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MISSION STATEMENT

Kennedy Academy, in cooperation with families, provides a well-balanced curriculum for preschool and kindergarten.  By offering a child-centered education, students are encouraged to reach their maximum potential and become productive citizens in a changing society.

PHILOSOPHY

A “child-centered education” is the focus of our academic program here at Kennedy Academy.  Students are allowed to perform at their individual learning level and are placed in the program accordingly, regardless of their age.  This allows students to move as quickly as possible in one or more areas while remediating basic skills in other areas.  Kennedy Academy is a custom-made education for each child.  Small class size is a priority at Kennedy Academy.  The student/teacher ratio will not exceed 1 to 12 in any classroom.

Kennedy Academy accepts students from the ages of 2 ½ years through kindergarten.  We do not discriminate against anyone regarding race, religion, national origin or sex.  However, we do say a prayer of thanks before each meal and we do teach the true meaning of the Christian holidays such as Christmas and Easter.  We also celebrate all of the other holidays throughout the year.

Kennedy Academy is fully funded and supported by the parents of our students.  We believe that parent participation is of the utmost importance. Our parents are encouraged to visit the school as often as they like and offer their support and ideas.

At Kennedy Academy, we believe that a child's education is the most important aspect of childhood.  Children will learn the behaviors and beliefs of those around them, especially of those who teach them.  For that reason, we try very hard to set up and keep a standard of conduct for our teachers and staff that will encourage wholesome attitudes and behaviors in our students.

SCHOOL POLICIES

Tuition and Fees:

Tuition is figured on a yearly basis.  After subtracting the days we are not in session, the base tuition is then divided into 52 equal weekly payments.  Therefore, tuition is the same amount every week, regardless of how many school days are in that week.  Due to the fact that we are not able to fill a spot for only one or two weeks, parents must pay their tuition whether their child is here or not, including vacations, etc.

Kennedy Academy has a very strict "No Pay/No Stay" policy.  This means if tuition is 
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not paid on Monday, your child can not stay on Tuesday.  There are absolutely NO EXCEPTIONS to this rule.  

Kennedy Academy has several payment choices available to parents.  Preferred method of payment is auto debit from your bank account.  The next preferred payment method is cash or money order.  If none of these payment methods will work for your family, please contact the office to make alternate arrangements.  Parents may choose whether to pay weekly, bi-weekly, or monthly.  However, the payments are always due in advance and if you are a weekly or bi-weekly payer, the payments must be made on Monday morning.  Monthly payers must pay on the morning of the first school day of the month.  Tuition that is not paid on the day it is due will be assessed a $5 per day late fee payment.  Parents who consistently fail to pay their tuition on time risk losing their child's position at the school.  There is a $30 return check fee for any check returned for any reason.  The returned check fee and the replacement tuition payment must be made in cash immediately to the school office.  After any family has a second check returned, the family will no longer be allowed to pay by check.  

If you choose to terminate your child's enrollment at Kennedy Academy, we require a 30-day notice.  This 30 days allows us time to fill your child's position at the school.  If you choose not to attend during the 30 days, you will still be financially responsible for the tuition during this time.  

Yearly tax statements will be made for enrolled parents by the end of January each year.  Parents that are not currently enrolled can call and request a copy of their tax statement for the prior year.  Please be sure to hold on to your yearly tax statement once it is received.  There will be a $5 replacement fee to reissue the tax statement.

SRS Payments:

Kennedy Academy is contracted with Social Rehabilitation Services to accept tuition subsidy.  Parents who receive SRS are required to pay their subsidy payment on the first day of attendance each month.  After we have received a confirmation number and amount of payment for your account, we will then divide the remaining balance to be paid by the parent each week for the remainder of the month.  
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School Closings:

Kennedy Academy will be closed for inclement weather if USD 450 (Shawnee Heights) or USD 437 (Auburn Washburn) school districts are closed.  Parents are still responsible for tuition payments when the school is closed.  The city road leading to the school can become difficult to navigate on days when there is snow or ice.  There is an alternate route posted on the front door of the school.  This route is also posted on the school's website.  You will find directions for taking the alternate route below:



 - Turn SOUTH on SE Colfax
 - Turn WEST (right) on 38th St.
 - Turn NORTH (right) on Evans Dr.
 - End at SE Lakewood Ct. (Kennedy Academy)



School calendars are sent to parents on the first day of school each year.  It is very important for parents to keep these calendars close at hand in order to know about important school events.  The calendars cover important dates such as school closings, meetings, parent/teacher conferences, etc.  

Enrollment Forms:

Each student at Kennedy Academy has a file that is kept in the school office.  Each student's file must contain the following forms in order for your child to be in attendance at the school:
1)		School-specific enrollment forms
2)	KDHE Emergency Medical Release
3)	KDHE Physical Form – Including all up-to-date immunizations
4)	Kennedy Academy Parental Agreement
Students who have incomplete files must be excluded from school until their file is completed.  The Kansas Department of Health and Environment requires that the forms be on file for all children attending early education programs in the state of Kansas.  There are no exceptions to this rule, as we strive to maintain full compliance with licensure programs at all times.  You will be notified when it is time to update your file.  If you have a change of address, email, phone number etc. please notify the office immediately.  It is impossible for our staff to maintain necessary communication with parents if your information is inaccurate. 
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Items Required for Attendance:
Every child enrolled at Kennedy Academy must have the completed forms that are listed above.  There are also some other supplies that are necessary for your child to bring to school.  These supplies are listed below:
	- Backpack
	- Two boxes of Kleenex
	- Naptime linens (sheet for mat, blanket, and pillow)
		nap items must be able to fit in child's backpack
- 2 changes of clothing (weather appropriate)

Arrival and Departure Times:

Kennedy Academy is open from 6:30 am until 5:30 pm.  All classes begin promptly at 8:30 am.  This is also when lunch count is taken.  If your student is not here at 8:30 am, they will be counted as absent and we will not order a lunch for them.  If you know your student is going to be late for any reason, you must call the school before 8:30 am in order to have a lunch ordered.  If you neglect to call the school, you must bring a cold lunch from home for your child to eat.  THERE ARE ABSOLUTELY NO EXCEPTIONS!

Tuition covers 10 hours per day, sometime between the hours of 6:30 am and 5:30 pm.  This should be enough time to cover a regular 8 hour work day, including a one hour lunch and commute time to and from work.  Excessive misuse of the 10 hour enrollment day will result in an additional charge of $5 per half hour over the 10 hour enrollment time.  The determination of the additional charge is left up to the discretion of the director of the school.  

Every child must be signed in and out by a parent or guardian every day.  If you fail to sign your child in, the sign in time will automatically be figured from 6:30 am.  If you fail to sign your child out, the sign out time will be figured up to 5:30 pm.  The enrollment hours are counted monthly and statements are sent at the beginning of the following month if your overage is becoming excessive. 

All students must be picked up BEFORE closing at 5:30 pm.  In order to avoid confusion, please get here in plenty of time to be out of the building at 5:30 pm.  The teachers at Kennedy Academy are required to be clocked out by that time.  Any parent who has not picked up their child and left the building BEFORE 5:30 pm will be assessed a late pick up fee of $5 per child for the first 10 minutes and $1 for each additional minute after that.  Late pick up fee must be paid to the closing teachers in cash before attendance will be admitted to the school on the following day.  In case of discrepancies, the clocks at Kennedy Academy will always be used to determine the correct pick up time.  In the case of a late pick up, you will also be required to sign a form when you pick up your child that lists the departure time.  This is kept in your child's file as a record of late pick up.  
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Please walk your child to their class each day.  Please do not just drop your child off and leave.  If your child has a difficult time with separation, please be sure to make your departure swift and sure.  Do not allow yourself to be pulled into a situation where you hang around.  This will cause your child to cry harder and make school transition much more difficult for everyone involved.  

If you wish to have someone different pick up your child after school, please notify the school in advance.  The alternate pick up person will be required to show a photo identification before being allowed to take your child from the school.  This is done as a measure of protection for all of the children and families enrolled at Kennedy Academy.

Absences and Tardies:

If your child is not in attendance by 8:30 am they will not be counted in the lunch count.  You may call a lunch in for your child if you know you will be arriving later than 8:30 am.  If your child is not in attendance by 10 am, we will not be counting them in attendance for the day.  You may call if you are going to arrive later than 10 am to make sure your child is counted in the classroom ratio.  The teachers do appreciate knowing if a child will be gone for the entire day.

Please remember that your child will learn their work habits from you and these are demonstrated by the importance you place on their timely arrival at school.  Students who arrive late for school are an interruption to their class.  Please say your goodbyes to your child before you get to the classroom.  It is especially important, if you have a very young child, that you take care of this before they go into the classroom.  This will help avoid a difficult transition when you leave.

You may pick your child up from school at any time.

Breakfast, Lunch, and Snack:

Breakfast is free for any student who arrives on time.  Breakfast is served at 7:30 am.  Students must be in attendance no later than 7:15 am in order to be counted for breakfast.  It is important that we have a definite cut-off time for serving breakfast in order to be fair with everyone.  Please do not ask the teachers to make an exception on this rule.  Doing this will put them in an uncomfortable position.  Again, it is very important not to cut your arrival time so close that if you walk in a few minutes past the cut-off, your child will not be served breakfast.  Parents may not call in a late order for breakfast.  The child must be present no later than 7:15 am in order to receive breakfast.  Parents may bring their child's breakfast with them and the child may eat his/her breakfast with the other students.  However, they must be finished by the time every one else is finished so that the teacher can clear everything away in time for class.  We do not have enough staff available to assign someone full time in the dining room to watch over students who arrive late and wish to eat something they brought from home.  
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Hot lunches are provided for free.  However, if a child prefers to bring a lunch from home, that will be allowed.  Please remember that each teacher has 12 students to serve and take care of in a very short time.  Do not send items that need to be heated or assembled by the teacher.  Also, we do not have enough room to keep lunches in the refrigerator.  We apologize for any inconvenience this may cause, but your child's lunch must be self contained with the proper cooling or heating bags.

Our goal is to help children learn to like many different foods and sometimes it takes time before they become accustomed to certain tastes.  Children are encouraged to try everything, but are never forced to eat.  We would like to teach them to make good nutrition choices.  You can help us by talking with them at home about nutrition and when packing a cold lunch for your child, keep in mind what kind of foods to include in their lunch.

After school snack is served between 3:30 pm and 4 pm.  This is not intended to be a meal, but merely a light snack to hold the students over until dinner.  After school snack is served at no extra charge to the parent.  

Exclusion Policy:

Students who have a fever of 100 degrees or more, diarrhea, vomiting, or a rash that we cannot identify will be sent home from school.  A student who exhibits any of these symptoms must be kept home until they are symptom free for 24 hours.  This policy is state wide and set by the Kansas Department of Health and Environment.  While we realize this can be inconvenient at times, the policy is put in place to protect all children from the spread of infectious disease.  Please refer to the KDHE exclusion policy at the back of the handbook for any clarification on the policy.

A child who is not well enough to participate in class or go outside with their class at recess is not well enough to return to school.  Please keep your child home until they have fully recovered.  Please remember that the children are required to go outside for at least 15 minutes every morning and 15 minutes every afternoon.  Please dress your child appropriately.

Medication at School:

If it is necessary for us to give your child medication at school, the law requires that you fill out a medication form.  These forms are available in the preschool building.  All medications must be locked up in your child's building.  Also, the medication must be in the original container and must have the child's name on the label.  Please do not send any medications that are not kept in the original container.
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Illness and Injury Procedures:

In case of minor injury or sudden illness, which requires medical care, the parents will be notified immediately.  If neither parent can be reached, we will contact the next person on the emergency form.  If treatment for an injury is required, the personnel at Kennedy Academy will follow the guidelines set forth by the American Red Cross.

In case of serious injury or sudden serious illness, we will notify the parent and give emergency first aid.  Emergency Rescue Service will be called to complete administration of first aid.  If the parents cannot be reached, we will contact the authorized person.  If the physician cannot be reached and if Emergency Rescue recommends further treatment, the child will be transported by ambulance to the hospital listed in your child's file.  Kennedy Academy will not be responsible for any fees connected with this transportation or treatment.  However, there is an accident insurance policy in place for every student at Kennedy Academy.  This is a secondary policy that only covers whatever your main insurance does not cover.  Please contact the office for more information on this policy.

Immunizations and Health Assessments:

Kennedy Academy follows state guidelines regarding immunizations.  Your child must be current with immunizations upon enrollment.  Immunization requirements shall not apply if one of the following is obtained:
	A. Certification from a licensed physician stating that the physical condition of the child is such that immunizations would endanger the child's life or health;
OR
	B. A written statement signed by the parent or guardian that the parent or guardian is an 	adherent of a religious denomination whose teachings are opposed to immunizations.

Kennedy Academy also follows the state guidelines regarding health assessments:

	A. A pre-entrance health assessment conducted within six months prior to enrollment shall be required for each child.  The health assessment must be conducted by a licensed physician or nurse approved to perform health assessments.  
	B. Results of the health assessment shall be recorded on the state form supplied by the Kansas 	Department of Health and Environment and kept in the child's file at the facility.
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Emergency Procedures:

Tornado and fire drills are held once a month.  Procedures for a real emergency are:
	Fire: The director or the teacher in charge will gather the children and take them to the nearest parking lot (under the tree) and the teachers will verify that all children are accounted for.
	Tornado: The director or the teacher in charge will listen to the weather conditions and will notify all the staff if tornado sirens have sounded.  The teacher in charge will gather the children and take them directly to the basement, where all the children will be accounted for.  The emergency lights will activate if for any reason the lights go out.  There is a battery-operated radio available to hear the "all clear."
	Storms: The director will notify each teacher of weather conditions that may be hazardous.  If high winds, lightening, etc. occurs, the staff will be required to keep the children inside and away from the windows.  If more serious conditions exist, the director and the teachers will follow the tornado plan.
	Flood: We are on a high hill and not likely to experience any problems; however, should serious flooding occur, the children will be moved to higher ground, if possible.  The director will listen to the Emergency Preparedness and will follow their instructions.
	Terrorist Attack: While it is unfortunate that this event has to be addressed, there are specific procedures the school would follow in the even such a situation should occur.
	A. All students would be taken to the basement and we would try to keep everyone calm and safe until parents arrive.
	B. We would request that all parents come as quickly as possible to pick their children up, since all the staff also have homes and families they would be concerned about and would be wanting to leave ASAP.

All emergency drill procedures are posted in your child’s classroom.

Babysitting

It is against school policy for any staff member to babysit for any student currently enrolled at Kennedy Academy.

Toys at School:

Children are not allowed to bring toys from home, except for show and tell.  Show and tell is every Friday.  Your classroom teacher will send home information regarding show and tell themes.
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Discipline:

Kennedy Academy has a set policy for discipline of our students as follows:

Each child has a paper gumball machine on the wall.  Each child enrolled at Kennedy Academy start their day with six different colored gumballs.  Each colored gumball corresponds to a different activity during the day: Math, Language Arts, Circle Time, Nap, Lunch, and Centers.

If a child misbehaves during one of those activities, there is a four step discipline procedure:
	1. First an oral warning and redirection is given to the child.
	2. The child is separated from the group for 5 - 10 minutes.
	3. The child loses the colored gumball for that particular activity.	
	4. The child is sent to the office.

Each activity, other than nap time, is only 20 - 30 minutes long.  If the child has to be called down four times during that time period, the child will be sent out of the room until he can control his behavior.

If the child does not lose any gumballs all day long, they will be allowed to pick from the treasure chest at the end of the day.

Time outs are given as a last resort.  However, students who refuse to take a time-out disrupt the class, take time away from other students, severely limit the teacher's ability to work with them and pose a very serious threat to the teacher's control of the classroom.  For that reason, a child who refuses to take a time-out when asked will be withdrawn from school permanently.
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PARENT PARTICIPATION AND RESPONSIBILITY

Parent Participation:

We welcome any parent participation and the school has an open door policy for parents to come and visit at any time without prior notice.  Parents are encouraged to make their presence felt here at the school and to be a part of everything we do.  However, we do caution parents of younger children that sometime their presence is a disruption to their child and their child's class.  Please be sure that if you visit the school, your child continues to participate in their daily activities as if you were not here.

Each teacher at Kennedy Academy has a blog.  The teachers' blogs can be accessed through the website.  Our website is kennedyacademy.com.  The blogs are intended to be used as a communication tool between teachers and parents.  As a parent, you can keep updated on upcoming events, curriculum themes, daily activities, and any important classroom information that you need to know.  It is the responsibility of the parent to check the blog pages.  

Some children and sometimes parents have problems with separation.  The easiest and best way to deal with this situation is to make your departure prompt.  Say good-bye to your child within a few minutes of arriving at school and leave immediately.  Prolonging your departure only makes things more difficult for your child.  You may return at any time to check on your child or you may call the school to see how they are doing.  Your child will settle down as soon as you leave and begin to interact with the teacher and the other students.  However, please remember when you return, you must go through the separation again.

Parent Responsibility:
Each child enrolled at Kennedy Academy has a box that is labeled with their name.  In the box you will find a folder.  The folder contains important correspondence from the teachers and staff at Kennedy Academy.  Please remember to check your child's folder daily.  We also have a parent email group if you are interested in receiving school notifications via email.  Please submit your current email at the school office. 

It is extremely important to everyone concerned that parents and staff here at the school have a good, working relationship.  We are in charge of the most precious possession you have and it is important that we have open communication and a trusting relationship.  Parents who treat the staff here at Kennedy Academy with disrespect show their children that it is not important to respect those people.  

Also, it is a matter of common courtesy for issues to be handled in the appropriate manner.  Blowing up at staff, using demeaning language towards staff, consistently disregarding the rules or disrespecting staff members in any way will result in immediate dismissal of any child or parent.
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Kennedy Academy Responsibility:

We here at Kennedy Academy also have a responsibility to you and your child. It is our responsibility to educate and care for your child while they are with us.  We promise to love and care for your child and give them the very best education possible while they are here.  Every effort will be made to ensure that your child's time here at Kennedy Academy will be a positive and challenging experience.  

It is also our responsibility to be responsive to the needs of the parents.  We will make every effort to ensure that parents are welcome and comfortable when they visit here at Kennedy Academy.  Your opinions, when stated in an appropriate manner, are always welcome and will always be seriously considered.  Some of our best ideas have come from a need that a parent has, so please feel free to always offer your suggestions.

FINAL WORDS

An orderly society is based upon rules and regulations that we must all follow.  Without them, we would be in total chaos all the time.  The rules and regulations in this booklet have not been set forth as a punishment to anyone, nor are they intended as restrictions upon anyone.  However, it is vitally important to the smooth functioning of this school for everyone - staff, parents and students to follow them.

When everyone follows the same rules, regulations and policies, we are able to focus our attention on what is needed for our students.  When we have a situation where rules and policies are ignored, it takes time away from our original purpose to restate and re-explain these rules over and over again.  That is the purpose of this booklet.  To let you know in advance exactly what our expectations of you are and what you can expect from us.  There is a reason for each and every one of these rules, so please do not ask us to ignore or change policies for you.

It is our pleasure and our privilege to serve you and to educate your children.  Any suggestions or ideas that you may have that will help us to build a better school are not only welcome, but are requested.  

[bookmark: _GoBack]Your children spend a major part of each day here at this school.  It is our hope that you will always be blissfully happy with every single thing we do.  However, in the real world, we are aware that everyone sees things just a little bit differently.  Therefore, if you have questions or issues you would like to see addressed, please call Cecelia at (785) 266-5150 or contact her by email at ccourter@kennedyacademy.com.

Thank you for choosing us as your partner in your child's education.
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