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Dear Parents: 

Thank you for choosing Trinity Christian Preschool. It is a privilege and an honor to serve you and your child(ren). The entire Trinity Christian Preschool staff is committed to providing a safe and loving environment where your child(ren) can grow, develop, and learn. 

As a ministry of Trinity Church, Trinity Christian Preschool is a Christ-centered program. We are eager to share the love of Jesus Christ through daily academics, weekly chapel, play, crafts, and much more. 

[bookmark: _Int_JXvGsedd]As we partner with you to minister to your child(ren), please do not hesitate to contact us if there is anything we can do to help you.


In His Service,

TCPS Executive Team
TCPS@trinitychurch.org






					GREETINGS

TCPS is an accredited private preschool that is owned and operated by Trinity Church of Cedar Hill, TX. It is our goal to offer a positive and safe learning environment for your child to develop. This parent handbook is here to assist and inform you of our policies and procedures so that you can plan and partner with us to meet your child’s needs. Please be aware that these policies are subject to change as our administration deems it necessary. Any changes will be provided to parents and staff promptly. 

We are honored that you have chosen to join our TCPS family. We look forward to working with your child(ren) to grow and develop physically, socially, emotionally, creatively, and intellectually. We believe that this will happen when students are provided with a safe and loving faith-based environment, and with teachers who are dedicated to enriching children's lives spiritually. 

MISSION STATEMENT
We seek to build a solid foundation of academic success in a Christ-centered environment. From classrooms with great teachers and curriculum, to chapels where kids will worship and learn truths from God’s word, your kids will thrive here at Trinity Christian Preschool.
					         
					ADMISSIONS

ENROLLMENT PROCEDURES 

Step one: We ask that you read the student/parent handbook. This resource will give you important information on school policy, procedures, and expectations for students and parents.
Please read over each section thoroughly to ensure we are the right fit for your family.

Step two: Schedule a tour. We are excited to meet you and your family and learn about your educational goals and needs for your child(ren). 

Step three: Schedule a family meeting. (Tour and family meeting can be scheduled together if requested) During this time, we can answer any questions you may have and determine if we are the right fit for you. All children need to be able to use the restroom on their own, follow verbal instructions, have achieved CDC’S Milestones www.cdc.gov/ncbddd/actearly/milestones/index.html according to their age and have had their birthday by September 1st of the respective school year. Your child will also be tested to ensure placement to the correct level and if accepted, will be observed for a 30-day period. After this time, we reserve the right to re-evaluate and discuss further placement of your child(ren).  

Step four: The application is available online at www.trinitychurch.org/tcps. Please note there is a non-refundable application fee for each application submitted. Upon acceptance, all enrollment paperwork is required before the child can start our program. Incomplete paperwork will not be accepted. Paperwork required for enrollment includes: 
· Enrollment form - application
· Tuition Agreement 
· Discipline & Guidance Policy 
· Custody Paperwork (if applicable) 
· Emergency Action Plan (Allergy plan)
· Signed Handbook Acknowledgement 
· Any other forms needed  


Mid-Year Enrollment
Student applicants who wish to enroll mid-year or after the first day of school will be subject to
a 20-day trial period. During the trial period, records will be requested from previous schools if applicable, and the student will be evaluated for behavior and academic level. Tuition rates and fees will be applied starting the first day of attendance.


FINANCIAL RESPONSIBILITIES

TUITION AND FEES 
			
	Pre-K 3 & Pre-K 4 Tuition (2024-2025)

	Kindergarten Tuition (2024-2025)


	$6,930
	$7,560

	$155 Book and Supply Fee (per child)
	$255 Book and Supply Fee (per child)


	$55 Supply Replenish Fee (per child, billed in January)
	$55 Supply Replenish Fee (per child, billed in January)



All payments are due in advance. You have the option to pay weekly, biweekly or monthly.  If your account does not reflect a zero-balance due, you will be charged a late fee of $15. 

Tuition is due regardless of attendance, school closings, and/or holidays. We do not issue refunds. A fee of $25 will be charged for declined payment or returned checks. Multi-instances of this will result in termination from the program. Failure to keep tuition paid for any reason will result in termination from TCPS. All payments for the school year are due regardless of the child attending 0 or 5 days that week.  Tuition rates are subject to change. Parents will be given 30-day notice of any tuition changes. 


EXTRA FEES 
Kindergarten students will need to pay $85 for graduation fees, due no later than February 15th. 

NON-DISCRIMINATORY POLICY
TCPS makes no distinction in its employment decisions, student admissions, and/or operating policies regarding an individual's gender, race, color, or national and ethnic origin. Admissions are contingent upon available space, philosophy, and the willingness of the family to abide by school guidelines.

GENERAL

HOURS OF OPERATION 
TCPS - Preschool classes will be open 8:00am – 3:30pm Monday-Friday. 

On-time Drop Off: Please drop off your child between 8:00-8:30am. Before Care is available from 7:00 am – 8:00 am, Monday - Friday, during the school year for an additional fee. Before Care is not available for the Summer Program. 

Tardy: Children that arrive between 8:30am-8:50am will be counted tardy. Three or more tardies will be counted as an absence. 

Cut-Off: TCPS has a cut off time of 8:50am. No child may be dropped off after 8:50am without a doctor's note. Complete disregard for this policy will result in termination from the program.

Dismissal: Please pick up your child between 3:15pm-3:40pm. Please pull up in the designated area and have your child’s pick-up card in your windshield. At 3:15 pm, we will begin calling for children and will escort them to your vehicle. 

Late Pick Up: Any child remaining after 3:40pm, who is not enrolled in After Care, will be billed:
· 1st-2nd offense: $1 per minute
· 3rd offense+: $5 per minute

After Care: During the school year, any child remaining after 3:45pm will be billed accordingly through the Trinity Kids After Care program. Drop-in rate is available. After Care is not available for the Summer Program.

Appointments: To avoid disruption during teaching, please bring your child at 8:00am, pick them up for the appointment and return them no later than 1pm.   

Holidays: A holiday schedule will be posted each new school year to advise families which holidays TCPS will be closed. 

ABSENCES 
[bookmark: _Int_W6QLQTWs]TCPS does not offer credit for any time that your child is absent for any reason. If your child will be absent from school, we ask that you notify the front office by or before 8:00am each day. Excessive tardies/absences can cause a delay in learning for your child. State law requires that a student must be in attendance 90% of the school year. This means that each child is only allowed 19 absences per school year (we are in session for 173 days). If a student exceeds the allowed absences, an evaluation/testing will be conducted to see if they can be promoted to the next level. There will be no refund or credit against the days the school is closed for a holiday or for inclement weather. Please see the holiday list posted by the TCPS. 

CURRICULUM 
TCPS uses the Abeka curriculum https://www.abeka.com/ as our primary curriculum. This curriculum is Bible-based and has been successful in preparing children for entering Kindergarten. We reserve the right to add, modify and/or change curriculums at any time.

ACCOMADATIONS
[bookmark: _Int_0BgjUTPb]Our teachers are not trained in accommodations for students with learning disabilities or students needing behavioral training and support.

All children need to be able to use the restroom on their own, follow verbal instructions, have achieved CDC’S Milestones according to their age and have had their birthday by September 1st of the respective school year. 

DAILY SCHEDULE 
TCPS classrooms follow a daily schedule designed specifically to meet the children's developmental, academic, social, emotional, and personal needs. All schedules are contingent on the children's needs and may vary daily. Schedules are posted in each classroom and a copy can be sent home with students.



CLASSROOM ASSIGNMENTS 
[bookmark: _Int_OsyXndj1]Classroom assignments are based on each individual child's chronological age, developmental age, emotional age, and physical age. TCPS typically will transition children to new classrooms once a year, however from time to time we may request a transition sooner based on the individual child's needs. 

NAP TIME 
Supervised rest periods are provided for all children who remain at TCPS for six or more hours a day, and for all other children who show a need for rest time. Any bedding used for nap times will be sent home daily. You may also bring in a stuffed animal if desired, but they must be able to fit in your child's backpack and will be taken home daily as well. The rest time is limited to 2 hours and is scheduled from 1:00pm-2:50pm each day. If your child is not able to sleep after 45 minutes of resting, they will be given a book or puzzle for the remaining time the class is sleeping. 

MEALS/SNACKS 
TCPS does not provide breakfast/snacks or lunch, nor do we have the facilities to warm food or keep it cold. A thermos is a good way to keep food warm until lunchtime. All students are to bring snacks, lunch and any utensils they may need to school with them each day.  Please keep in mind that we are teaching our children to make healthy choices. To mirror that teaching, we are asking that only water/milk (NO JUICE) is to be brought as a drink. All classrooms will pray before each meal or snack. 

INCLEMENT WEATHER POLICIES 
If Cedar Hill ISD is closed for inclement weather, we will also be closed. You will be notified through ProCare Parent App. Extended Care will be closed on days TCPS is closed for inclement weather. In case of serious emergencies such as earthquakes, fire, storms, or loss of power/water, parents will be notified, if possible, and children will be cared for until parents or emergency contacts arrive. 

PERSONAL BELONGINGS 
We use washable crayons, markers, and paint during art time, but the children's clothing may get stained from just being kids! TCPS is not responsible for stained or torn clothing. No toys are allowed to be brought to school unless the teacher has announced a special activity. TCPS is not responsible for lost, missing, or broken items brought from home.

OUTDOOR PLAY 
Outdoor play is a regular part of the daily routine. Children should be prepared to play outside some part of every day. Please do not request that your child stay indoors. Children may not wear flip-flops due to the danger these shoes may cause on the playground. On days with extreme heat or cold, children will have indoor recess. 

SUNSCREEN/BUG SPRAY 
It is the policy of TCPS that we will not apply any type of bug spray to your child. If you feel your child needs to be protected from mosquitos and other insects by repellent, please apply before coming to school.

BIRTHDAYS 
[bookmark: _Int_EEXtNnun]Most children enjoy celebrating special events with their preschool friends. Please arrange with the teacher 48 hours in advance. We suggest non-food items; however, if you choose food, we ask you only bring commercially packaged foods that have ingredient labels to address any food allergy issues.

  
CONDUCT

DISCIPLINE & GUIDANCE POLICY 
TCPS and staff members are trained to use a positive method of discipline and guidance that encourages self-esteem, self-control, and self-direction. Just a few examples used in this situation are: 
· Praise and encouragement of good behavior and choices  
· Reminding a child of behavior expectations daily 
· Using clear and positive statements 
· Redirecting behaviors 

Disobedience of rules will result in age-appropriate disciplinary actions including, but not limited to, one of the following:

· Redirection
· Verbal reprimand
· Loss of privilege
· Parental contact made 
· Sent home for the day
· Expulsion

Parents will be notified if disciplinary measures beyond loss of privilege are administered. Disciplinary actions are fully at the discretion of administration and are on a case-by-case basis.

Positive cooperation is required from the family when dealing with disruptive behavior. We feel that consistency with all parties involved is the best way to handle these issues. 

TCPS reserves the right to terminate care for the child, for discipline problems at any time, especially when the behavior affects the safety or education of other children in our care. 


WITHDRAWAL/EXPULSION FROM PROGRAMS 
Fourteen (14) day written notice IS REQUIRED for withdrawing a child from TCPS. If a family fails to give a fourteen-day notice, TCPS has a right to draft the remaining weeks from the family’s bank account, savings account, or credit card upon leaving. TCPS has a right to refuse service to any family for any reason. 

If a child is terminated by management from TCPS, TCPS reserves the right to waive the 2 weeks’ notice and terminate effective immediately. TCPS reserves the right to expel a child from the program for any of the following, but not limited to: 

· Behavioral issues that put other children's safety at risk. 
· Continual disruption to classroom environment 
· Delinquency in payment of tuition and fees 
· Parents behavior  
· Disregards for Program Policies 
· Students not following dress code requirements
· Any other reasons that cause health and safety risks to the facility or children. 


PARENT COMMUNICATION/NOTIFICATIONS:

[bookmark: _Int_5dgiN74a][bookmark: _Int_G15aD2Lb]TCPS has multiple ways of communicating with parents and believes that communication with parents is essential. Any questions and/or comments that you have are always welcome. We communicate with parents face to face, by phone, email, through ProCare and by notes sent home with the students. 

Parents can schedule an appointment with the classroom teacher or TCPS Director to discuss any issues or concerns. 

In some situations, parents may be asked to sign documents acknowledging that communication has taken place. Listed below are ways that TCPS and may communicate with parents: 

· ProCare Parent App and emails 
· Written memos placed in your child’s folder 
· Verbal communication with the child’s teachers 


UNIFORM REQUIREMENTS/DRESS CODE 
All students are required to attend each school day in uniform. Students will be sent home, or parents will be required to bring a uniform to school, for students not following the dress code.  Uniform requirements are listed below:  
· Boys: Navy Polo shirt, Khaki pants, or shorts   
· Girls: Navy Polo shirt, Khaki pants, capris, shorts, jumpers, or skirts. Girls must wear shorts under skirts or dresses. 
· Uniforms must be clean.  
· No hats or caps can be worn inside the building.  
· Velcro tennis shoes (no laces), boots, or closed-toe sandals with heel strap (Per fire code, all shoes must be close-toed and non-tie) 
· Friday's Uniform is School Spirit Shirt and jeans or shorts. The Spirit Shirts can be purchased in the office for $20. Cash only. 
· Always have an extra change of clothes and extra pair of shoes in their backpack.  
· During colder months, long-sleeved navy shirts and leggings may be worn under uniform shirts, skirts, etc. 
· Sweatshirts and sweaters must be plain navy blue. TCPS plans to have a Sweatshirt for sale next school year. $25-30 cash only 

The Early Care and After Care Dress code will be the same as the TCPS required dress code during the school year.


MEDICAL

ILLNESS AND EXCLUSION POLICY 
Children who are ill should not attend school. The most common standards for exclusion are: 
· Temperature of 100 degrees or greater.
· Illness that prevents the child from participating in activities, including outdoor play. 
· Illness that results in a greater need for care than teachers can provide without compromising the health, safety, and supervision of the other children. 
· Symptoms and/or signs of possible illness such as lethargy, abnormal breathing, uncontrollable diarrhea, vomiting, uncontrolled coughing, and other symptoms as determined by the Director, that affect the safety of other children. 

If a child becomes ill while in our care, we will contact the parent immediately. We will care for the child apart from the other children, as much as possible, with proper supervision, and give extra attention to handwashing and sanitation practices. 

Parents need to pick up children within 1 hour of notification. If a parent cannot come, the emergency contact will be called to get the child. In the event of severe illness or injury, or if a parent fails to pick up their child within a reasonable amount of time, TCPS may call for an ambulance at the parent's expense. 

If a child is sent home sick from our program, they may not return until the child is symptom-free and fever-free for 24 hours without the use of medication. TCPS DOES require a doctor's note stating that your child is not contagious before returning to the program.  

MEDICATION 
[bookmark: _Int_Mukut4Wh][bookmark: _Int_DZy2BbG8]TCPS does not administer medication to children. With this in mind, you may want to inform your physician that your child is in a full-day program and that you prefer to give medications at home, morning and evening. Knowing this, many doctors will order longer-acting medications. Limiting the medications that are dispensed away from home prevents medication errors.  
If oral medication needs to be administered at school, parents will be asked to come and administer it to the child and then wait for 15 minutes to ensure there is no reaction before leaving the child in the care of TCPS. Parents will also be asked to log with the school the medicine is given and dosage. 

Do not leave medication in your child's backpack. This is a safety risk for your child and other students in the school. 

TCPS can administer nebulizer treatments to children if needed. Parents must sign in the medication and nebulizer machine to the office daily with instructions and times to be given. The prescription information must be turned into the office, in the original box, and must include the child's name, prescription name, date of expiration, and dose to be given. 
[bookmark: _Int_ng9Lz16W]Our staff is not trained to know when a child needs a nebulizer treatment. TCPS must have an Emergency Action Plan on file if your child has Asthma. 

For children with severe allergies requiring an Epi-Pen or medical treatment we will require an Emergency Action Plan from your child's doctor outlining what the allergy is and how to handle it if exposed to an allergen. 

Health forms must be completed at the time of enrollment showing any allergies, physical handicaps, a statement of general health, and current immunization history. It is the parents' responsibility to keep these updated and kept current. 

IMMUNIZATION REQUIREMENTS 
[bookmark: _Int_0UsitvsH]Immunization records must be current for all children enrolled in TCPS. A copy must be in the child's file at all times. It is the parent's responsibility to ensure that your child's immunizations are current. Failure to keep children current on immunizations, or state forms of exemption, may lead to disenrollment. A notarized affidavit must be on file for children enrolled that have not received immunizations due to a personal belief or illness. 

WELL CHECKS 
[bookmark: _Int_AzMPmHe7]TCPS staff will do a visual check of the children upon arrival each morning. If a staff member notices anything unusual, they are required to point this out to the parents at that time. If your child has an accident overnight, please inform staff members when dropping off so that we can assist in watching the child for side effects.

PROCEDURES FOR HANDLING EMERGENCIES 
In case of minor injury or accident, the staff will administer basic first aid. All injuries or illnesses not requiring immediate parental notification will be documented and reported to parents when the child is picked up at the end of the day. 

In case of medical injury or illness requiring immediate professional care (emergency), the staff will call 911, give the location and nature of the emergency. As appropriate, the staff will administer CPR or first aid measures. Parents will be notified immediately. If parents are unavailable, those individuals designated as emergency phone contacts will be notified. All children must have an emergency medical release form on file in case of such an emergency. 

[bookmark: _Int_SroDz0qw]If a child ingests or comes in contact with a poisonous substance the staff will contact the Poison Control Center 1.800.222.1222. 


    
PARENT INVOLVEMENT

PARENT CODE OF CONDUCT 
[bookmark: _Int_ITl7jKKw]Please understand, young children are present in our building. We expect the same high standard of conduct to be upheld by parents of students. Some adult language is not appropriate for young children. TCPS prohibits swearing or cursing on our property as well as smoking. Threatening or bullying staff, children, or other parents will not be tolerated and has the right to terminate care in the event of disruptive behavior from a parent or guardian for any reason. 


PARENT RESPONSIBILITIES 
In order not to confuse school toys with a child's personal property, we ask that children not bring playthings from home. TCPS staff cannot be responsible for lost or broken toys. The only exceptions are a stuffed animal for use during naptime by full-day preschool children and items brought for Show & Tell purposes. You will be notified by your child's teacher if and when the class will have Show & Tell. 
There are several ways you can help us maintain the best possible teaching atmosphere for your child: 
· Read the notices and information left for you in your child's folder. 
· Sign up for ProCare Parent App and be attentive to notes and messages sent by staff.
· Please be aware of the scheduled mealtimes and snack times and make sure your child arrives in time to be included in those meals/snacks.
· Please do not allow your child to bring gum or candy to the classroom. 
· Periodically check on your child's supply of extra clothing. Please take-home soiled clothing promptly. 
· Trinity Church does not allow smoking or inappropriate language on the premises.


RELEASE OF CHILDREN 
Parents have a right to access their child at any time. However, we strongly encourage parents to drop off their children by 8:00am each day so that the child can take part in our full educational program. 

If a parent is unable to pick up their child, they may authorize another legal adult to pick up. Children in the preschool will not be released to a minor, without prior parent authorization on file. Authorized adults must be listed on the ProCare form, as well as present a picture ID, and one of the following: an official TCPS pickup sign or their exclusive ProCare identification pin.
 
CUSTODY SITUATIONS 
TCPS prefers NOT to get involved with custody disputes. TCPS will follow a court order exactly as written. If your family has a court order on file, please provide us with the most recent copy. PLEASE NOTE: PER STATE LAW, IN THE ABSENCE OF A COURT ORDER, BOTH PARENTS HAVE EQUAL RIGHTS. That said, all enrollment forms must be completed with both parents’ information. A copy of a child's birth certificate may be requested at the Director's discretion. If a custody dispute takes place on our property, the local police will be called and asked to handle the dispute. Our staff will not be placed in the middle of such disputes. If a custody issue creates a risk for our facility or staff, TCPS has the right to terminate care. 


CONFIDENTIALITY 
[bookmark: _Int_8mLiq18s]While your child is enrolled in our program, parents may come across confidential information about our program, our staff, and sometimes other children. All information received from TCPS must remain confidential at all times. Breaching confidentiality may lead to disenrollment. 

QUESTIONS OR CONCERNS 
If parents have questions or concerns about our program, we encourage you to have open communication with your child's teacher and the Center Director. Through open communication, we can ensure that all parties are well informed and work as partners in your child's care. 

OPEN DOOR POLICY 
We welcome parents at any time. TCPS is a privately owned and operated facility. We have the right to refuse service at any time to anyone.


     
 SAFETY

SCHOOL SAFETY POLICIES 
Parents need to personally escort their child(ren) inside the building to sign in and out when their children enter and leave the facility. Parents are welcome to visit the center any time during the day to observe their child without prior approval but MUST check in with the front office before entering the classroom area.

You will be notified of any incidents other than minor scrapes or bumps with a phone call. We will also give you a written report at pick-up time. First aid will be applied to minor incidents. In the event medical attention is required, we will notify you immediately. Parents are responsible for all medical fees.

CAMERAS 
[bookmark: _Int_kb1oHiqL]TCPS has closed-circuit cameras in all classrooms. The privacy of the children is very important to us. For this reason, the cameras are not available to parents or over the internet. This policy is intended to make you aware that you are being recorded at all times. 

PHOTOGRAPHS/VIDEOS 
[bookmark: _Int_esBHZiGU]TCPS believes in the benefit of using real-life pictures and/or videos in our educational program. From time to time, we will be taking photos/videos of students during their activities within the premises. The photos will be used for bulletin boards, marketing or advertising, and/or marketing updates posted via the Facebook page, Instagram, our website, and/or within the walls of the preschool premises. 

CYBER IDENTITY/SOCIAL NETWORKING WEBSITES 
[bookmark: _Int_ZDKnnA3l]Cyber identity and social networking are very exciting these days. However, please understand that employees of TCPS are prohibited from participating in social networking with parents and children while enrolled/employed. This includes, but is not limited to, Facebook, Twitter, Instagram, or any other site. 

WAIVER 
If TCPS fails to require that you comply with any term of this Agreement, then TCPS will not be deemed to have waived its right to demand compliance and TCPS may later require that you comply with such terms after notifying you that it will require compliance. We, at TCPS, know that you trust us with your most valuable treasure, your child, and we strive to serve our families the absolute best in education and childcare. We believe that excellent early childhood development is the foundation for a bright future for our children at TCPS.































Parent Handbook Acknowledgement 

I have been given a copy of "TCPS Parent Handbook." 
I have read the "TCPS Parent Handbook.” 
I understand the policies outlined in "TCPS Parent Handbook." 
I have been given the opportunity to ask questions about the policies outlined. 
I agree to abide by the policies outlined in "TCPS Parent Handbook." 
	
Printed Name of Parent _______________________________________________________________ 
Childs Name _______________________________________________________________________ 
Parent Signature ____________________________________________________________________ 
Date ____________________
Director Signature ______________________________ 
Date ____________________
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