your child as well as the center.  Please be sure to adhere to the policy above.

CARE OF SICK CHILDREN

1.) Teachers are required to conduct daily health checks. If a child is found to be ill or becomes ill while at
school, parents will be notified by staff that your child(ren) should be picked up.

2.) Children that are ill must be picked up within 1 hour after the parent has been contacted.

3.) Parents will be notified if children have the following symptoms:
● Fever 100.4 f (or above)
● Diarrhea (3 episodes in one day)
● Vomiting
● Discolored discharge from eyes
● Discolored discharge from nose (accompanied by other symptoms)
● Rashes (example: ringworm)
● Difficulty breathing (example: wheezing)
● Symptoms associated with contagious (communicable) diseases

4.) When children are sent home with a fever or diarrhea, they must be fever/diarrhea free for 24hrs. before
returning to school.

5.) If a child is suspected to have a communicable disease, management will determine whether a written
doctor’s statement will be required before the child returns to the center based on the local health
department’s regulations and the program’s exclusionary policy.

6.) No medicine will be given to your child without written instructions from your child’s doctor.   This
includes prescription medicine, over-the-counter medicine (such as Tylenol or cough syrup) and diaper
rash cream.

7.) Please check with Porter-Leath  Preschool staff to make sure the appropriate paperwork is complete if
your child requires medicine.

Note: A doctor’s statement to return to school should be provided to the staff.
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EMERGENCY PROCEDURES

All staff will follow procedures indicated in the Porter-Leath Emergency Preparedness Procedures. Parents
will be notified when emergencies require that children be picked up.  Evacuation and emergency
procedures are posted in each classroom.

During emergency evacuation drills (ex. fire, tornado, etc.), parents will not be allowed to sign children
out of the classroom. All children, staff, parents, and visitors in the building during the time of the
evacuation drill are expected to follow the program’s safety protocols (i.e. proceed to emergency exits,
remain in the building, etc.).

HEALTH & SAFETY PROCEDURES

The following outlines some of the general areas of health and safety that are taken to ensure high standards
of hygiene at Porter-Leath’s Preschool.
 

● Children are encouraged to follow hygiene practices in an independent manner.
● Children are educated about the need to follow hygiene practices such as hand washing.
● All human blood, body fluids and tissues will be treated as being potentially infectious.
● Any child, staff member, family member or visitor with open wounds or broken skin must have these

covered with a waterproof dressing for the duration of their time within the center.
● All sinks and toilets are cleaned and disinfected after each use.
● Porter-Leath’s Preschool center is thoroughly cleaned and disinfected daily before closing.
● Floors, equipment, and toys will be regularly cleaned with water and bleach.
● Staff will wear disposable gloves when dealing with bodily fluids.
● Playgrounds are checked daily before use by children.
● New protocols specific to COVID-19 were implemented in 2020 and staff will continue following

protocols as required by the CDC, State and local child care regulatory entities.

CHILD INJURY

1. All child injuries will be reported to the child’s parent, Site Manager and appropriate staff.
2. Occupational Safety and Health Administration (OSHA) practices and First Aid procedures will be

followed to handle all child injuries.
3. A copy of the accident/incident report will be given to all parents following any accidents and a copy

will be maintained in the child’s file.
4. If a child needs to be transported to the hospital, parents will be notified immediately.
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EXCLUSIONARY POLICY

If your child is suspected to have any of the following conditions, they will not be allowed to attend the center until they
have complied with the exclusionary guidelines as listed below.

INFECTION FREQUENTLY CALLED EXCLUSION

Chicken Pox Chicken Pox When all lesions have dried and crusted

Conjunctivitis* Pink Eye 24 hours after start of treatment

Diarrhea* Diarrhea
(3 episodes in one day)

Diarrhea free for 24 hours

Fever Temp. Fever free for 24 hours for temp greater than 100.4
and no accompanying symptoms (eg, sore throat,
rash, vomiting, diarrhea, dry cough)
Upon returning to school if the child has a fever the
student will not be allowed to remain at school and
will require a doctor’s note.

Head Lice Head Lice 24 hours after treatment

Hepatitis A Hep A 1 week after onset of illness or jaundice

Impetigo* Impetigo 24 hours after the onset of illness or jaundice

Measles Measles 4 - 6 days after the onset of rash

Mouth Sores w/ drooling* Mouth Sores w/ drooling Pending eval. by health care professional

Mumps Mumps 9 days after onset of illness

Rash* (undiagnosed) Rash* (undiagnosed) Pending eval. by health care professional

Scabies* Scabies 24 hours after treatment

Shigella* Intestinal Inflammation 4 weeks; antibiotics and diarrhea free

Streptococcal Strep Throat 24 hours of oral medication

Tinea Ringworm (body)
Ringworm* (scalp)

Pending eval. by health care professional
24 hours of medication
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Vomiting*
(twice within school hours)

Vomiting*
(twice within school hours)

The parent will be contacted and child sent home for
the remainder of the day.
If the child repeats the same symptoms the following
the child will be sent home pending evaluation by a
healthcare professional.

Coronavirus* COVID -19 ● Anyone that has been in close contact
(defined by the CDC as being within 6 feet
of someone for 10 minutes or more) with
someone diagnosed with COVID-19 should
remain home for 14 days after their last
contact with the COVID-19 patient. The
child may return earlier than 14 days
ONLY if the parent has documentation of a
negative COVID-19 test result.

● If a child has a temp greater than 100.4  and
accompanying symptoms (eg, sore throat,
rash, vomiting, diarrhea, dry cough) the
parent will be contacted. The child will be
isolated with supervision until the
parent/guardian arrives. The parent will be
informed that the child will not be able to
return until fever free and medical
clearance.

● If the child has positive results for
COVID-19, he/she will not be allowed to
return for 14 days. Child must be fever
free, without symptoms and have medical
clearance to return.

● All Parents will be notified by memo/letter
of a positive case of COVID - 19 at the
center.

● All students who test positive must be
submitted to
COVID@porterleath.org. When
submitting the email include that this
person is a student; the student’s name,
parent’s name, contact information and
center location.

Items with an ( * ) require a written statement from a physician. However, staff may request a doctor’s statement from
the parent for any of these infections.

Porter-Leath adheres to the CDC, Shelby County Health Dept. and Caring for Our Children guidelines established for
COVID-19 and other childhood illnesses.

All staff will adhere to Porter-Leath’s policies and procedures related to Coronavirus and other illnesses.
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CHILDREN WITH DISABILITIES

Porter-Leath Preschool center provides educational services to children with disabilities. If a child has been
diagnosed as having a disability, parents will be in contact with the staff upon enrollment. Parents will be
asked to provide copies of all assessments or evaluations. The information provided will remain confidential
and is used to assist staff in planning for the child’s developmental needs and educational growth.

SERVICES PROVIDED TO CHILDREN WITH DISABILITIES

Inclusion in a Porter-Leath Preschool setting provides children with disabilities an opportunity to learn, to
play, and to live with non-disabled children.  Inclusion helps children develop healthy attitudes about each
other and themselves and starts them down the path toward becoming responsible, aware participants in adult
society.

Porter Leath preschool staff will work closely with Tennessee Early Intervention System (TEIS) or the Local Education
Agency (LEA) to ensure that children who are professionally diagnosed with having a disability receive appropriate
services. The Porter-Leath Preschool staff will meet with the family to discuss necessary supports, services, and
modifications to ensure the child is able to fully participate in the development of secure, trusting relationships and
exploration of the environment.

The passage of P.L. 99-457 by the US Congress amends the Education for all Handicapped Children Act, P.L.
94-142, with a mandate for the extension of services to the preschool population.  The IDEA mandates
services to children ages birth to 21 years of age.

Public Law 94-142: (The Education for all Handicapped Children Act) was passed by Congress in 1975 to
establish a “right to education: for all handicapped children.”

Public Law 99-457: which was enacted by Congress in 1986, extends the provisions of Public Law (P.L.)
94-142 to children from birth through age five.

IDEA:  Individuals with Disabilities Education Act (Part B, Local Education Agencies and Part C Early
Intervention Infant/Toddler Programs).

HEALTH RECORDS AND IMMUNIZATIONS

1.) Children’s records must include a current physical and immunization on the TN Certificate of
Immunization form.

2.) Staff will work with parents and health providers to ensure children’s immunizations are maintained and
updated.

●No child is allowed to attend class without being properly immunized according to current Department
of Health guidelines. Parents or guardians must provide documentation that their children have
received the required doses of vaccines on the TN Certificate of Immunization form.

● Immunization waivers may be given for children who have a medical condition that prevents them
from receiving immunizations which must be documented by a medical professional. Religious
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waivers must be documented by parents on the immunization waiver form and require a signed
statement by the parent/guardian that the vaccination conflicts with their religious practices.

3.) A complete physical examination is necessary before children can start school.

● Physical exams must be renewed every 12 months. A copy of the physical on the Certificate of
Immunization form must be presented to staff when updated.

NUTRITION SERVICES

Nutrition education is an important part of the Porter-Leath Preschool Program.  Teaching children and
families to eat and enjoy a wide-variety of foods can help to establish a sound healthy foundation for a
lifetime.

Each day, we offer BREAKFAST, LUNCH, and SNACK. Meals served are healthy and nutritious and they
meet USDA requirements.

Special Diets

All dietary restrictions must be reported to staff during orientation and as needed. If your child(ren) has a
medical dietary restriction, this must be supported by a doctor’s statement.
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EDUCATION SERVICES

Porter-Leath Preschool offers developmentally appropriate classroom practices and activities that focus on
school readiness to enhance cognitive, physical, and social emotional development.
 
At Porter-Leath Preschool, we teach our children through the use of the Creative Curriculum for Infants,
Toddler’s/Two’s and Preschool.

1. This curriculum provides forward thinking, comprehensive, research-based and research proven for
school readiness. It is a research-based, whole-child-focused approach to project based learning.

2. A review of current research and learning theory, described in practical terms so that teachers can
understand and explain to others the reasons for their instructional approaches.

○ An overview of child development knowledge and the many ways that children are unique,
including temperament, learning styles, interests, life experiences, culture, and special needs.

○ Strategies for setting up a learning environment—the context for teaching. It shows teachers
how to select and organize materials and to arrange a classroom; how to create a balanced
schedule and routines; and how to build a classroom community, teach social skills and
conflict-resolution strategies, and handle challenging behaviors.

○ The content to be taught—the knowledge and skills children are expected to learn in literacy,
math, science, social studies, the arts, and technology. The content is based on standards in
each subject area and correlates well with elementary school curricula and state early
learning standards.

○ A wide range of instructional strategies so that teachers can take full advantage of multiple
opportunities for intentional teaching during large- and small-group times, teachable
moments, and long-term studies.

CONTINUITY OF CARE

Children accepted in the program will be assigned to a class according to the child’s age.  Children are
assigned to classes based on availability and the age of the child.  Efforts are made to match children up
with children of similar ages.  Children will be assigned to a classroom, as vacancies become available.
Efforts are made but are not guaranteed for children to remain with the same group of children throughout
their Porter-Leath  Preschool experience.
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VOLUNTEERING IN THE CLASSROOM

Parents are welcome and encouraged to visit and volunteer in their child’s classroom throughout the
school year.  It is a rewarding experience that benefits both the child and parent. Parents can share in on
this opportunity by getting other relatives and family friends involved in volunteering by asking them to
volunteer.

Appropriate activities that a Volunteer may perform include, but are not limited to:

1. Talking, offering encouragement, and providing support
2. Listening, reading, singing, or playing games
3. Comforting a child or acting as an example
4. Encouraging appropriate behavior
5. Supporting and participating in lessons or long-term projects
6. Assisting the classroom teachers in carrying out or preparing for lessons
7. Sitting and eating meals served with the children during mealtime

Inappropriate activities that a Volunteer shall not be permitted to do include:

1. Serving as a teacher or teacher’s assistant or serving as baby-sitter
2. Being responsible for the supervision of groups of children
3. Giving religious instruction, conducting worship services, or engaging in any other religious activity
4. Engaging in political activity during work hours
5. Performing household or custodial functions
6. Performing toileting and diapering duties

Tips for Volunteers
DO’s DON’Ts

Adult to Adult

Ask for what you need.  Let us know if you have a question or want
more information.

Don’t interrupt when staff are leading an activity or talking to a
child.

Volunteers are under the supervision of staff for everyone’s safety. Don’t take any child out of the classroom.

Keep things you see and hear confidential. Don’t share information about children or their families with others.

If something happens that you would like to talk more about with a
staff member, please speak where children are not present.

Don’t confront staff members or parents.  Do not engage in gossip.

Working with Children

Notice and talk about the good things children do. Don’t pay attention to negative behaviors.

Get down to children’s eye level.  If you speak with respect, children
will trust you and imitate your gentle manner.

Don’t stand over a child or use a mean-sounding voice.

Use kind words so that children feel good about themselves, try
harder, and learn more. For example, “thank you for helping me clean
off the table”

Don’t criticize.

Accept each child as he or she is. Don’t compare one child to another.
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Let children try to do things on their own before helping. Don’t do for kids what they can do for themselves.

Be specific with children about what you want them to do. Don’t say “No” and “Don’t”.

Let children make mistakes. Don’t “fix” it.

Give children a chance to make choices. Don’t give kids choices you can’t live with.

Focus on children. Don’t spend much time talking with other adults.

Meals & Germs

Tell the teacher if a child is ill or injured. Be aware of germs/disease
and how they spread. Treat all persons as if he/she has a contagious
disease.

Don’t forget that germs spread quickly between young children.
Don’t attempt to treat the child yourself.

Tell the teacher if a child needs toileting help. Don’t take any child to the bathroom.

Discipline

Seek the assistance of a teacher to handle problems and to address
inappropriate behaviors.

Don’t try to discipline, grab or spank a child.

SCHOOL READINESS

Throughout the school year, activities are implemented to help the children achieve their school readiness
goals.  We wholeheartedly promote the collaboration between parents and staff to develop the most effective
school readiness goals for the program and the child. We facilitate this collaboration by:

● Providing parent/guardians the opportunity through parent meetings, surveys, and correspondences, to
review and contribute input on school readiness goals, the School Readiness Plan, and outcomes.

●  Reviewing and analyzing outcomes and scores three times a year to ensure that progress is being
made towards school readiness goals and/or determine if modifications are needed.

Porter-Leath Preschool uses the School Readiness Plan that outlines the adoption, alignment, and
implementation of these goals to ensure that: 1) Children will be academically ready to be successful in
educational settings as they transition; and 2) Parents are actively engaged in preparing their child to succeed
in kindergarten and beyond.

PARENT-TEACHER CONFERENCES

1) Teachers will offer two parent-teacher conferences each year.  Families are encouraged to attend
to hear more about their child’s progress.
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2) Goals, assessments and objectives for the child(ren) will be formed, developed and discussed
during meetings.

END YEAR (TRANSITION) ACTIVITY

Moving from preschool to Kindergarten (another early childhood program) is only the start of your child’s
educational experience. As a parent, you should not think of this transition as a graduation.  Instead, you
should think of transitioning from preschool to kindergarten (another early childhood program) as the mark
for the beginning of your child's formal school experience, not the ending.

Our program will participate in one transition activity.  All parents will be notified prior to the activity.  All
safety precautions will be followed and parents will be notified of the purpose and plans for the activity.  For
off-site transition activities, a permission slip may need to be completed before your child(ren) can attend.
Parents may be requested to accompany their child when there are behavioral safety concerns for their
child(ren).

For off-site transition activities,

● Parents may be requested to accompany their child on a field trip when there are behavioral/safety
concerns for their child(ren).

● Parents will be notified of field trips at least two-weeks in advance.

● Each child must have a signed permission slip from the parent/guardian in order to attend.

● If a parent chooses to transport his/her child to the field trip site, he/she must sign the child out for
dismissal prior to the field trip.

● If a child is transported to the site of the field trip by school bus, then he/she must return on the school
bus. In the event a parent drives their child to the field trip site, the parent must sign the child out and
the child must ride back with their parent from the field trip site back to the school.  The parent may
then sign the child back in if they wish for the child to stay at school.

● If a child rides the school bus to the field trip site, a parent cannot take the child home from the field
trip site.  All children must be dismissed from the Porter- Leath Preschool program.

● In the event there is an issue at the field trip site, the staff must notify their Site Manager or the Porter-
Leath Preschool Program Manager.

HOLIDAY AND BIRTHDAY CELEBRATIONS

Porter-Leath Preschool is interested in facilitating an environment that offers meaningful experiences for
children reflective of family traditions of all children in the classroom.  We will make every effort to celebrate
holidays in a general manner. Conversations about the diversity of ways people celebrate are encouraged and
will be included as part of planning with families to create a multicultural and anti-bias curriculum and
environment.

The staff can celebrate birthdays of children enrolled in the program monthly.  All children will be allowed to
participate in the Monthly Birthday Celebration if they choose to do so. Program will respect all cultures
when planning such activities.  (This activity is voluntary). Items from home such as food, toys, balloons, etc.
are not allowed for the birthday celebration. Store bought items (cupcakes or cookies) may be purchased and
brought into the class for the celebration.  NO homemade items will be allowed.
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DISCIPLINE AND GUIDANCE PROCEDURES

Porter-Leath understands that a good order and discipline in Preschool facilities is critical to maintaining a
positive learning environment and safety for all children attending classes in a facility. Therefore, we will
adhere to the following child guidance procedures.

Misbehavior that is not repetitive will be dealt with in an acceptable manner by classroom teachers to include:
A. Redirection
B. Positive Guidance
C. Removal from classroom to:

1. Another classroom with teacher(s) that have differing strategy methods
2. Management Office

The actions listed below are prohibited:

A. Corporal punishment of any type
B. Spanking, paddling,
C. Pinching/Yanking a child’s arm
D. Verbal threats

Serious child misbehavior consists of repetitive breaking of rules and failure to modify this behavior when
corrected by staff.  Children who create disruptive environments or safety issues are included in this category.

Examples of serious misbehavior or disruptive/safety issues are not limited to but include:

A.  Hitting, biting, or scratching
B.  Leaving classroom/Running in classroom
C.  Throwing objects and/or destruction of property
D.  Using (excessive) profanity
E.   Possession of weapons, drugs, or alcohol
F.   Being aggressive with other peers

If a child is exhibiting serious misbehavior, and/or creating safety issues, the matter will be referred to the Site
Manager for action.  The Site Manager may take the following actions:

A. Contact the parent to discuss the child’s behavior
B. Coordinate a Parent observation/consultation
C. Complete a referral for behavioral observation
D. Refer for individual student support
E. Change the child’s attendance schedule

The Site Manager has the discretion to follow the above actions in any given order according to the
seriousness of the situation.  In the event the above interventions are not successful and/or parents are

2021-2022 PORTER-LEATH Preschool Program -Parent Handbook rev. 11/21 Page 26



noncompliant, recommendations will be made and the parent will be assisted to identify a program that is
more appropriate to meet the needs of the child and his/her parent(s).

CHILD ABUSE & NEGLECT
It is the responsibility of our staff to report all suspected cases of child abuse and neglect.
If child abuse or neglect is suspected staff is required by law to report suspected cases to the Tennessee
Department of Children’s Services.

Reportable situations include, but are not limited to:

Bruises, sores or other injuries observed on the child’s body, even though the source or event of injury is
unknown;  Abandonment of a child by a parent or guardian;Suspected sexual abuse;
Absence of proper parental control or subsistence, education, medical or other care of control necessary for
the child’s well-being.  This may include failure to follow-up on educational, medical or safety concerns
identified by staff (i.e. leaving children unattended in the car or ongoing neglect of ensuring children are in
proper child safety restraints).

Parents will be provided this information at enrollment orientation and continuously throughout the program.
Training on the detection of abuse and neglect, as well as the program’s reporting procedure is reviewed

annually for employees and parents. All new employees are trained on child abuse and neglect identification
and reporting during orientation. Additional training will be provided throughout the school year for a

minimum of three times per year.
“IT’S THE LAW” CHILDREN ARE NOT TO BE LEFT ALONE IN A VEHICLE

Safety is a priority for the children and families. We value the health of all children that are on our property;
therefore, no young child is to be left in a vehicle alone. No exceptions will be tolerated. Parents are required

to bring all children inside the center during drop-off and/or pick-up.  The staff is required by law to notify
The Department of Children’s Services and the Memphis Police Department immediately with vehicle

make/model and the identity/description of persons involved.

SAFETY FIRST
Check your back seat

Avoid Locking Doors Until All Children are Out of the Vehicle
Always Transport Young Children in an Age Appropriate Car Seat or Booster Seat

CAR SEATS/SEAT RESTRAINTS

A parent/ legal guardian should not transport a child in a motor vehicle who is under eight (8) years of age.
Children should be properly secure in a back seat with an appropriate child passenger restraint system meeting

federal motor vehicle safety standards.
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Children age one (1) through age three (3), and weighing more than twenty (20) pounds, must be secured in a
child safety seat in a forward facing position in the rear seat, if available, or according to the child safety

restraint system or vehicle manufacturer's instructions.
Children age four (4) through age eight (8), and measuring less than four feet nine inches (4'9") in height,

must be secured in a belt-positioning booster seat system, meeting federal motor vehicle safety standards in
the rear seat, if available, or according to the child safety restraint system or vehicle manufacturer's

instructions. (Note: If the child is not between age four (4) and age eight (8), but is less than four feet
nine inches (4'9") in height, he/she must still use a seat belt system meeting federal motor vehicle safety

standards.)
Parents are asked to ensure that children are properly restrained before leaving the school campus. The Early

Childhood Program can assist families who need additional information or assistance on safety seats.

VEHICLE SAFETY

When coming to the center to drop off or to pick up your child, always remember to secure your vehicle.

Car Burglars will seize the opportunity to enter unlocked vehicles. Don’t make your car an easy target by
leaving your car doors unlocked.

Avoid Locking Doors Until All Children are Out of the Vehicle
Always lock your doors.

Spare car keys should not be stored in or on your car; thieves know where to look.
Don’t forget to close windows and sunroofs.

PERSONAL SAFETY CURRICULUM

The Department of Human Services requires programs serving children ages 3 and up to implement a personal
safety curriculum. The program implements the “Keeping Kids Safe Curriculum” in monthly lesson plans.
This curriculum takes a holistic approach to the safety of children. The curriculum is composed of the
following units: Self Esteem, Family & Friends, Feelings, Problem Solving, Personal Safety (general) and
Personal Safety, and Safety Around Me. All sessions begin with group time and are followed by supplemental
activities that give children additional practice in understanding the concepts. The curriculum uses hand
puppets to serve as a group motivator and to introduce the stories. Parents are informed about the curriculum
and its use during the orientation process. Parents are welcomed to review the curriculum and observe its
implementation in the classroom and provide written permission for their children to participate.
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PARENT WEBSITES & RESOURCES

www.porterleath.org www.keepkidshealthy.com www.parentcenter,babycenter.com www.famlit.org

www.learningplanet.com www.literacycenter.net www.taeyc.org www.naeyc.org

ww.preknow.org www.governorsfoundation.org www.tnstarquality.org

http://state.tn.us/humanserv www.Prekinders.com www.Abcmouse.com www.Readingrockets.org

http://mrnussbaum.com/prek/

www.internet4classrooms.com/early_childhood/alphabet_pre-k.htm

www.sesamestreetincommunities.org

https://www.tn.gov/health/cedep/immunization-program/ip/immunization-requirements.html
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PEDESTRIAN AND BUS SAFETY TIPS FOR CHILDREN AND
THEIR FAMILIES

Walking in Traffic
The safe transport of our children from the  Porter-Leath Preschool program, child care centers, in-home care

providers, churches and schools should be an important topic for everyone.  Walking is a mode of travel that
places young children at as much risk as traveling by passenger vehicle or school bus.

Protect yourself and your family by doing these things:

Walk on the sidewalk or off the side of the road
♦ Children should always walk on the sidewalk.
♦ If you must walk on a road with no sidewalks, walk facing the traffic.
♦ ALWAYS hold your child’s hand when crossing the street.

See and Be Seen
♦ Drivers need to see you to avoid you.
♦ Stay out of the driver’s blind spot.
♦ Make eye contact with drivers when crossing busy streets.
♦ Wear bright colors or reflective clothing if you are walking near traffic at night.
♦ Carry a flashlight when walking in the dark.
♦ Do not let kids play near traffic or cross the street by themselves.  Kids are small and drivers may not

see them if they run into the street.

Watch your kids
♦ Children should not cross streets by themselves or be allowed to play or walk near traffic.  Kids are

small, unpredictable, and cannot judge vehicle distances and speeds.
♦ When kids get older, teach them three things to do before they cross the street:

1. Try to cross at an intersection if at all possible
2. Stop at the edge of the road
3. Look left, right and then left again to make sure no cars are coming.

TIPS ON SAFELY BOARDING AND EXITING THE SCHOOL BUS

School buses are nearly eight times safer than passenger vehicles, but children must take care when boarding or
leaving the bus.  Please discuss and practice these safety tips with your children.

Young children are most likely to be hit because they:
♦ Hurry to get on or off the bus,
♦ Act before they think and have little experience with traffic,
♦ Assume motorists will see them and will wait for them to cross
♦ Don’t always stay within the bus driver’s sight, or
♦ Drop something as they get off the bus and run into the path of the bus to pick it up.
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Teach Your Child to Get On and Off the Bus Safely:
♦ When getting on the bus, stay away from the danger zone and wait for the driver’s signal.  Board the bus

one at a time.
♦ When getting off the bus, look before stepping off the bus to be sure no cars are passing on the shoulder

(side of the road).  Move away from the bus.
♦ Before crossing the street, take five “giant steps” out from the front of the bus, or until the driver’s face can

be seen.  Wait for the driver to signal that it’s safe to cross.
♦ Look left-right-left when coming to the edge of the bus to make sure traffic is stopped.  Keep watching

traffic when crossing.

Safety Steps You Can Take:
♦ Supervise children to make sure they get to the stop on time, wait far away from the road, and avoid

rough play.
♦ Teach your child to ask the driver for help if he/she drops something near the bus.  If a child bends

down to pick up something, the driver cannot see him/her and the child may be hit by the bus.  Have
your child use a backpack or bookbag to keep loose items together.

♦ Make sure clothing and backpacks have no loose drawstrings or long straps, to get caught in the
handrail or bus door.

♦ Encourage safe school bus loading and unloading.
♦ If you think a bus stop is in a dangerous place, talk with your school office or transportation director

about changing the location.

Learn and Follow School Bus Stop Laws:
Laws exist to protect children getting on and off the bus AND protect you from a tragedy.  Check with your
school or police department for more information on your state’s laws.  Here are some rules:
♦ Vehicles must stop when the bus displays flashing red warning lights and extends the stop signal arm.

Vehicles may not pass until the flashing red lights and signals are turned off.
♦ Never pass on the right side of the bus, where children enter or exit.  This is illegal and can have

tragic results.
♦ Drivers need to always be alert for children and adhere to speed limits.

Information was provided by SAFE KIDS, sponsored by the Children's Health Foundation of Northern Alberta and the Alberta Children's Hospital
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Porter-Leath preschool will provide training for parents and children in pedestrian and transportation safety within the first 30 days
of the program year.

What Target Audience When Responsible Party

Introductory letter and
discussion/ Pedestrian &
Bus Safety training

Parents /Teachers Parent Orientation
July/August

Family Service/HDN
Department / Home
visitors / Education
Specialist

Lessons in:
● Safe riding

practices
● Safety

procedures
boarding and
loading

● Safety
procedures
crossing the
street

● Danger zones

Children Classroom teacher at circle
time will discuss in
August/September before
evacuation drill scheduled

Document in lesson plans
& Anecdotal notes

Teachers/ Asst. Teachers

Emergency evacuation
procedures and practice,
including:

● Escorting
children to
vehicle stops for
field trips

● Reinforcing
vehicle safety

● Car  Seat  Safety

Children/Parents First evacuation drill-
Ausgust/September

Site Managers, Education
Manager, Teachers and
field trip monitors ; field
trip schedules will be
provided to sites and
parents will receive safety
practice handouts

Outdoor Safety Rules

1. Go down the slide, feet first, sitting.
2. Rocks and sticks stay on the ground.
3. Remember to ask for a turn instead of grabbing.
4. Please stay off the fence.
5. Always stay with the group.
6. Children play outside only with a teacher or their parents present.
7. If someone is crying, check to see if they’re OK.
8. Keep weapons at home.
9. Handle plants and critters with care and respect.
10. Pretend fighting is not allowed
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CLIENT/COMMUNITY COMPLAINT PROCEDURE

Complaints must pertain to areas affecting services to children and families.  Complaints and any actions
taken to resolve complaints will be documented.  Complaints should be directed to the Site Manager. (See
Client/Community Complaint form below) If not resolved the following steps will occur:

● The Site Manager will refer the complaint to the Porter-Leath Preschool Manager, if not resolved,
● The complaint will then go to the agency President, and then the Board of Directors for the final

action.

Porter-Leath Preschool staff respect parents’ rights as parents.  However, we ask that parents also respect us as
Early Childhood Professionals. Program administrators will not tolerate blatant disrespect of any staff
member. Should this occur, the offending parent’s child may be suspended from receiving future services
from the Preschool program.
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CLIENT/COMMUNITY COMPLAINT FORM

Client’s Name: Mailing Address:

Date of Complaint: Phone #:

Date of Incident:

Complaint Received by (Check one):

Verbal Phone Written In-Person

Describe Complaint: (Provide detailed description of the problem. If staff is involved in the complaint
please indicate the names.)

How can we help resolve this problem?

You have up to 5 days of the incident to submit this
form to the Site Manager (per Policies and
Procedures Manual).

Both the client/community person and the Site
Manager must receive a copy of this notice.

Client Signature: Date:

Received by ( Staff): Date:

Site Manager: Date:
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PARENT HANDBOOK
ACKNOWLEDGEMENT PAGE

My signature below acknowledges that I have:

● read and understand my rights and responsibilities as a parent of the Porter-Leath Preschool
Program.

● received a copy of TN Department of Human Services Summary of Licensing Requirements for
Child Care Centers.

● been given a program tour and informed about the hours of program operation along with the
Remind.com communication system, behavior, sick, attendance and pick-up policy of the
Porter-Leath Preschool Program.

● been informed about the services and safety procedures including the Child Abuse policy, Personal
Safety Curriculum “Keeping Kids Safe", health and medication requirements, as well as the
exclusionary procedures of the Porter-Leath Preschoool Program.

● have received Pedestrian and Bus Safety Education, information about Volunteering in the Center,
and provided the Client/Community Complaint Form.

● been advised of the permission for photo release in which
____   I give my permission for my child to be photographed/video recorded for

social media and marketing purposes at special events and activities.

____   I DO NOT give my permission for my child to be photographed/video
recorded for social media and marketing purposes at special events and
activities.

I, the undersigned parent/guardian of ________________________________________  do hereby
acknowledge that I have read and received a copy of the Parent Handbook and that the program’s Parent
Engagement Specialist, Teacher, or designated staff member has discussed these policies and procedures with
me.

Parent Signature: ______________________________ Date: ____________

Staff Signature: _______________________________ Date: ____________

Staff signature verifies that the Parent Handbook was reviewed with the parent and that the parent was given a
copy of the Porter-Leath Preschool Program handbook for the Preschool program.
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