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INTRODUCTION 
 

 The purpose of this handbook is to provide parents with information pertaining to 
the Covenant Methodist Church Preschool Ministries program and policies.  From time 
to time, you will receive additional data to keep you well informed. 
 

 
WELCOME 

 
 
 For over thirty years, Covenant Methodist Church has pioneered and provided 
preschool training for families in and around Lafayette.  Our curriculum is custom 
designed for the children we serve.  Our program is a source of great pride and a 
product of much work and planning.  The Preschool’s success is due to a hard-working 
and creative team of teachers and administration.  Covenant MC is pleased to share 
such a program with you and your family.   
 
 The preschool program is one of several offerings the church seeks to share.  
Covenant offers two worship services on Sunday mornings:   
 
      9:00 a.m.  Traditional Worship 
    10:10 a.m. Sunday School 
    11:10 a.m. Contemporary Praise Service 
 
We also provide: 
 

• Child Care in our nursery for children under three during all our Sunday and mid-
week opportunities. 

 
Sunday Morning 

• Early Christian Awareness: Music and play for our nursery age children with a 
short program that teaches our children the love of God during our Sunday 
school hour. 

• Sunday School: Age-appropriate classes for all school-aged children and 
parents. 

• Children’s worship: Preschool through third grade are dismissed during our 
worship services to worship in age-appropriate lessons and activities. 

 
Mid-Week 

• Mid-week during the school year each Wednesday, we have family time around 
the dinner table, with worship, study, Bell Choir, Praise Band practice, and 
Children’s Music time following. 

 
Welcome to Covenant Methodist Church, a church that is building families and families 
are building! 



 

 

PARENTAL ACCESS: 
Parents are encouraged to come to school any time they would like.  Our door is always 
open.  We ask that you ring the doorbell or knock as the doors are locked and we will 
gladly let you in.  Please go to the front office and sign in and get a visitor sticker when 
you arrive. 

 
HOW PARENTS CAN HELP 

 
Please make sure that your child gets enough sleep the night before and a normal 
breakfast so he/she can be alert. 
 
Please make sure your child arrives on time each morning to ensure that he/she does 
not miss any class activities. 
 
Remember that all bags are to come to school empty each day (unless instructed by 
teacher for something such as Show and Tell). No toys, no books, no jewelry are to 
come from home.  They will be taken away and returned at the end of the school day. 
 
Pacifiers and bottles are only allowed in our Nursery room.  Ribbons and lovies 
attached to pacifiers are not allowed for safety reasons.  
 
Teething necklaces are not allowed for any ages for safety reasons. 
 
If you have questions or concerns, please feel free to discuss them with the teacher or 
director.  Our doors are always open.  (During class time, the teachers are not allowed 
to use their cell phones. Please call the office and we can get information to them.) 
 
If you have changes in your schedule during the school day, please call the office.   
 
When a teacher has a suggestion or observation to share with you about your child, 
please understand that she is trying to be helpful and not critical.  The happiness and 
well-being of your child and all the children are always uppermost in the teacher’s mind. 
 
Communicate any concerns, regardless of how large or small, regarding our program or 
your child immediately to the staff. 
 
If your child wears his/her extra set of clothes home, please send an extra set back to 
CPM the next day. When the weather turns cooler, you may want to send a set of 
warmer clothes. 
 
Please take part in Parent-Teacher Conferences (both parents), if possible.  Please 
note that you are requested to participate in any programs, parties and special days that 
we have.  All of these dates can be found on our monthly calendars and newsletters. 
 
Do not park and leave your car under the covered drive-through area.  For everyone’s 
safety, please keep children in the car until a staff member is available to get them. 
 



 

 

For safety reasons, do not leave your car running in the parking lot. A car can 
accidentally shift into gear and there are children coming in and out at the same time 
you are. Please turn your car off. 
 
At Covenant, we do not discriminate against any children. We encourage all children to 
be friends. Your encouragement of the same will assist in the classroom. 
 
Parental Involvement Opportunities: 
 
We will have Open House on the day before the first day of class for all parents to join 
us to meet their child’s teacher, meet friends in their class, hear all of our policies, and 
parents can ask any questions they may have. We will have Parent-Teacher 
Conference for all Preschool parents on the last Friday in January.  All parents are 
encouraged to attend both of these events. 
 
In addition to these two opportunities, we will also have holiday parties that parents are 
always welcome to attend.  Please check with your child’s teacher for the times and 
dates for these parties. 
 
PLEASE READ CAREFULLY THE NOTICES SENT HOME. 
 
Discrimination Policy: 
Discrimination based on race, color, creed, sex, national origin, handicapping 
conditions, ancestry, or when breastfeeding is prohibited. 
 
Additional Policies: 
 

Covenant Preschool shall prohibit the use of alcohol and tobacco in 
any form, and the use or possession of illegal substances, unauthorized 
potentially toxic substances, fireworks and firearms, and pellet and BB 
guns on the center premises and notice to this effect shall be posted. 
. 
 
Any suspected abuse and/or neglect of a child in a childcare center must be reported in 
accordance with Louisiana revised statutes 14:403.  The state hotline is 1-855-4LA 
Kids. 
 
 
All licensing inspections by the Louisiana Department of Education can be found on the 
Louisiana Believes website. (LDELicensing@la.gov) 
 
 
 
 

    



 

 

 
 
 
 
 

Covenant Methodist Church  
Covenant Early Learning Center 

 
 

Purpose & Philosophy 
 
 
 
The purpose of Covenant Preschool is to begin a child’s education in a positive 
manner that will foster an eagerness to learn. 
 
At Covenant, we will provide an atmosphere in which each child’s growth and 
development is carefully evaluated and his/her individual developmental needs 
will be addressed.  Activities will incorporate extensive interaction between the 
teacher and the child with a “hands-on” approach to learning.  We believe that 
children learn best by using all five senses.  They must also be presented with 
challenging spiritual, social, emotional, and intellectual experiences in order to 
develop in a wholesome way and to feel secure in their environment.  We realize 
that children are naturally spontaneous, active, curious, and creative and that 
these traits can be used in a positive manner to greatly enhance their desire to 
learn. 
 
 



 

 

2025-2026 Covenant MDO and  
Preschool Calendar Schedule 

 
 

Parents: Please pay close attention to the dates, as they do not 
all correspond to public or private school dates. 

 
 MONTH   DATE DESCRIPTION / HOLIDAYS 

August 

12 Open House (Preschool at 9:30/MDO at 10) 

13 First Day of school for M-W-F & 5-Day classes 

14 First Day of school for T-Th classes 

September 1 Labor Day Holiday (NO SCHOOL) 

October 13-14 Fall Break (NO SCHOOL) 

November 
21 School dismisses at 12 noon 

24-28 Thanksgiving Holiday (NO SCHOOL) 

December 
19 School dismisses at 12 noon 

22-Jan. 5 Christmas Holiday (NO SCHOOL) 

January 

Dec. 23-Jan. 5 Christmas Holiday (NO SCHOOL 

5 Teacher Inservice Day (NO SCHOOL) 

6 Students Return to School 

19 Martin Luther King, Jr. Day (NO SCHOOL) 

30 Parent-Teacher Conferences—Preschool ONLY 
NO SCHOOL FOR PRESCHOOL STUDENTS 
3- & 4-year-old Pre-K classes only 
MDO Attends as a regular day 
Registration opens to currently enrolled 
families 

February 16-20 Mardi Gras Holiday (NO SCHOOL) 

April 3-10 Easter Holiday (NO SCHOOL) 

May 

6 Pre-K 4 Graduation 

7 Last day Tuesday-Thursday 

8 Last Day M-W-F & 5 Day 



 

 

 
 

COVENANT TEACHERS 
 
The professional tasks of teachers involve considerably more time than that devoted to 
actual class instruction. Some of these are: Studying and researching to keep current 
with today’s methods and techniques of teaching and evaluating young children; 
evaluating each child and communicating with parents as different situations warrant; 
lesson planning and preparations; decorating their classrooms; participating in in-
service training and staff meetings; and supervising the children outside of the 
classroom. 
 
Our Preschool Teachers are conscientious in regard to their duties. They maintain high 
moral standards and realize the privilege that God has afforded to them in working with 
His precious children. Their love and concern for the children and for each other is a 
true blessing here at Covenant. 
 
All teachers are CPR certified and receive their certification in health and continuing 
education hours yearly. 
 
 
 
 
 
 



 

 

AGE &  REGISTRATION  REQUIREMENTS 
 
 A. Entering Age (Preschool) 
  

Any child who will attain the age of three (3) for the Three-Year-Old Class 
or four (4) for the Four-Year-Old Class on or before September 30th of the 
current school year is eligible to enter the Preschool program. 

 
 B. Registration Requirements: 
  

1. All required immunizations: 
 

    a.  DTP 
    b.  OPV 
    c.  MMR 
    d.  HIB vaccine 
    e.  Varicella vaccine 
 
  2. A completed “emergency card” for the school files. 
   
 C. Registration is not complete until the Registration fee has been paid. 
 
 D. All children entering the Preschool program must be completely potty 

trained.  Children still in Pull-ups are not considered potty trained. 
 
 MDO: 
 

A.  Entering Age: 
  
 Our Mother’s Day Out program starts taking babies at 6 months old – 
preschool age (2 1/2). 

  
 B. Registration Requirements: 
  

1. All required immunizations: 
 

    a.  DTP 
    b.  OPV 
    c.  MMR 
    d.  HIB vaccine 
    e.  Varicella vaccine 
 
  2. A completed “emergency card” for the school files. 
   
 C. Registration is not complete until the Registration fee has been paid. 
 
 

ADMISSION POLICY 
 
During registration, the following criteria will be observed in the order of priority: 
 

A. Children presently enrolled in the preschool or MDO program and their siblings. 
 

     B.   Children/grandchildren of members of the Covenant Methodist Church. 
  

C.  All other children. 
 



 

 

When vacancies occur, children will be accepted who are on the waiting list for their age 
group in the order in which they applied. 
 
Covenant Preschool reserves the right to accept or reject any applicant and to 
determine a child’s continuing acceptability. 
 

PRESCHOOL PROGRAM AND CURRICULUM 
 
Our curriculum is based on a developmental approach.  This means we believe that 
young children need to learn through all five senses.  They need to be given a variety of 
concrete experiences before they are ready for abstractions.  Our teachers plan many 
learning activities in which the child actively participates.  Each room is set up with 
various learning centers that enhance our hands-on approach. We use an integrated 
curriculum approach to emphasize language development, math, art, music, social 
living, creative movement, science, and geography. 
 
In math, we help the child learn that mathematics is used in different ways around the 
classroom and at home.  
 
During art time, the children are given the opportunity to work with different art media.  
They learn to experiment with different materials and that their own original work is 
great in itself. 
 
Music and creative movement are important areas of our program.  Children love to 
sing, dance and make music with musical instruments.   
 
Chapel will be held once a week.   Dates are posted in newsletters and on class 
calendars.   Parents are welcome to attend. 
 
In the past, we have allowed therapists to visit with students at Covenant as a 
convenience to the family.  If you would like to set this up, you must make arrangements 
through the office prior to any therapists coming to Covenant. 
 

PRESCHOOL PROGRAM 
 
Preschool hours are 8:00 a.m. to 2:00 p.m., Monday through Friday.  Children 
are not allowed to enter the classroom before 8:00. All children must be in 
class by 9:30 AM. Any later time disrupts lessons, art projects, lunches and 
naps. 
 

MOTHER’S DAY OUT 
 

Mother’s Day Out hours are from 8:00 a.m. to 2:00 p.m., Monday through Friday.  
Children are not allowed to enter the classroom before 8:00. All children must 
be in class by 9:30 a.m.  
 
 



 

 

EXTENDED HOURS 
 
It is possible to arrange for early care and after care through Covenant Early 
Learning Center.  Early care is from 7:30 a.m. - 8:00 a.m. After Care is from 2:00 
p.m. - 4:30 p.m.   The charge for this is $15 an hour. If you plan to use Early and 
After Care consistently, then you may pay a flat rate of $135 per month and use it 
as often or as little as you would like. You may select which months you will pay 
the $135 flat rate and which ones you will not. Charges for any extended hours 
will be billed for the previous month on your current statement.   
 

LUNCH 
 
We provide your child with breakfast cereal as a morning snack and various 
snacks for those staying for After Care. All children must bring his/her lunch that 
they can eat independently.  Please do not send food that needs to be heated or 
remain refrigerated. Label your child’s lunch box and all food and drink 
containers. Please send a spill-proof cup for water every day. If you want your 
child to have a juice box or milk, please send that in a separate spill-proof 
cup/juice pouch, etc. Please do not send your child with sodas. 

 
NAP 

 
Preschool- All children under 4 will take a nap. A red and blue nap mat and 
blanket will be provided by Covenant.  The mat and blanket will stay at Covenant 
and will be sanitized/washed daily.  
 
MDO – All of our classes take a nap.  Please bring a nap mat and blanket of your 
choice (anything is fine with us as long as it isn’t too big- we store them in 
cubbies).  These will be sent home at the end of each week to be washed and 
returned on Mondays.  If you do not wish for your child to nap, please observe 
the following pick-up times: Nursery, toddlers and 2’s at 11:15. 

 
CHILD PICK-UP POLICY 

 
We will not allow anyone other than parents to pick up children unless we have written 
permission from the parents.  (Either on the information card in the office or a signed 
note).  Please ask anyone picking up your child to have their license available.  All 
students must be signed in and out every day. We use SMARTCARE for our sign-in and 
sign-out process. Every allowed pickup person will have a unique PIN number for the 
Kiosk. Please share the PIN numbers with the appropriate people. 
 



 

 

PAYMENTS AND LATE FEES 
 
Tuition fees for Preschool are as follows:  
 

PROGRAM REGISTRATION MONTHLY 
TUITION 

 

YEARLY TUITION TOTAL   
(1 Child) 

2 DAY $325 $375 $3,375 

3 DAY $325 $450 $4,050 

5 DAY $325 $600 $5,400 
 
Tuition fees for Mother’s Day Out are as follows:  
 

PROGRAM REGISTRATION MONTHLY 
TUITION 

 

YEARLY TUITION TOTAL   
(1 Child) 

2 DAY $225 $375 $3,375 

3 DAY $225 $450 $4,050 

5 DAY $225 $600 $5,400 
** Registration Fees are NON-REFUNDABLE. 
 
Payment is due on the 5th of each month. Payments can be made with cash or check 
(turned in to school), by automatic debit on SMARTCARE, or with a credit card on 
SMARTCARE (a 2.85% fee will be charged to you). A $10 LATE FEE WILL BE 
CHARGED FOR PAYMENTS RECEIVED AFER THE 10TH.  A $20 fee will be charged 
for all returned NSF checks.  Full payment is due each month, regardless of the number 
of days expected to be in attendance.  No adjustments will be made in the tuition for 
illness, vacation, transfer or holidays.  Days cannot be exchanged or made-up.  
 
PLEASE MAKE CHECKS PAYABLE TO COVENANT MC. 
 
Tuition payments are due September - May. 

 
 
 
 
 
 
 
 



 

 

LATE PICK-UP FEES 
 
The Director has the option to waive the late fee when circumstances appear to be 
beyond the parent’s control. 
 
“Late Pick-up Fees” will be charged as follows: 
 
Preschool and MDO Children leaving at 2:00:  Children not picked up by 2:05 p.m. 
will go to After Care and will be charged $15 per hour (or the flat monthly rate of $135 if 
parent so chooses).  The clock in the preschool office will be the standard time in such 
cases.  Please call the school if you are unavoidably delayed so that we can reassure 
your child that everything is okay.  Children are usually frightened when they are not 
picked up on time.  The Director has the option to waive the fee when circumstances 
appear to be beyond the parent’s control. 
 
All After Care: Children not picked up by 4:30 will be charged $10 for the first minute 
you are late and $5 a minute for each additional minute.  Excessive tardies will result in 
the inability to stay for After Care. 

 
WITHDRAWAL FROM OUR PROGRAM 

 
You must notify us at least two (2) weeks in advance if you plan to withdraw from our 
program.  You must pay two (2) weeks tuition after you give notice that you’re dropping 
out of the program.  Come into the preschool office to fill out a drop form.   
 

DISCHARGE POLICY 
 
You may be asked to remove your child from CPM if: 
 

• a problem continues which negatively affects other children or staff. 
• you are more than one month in arrears with tuition payments and there have 

been no arrangements made for past-due balance.  
• you have failed to meet CPM's guidelines. 

 
TRANSPORTATION 

 
Covenant Early Learning Center does not offer bus/shuttle transportation. All children 
are car riders. From 8:15 a.m. to 8:45 a.m. each morning, there will be someone at the 
back door of the building to help your child out of the car and bring (MDO students) or 
direct (Preschool students) him/her to the classroom. This method of drop-off makes for 
an easier transition for the children.  (Please remember that teachers are busy with their 
students and do not have time for a lengthy conversation. You may schedule a 
conference during the teacher’s break time if you need to discuss issues). Please do not 
take your child out of the car. A Covenant staff member will take them out of the car and 



 

 

into the building.  If you are going to walk your child in, please go through the front 
door and not the back door. 
 
If you must bring your child into the building, for state and safety regulations, 
parents are not allowed to enter the classrooms.  You are responsible for walking 
your child to their classroom.  Please do not just let them in the front door and 
leave—this is not safe. If you walk them into the building, you must sign them in 
at the front desk before entering the hallway. 
 
Do not let a child out of the car unless someone is there to escort him/her to the 
classroom. Please remain in your car—someone will come to your vehicle to get 
your child. 
 
Pick-up for car rider line is at the back door between 1:40 - 2:05. DO NOT park in the 
driveway.  If you need to come in, please pull up into the grassy area or a parking 
space.   In car rider line, we will assist you in getting your child into your car, but parents 
must buckle their own children into car seats. WE ARE PROHIBITED FROM 
BUCKLING YOUR CHILD BECAUSE OF STATE REGULATIONS. If you would like to 
leave a car seat, please leave it in the front office. We are not allowed to buckle car 
seats into your car. Please come to the front office to pick up the car seat. 
 
NOTE: If you drop your child off before 8:15 or after 8:45, you must walk your child into 

the building. Please make every effort to drop your child off by 9 a.m., but 9:30 
at the latest. If your child has an appointment and arrangements need to be 
made, please contact the office to arrange an exception. 

 
CAUTION:    DRIVE   SLOWLY   
 
DO NOT PARK IN HANDICAP spaces unless you are handicapped!  (Having babies 
does not qualify) - some church members need these spaces. 
 
DO NOT LEAVE YOUR CAR RUNNING TO COME INSIDE THE BUILDING. 
 
DO NOT LEAVE CHILDREN ALONE IN YOUR CAR TO COME INSIDE!!! 

 
CHILDREN’S CLOTHING 

 
Dress your child in comfortable play clothes and shoes that are free of complicated 
fasteners. All of our classes will go on the playground, so please send them in clothes 
that can get dirty. Please send extra clothing that is washable.  We paint, glue, play with 
markers, etc. so they will go home messy. PLEASE PUT YOUR CHILD’S NAME ON 
ALL COATS AND SWEATERS.  Bows and headbands fall out lots of times, so please 
be cognizant of this when dressing your child with a bow or headband that is important 
to you. Coats, jackets, and shirts should not have drawstrings on hoods.  Children must 
wear socks and closed-toed shoes (tennis shoes, etc).  NO CROCS, FLIP-FLOPS, 
BOOTS OR SANDALS.   



 

 

 
SOILED CLOTHING 

 
Children that are potty training need to come to school in either underwear or a pull up.  
After three accidents in one day, we will put the child in a pull up for the remainder of 
that day.  Underwear and clothing that is wet during “bathroom accidents” will be sealed 
in a plastic bag and sent home.  We will not rinse clothing out at Covenant to help avoid 
spreading any contamination.  If the underwear is too soiled, we will dispose of it to 
avoid contamination.  If your child is sent home in “Covenant” clothes, please wash and 
return them the next school day. 
 

PLAYGROUND 
 
We will play outside for some period of time each day, except during inclement weather.  
Please make sure that your child is dressed appropriately for this. It is best to dress 
children in layers. We recommend sunscreen for hot, sunny days. We also recommend 
that you apply mosquito repellant to your child during warm months. Drawstrings are a 
choking hazard on playground equipment. We are not allowed to apply either sunscreen 
or bug spray, so please apply it before you bring them. 
 

BIRTHDAYS 
 
Birthdays may be observed in the classroom by making arrangements with the child’s 
teacher.  We enjoy making their day really special.  NO GIFTS PLEASE.  We prefer that 
you send cookies or cupcakes, as they are much easier to handle than pieces of cake.  
If you send invitations to school, you must invite every child in class!   
 

PERSONAL ITEMS 
 
Do not allow your child to bring toys or personal items (blankets, pillows, jewelry, 
etc) to school unless specified for show and tell.  Guns and weapons of any kind 
are NOT allowed at any time.  Toys and personal items brought to school will be picked 
up by the teacher at the start of class and returned to the child after school.  All bags 
should come to school empty each day.  No jewelry! 

 
SCHOOL T-SHIRTS (Preschool only) 

 
Every child registered in Preschool will receive a T-shirt with our logo on it.  Extra T-
shirts for children and adults will be sold in the office.  
 
 
 
 



 

 

SNACKS 
 
If you would like to donate items for our snack time, please send items that are on our 
snack menus.  The Board of Health requires us to accept only pre-packaged items or 
uncut fresh fruit.  We will not be allowed to accept foods/snacks prepared at home.  
(Party treats will be an exception!)  Notify your child’s teacher when you are bringing 
snacks.  We appreciate your help and support.  We are required by law to serve milk 
each day.  Please send a note from our physician if your child cannot tolerate milk. 

 
PARENT-TEACHER CONFERENCES (Preschool only) 

 
If you wish to discuss your child’s progress, please call the school and make an 
appointment with your child’s teacher.  The teachers are extremely busy and unable to 
spend adequate time discussing your child’s progress at drop-off and pick-up times 
during the day.  Please make appointments. 
 
Scheduled Conference Day is January 30th.  Children will not have classes on this day 
so teachers and parents can discuss each child’s progress.  We will have someone to 
stay with children while you are at the conference. 
 

TEACHER NEWSLETTERS AND MONTHLY CALENDAR 
(Preschool Only) 

 
Each month you will receive a newsletter and calendar from your child’s teacher.  This 
newsletter will let you know the monthly theme, Bible lessons, concepts that will be 
worked on, and any special activities or field trips being planned.  These newsletters are 
an important line of communication between teacher and parent.  Be sure to READ and 
KEEP the calendar for each month.  If you would like to share your occupation, hobby, 
craft, or just a really good story, please contact your child’s teacher.  We would love to 
put you on our calendar!  This type of parental involvement is invaluable. 
 
**PLEASE NOTE:   We will send all newsletters and important notes home to you in a 

folder.  Please sign any forms sent home inside the envelope or 
folder and return it on the next school day. 

 
 
 
 
 
 
 
 
 
 



 

 

ILLNESS POLICY 
 
You must not bring your child to school if he/she exhibits any of the following: 
 

• Fever in the last 24-hour period  
• Symptoms or signs of possible severe illness, such as uncontrolled coughing, 

irritability, persistent crying, unusual lethargy, wheezing or other unusual signs 
• Strep throat until 24 hours after antibiotic is started 
• A heavy nasal discharge 
• Diarrhea - runny, watery, or bloody stools within the last 24 hours 
• Vomiting two or more times in the last 24 hours 
• Impetigo until 24 hours after treatment has begun 
• Open oozing sores and scabs unless properly covered and on antibiotic 

treatment for 24 hours 
• Respiratory illness (please keep your child home in all fairness to other children 

and teachers) 
• Eye discharge (white or yellow) or pink eye until 24 hours after starting treatment; 

if treatment is not sought, then when the discharge is completely cleared.      
• Head Lice 
• Unusual rash or open sores 
• Unable to play outside 
• Child is irritable, continuously crying or requires more attention from a caregiver 

than they can provide without neglecting the health and safety of other attending 
children. 

 
Your child may return when: 
 

• When the above-mentioned suggestions have been met. 
• Your child is fever- or symptom-free, without medication for at least 24 hours. 
• They have been treated by a doctor. Please return with a signed doctor's 

permission to return. 
 
Any child who arrives at school noticeably ill, with a rash, or with a fever will not be 
admitted for that day.  Should a child become ill during the day, the parent is notified 
immediately.  The child is taken to the office and remains there under adult supervision 
until the parent or authorized person arrives to take the child home. We reserve the right 
to send a child home when it is deemed necessary for the good of the child or for other 
children’s health.   
 
We will call parents to pick up their child if they run fever, vomit 2 or more times or vomit 
with a fever, 2 diarrhea or diarrhea not contained in diaper/clothes during the school 
day.   
 
If you are called to pick up your child for an illness, they cannot return to school until 
they have been symptom-free for 24 hours. 



 

 

In the event a child contracts a communicable disease and exposes the other children, 
notice of such exposure will be sent home only to those exposed, and parents will be 
notified when they pick up their children.  The ill child will not be allowed to return to 
school until the period of contagion has passed. 
 
In case of minor injury or accident, the staff will administer first aid within the guidelines 
of the state licensing board. 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. Parents will be called for any injury occurring from the neck on up. 
 
**Please contact the school office if your child is sick so that we can let other parents 
know if we have anything contagious going around.  Also, please call the school office if 
your child will be absent- we worry about them when they are not here. 
 

MEDICATION 
 
Medications are not administered except in rare circumstances. In these circumstances, 
a written instruction form must be provided and signed by the physician and parents and 
approved through the school office. In the event of an anaphylactic reaction (or medical 
emergency as indicated on the medication administration sheet completed by the 
parent), an auto-injectable epinephrine medication trained staff member will administer 
the epinephrine injection to the child. The parent will be notified and 911 will be called. 
 
If the students must have medication ordered “as needed”, or 3 to 4 times daily, the 
parent will be required to come to school to administer the medication. 
 
**Please do not send any medication to school in your child’s bag.  If you need to leave 
medication, please bring it directly to the office. 
 

EMERGENCY SHEET 
 
An emergency sheet must be on file in the office with current phone numbers so that we 
can reach parents or guardians in case of an emergency. Please list work numbers, 
pager, cell phone numbers, etc. Please update as needed. Included on these sheets 
are the names of persons that have permission to pick up your child/children. 
 

BITING POLICY 
 
Young children occasionally bite out of frustration and sometimes out of anger.  Some 
children become “chronic biters”.  The teachers will try to determine the cause of biting.  
After administering First Aid care to the child that has been bitten, we will evaluate the 
situation and determine what discipline should be administered, if any. Parents of the 
child that bit and of the child that was bitten will be notified. If the bite breaks the skin, 
parents will be called within thirty minutes. The caregivers will closely monitor children 
who are biters. We will document every occurrence. If the biting behavior continues, 
then parents will be called in for a conference. 



 

 

DISCIPLINE POLICY 
 
We view discipline as careful, loving, firm training in the directions we want a child to go.  
It is a process that takes time. 
 
We will at all times try to: 

• Praise a child for being good 
• Speak softly and respectfully to the child 
• Take all aspects into consideration (is the child tired, hungry, etc.) 
• Speak directly to the child (stoop down to his/her level) 

 
STEPS TAKEN FOR INAPPROPRIATE BEHAVIOR 

 
1.  The teacher will talk with the child and give guidance in correct behavior. 
2.  The teacher will give the child an opportunity to exhibit the appropriate behavior. 
3.  If the child is still unable to choose appropriate behavior, the teacher will sit the child    

away from the group for a specified amount of time (age appropriate). 
4.  If this procedure is not successful, the teacher will separate the child from the group 

by bringing the child to the office. 
5.  The Director will listen to the child and then discuss appropriate behavior in a firm 

but loving manner.  If this procedure is successful, the child may return to the group. 
6.  If the situation repeats itself, the parent will be notified. 
 
Time Out Policy: 
All children under the age of 2 will not be put in time out.  We do everything we can to 
redirect their attention to a new activity. Children 2 and older sit in a designated “time 
out” spot in which their teacher can still observe them. The length of time that the child 
will sit in “time out” will not exceed 1 minute per age of the child. 

 
A TEACHER IS PROHIBITED FROM 

 
• Using physical or corporal punishment, included but not limited to: Yelling, 

slapping, spanking, yanking, shaking, pinching, exposure to extreme 
temperatures or other measures producing physical pain, putting anything in the 
mouth of a child, requiring a child to exercise, or placing a child in an 
uncomfortable position. 

• Put a child in the hall or other places where he/she would be out of sight. 
• Depriving a child of meals, snacks, or drinks for disciplinary reasons. 
• Allowing a child to be bullied or disciplined by another child. 
• Use any form of verbal abuse or threats, including but not limited to: Using 

offensive or profane language, telling a child to “shut up,” or making derogatory 
remarks about children or family members of children in the presence of children, 
the threat of prohibited action even if there is no intent to follow through with the 
threat. 

• Restraining a child in a highchair or feeding table for disciplinary purposes.  



 

 

• Withholding a child’s active play time for disciplinary purposes, except time out 
being used during active play time for an infraction incurred during the playtime. 

 
If a child is unable to gain control and requires more individual attention than can be 
given within child-to-staff ratios, we may need to contact a parent. A child who 
consistently requires one-on-one attention may have to leave CPM temporarily or 
permanently for safety's sake. Repeated uncontrollable behavior can lead to 
discontinuation of services. 
 

Electronics Policy: 
 

All electronic devices including televisions, movies, games, videos, computers, and 
handheld devices are prohibited for children under age two.  Time for electronic devices 
for children aged two and above shall not exceed two (2) hours per day with the 
exception that television, DVD, or video viewing will be limited to no more than one (1) 
hour per day.  All movies shown at school will be rated “G”. Children are not to bring any 
electronics from home. Should they bring them to school, the teacher will take them to 
the office and the parents will be notified. 

 
EMERGENCY CLOSURES 

 
If we need to close because of bad weather (hurricane, flooding, ice, etc.), then we will 
do our best to notify you through SMARTCARE, e-mail, Remind messages, our 
Facebook page, or the news media.  We feel that if travel is dangerous for our children 
or workers, then it is best to close early or not open until conditions improve.  If in doubt, 
please call the school or come by to pick up your child.  We try our best to follow the 
Lafayette Parish School System policy so if they are closed due to the weather, then we 
will close.  

 
U.S. CONSUMER PRODUCT SAFETY COMMISSION 

 
Parents should periodically check the CPSC website for recalled consumer products. 

 
 
 
 
 
 
 
 
 
 
 
 



 

 

DAYCARE LICENSE LAWS 
 
Covenant Preschool Ministries has a Type 1 Daycare license.  We abide by all laws and 
regulations set forth by the State of Louisiana.  Fire drills are conducted once each 
month along with tornado drills during the months of March, April, May, and June.   
     
    Licensing Complaints: 
 
Licensing surveys, regulations, and information regarding early learning centers can be 
found on the Louisiana Department of Education’s website.  If you have any significant, 
unresolved licensing complaints, please feel free to contact the Department of 
Education.  ( LDELicensing@la.gov;  (225) 342-9905) 

 
Provisional Employment Policy 

 
The Department of Education has a new policy for going through the Criminal 
Background Check policy.  The whole policy can be found on the Department of 
Education Website under Bulletin 137.  An employee can be hired to work with our 
students as long as the Dept. of Ed has reviewed the status of the employee’s 
background check and told us they have “provisional” approval.  The employee has to 
be monitored by another staff member that has been cleared by Dept. of Ed to work 
with kids and what was observed has to be recorded.  For us at Covenant, the front 
office person will be responsible for monitoring and recording MDO employees and the 
director will oversee observing the Pre-K employees.  These monitors will be in the 
building at all times while a provisional employee is on site.  In the event that more 
monitors are needed or changes need to be made to this policy, the director will make 
adjusted changes based on the position in question. 
 

STATEMENT ON CHILD ABUSE AND NEGLECT 
 
Any suspected abuse and/or neglect of a child in a daycare center must be reported in 
accordance with Louisiana Revised Statutes 14:403.  The state hotline is 1-855-
4LaKids. 
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IN PRAISE OF PARENTS 
 
Parents are people who faithfully save paper towel rolls and cottage cheese containers 
(even when they hate cottage cheese) just because you’ve said you need them for a 
“project”, and these same people never laugh at you or ask you why. 
 
Parents are people who don a costume and march around the neighborhood in the 
Halloween parade, even though there’s a good chance they’ll run into somebody from 
the bank. 
 
Parents are people who get plaques made of spray-painted macaroni shells for 
Christmas and who actually hang them on the wall for everyone to see. 
 
Parents are people who stay up half the night arranging tiny red candy hearts into 
smiley faces on Valentine cupcakes. 
 
Parents are people who hold bake sales and fun fairs and something called “pizza day” 
to raise money for a learning center computer. 
 
Parents are people who take time off work to come to school for something called 
“career day”, where they try to explain to a bunch of puzzled kids (their own included) 
what in the world they do for a living. 
 
BY 
ELSPETH CAMPBELL MURPHY 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


