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 Welcome 
 Welcome to St. Henry Preschool, a place that stretches your child’s heart as well as 
 their mind. 

 St. Henry Preschool is a fun and safe environment where your child will mature and grow emo�onally 
 and socially through age appropriate experiences.  We believe children learn by process, which is 
 learning through play and working with things and people in the environment.  We seek to provide an 
 environment that encourages the children to make choices, ask ques�ons, explore, share ideas, solve 
 problems, and experiment without fear of failure.  We try to provide experiences that will help your child 
 feel good about themselves and confident about their abili�es.  We a�empt to provide ac�vi�es that will 
 assist children as they grow to their fullest poten�al. 

 Throughout the year the preschool program goes through a site review to ensure we are mee�ng the 
 requirements of the State Department of Educa�on.  Parents may request copies of the program 
 compliance reports by contac�ng Adam Puthoff. 

 Statement of Purpose 
 The St. Henry Preschool has been planned with the following goals: 

 1.  To provide an environment where the child can form a good self-image. 
 2.  To give the child the chance to learn and play with others. 
 3.  To give the child opportuni�es to develop communica�on skills in a group situa�on. 
 4.  To give the child the opportunity to learn through crea�ve experiences. 
 5.  To give the child a posi�ve first classroom experience. 
 6.  To prepare the child for kindergarten (academically and socially). 

 Enrollment 
 Enrollment is for four and five year old children in the St. Henry Local School District and is determined 
 by space availability.  A�er the month of May open enrollment begins and we can accept 
 age-appropriate children outside the St. Henry School District, depending on availability.  If your child 
 turns four during the school year and you would like to enroll them in the preschool program, please 
 contact Adam Puthoff @419-678-4834, x2400 or Angie Schmitz @419-678-4834  x2401.  Your child must 
 be four at the �me of enrollment.  The preschool program is unable to hold spots open for a child 
 wishing to enroll during the school year.  There shall be no discrimina�on because of race, religion, 
 origin, or social, economic background.   A deposit will be put towards the first month’s tui�on and 
 comple�on of the documenta�on on FinalForms must be completed to hold your child’s spot in the 
 preschool program. 

 School Calendar 
 The preschool will observe all holidays that the St. Henry School District schedules on their calendar. 



 Arrival and Dismissal 
 Our morning sessions meet from 8:00 a.m. un�l 11:00 a.m. and the a�ernoon sessions will meet from 
 11:55 a.m. un�l 2:55 p.m.  Students can be dropped off in front of the Columbus Street entrance for the 
 morning session a�er 7:45 and in front of the Columbus Street entrance a�er 11:45 a.m. for the 
 a�ernoon session. 

 We ask that you pick up your child  promptly at 11:00 a.m. and 2:55 p.m.    The children are eager to see 
 you at the end of the school day, and are disappointed if you’re not among the wai�ng parents. 

 The teacher must be given a list of car pool members if your child is par�cipa�ng in one.  No child will be 
 released to anyone other than the parent or guardian unless you communicate with the school.  If 
 someone else is to pick up your child, we need wri�en or verbal permission from the parent. 

 Delays/Cancella�ons 
 When inclement weather makes it impossible to conduct school, an announcement will be made over 
 the following radio sta�ons: 

 WSCM  Celina 1350 AM; 96.7 FM 

 WKKI     Celina 94.3 FM 

 And also on our school website at  www.sthenryschools.org  .  You may also sign-up for text messages, 
 and/or email alerts, and the St. Henry APP. 

 The preschool will follow the same schedule as the St. Henry School District in weather closing.  If 
 St. Henry is closed for the day, so will the preschool.  Listed are the delay schedules: 

 One Hour Delay  – A.M. students will arrive at 9:00  a.m. rather than 8:00 a.m. and follow a normal 
 rou�ne.  Dismissal will be 11:00 a.m.  The a�ernoon schedule does not change. 

 Two Hour Delay  – A.M students will arrive at 10:00  a.m. and be dismissed at 12:00 p.m. The P.M. 
 students will arrive at 12:55 p.m. and dismiss at 2:55 p.m. 

 Three Hour Delay  - The A.M.  session is cancelled.  The P.M. session students arrive at 11:55 a.m. and 
 dismiss at 2:55 p.m.(normal �me). 

 Health Record 
 All the children’s immuniza�ons must be up-to-date.  Children enrolled in the preschool program are 
 required to have a complete physical examina�on.  A physician or nurse prac��oner must sign the 
 physical form.  As required by state law, we must have your child’s health record and physical form 
 before the first day of school.  Physicals are good for one calendar year.   Please make sure your child’s 
 physical is planned a�er the projected end of the school year. 

 Medica�on Administra�on Requirements 
 When administering a medica�on, food supplement, modified diet, or fluoride supplement, the program 
 shall: 1) Prior to administra�on: Secure the wri�en instruc�ons of a licensed physician or licensed den�st 
 as appropriate for the administra�on of any medica�on, food supplement, modified diet, or fluoride 
 supplement; and 2)each �me medica�on is administered, a wri�en record or log including dosage, date, 
 and �me shall be made. That record or log shall be kept on file for one year. 3) Only employees who are 
 health professionals or who have completed a drug administra�on training may administer medica�on 
 pursuant to sec�on 3313.713 of the Revised Code. 4) Medica�on shall be stored in a designated locked 

http://www.sthenryschools.org/


 storage place, except drugs requiring refrigera�on shall be kept in a refrigerator not accessible to 
 children. 

 Absence 
 We do our best to provide a healthy environment for your child.  All staff are trained in the management 
 of communicable diseases.  Please keep your child home if he/she exhibits any of these symptoms: 

 1.  Diarrhea (more than one abnormally loose stool within 24 hours) 
 2.  Severe coughing, sore throat, or difficulty in swallowing 
 3.  Vomi�ng within the past 24 hours 
 4.  Difficulty or rapid breathing 
 5.  Temperature of 100 degrees or higher 
 6.  Yellowish skin or eyes 
 7.  Conjunc�vi�s (pink eye) 
 8.  Unusual spots or rashes 
 9.  Unusual infected skin patches 
 10.  Untreated infected skin patches 
 11.  S�ff neck 
 12.  Evidence of lice, nits, scabies, or other parasi�c infec�on 
 13.  Unusually dark urine and/or white stool 
 14.  No medica�ons or special diets will be administered unless instruc�ons are wri�en, signed, 

 and dated by a licensed physician and are prescribed for a specific child. 
 15.  When staff members are ill, subs�tutes are hired.  If your child is sick and will be absent from 

 school please contact the elementary office as soon as possible, but at least by 8:30 a.m. at 
 419-678-4834 ext. 2401 

 If your child should have any of these symptoms while at school, you will be contacted immediately.  If 
 you cannot be located, we will contact one of the three adults named on the Emergency Medical 
 Authoriza�on form.  Your child may return to school within 24 hours a�er all signs of illness have 
 disappeared or a�er treatment or release by a physician. 

 Management of Communicable Disease 
 The preschool staff has been trained in first aid, communicable disease, 
 disinfec�ng and hand washing, and child abuse.  In the management of 
 communicable diseases, we will follow these steps: 

 A.  A child will be removed from the rest of the class and given 
 a cot and blanket.  The parents will be no�fied immediately. 

 B.  No child will be le� alone or unsupervised.  An adult will be within sight and/or hearing of 
 the child. 

 C.  The preschool will promptly discharge the sick child to a parent, guardian, or person who 
 has been designated by the parent. 

 D.  The child will be readmi�ed when the symptoms are no longer present. 

 The standards are also used for staff members in the event of their illness.  Upon their illness, a 
 subs�tute will be obtained to replace them. 

 The communicable disease chart will be posted in the classroom. 

 Parents are asked to no�fy the school when the child has been exposed to any communicable disease. 
 The preschool will then no�fy the parents of the other children who may have been exposed in class. 



 Parents are to report any and all allergies to the preschool coordinator.  Since we do an�cipate animal 
 visita�ons, as well as preparing food to enhance the learning process, it is important that we have a list 
 of all allergies. 

 A mild ill child will be monitored carefully by an adult and kept comfortable. 

 Safety Policy 
 1.  No child will be le� alone. 
 2.  There is a telephone accessible to the staff to make and/or receive calls at all �mes. 
 3.  Spray aerosols will not be used when children are present. 
 4.  All staff members are familiar with emergency medical procedures, fire evacua�on, and tornado 

 procedures.  Fire emergency and weather alert plans are posted in each classroom.  Fire drills 
 will take place monthly.  A record of drills is maintained in the elementary office according to the 
 guidelines of the  EMS. 

 5.  At least one staff member will be on duty at all �mes who has been cer�fied in first aid and child 
 abuse recogni�on.  All staff members are required by law to no�fy Children’s Services when 
 there is any suspicion of child abuse or neglect. 

 6.  In case of a minor accident, we will inform the parents verbally or by a wri�en note.  In case of a 
 more serious accident or injury the parent will be contacted immediately.  If the parent cannot 
 be reached, we will contact one of the other three adults named on the Emergency Medical 
 Authoriza�on form. 

 Emergency Phone Numbers 
 Emergency Squad 
 Fire Department 
 Police Department…911 
 Job & Family Service…419-586-5106 
 Poison Control 1-800-222-1222 
 This plan is posted in the classroom and next to the telephone. 

 1.  There is a first aid kit located on the east wall on top of the refrigerator 
 2.  All staff will be trained in first aid. 
 3.  Children’s medical records and cumula�ve files are located in the elementary office. 
 4.  General instruc�ons to staff in case of emergency 

 A.  Call 911 
 B.  Get child’s records 
 C.  No�fy the child’s parents or emergency contact person of the incident 
 D.  One staff member will go with the child, the other will stay with the class. 
 E.  An incident report will be filled out and placed on file in the office.  A copy will be 

 sent to the Superintendent’s office. 
 5.  General instruc�ons to staff in case of illness of children: 

 A.  Child will be removed from the group and given a blanket and a place to lie 
 down.  The school will call the parent, guardian, or contact person. 

 6.  In case of a dental emergency, steps will be taken as described on the Emergency Dental 
 Care chart. 

 7.  The EMS is used for emergency transporta�on 



 Communica�ons 
 Parent and Child Open House will be held prior to the beginning of the school year.  At this �me you will 
 meet the staff, return necessary forms and learn about the program and classroom. 

 Newsle�ers will be sent home with your child weekly to no�fy you of upcoming events and happenings 
 within the classroom. 

 Parent Teacher Conferences will be held twice during the school year.  We will be happy to meet with 
 you any�me you want to talk about your child’s progress.  Please feel free to call for a �me that is 
 convenient for yourself and the teacher.  Please contact the school if you would like to set up a mee�ng 
 with the Preschool teacher. 

 Parent Observa�ons are highly encouraged in order to understand the philosophy behind the curriculum 
 and development of the whole child within the preschool environment.  Please feel free to contact the 
 school to set up a visit any �me your child’s class is in session. 

 Possessions 
 Please mark all possessions clearly with the child’s name.  This includes book bag, coat, hat or any other 
 loose clothing. 

 Behavior Management/Discipline 
 Our ul�mate goal is to teach the students self-discipline.  When there is a minor conflict among children, 
 we encourage them to talk over the problem among themselves.  They o�en come up with a good 
 solu�on.  If the situa�on cannot be controlled through talking, the child may need to be removed from 
 the situa�on or redirected to another ac�vity.  For a complete list of behavior management/discipline 
 methods go to the Ohio Department of Educa�on booklet or their website at  www.odh.ohio.gov  and 
 search for Rule number:  3301-3710.  We strive to reinforce posi�ve behavior so that nega�ve behavior 
 will be minimal. 

 Acceptable Use of Computers/E-mail/Internet 
 The St. Henry Local Schools Technology Plan provides for interconnec�ng our students with students, 
 teachers, and academic resources throughout the world via E-Mail and Internet. Students who accept 
 the responsibili�es of using these computer programs, in accordance with appropriate educa�onal 
 standards will be given the privilege upon comple�on of reading the student handbook and returning 
 the signature form. Any students engaging either specifically or generally, that is inappropriate conduct is 
 subject to expulsion, suspension, or emergency suspension, removal or permanent exclusion from 
 curricular ac�vi�es pursuant to the Ohio Revised Code. This code of regula�ons applies while a student is 
 in the custody or control of the school, on school grounds or closely proximate thereto, while at a 
 school-sponsored func�on or ac�vity or on school-owned or provided transporta�on. This Code of 
 Regula�ons is adopted by the Board of Educa�on of the St. Henry School District pursuant to Sec�ons 
 3313.661 and 3313.662, the Ohio Revised Code. In addi�on, the Student Code of Conduct governs a 
 student’s conduct at all �mes, on or off school property, when such student conduct is reasonably 
 related to the health and safety of other students and/or school employee, or such conduct would 
 unreasonably interrupt the educa�onal process at St. Henry Schools. 



 Network Acceptable Use & Internet Safety Policy for Students 
 The St Henry Telecommunica�ons Network has been established for a limited educa�onal purpose. A 
 vast array of resources is available through the telecommunica�ons network. One of the goals of the St 
 Henry Schools is to develop in its students and staff responsible and effec�ve use of 
 telecommunica�ons. Individual accounts are available on the network for students and staff. The 
 network ensures limited privacy. Files and messages placed on the school network and domain are the 
 property of the school. Services on the network include internet access, web-based school accounts, and 
 school-licensed so�ware packages. Students and staff should not infringe on the rights of other users of 
 our network. 

 Difficul�es with Internet usage include the unreliability of some data and the lack of any foolproof way 
 of preven�ng unwanted and objec�onable data from being accessed. Some materials are morally 
 objec�onable and pornographic in nature.  Filtering  so�ware is in place to screen these materials  , but  is 
 not a guarantee that such material may not be accessible. Important or confiden�al personal data should 
 not be transmi�ed by means of the Internet. Normally, students will be working on the internet under 
 supervision, but close monitoring may not always be possible. 
 Do: 
 1. Use only your own account and password 
 2. Reflect academic honesty, high ethical and moral responsibility 
 3. Use for classroom ac�vi�es, career development and limited high-quality self-discovery 
 4. Respect copyrights and other users’ privacy (material that does not contain a copyright no�ce or mark 
 is s�ll considered copyrighted) 
 5. No�fy your instructor or the technology coordinator of any poten�al security problems on the 
 network 
 6. No�fy your instructor or technology coordinator of any illegal ac�vity occurring on the network 
 7. No�fy your instructor or technology coordinator of any harassment directed to you through the 
 network 
 8. Respect equipment and report any equipment problems to your instructor or the technology 
 coordinator 
 9. Be judicious in the use of print resources 
 10. Maintain a clean working environment around your computer(s) 
 11. Do use Google Drive or other approved web-based sites when possible for storing student work. 
 Don’t: 
 1. Do not share your password(s). 
 2. Do not use the network for poli�cal lobbying or commercial purposes 
 3. Do not download programs to your worksta�on’s hard drive or to your home directory without 
 permission from your instructor or the technology coordinator 
 4. Do not transmit viruses. If you do receive a virus or suspect your computer is infected, no�fy your 
 instructor or technology coordinator immediately. 
 5. Do not load personally-owned so�ware on school computers 
 6. Do not load so�ware on school computers for which we do not have proper licensing 
 7. Do not use inappropriate language 
 8. Do not enter sites containing pornography or hate literature 
 9. Do not enter other users’ files 
 10. Do not use “Chat” programs unless approved by system administrator 
 11. Do not store unnecessary files in your home directory 
 12. Do not use flash drives to move files between home and school computers 
 Due Process: 
 1. All files and messages stored on school computers, networks, and domains are property of the school. 
 Administra�on has the right to examine and monitor any files. 
 2. Rou�ne maintenance and monitoring of the system may uncover viola�ons of the Acceptable Use 
 Agreement. 



 3. Searches of individual files may be undertaken when monitoring devices alert to a poten�al problem 
 on the network. 
 4. Local, state, and federal laws that apply to telecommunica�ons will be enforced and the district will 
 cooperate fully with these jurisdic�ons. 
 5. Consequences of student viola�ons may include, but not be limited to, verbal warning, suspension of 
 network privileges, or other disciplinary ac�ons as set by your instructor and/or building principal. 

 Limita�on of Liability: 
 The District will make every effort to maintain the network so that each user has equal and fair access. 
 The District will make every effort to maintain security and integrity of the system. The District cannot 
 guarantee the security and ul�mate privacy of material stored on the network. The District makes no 
 guarantee of the func�ons and services provided by the network or the accuracy of informa�on 
 obtained through or stored on the network. The district takes no responsibility for the loss of data, files, 
 or informa�on on the network. 

 Photography/Video 
 We agree to allow my child’s photo/ video to be used in school educa�onal programming & planning, to 
 be used on the St. Henry App,  and to create awareness of school programs. For safety considera�on, we 
 do not post student names along with pictures on the internet other than the school controlled St. Henry 
 App.  If I refuse consent, I will provide wri�en refusal to the respec�ve school office. 

 Dress 
 Children should be dressed comfortably in play clothes that will give him/her freedom to par�cipate in 
 all ac�vi�es.  We do many messy ac�vi�es so keep that in mind when dressing your child.  Please dress 
 your child for the weather since we like to go outside whenever possible. We do go to the gym on 
 Mondays and Tuesdays, so please wear tennis shoes on those days. 

 Field Trips 
 To reinforce or expand the learning that takes place at school, field trips will be planned periodically 
 throughout the year.  The children are transported by St. Henry School buses and are well supervised by 
 the teacher, aide, and parent volunteers.  You will be no�fied through newsle�ers of all trips and will 
 grant permission to the school to take your child off school grounds for class ac�vi�es by submi�ng your 
 approval on FinalForms.  A person trained in first aid will accompany each group of children.  The teacher 
 will take the first aid kit and children’s Emergency Medical Authoriza�on forms for all trips. 

 Toys 
 We ask that your child leave their toys at home.  We work hard to provide a s�mula�ng environment, 
 and we prefer they play with a variety of things we have made available to them.  We ask that no 
 aggressive toys, pretend or otherwise, be at school. 

 Licensing 
 The St. Henry Preschool is cer�fied under the Ohio Department of Educa�on. 



 Po�y Training 
 There is a restroom provided in the classroom that is the proper height of preschool children.  Students 
 are expected to be po�y trained before entering preschool, unless there is a handicapping condi�on. 
 Bathrooms are cleaned on a daily basis. 

 Tui�on 
 Tui�on is due at the beginning of each month. A $100 deposit is due with registra�on to hold your spot 
 and will apply to your child’s first month of tui�on.  The rate is $90 per month. For annual and semester 
 rates, see below.    An invoice will be sent home each month with your child as a reminder that tui�on is 
 due.  Please a�ach your payment to the invoice.  Payment by check or money order is preferred.  Checks 
 can be made payable to:  St. Henry Schools  .   Please  include your child’s name on the check.  We will send 
 a paid receipt home with your child once the payment has been received.  If a family has an outstanding 
 balance of six weeks, the child may be removed from the program.  If you are having difficulty making 
 your monthly tui�on payments, please contact the elementary principal, Mr. Adam Puthoff, to discuss 
 possible payment arrangements. 

 Payments Op�ons: 

 -  $720.00 whole year payment  (Oct-May, 8 months, does  not include $100 deposit due with registra�on) 

 -  $270.00 first semester payment  (Oct-Dec, not including  $100 deposit with registra�on) 

 -  $450.00 second semester payment  (Jan-May, 5 months,  not including $100 deposit with registra�on) 

 -  $90.00 monthly fee  (due at the beginning of each  month, not including $100 deposit with registra�on) 

 Withdrawal Procedures 

 If it is necessary for you to withdraw your child from the preschool program, no�fy the elementary office 
 as soon as possible.  Please also complete a withdrawal form.  Tui�on will be charged un�l no�fica�on 
 has been received. 

 School Supplies 
 2-Elmer’s large glue s�cks (  BOYS ONLY  ) 
 1-“Bo�om pocket” folder (to stay at school) 
 1-Set of headphones (no earbuds) in a large plas�c baggie labeled with student’s name 
 1-1” 3-Ring view binder 
 1-Box of �ssues (op�onal) 
 2-dry erase EXPO markers (any color) 
 1-Box of Crayola Pipsqueaks Washable Markers (  GIRLS  ONLY  ) 
 1-School bag 

 Please mark school supplies with your child’s name.  Please capitalize the first le�er of 
 their name and small le�ers for the remainder of their name. 


