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Letter to Parents: 

Welcome to Westover Hills Preschool! This preschool program is a weekday 

outreach ministry of Westover Hills United Methodist Church and, as such, 

we strive to uphold the highest standards of professionalism in our work 

with the young children entrusted to our care. Please read this handbook 

thoroughly before your child’s first day of school.  This handbook has been 

written to orient you to the WHP program and to familiarize you with the 

program policies and procedures.  After reviewing the content, please sign 

the Agreement Form and return it to the Preschool Director. 

If you have any questions regarding this information, please ask for 

clarification.  We welcome you and your child into our preschool family and 

look forward to a wonderful year of sharing, learning, and growing together! 

 

Michele Zipperer, Preschool Director 

 

 

  

 



 

Part I: General Information 

History 

Westover Hills United Methodist Church was built in its current location in 

two phases in the 1940’s and 1950’s.  Planning for a preschool program at 

WHUMC began in 2012 and culminated in hiring a preschool director and 

developing a Preschool Advisory Board in the fall of 2014. Our preschool 

facility occupies the lower level of the church building which has recently 

undergone extensive renovations to accommodate the safety and comfort 

of preschool aged children, their parents, and instructional staff. Westover 

Hills Preschool (WHP) is a ministry of Westover Hills United Methodist 

Church and, as such, provides outreach services to our community, 

neighbors, and preschool families. 

Licensure  

WHP has met all qualifications for religious exempt child day centers though 

the Virginia Department of Social Services, ensuring that we have well-

qualified staff members that have met certain academic and medical 

requirements as well as participating in the state criminal history record 

check.  In the interest of safety, our building has been inspected and 

approved by the Richmond City Fire Marshall and the Richmond City 

Department of Health.  Our preschool carries public liability insurance as 

well. 

Mission Statement/Non-Discrimination Policy 

Westover Hills Preschool offers children and their families a high quality, 

developmentally appropriate learning environment in which each child has 

the opportunity to grow into the creative, joyful, caring, and curious person 

that they are meant to be, assured in the constancy of God’s love.  WHP is 

committed to providing high quality services to all children in our care, 

regardless of race, color, ethnicity, religion, national origin, cultural 

heritage, disability, special needs, gender, or sexual orientation/identity.  

Children with special needs are welcomed and we will work with parents to 

individualize and make accommodations that are within our abilities given 

staffing and space limitations. 



 

WHP Philosophy 

We believe that young children are capable and eager learners who have a 

powerful and intrinsic need for meaningful activities explored through play.  

At Westover Hills Preschool we support a young child’s natural curiosity and 

imagination by providing a child-centered curriculum and play-based 

environment that encourages children to share, negotiate, collaborate, and 

create.  We follow Developmentally Appropriate Practice for preschool-aged 

children, embracing a child-centered curriculum that is stimulating, 

thoughtfully conceived, and intentional; utilizing PLAY as an important 

vehicle for developing self-regulation and promoting language, cognition, 

and social competence.  We believe that learning experiences during these 

early years are invaluable prerequisites to a child’s eventual development 

as a responsible, compassionate citizen of the world.  With that in mind, we 

are committed to each child’s development as an individual and as a 

member of our preschool family.  We realize that young children are 

intrinsically linked to their families and we work actively to engage parent 

commitment and involvement in the life of the preschool. 

 Enrollment Policy 

WHP operates September through May.  The hours of operation are from 

9:30am to 12:30pm.  Lunch Bunch/Extended Day programs may be offered 

on select days depending on staffing and parent interest.  We offer a 2- and 

3-day options for 2 ½ year olds, 2-, 3-, and 4-day options for 3-year olds, 

and 3-,4-, and 5-day options for 4- and 5-year olds. 

Hours of Operation 

WHP will be open to students from 9:30am to 12:30pm Monday through 

Friday, with the exception of “Lunch Bunch”/extended days when parent-

pick-up will be at 2:00pm. It is required that parents/caregivers park in the 

WHUMC parking lot or gravel back lot and walk their child into the school 

each morning.  A sign-in sheet will be made available and teachers are 

required to provide absentee data to the preschool office daily. As teachers 

will report to work at no later than 9:00am to prepare for the day, parents 

will not be allowed to bring their child into the school before 9:25am when 

the doors will be unlocked to welcome children for the day. The doors will 

be locked to the outside from 9:40am to 12:20pm to provide a security 



within the preschool. If parents arrive after 9:40am, they can use the 

buzzer system at the door for entry. 

Parent Volunteers  

 

WHP is very encouraging of PARENT VOLUNTEERS!  There will be many fun 

activities occurring at the preschool which will be further enriched by having 

a parent volunteer to help out. There is a Parent Information Bulletin Board 

located between the Art and Music rooms which will be updated regularly 

with planned volunteer opportunities. 

 

Additionally, we have a Parent Resource/Meeting room located at the base 

of the preschool entrance stairs.  This room is a place where parents and 

baby/toddler siblings can gather after exiting the school halls no later than 

9:45am each morning. Once a month, the preschool director or a speaker 

will offer a “Parent Coffee” program where child development topics are 

explored and light refreshments are served.        

 

Facility 

 

WHP is located in the lower level of Westover Hills United Methodist Church 

at 1705 Westover Hills Boulevard, Richmond, Virginia 23225.  Our phone 

number is 804-232-7400.  Our enrollment for the school year will not 

exceed 98 students of which we will have no more than 49 students in the 

building on any given day.  The preschool consists of the following rooms 

located on the lower-level of the church: 

 

Preschool Director’s Office, #L07 

Teacher Work Room,  

Two Hall Bathrooms  

Classroom #L02, 2.5 year old classroom 

Classroom#L03, 3-year old classroom 

Classroom #L04, 4-year old classroom  

Classroom#L05, 5-year old classroom 

Classroom#L06, Book Room 

Art Room, #L08 

Music Room, #L09 

Parent Resource Room, #L10 

 



The Fellowship Hall (located on the 1st floor): The Fellowship Hall will be 

used for our annual Parent Orientation Night and occasionally by preschool 

staff and students for special activities.  

 

Curriculum 

 

Early childhood programs are generally defined by their “approach to 

children” or the curriculum they adopt and its accompanying assumptions 

about preschoolers and how they learn best.  Westover Hills Preschool 

follows the HighScope Curriculum which is research-based and child-

focused, intentional in promoting “active participatory learning”. Though not 

primarily academic in the traditional sense, the Preschool HighScope 

Curriculum focuses comprehensively on all areas of child development and 

reflects widely accepted best practices in the field. Fifty years ago, as an 

outgrowth of the renowned Perry Preschool Study, HighScope revolutionized 

early childhood education with a new approach to teaching and learning. 

This curriculum meets all standards set forth by The National Association for 

the Education of Young Children (NAEYC), as well as state core standards.  

The HighScope model not only helps young children excel in language and 

cognitive learning but also promotes fundamental life skills such as 

independence, curiosity, decision making, cooperation, persistence, 

creativity, and problem solving. Key to the HighScope curriculum is the 

adult-child interaction, classroom layout and materials, and the daily 

routine. Teachers work closely with students as partners in learning, 

supporting children’s play, using encouragement (rather than praise), and 

using a specific problem-solving approach to conflict.  HighScope 

classrooms are divided into “centers” or interest areas intentionally planned 

to offer a stimulating range of materials designed for specific types of play, 

for example, dramatic play, art space, block corner, small toy area, reading 

nook, and writing table. Materials are arranged in predictable places where 

toy bins and shelves are labeled with words and photos to promote 

independence. 

HighScope programs ensure that there is a consistent framework for the 

day that provides a balanced variety of experiences and learning 

opportunities. Children engage in both individual and social play, participate 

in small- and large- group activities, assist with cleanup, socialize during 

snacks, develop self-care skills, and participate in both fine and gross motor 

activities. The most important segment of the daily routine is the plan-do-

review sequence, in which children make choices about what they will do, 



carry out their ideas, and reflect upon their activities with teachers and 

classmates. 

 Borrowing “best practices” from other preschool models, WHP will also 

integrate a Reggio-inspired, emergent curriculum into our work with 

children.  Preschoolers will be invited to explore many different types of 

materials and we will be more focused on “process than product”.  Our 

approach to childrens’ learning is based on the following principles: 

 Emergent Curriculum: An emergent curriculum is one that builds upon 

the interests of children. Topics for study are captured from the talk of 

children, through community or family events, as well as the known 

interests of children (puddles, shadows, dinosaurs, etc.). Team planning is 

an essential component of the emergent curriculum. Teachers work 

together to formulate hypotheses about the possible directions of a project, 

the materials needed, and possible parent and community support and 

involvement.  

 

Project Work: Projects are in-depth studies of concepts, ideas and 

interests which arise within the group. Considered as an adventure, projects 

may last one week or could continue throughout the school year. 

Throughout a project, teachers help children make decisions about the 

direction of study, the ways in which the group will research the topic, the 

representational medium that will demonstrate and showcase the topic and 

the selection of materials needed to represent the work. Long-term projects 

enhance lifelong learning. 

 

Collaboration: Collaborative group work, both large and small, is 

considered valuable and necessary to advance cognitive development. 

Children are encouraged to dialogue, critique, compare, negotiate, 

hypothesize, and problem solve through group work. Within the Reggio 

approach, multiple perspectives promote both a sense of group membership 

and the uniqueness of self. 

 

Daily Documentation: Similar to the portfolio approach, documentation of 

children's work in progress is viewed as an important tool in the learning 

process for children, teachers, and parents. Pictures of children engaged in 

experiences, their words as they discuss what they are doing, feeling and 

thinking and the children's interpretation of experience through the visual 

media are displayed daily as a graphic presentation of the dynamics of 

learning. Documentation is used as assessment and advocacy. Other 

benefits of documentation include: 



 

    * Making parents aware of children’s experiences 

    * Maintaining parent involvement 

    * Allowing for teachers to understand children better 

    * Evaluating children’s work 

    * Providing a venue for children to recall and value their own work and 

the process of that work 

    * Facilitating communication and exchange ideas among educators 

Environment:  As the Environment is considered the "third teacher.”, great 

care and attention is given to the look and the feel of the classroom.  

Teachers carefully organize space for small and large group projects and 

small intimate spaces for one, two or three children. Documentation of 

children's work, plants, and collections that children have made from former 

outings are displayed both at the children's and adult eye level. Common 

space available to all children in the school includes dramatic play areas and 

work tables for children from different classrooms to come together.   

In addition to their regular half-day classroom program, WHP students will 

also receive more focused Art and Music instruction once a week with 

designated resource staff and in classrooms specifically designed for this 

purpose.   

Art:  At WHP, we view “Art as a Process, not a Product”.  Our goal is to 

expose young children to as many materials and methods for producing 

their art as possible.  As our emphasis is on the “doing of art”, parents may 

find that their child will not be bringing home teacher-directed products and 

may, in fact, rarely bring home any art at all.  Again, all art endeavors at 

WHP are meant to provide children with time to experiment, experience 

materials, and enjoy the process.  

Music: You can expect that music making, singing, and dancing will occur 

throughout your child’s morning at WHP. There will be specific large group 

times in the classroom when songs and finger plays will feature 

prominently.  Additionally, children will visit our Music Classroom once a 

week with their class to explore music further with Mr. Matt Spangler, 

WHUMC’s Choir and Music Director.  Children will have opportunities to 

experiment with instruments, explore rhythm, and make a “joyful noise”!  If 

there are musically-inclined parents within our community, they would be 

more than welcome to visit us and share their talent during this specific 

music time. 



“Handwriting Without Tears” 

Handwriting Without Tears (HWT) was developed by an occupational 

therapist whose son had difficulty printing in first grade.  HWT is a 

multisensory program which uses fun, engaging and developmentally 

appropriate instructional methods to enable children to develop handwriting 

as an automatic and comfortable skill.  Children develop essential fine 

motor skills using materials such as wood pieces, mats, play dough, magnet 

pieces, letter cards, sponges, and chalk with small chalkboards to learn to 

write letters.  Students in the 3-year old class will explore the HWT 

materials at the most multisensory level while 4- and 5-year students will 

be exposed to all aspects of this hands-on program.  Research shows that 

children who have acquired adequate handwriting skills are better, more 

creative writers.  The earlier we teach children to master handwriting, the 

more likely they are to feel confident in elementary school and write with 

speed and ease in all subjects.  We teach letters in the order of ease of 

formation rather than alphabetical order.  We also teach children the upper 

case letters first, then the lower case.  The HWT curriculum provides many 

engaging materials and songs to make letter-writing fun!   

Cooking in the Classroom 

At least once a month, each class will engage in a “cooking” experience 

which we affectionately call “Cooking in the Classroom”.  WHP provides all 

of the recipes and supplies, but does request that parent volunteers sign-up 

in advance to assist with the activity.  All cooking experiences involve nut-

free ingredients and will typically not require actual baking or heating.  

Though most recipes will be food products and often related to a theme in 

the preschool program, occasional “craft cooking” experiences will be 

offered as well.  

Daily Routine 

In keeping with WHP’s Curriculum model, the typical preschool morning will 

consist of the following activities: 

 Arrival and Greetings (9:30-9:40am) 

 Morning Meeting to “Plan their work”, (approximately 9:45am-9:55am) 

 Open Center Time (the “Do”, 45-60 minutes, 10:00am-10:45am) will be 

shared across two classrooms including the hall space. 

 Clean-up Time (transition, 5)minutes 



  Large Group Activity (“Review” time, Read Alouds, Music and Movement, 

..10:55am-11:10am) 

 (Transition Times between activities, approximately 5 minutes each) 

 Small Group Activities (6-8 students with a teacher, working on a specific 

skill-based, exploration and/or problem solving activity, 15-20 minutes) 

11:15am-11:30am 

 Snack time/Rest/Journals (with teacher-assisted dictation), 11:35am-

11:45am) 

 Outside time (minimally 30 minutes of vigorous, fresh air play at the Tot 

Lot) or Gross Motor activities in the Fellowship Hall in the event of 

inclement weather, 11:50am-12:20pm 

 Return to classroom and prepare for departure 

 Parent pick-up (in the classroom) at 12:30pm 

***The Daily Routine for the 2.5 year old class will be introduced in a 

substantially simpler form, at least for the first half of the school 

year.*** 

Pick-up Policies/Procedures 

Some of our parents and caretakers will wish to carpool to school. We 

maintain a list for each child of the people who are allowed to pick a child 

up from school. If someone other than a parent or approved person will be 

picking up a student, they must send in a written note, email, or call the 

Preschool Office explaining the change. We WILL NOT release a child to a 

person we were not informed about in advance and in writing. 

PLEASE BE ON TIME. Assuming that his/her school day at WHP is your 

child’s “work”, it is important and respectful to everyone in the school 

family to be consistent with your arrival and departure.  Teachers have 

worked very hard to prepare your child’s school day and will begin their 

activities promptly at 9:35am.  Additionally, teachers need the time 

following dismissal between 12:30 and 1:00pm to prepare for the next day. 

There is a late fee of $5.00 per minute for every minute past 12:40 PM 

during the regular school day and 2:10 PM during Extended Day. We 

understand at times there are extenuating circumstances that keep you 

from arriving on time. If you are going to be late, please notify the 

preschool office at 232-7400.  It will be at the Director’s discretion whether 

a late fee will be charged. 

 



Student Discipline at Westover Hills Preschool 

Discipline is a teaching tool. The goals of classroom discipline are: 

1. To foster a safe, pleasant and successful learning environment for all 

students.  

2. To help students develop self-regulating and appropriate school 

behaviors. 

 3. To help students treat others with respect and kindness.  

 4. To help students understand classroom and social rules. Good classroom 

discipline begins with a predictable classroom schedule, appropriate 

modeling by staff members, and clear expectations. These expectations 

should be reinforced with positive comments when children are meeting the 

expectations, reminders about the expectations, and finally redirection 

when their behavior is unsafe or needs immediate intervention. 

These forms of guidance will guide children to make wise choices and 

accept responsibility for mistakes. The final step in classroom discipline is 

removal from the group so that the student can calm down and regain 

control.  

Aggressive and/or potentially dangerous behavior is dealt with immediately. 

Teachers individualize responses to the children’s behavior, keeping in mind 

the needs of each child and the specific situation. They identify the cause of 

the inappropriate behavior and recognize that repeated behavior may be 

the child’s way of signaling that he/she needs help in dealing with a certain 

task or situation. No physical discipline or shaming is ever used with the 

children. Staff members treat children with respect and dignity at all times. 

Parents are always notified of any serious or repeated discipline issues 

involving their child. If a student displays repeated inappropriate behavior 

and shows little progress toward changing that behavior, the teachers will 

call upon the Director and the child’s parents to work cooperatively in 

developing strategies that will meet the child’s needs. If the safety and 

progress of any of the children in the program cannot be maintained due to 

an individual student, after all reasonable efforts have been made; the 

student may be withdrawn from the program. 



At WHP, behavioral challenges are generally addressed through redirection, 

communicating clear expectations, and providing opportunities for children 

to make a better choice. It is a child’s job to come to school, experiment 

with limits and boundaries, and experience the natural, logical 

consequences therein.  We EXPECT small children to make mistakes, 

experience conflict, and express displeasure in some way.  Our task as 

teachers is to assist in developing their self-regulation skills and promote 

competent conflict resolution. 

Preschool Safety Procedures: 

 

All teaching staff members are responsible for maintaining a safe and 

secure preschool program.  As such, they should be aware of each aspect of 

our Emergency Response Plan to include personnel responsibilities related 

to our Emergency Evacuation Procedures (reinforced through monthly Fire 

Drills), Shelter-in-Place Procedures, Lockdown Procedures, and Injured or 

Missing Child Procedures.   

 

Additionally, teachers are assigned door keys, classroom keys, and an 

alarm disabling key fob.  They are responsible for keeping these keys in 

their possession at all times while performing their job duties at WHP.  The 

front door of the preschool should be kept locked at all times unless 

otherwise instructed by the Director.  At no time will a WHP Staff Member 

give entry to a person who is not a WHUMC Staff Member or a verified 

parent or preschool family member.   

 

Playground (WHUMC Tot Lot) 

 

Westover Hills United Methodist Church owns and maintains our wonderful 

“Tot Lot” at the corner of Westover Hills Blvd. and New 

Kent Road Ave. This beloved playground recently underwent an extensive 

renovation and upgrade that was financially supported by both the 

Westover Hills community and WHUMC.  The Westover Hills Preschool will 

utilize the “Tot Lot” from approximately 11:20 am to 12:20 pm Monday 

through Friday. Teachers will take their class “Playground Backpack” 

outside with them each day.  This Backpack will hold a first aid kit, CPR 

cheat sheet, student emergency contact information, tissue, wipes, Ziploc 

bags, plastic gloves, a pen/paper pad, and a charged communication device 

(personal cell phones and possibly a 2-way radio). Teachers are responsible 

to ensuring that the Playground Backpack is adequately stocked to 

accompany the class outside each day. 



 

Though WHP staff will diligently supervise our preschool students during 

this daily outside time, preschool families who choose to use the playground 

before or after school hours must assume direct responsibility for their 

child/children and follow Tot Lot rules accordingly.   The Tot Lot will 

continue to be accessible to our neighbors and community throughout the 

day, unless otherwise noted due to a special WHP Event.   

 

Tot Lot Posted Rules:  These are the Rules that are posted at the Tot Lot 

for each visitor to see and follow.  If a WHP Staff Member observes a visitor 

violating any of these rules, they are encouraged to refer the visitor to the 

posted rules.  Repeated offenders should be reported immediately to the 

Preschool Director and/or WHUMC Pastor.  Additionally, we strongly 

encourage our preschool families to adhere to these rules even when they 

are visiting the Tot Lot on their own time.  Consistencies between family 

and preschool expectations make the adjustment to following the Tot Lot 

Rules that much easier when the school year begins.   

 

*This playground is for use by children ages 0 to 10 only. This 

playground is not appropriate for older and/or unsupervised youth. 

 

*Shoes are required. Pets are not allowed.   

 

*“Leave No Trace”: Please dispose of all trash in the available garbage 

can. 

 

*Children must be accompanied and supervised by adults at all times. 

 

*Children are always welcome to use the bathroom in the church 

building.  Please resist the urge to “use the ivy”. 

 

*If you see a piece of equipment or a toy that is damaged or 

dangerous, please notify the church office: 804-232-1769 

immediately. If possible, place the broken item outside of the fence. 

 

*Please take dirty diapers with you when you leave.  Our trash can is 

managed only once a week by a church volunteer. 

 

*Our Tot Lot is a “Bully-free Zone”. 



 

*Please do not bring items to leave at the Tot Lot that are not meant 

for outdoor use or are already very worn and damaged. 

 

*As much as possible, please assist us by keeping the mulch and the 

sand contained in their areas. 

 

*If you would like to post a community service announcement, the key 

to this bulletin board can be obtained by request in the WHUMC office. 

 

*During the school year, this playground will be “shared space”.  

Preschool students from Westover Hills Preschool will also use the Tot 

Lot on Monday through Friday during designated late morning/early 

afternoon times. As always, our neighbors are welcomed at all times 

as well! 

 

Parking Lot Safety 

 

Please park in designated parking spaces only. There is a gravel parking 

area located at the preschool door (in back of the church) and larger paved 

parking lot next to the Tot Lot.  The parking space directly in front of the 

Tot Lot gate entrance is not available for parking and is marked with a “No 

Parking” Sign accordingly.  Both of these parking areas are available for 

teaching staff as well as preschool parents to use during arrival and 

dismissal times.  Teachers will not take a child from a car or put them in a 

car at any time. Please be aware of the many adults and children in the 

parking lots during these times and drive slowly and carefully! Children 

CANNOT BE LEFT UNATTENDED in cars while you are dropping off or picking 

up your preschooler.   

 

Teachers will pay special care to adequately and carefully supervise 

students as they move to and back from the Tot Lot each day.  For safety’s 

sake, students should walk two-by-two, holding hands with a classmate 

“buddy”.  Children who require additional supervision should hold the hand 

of a teacher.   

 

 

 



Policy on School Holidays 

 

Our WHP holidays will track the Richmond Public Schools Schedule:  Labor 

Day, Thanksgiving Holiday (three days, Wednesday – Friday), Winter Break 

( 2 weeks Christmas – New Year’s), MLK Day, President’s Day, Spring Break 

(1 week: April 10-14th, 2017)) and Memorial Day, during the school year.    

 

Policy on School Closings/Delayed Opening/Early Dismissal  

 
WHP will follow the Richmond City Public Schools’ (RPS) decision on school 
closings.  If RPS closes due to weather, WHP will contact staff and then 
parents via email message.  All closing and delay information will also be 
posted on our preschool’s Face Book page. If RPS is one-hour delayed, then 

WHP will also be delayed one hour, teachers reporting at 10:00am and 
students attending from 10:30am to 12:30pm/2:00pm (for lunch bunch).  
If RPS is two-hour delayed or closed for the day, WHP will be closed also.  
No refunds will be made due to inclement weather days. 

Though the above weather-related closing policy remains, some flexibility 
will be built in at the Director’s discretion.  Therefore, though we will close 
the preschool if RPS is closed due to weather, we may choose to reopen if 
there is a major weather event that closes the public schools for an 
extended period of time and common sense dictates that our parents can 
travel to bring their children to WHP with minimal risk of incident or 
accident. Obviously, preschool families would need to use their own best 
judgment in these instances.  Were this sort of discretionary change to be 
made, parents would be contacted via email and on our Face Book page. 
Additionally, WHP will be open when Richmond Public Schools are closed to 
students for teacher workdays or parent–teacher conference days.    

Though generally there will be no make-up days at WHP due to weather 
closings, in extraordinary weather years (i.e. Winter 2014), the Preschool 
Director and Preschool Advisory Board reserve the right to accommodate for 
the shortage by making adjustments to the end of the school year calendar. 
For instance, if the preschool is closed more than 5 days due to snow, an 
extra 3 days may be added to the end of the calendar.  

WHP parents should tune in to local television/radio broadcasts  

for information regarding Richmond Public Schools’ weather-related delays 

and/or closings.  In the case of early dismissal due to weather, WHP 

parents should access their email for further information regarding student 

pick-up.  In the unforeseen case that there is a building malfunction (loss of 

water or heat, for example), parents will receive an email and/or text to 

their primary phone contact with relevant information and pick-up details.   



 

Parent Surveys 

 

As we at WHP strive for excellence each school year, parents will be asked 

to complete an anonymous, on-line year–end survey.  The information we 

gather will help us to assess how the program is meeting the needs of 

children and parents, identify our strengths and weaknesses, and promote 

goal setting for future years. 

 

Photos  

 

Frequently we will use a preschool-provided digital camera to take pictures 

of children involved in school activities and the process of creating in which 

they are engaged. These photos are used for documentation purposes and 

will often be accompanied by dictation, a child’s words about what they 

were thinking or feeling when they were involved in that activity.  Photos 

will also be used as part of each child’s portfolio and to create “class books” 

depicting specific classroom projects and pursuits.   

 

Additionally, we will occasionally take pictures of student activities to post 

on our WHP website and Face Book page.  Discretion will be used in all 

instances where a child’s photo will be published.  There will be a Video 

Recording/Photography Disclosure Form for parents to sign prior to 

the start of the school year regarding use of their child’s photos.    

 

 

 

Part Two: Staff Qualifications 
 

Each member of our staff is qualified and experienced in working with 

preschool children of all ages. Several of our instructional staff members 

are former teachers and each has a passion for working with small children 

and supporting their learning and growth. All staff members must be 

certified annually by a practicing physician to be free from any disability 

that would prevent them from caring for children. 

 

Establishment/Implementation of Handwashing  

Procedures  

Hand washing is the most important means of interrupting the transmission 

of communicable diseases among staff and children. While the law requires 



hand washing before eating and after toileting and diapering, health 

professionals also recommend hand washing upon arrival at the center by 

staff and children, upon return from outdoor play and when the hands have 

been in contact with any bodily  secretion (e.g., nasal, oral secretions). 

Hand washing should also occur before preparing and serving food and after 

handling unclean surfaces.  

Staff Must Recognize the Signs of Child Abuse and Neglect  

Section 63.2-100 of the Code defines an "abused or neglected child" as 

"any child less than eighteen years of age: 

1. Whose parents or other person responsible for his care creates or inflicts, 

threatens to create or inflict, or allows to be created or  

inflicted upon such child a physical or mental injury by other than accidental 

means, or creates substantial risk of death, disfigurement, or impairment of 

bodily or mental functions;   

2. Whose parents or other person responsible for his care neglects or 

refuses to provide care necessary for his health. However, no child who in 

good faith is under treatment solely by spiritual means through prayer in 

accordance with the tenets and practices of a recognized church or religious 

denomination shall for that reason alone be considered an abused or 

neglected child;  

3. Whose parents or other person responsible for his care abandons such 

child;  

4. Whose parents or other person responsible for his care commits or allows 

to be committed any act of sexual exploitation or any sexual act upon a 

child in violation of the law; or  

5. Who is without parental care or guardianship caused by the unreasonable 

absence or mental or physical incapacity of the child's parent, guardian, 

legal custodian or other person standing “in loco parentis.” 

Staff Must Report Any Suspected Case of Child Abuse and Neglect 

Section 63.2-1509 of The Virginia Code states that “…any teacher or other 

person employed in a public of private school, kindergarten or nursery 

school, any person providing full- or part-time child care for pay on a 

regularly planned basis….any person associated with or employed by any 

private organization responsible for the care, custody, or control of 



children” who has reason to suspect that a child is an abused or neglected 

child, shall report the matter immediately to the local department of the 

county or city wherein the child resides or wherein the abuse or neglect is 

believed to have occurred or to the Department’s toll-free children abuse 

and neglect hotline.  “Any person required to file a report…who fails to do 

so within seventy-two hours of his first suspicion of child abuse or neglect 

shall be fined…” 

Any suspected case of child abuse and/or neglect should be reported to the 

Preschool Director immediately. 

Staff Background Checks 

Section 63.2-1724 of The Virginia Code requires criminal record checks and 

child abuse and neglect central registry checks for prospective employees or 

any person who is expected to be alone with one or more children enrolled 

in the child day center.  The checks and clearances must be obtained within 

thirty days of employment.  Sworn disclosure statements are also required 

for prospective employees. For more detailed information on convictions 

that prevent employment or being alone with one or more children (i.e. a 

substitute teacher), and the consequences of unsatisfactory background 

check findings, please refer to the Religious Exempt Child Day Centers 

informational handbook located in the Preschool Director’s office. 

Background checks are not required, however, for parent volunteers who 

are working at the preschool program under the direct supervision of a 

teaching staff member. 

First Aid and CPR Certification 

The Preschool Director and all other staff members will complete a Child 

First Aid Training course and Infant/Child CPR course.  Documentation of 

these courses will be kept in the preschool office. 

Emergency Medication Administering Training (EMAT) 

WHP will administer emergency medications to children such as inhalers, 

epi-pens, or other medications for which we have been supplied with a 

prescribed medication in its original container.  The prescription label must 

include the child’s name, name of medication, dosage and frequency.  As 

your child will only be with us for 3 hours on any given school day, please 

schedule needed antibiotics and other medications around school hours.  

Any medications to be administered by the school must be handed directly 

to the Preschool Director with a completed Request for Administration of 



Medication form from the parents and prescribing physician. These forms 

are available in the preschool office and on the WHP website.  Medicines 

must never be transported via a child’s tote bag and will not be accessible 

to children at any time.  Parents are to take home the medication when it is 

no longer needed.  With the exception of emergency use of an epi-pen, 

Westover Hills Preschool staff will not administer the first dose of a 

medication.  Medication will be administered and each dose documented 

only by MAT-trained staff members.  

Sunscreen Lotion:  If parents want their child to wear sunscreen lotion on 

days when the weather is hot and sunny, they should apply this before 

coming to school. 

Part Three: Program Policies and  Procedures 

Registration  

Children of WHUMC members, currently enrolled students, alumni families, 

and children of staff members receive first priority for enrollment.  

Following that, enrollment is happily offered to neighbors and the larger 

community.  Registration for the upcoming school year begins in January. 

For current preschool families, registering at this time guarantees their 

student’s spot and age-level enrollment. State regulation requires certain 

documents be collected during the registration process. A completed 

registration contract, emergency medical authorization form, registration 

fee, and identity verification form are required at the time of registration. 

Before a student can attend school, a copy of their current immunization 

records is required. 

Tuition 

Tuition is due on the first (1st) day of each month and NO LATER than the 

tenth (10th) day of each month. Families paying tuition monthly must 

submit an Authorization Agreement for Automatic Payments (ACH 

Debits) form which offers parents a choice of the 1st or 10th of the month 

regarding draft date. There is no fee for this service.  Tuition is collected a 

month in advance (ex: April's tuition is due March 1st). The last payment of 

the school year is due on April 1st for the month of May. As our budget is 

based on monthly tuition, payment amounts remain the same each month 

regardless of how many days are missed due to snow closings, holidays, 



illnesses or other reasons not within our control. Families will be required to 

pay tuition for extended vacations in order to hold the child’s space-no 

exceptions.  In specific cases of financial hardship, families may apply for 

tuition assistance if the funding for this is available. Siblings enrolling in the 

preschool for the same calendar year will receive a 10% discount on the 

second tuition.  Families paying annually (in one lump sum) should submit 

their check for the full tuition amount prior to the 1st school day. 

Withdrawal 

There is no obligation for further payment to WHP for tuition for those 

children/parents giving 30 days’ written notice of withdrawal. If a 

parent fails to pay tuition for two consecutive months, and/or payment has 

been returned from the bank as non-sufficient funds for two consecutive 

months, the child will no longer be enrolled unless special provisions are 

made with the Preschool Director and the Preschool Advisory Board.    

Returned Check Policy 

If your check is returned to us from the bank due to insufficient funds, you 

will be responsible for the original amount of the check plus a $15.00 

returned check fee. If a second check is returned, you will be charged 

another $15.00 fee and all future payments must be made with cash, 

money order, cashier's check, or certified check. 

Student Daily Dress 

Westover Hill Preschool is a place where PLAY HAPPENS! In that spirit, we 

encourage as many messy, joyous explorations as possible.  Children 

should wear comfortable clothing that can withstand the rigors of typical 

preschool activities.  In other words, nothing special that you would be 

potentially ruined by paint, glue, play dough, etc.  Also parents are 

encouraged to dress their child in clothes that they can be as independent 

as possible with in terms of toileting,   Belts, tricky snaps, and buttons, and 

multiple layers can impede a child’s functioning and can lead unnecessarily 

to bathroom accidents.  When choosing footwear, tennis shoes are the very 

best, safest choice.  Crocs, flip flops, boots, and sandals are not safe on our 

playground equipment.  Parents are encouraged to clearly label all clothing 

such as coats, sweaters, gloves, hats, etc…with their child’s name. As a 

staff, we feel very strongly that young children need to get outside and play 



every day unless the weather is very wet or extremely cold, so we suggest 

that parents dress their child accordingly. 

Student  Illness 

Control of communicable illnesses among students is a major concern. 

Policies and guidelines related to outbreaks of communicable illnesses in our 

preschool have been developed with the help of the health department and 

local pediatricians. Preschool teaching staff will receive training and be 

required to conduct a “Daily Health Observation” (DHO) on each child as 

they enter the classroom each morning.  A DHO is a health observation of 

children designed to alert staff to any signs or symptoms of illness.  In 

order to protect all students and staff, as well as your own child, parents 

are required to keep sick children at home if they have experienced any of 

the following symptoms within the past 24 hours: 

* Fever of over 100˚F (Children must be fever-free for 24 hours BEFORE 

returning to school.) 

* Uncontrollable coughing 

* Diarrhea, vomiting, or an upset stomach 

* Unusual or unexplained loss of appetite, fatigue, irritability, or headache 

* Thickened/colored discharge and/or drainage from eyes, nose, ears or 

wounds 

Children who develop any of these symptoms (including diarrhea) 

will need to be picked up immediately.  If a parent/guardian cannot be 

reached, we will use the emergency contact numbers parents have 

provided. 

Parent and Teacher cooperation in helping to prevent the spread of 

communicable disease is essential.  

 If your child has been diagnosed with a communicable illness, report this to 

the Preschool Director immediately.  If other children have been exposed to 

a communicable disease listed on the Department of Health’s current 

communicable disease chart (available on our website), parents will be 

notified within 24 hours or the next business day of the program. 

Remember: Except in cases of very unpleasant weather, all students and 

staff at WHP will go outside for recreation daily. Because of staff/child ratio 



requirements, we are not able to keep individual children inside when 

his/her class is outside.  Parents are encouraged to use good judgment.  If 

your child is well enough to attend preschool, he or she needs to be able to 

participate fully in the day’s activities, including going outside.    

Student Injuries 

WHP staff members make every effort possible to protect the health and 

safety of the children in our care.  We will make an attempt to contact a 

parent in the case of accidental injury occurring during the school day. In 

the case of an injury requiring emergency care, we will contact the child’s 

physician, an ambulance, or rescue squad, and utilize the Emergency 

Medical Authorization Form that parents have provided. Parents are 

responsible for any expenses incurred by the preschool.  Minor cuts and 

scrapes will be covered by a teacher with a latex-free band aid as 

necessary. We will not remove splinters or foreign objects from ears, noses, 

etc. On the same day as the injury, staff members are required to report 

and log all injuries on the Accident Report Form located in the preschool’s 

teacher workroom.  Additionally, parents will be given a copy of this written 

accident form informing them of any injury.  Parents and staff are to sign 

the form and a copy will be made to keep in the child’s cumulative file at 

the preschool.   

Snack Policy  

The preschool does not provide food service.  Westover Hills Preschool is 

a NUT-FREE program.  Each day parents are asked to send a nutritious, 

nut free snack in a container with their child’s name on it.  The snack 

should be transported in their WHP tote bag only---no lunch boxes please.  

We will provide cups and WATER for the children to drink.  It is important 

that the snack parents provide be something that their child can open and 

eat with relative ease and independence.   The school will provide a healthy 

snack if a child forgets his/her snack.  Parents are asked to provide snacks 

that do not require refrigeration. On the last page of this handbook we have 

listed specific nut-free snacks which would be appropriate choices for 

preschool.  The items listed there are BOTH nut-free and produced in a nut-

free environment. It is critical to read the ingredient list every time your 

purchase a product since ingredients can change without notice. Avoid 



products that contain statements, “May contain traces of peanuts or other 

nuts” or “Manufactured in a facility that also processes peanut or other 

nuts”.  We are very focused on maintaining a safe and healthy environment 

for all our students and families. 

*If parents have any questions or concerns about whether a certain snack 

is appropriate, we encourage them to consult the teacher or preschool 

director.   Again, we will provide water; parents should not send in juice, 

milk, or other beverage. 

Birthday Celebrations 

A small child’s birthday is a very important and exciting event that we will 

enjoy celebrating! We will leave it to the student’s family to celebrate 

outside of school with cake, gifts, and goody bags.  The birthday celebration 

at WHP will be “food-free”, consisting rather of celebrating the INDIVIDUAL 

CHILD with special “I Love You” Rituals and sharing opportunities.  For 

instance, students may choose to make an “all about me” poster to bring to 

school for sharing at large group time.  Parents are welcome to plan an 

activity the child enjoys to share with the group or sing or play a musical 

instrument or simply read a story.  Instead of favors, a book or game for 

the child’s group would be something that the children could enjoy in the 

classroom. Teachers may offer suggestions of a book or game. We will have 

a monthly birthday bulletin board in the preschool hall and a special photo 

and messages will be posted there. Our goal is to lessen the focus on 

sweets and to emphasize celebrating our students with love and attention.  

Please note: Parents are requested to mail birthday invitations for “at 

home” parties instead of bringing them to school for a teacher to send 

home. 

No Weapon Policy 

For the safety of all, we ask that no weapons of any kind be brought into 

our preschool.  This policy includes parents and guardians who work in law 

enforcement.  Your cooperation in this matter is greatly appreciated. 

Materials from Home 

“Home toys stay at home and school toys stay at school”.  Candy, gum, and 

additional food products are not allowed.  If a child brings a home toy to 



school, keep it in their book bag for the day and offer a reminder to parents 

at pick-up time.  We cannot be responsible for these items being lost or 

broken at school.  Also, we remind parents that no toy weapons (guns, 

swords, etc..) may be brought to school at any time. 

Book bags and Change of Clothes 

Rather than the standard “back pack”, Westover Hills Preschool will provide 

each student with a canvas bag with shoulder straps for them to use each 

day to and from school.  The cost for the bag is included in the 

Activity/Supply fee paid by parents at the beginning of the school year. The 

bag will be washable and will have the WHP name and logo printed on the 

front.  Memos, schedules, newsletters, and other important information will 

be placed in the bag or emailed directly to parents. If parents are delivering 

an important note, please remind them to give it DIRECTLY to the 

classroom teacher or preschool director, not to send it in the book bag.  At 

the start of the school year, please make sure each student has a complete 

change of clothes in a plastic bag marked with their name in case of an 

accident.  Teachers will keep this change of clothes in the classroom and 

return it to parents when a new season necessitates a change in clothing 

type.   

Toliet Training 

WHP does not provide a diapering area for children who are not fully toilet 

trained with the exception of the 2 ½ year old class.  Though we 

understand that children may have accidents, students entering the 3-, 4- 

and 5-year old classrooms are required to be toilet trained.  There will be 

scheduled, supervised bathroom breaks for all classes during the school 

morning. If a child has a particular medical problem concerning bathroom 

habits, please discuss this with the preschool director and we will work 

together in such circumstances.   

Preschool Advisory Board 

WHP is supported not only by Westover Hills United Methodist Church and 

Pastor Donna Holder, but also by a Preschool Advisory Board which meets 

monthly to review the program and address any concerns and 

considerations as they arise.  The Preschool Advisory Board consists of the 



WHP Director, members of WHUMC, and preschool parents who have been 

asked to participate. A “Community Liaison” person may also attend board 

meetings to provide input from our neighbors.  

Substitute Teachers 

At the September “Parent Orientation” meeting, parents who are interested 

in becoming Substitute Teacher candidates will be encouraged to sign-up 

for a Substitute Teacher Training that the Preschool Director will conduct 

later in the month.  Substitute Teachers will be paid a standard daily rate 

and will be expected to undergo a background screening.  All Substitute 

Teachers will be placed on a contact list provided to preschool staff 

members whose responsibility it is to secure their own substitute. If you 

would like to become a Substitute Teacher, let the preschool director know 

so that proper procedures can be followed. 

Policy on Releasing Children 

Only the authorized parent(s) or others identified by the parents can pick 

up a child.  A signed Child Pick-Up Authorization Form is on file in the 

child’s folder listing other authorized persons.  Under no circumstances will 

a child be released to anyone not on the signed form or written permission 

from the parent.  Identification must be shown if the staff member does not 

know the person authorized to pick up the child. 

Confidentiality 

Information contained in a child’s record is privileged and confidential.  

Unauthorized removal of records or unauthorized divulgence of information 

regarding any confidential information is strictly prohibited.  Observations 

made in the classroom and all information discussed at staff 

meetings/trainings will be kept in strict confidence.   

 

Change of Contact Information 

Preschool parents should contact the preschool office whenever you have a 

change of address, telephone number, or email address.  It is essential that 

our contact information for you remain correct and current. 



Conflict Resolution 

We will work diligently toward establishing and maintaining collaborative 

and cooperative relationships with families.  In the event that an 

unanticipated conflict should arise, however, the following steps should be 

followed:  A parent should always first contact the classroom teacher(s) and 

the Preschool Director to discuss the situation and allow some time for the 

difficulty to be resolved.  If the conflict is not remediated after a period of 

time has passed, contact the Preschool Director again for further 

assistance.  The director, in turn, will describe the circumstances to the 

Preschool Advisory Board for their input.  If the conflict still cannot be 

resolved, a parent may make a direct appeal to the Board and they will 

make a final decision on the matter.   

Chapel and other Church-related aspects of our program 

Westover Hills Preschool is a ministry of Westover Hills United Methodist 

Church.  While we are not a Christian-based preschool program and, as 

such, do not provide religious instruction, we are involved in the life of the 

church which sponsors our program.  The children are led by their teachers 

in a blessing sung daily just prior to their snack time.  Christmas and Easter 

are celebrated in both their traditionally religious and more modern secular 

manifestations.  Chapel Time is attended monthly from November to April 

by our students in the church’s small chapel and is led by the WHUMC 

Pastor or other designated staff or church leader.  Our chapel program 

includes child-appropriate songs, stories, and prayers.  Out monthly Chapel 

Time is planned around specific themes that are also being explored in the 

preschool at that time of the year and are as follows:  

November: Gratitude 

December: Christmas 

January: Friendship 

February: Kindness 

March: Growing/New Life 

April: Earth Day 

As with all of our activities, Parents are invited to join their preschooler 

during Chapel Time each month. 



Student Attendance 

Parents are asked to contact the Preschool Office at (804) 232-7400 or 

email: mazipp@verizon.net if their child is absent from school.  We have a 

24-hour answering machine so they can leave a message if no one is at 

school. If your child has been diagnosed with a communicable illness, 

please obtain specific details from the parent so that the Preschool Director 

can provide accurate information to other parents whose children were 

possibly exposed. 

Field Trips  

Although there will be occasions when the program invites various 

storytellers, musicians, and enrichment activity specialists into the 

preschool, we will also want to take field trips outside of the school.  

School-wide field trips will be offered to the 2.5, 3-, 4-, and 5-year old 

classes. The following procedures will be followed for field trips: 

 A Field Trip Permission Slip must be signed by a child’s 

parent/guardian before the child goes on a field trip. 

 Parent drivers must have a valid Virginia driver’s license, current 

inspection sticker on the car being driven, and proof of liability 

insurance.  This information is all included on the Volunteer Driver 

Information Sheet on file in the school office that parent drivers 

complete prior to a field trip.  

 Students must be supervised at all times.  There will minimally be one 

adult for every four children.   

 When traveling by car, there must be a car seat secured by a seat belt 

for every child. On the day of the field trip, it is required that parents 

personally buckle their child’s car seat into the car in which the child 

will be riding. 

 The “Playground Backpack” containing a first aid kit and all WHP 

Emergency Medical Authorization Forms, among other items, will 

accompany the children on each field trip.  

 Information about the field trip and the location will be posted on the 

WHP website and with the WHUMC office administrator in case of late 

arriving children. 

mailto:mazipp@verizon.net


 Field trips are for enrolled preschool students only.  To effectively 

supervise and monitor our students, we ask that parent 

drivers/chaperones find alternative care for older siblings for the 

morning. 

Fall Parent Orientation  

Prior to the beginning of each school year, a Parent Orientation is held for 

all parents of enrolled children. This is a parents-only informational night 

which is led by the Preschool Director and is held in the WHUMC Fellowship 

Hall. At this meeting the WHP Family Handbooks are distributed and an 

overview of the handbook is provided.  Our preschool teaching staff is 

introduced at this meeting, and time is allocated for parents to meet with 

their children’s teachers. The teachers will share their expectations of the 

children, policies and plans for the school year and parent resources. During 

this meeting of individual class parents, the teacher will give parents an 

opportunity to volunteer for various classroom activities. Parents will pay 

the $65 Activity Fee at the time of Parent Orientation.  This fee covers the 

cost of all special in-house programming, classroom hygiene supplies, and 

the WHP canvas tote bag for students.   

New Preschool Parents will receive the following forms in a “Welcome 

Packet” which will be mailed in July, just prior to the beginning of the school 

year. The following forms will need to be completed and returned by the 

first day of school: 

 Child Pick-Up Authorization Form 

 Child Information Form 

 Request for Administration of Medication (only if required) 

 WHP Family Handbook’s Parent Agreement Form to sign & return 

 Field Trip Permission Form 

 Video Recording/Photography Disclosure Form 

 Parent Interest Survey 

 

 

 

 



Westover Hills Preschool Playdough Recipe 

We LOVE play dough at WHP!! We love it so much that we need volunteers 

to make play dough for us on a monthly basis.  Please sign up to do this at 

Parent Orientation Night in your child’s classroom.  Please use the following 

recipe when making it as we have found that it works best for our 

purposes: 

Play Dough Recipe  

(makes about 2.5 cups) 

1 ½ cups of flour 

¾ cups of salt 

½ tablespoon of cream of tartar 

1 tablespoon vegetable oil 

1 ½ cups water 

*Food coloring (a few drops of your favorite color, use the liquid kind) 

Put all ingredients in a saucepan, and stir it until it's smooth. Stand by the 

pan, cook over medium-low heat, and stir regularly. When the batter look is 

gone and the ingredients start staying together when you stir (5-8 

minutes), remove the pan form the heat.  Lay out some wax paper and 

scoop play dough onto the wax paper. Start kneading right away, but make 

sure that you check the dough for heat---you don’t want to burn yourself.  

Once the dough has been kneaded into a nice texture, roll it into a ball and 

keep it in a sealed container. 

****Remember to bring to school with you, and Thank you *** 

 

 

 



Nut-Free Snack Options 
Please remove this page and post   (The items below are BOTH nut-free and produced in a nut-

free environment) 

Crackers, Breads & Cereals                              

Bagels—Lenders, Thomas’                               Quaker Snack Mix- 

Honey Maid—Cinnamon Grahams                          Traditional 

  & Sticks, Honey Grahams & Sticks                Ritz Toasted Chips                    

Ritz Crackers (plain only, not sandwiches)       Pretzels—Rold  

Keebler Club Crackers (original only)                    Gold only                         

Nabisco Saltines                                              Quaker Rice Cakes                                                

Kellogg’s Nutrigrain Fruit Bars                        Other Snack Ideas                               

Kellogg’s Crunch Cereal Bars w/o Nuts            Cheese                              

Sunshine Cheez-its                                          Cream Cheese 

Triscuits                                                          Yogurt (many  

Wheat Thins, plain only                                         brands but not  

Pepperidge Farm Gold Fish (Plain,                         soy or stir-ins) 

   pretzel, or cheddar)                                      Raw veggies 

Sargento Mootown Crackers & Cheese dip       Fruit, peeled & cut  

Keebler Town House Crackers                              (not in pop-top 

Sportz Cheddar Crackers                                     metal cans)Kraft Handi-Snacks 

Cinnamon Graham Crackers 

   with Applesauce Dip 

Cheesz-it Party Mix, Cheese Nips 

Combos 

New York Style Bagel Chips 

*****It is critical to read the ingredient list every time your purchase a 

product since ingredients can change without notice. Avoid products 

that contain statements, “May contain traces of peanuts or other nuts” 

or “Manufactured in a facility that also processes peanut or other nuts”. 

 



 

Westover Hills Preschool’s 

6 STEPS TO RESOLVING CONFLICTS 

1. Approach calmly; stopping any hurtful actions, gentle touch, on 

their level 

2. Acknowledge children’s feelings 

“You look really upset”, let children know you need to hold the 

object in question, describe their actions 

3. Gather Information 

Ask for information from each child & listen carefully 

4. Restate the Problem 

“So the problem is…..” 

5. Ask for ideas for solutions and chose one together 

“What can we do to solve this problem?” Encourage children to 

think of a solution, help clarify details 

6. Be prepared to give follow-up support 

Describe how they solved the problem, give acknowledgement: “You 

solved the problem!!” 

Stay near the children. 

**Parents: this is the process by which our preschool teachers work with children to solve 

interpersonal conflicts and work towards building problem-solving skills as we encourage 

children to use “their words”.  This process obviously takes more time than other approaches, 

but is well worth it in terms of the impact and empowerment effect on children.  Try this at 

home with sibling conflicts, too! 

 

 

 



Review of WHP Family Handbook on Policies 

and Procedures 

AGREEMENT FORM 

 

We, _________________&_________________the parents/legal 

guardians of________________________, have reviewed the 

Family Handbook for the Westover Hills Preschool.  We understand 

its content and agree to follow the policies and procedures set 

forth in this document. 

If I have any questions and/or concerns regarding the content of 

the Family Handbook, I will address them with the Preschool 

Director. 

 

Parent/Legal Guardian Signature: _____________________ 

Parent/Legal Guardian Signature: _____________________ 

Date: ______________________ 

  

(Return to the Preschool Director) 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 


