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St. Cecilia Preschool 

 
Parent/Guardian Handbook 

 
 

I. Mission, Vision, Philosophy 
 

Mission Statement of the Educational Apostolate-Archdiocese of Dubuque 
The mission of the Educational Apostolate of the Archdiocese of Dubuque is to guide 
individuals to: 

 
• respond to God’s continuous call for conversion to Jesus Christ 
• form and be formed in Christian community life 
• grow in knowledge of faith  
• participate in liturgical celebrations and prayer 
• collaborate in the Church’s mission of evangelization 

 
Mission Statement of St. Cecilia School 

In partnership with families, St. Cecilia School will create a Catholic Christian 
community that will stimulate individual academic excellence, promoting cultural and 
spiritual awareness in a disciplined safe environment.  
 
The parish Catholic school exists to assist Catholic families in the formation and 
education of their children in the Catholic faith, Gospel values, and traditions. Thus, St. 
Cecilia School may refuse admission to those applicants who by public acts, in the 
judgment of the pastor/principal, do not uphold the teachings of the Catholic Church.  
 

Vision Statement of St. Cecilia School 
The vision of St. Cecilia School is to provide a quality, Catholic Christian education that 
stimulates lifelong learning and nurtures responsible, productive citizens.  
The goal will be attained by developing an academically and spiritually enriching 
educational plan designed to foster individual needs through curriculum, instructional 
strategies, and assessment tools.  
 

Philosophy 
With Christ as our model, we believe in daily celebration of our Catholic Christian faith 
through liturgy and classroom prayer, responsiveness to one another’s needs, and service 
to others. 
We believe that each person is unique and lovable, possessing individual strengths. We 
believe that education is a continuous process and that the learning program should meet 
the needs and abilities of each child. We recognize the importance of developing in each 
student a wholesome self-concept.  
With the cooperation of teachers, parents, and the parish community, we strive to achieve 
the religious and academic development of each child in a Christ-centered environment.  
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Through mutual communication, respect, and support, we endeavor to enhance the 
development of the full potential of each child. 

By infusing Gospel-values into the curriculum, we seek to instill lifelong decision-making skills 
into each child, encouraging them to be responsible for their own decisions and behavior. 
 
II. Admission Policies/Notice of Non-Discrimination 
 
Admission 
The Archdiocesan Educational System maintains a policy of open enrollment in all educational 
programs. 
 
Equal Opportunity/Multicolored Assurances 
St. Cecilia Preschool is an equal opportunity educational program. It does not discriminate on the 
basis of race, color, ethnic origin, or religion. 
No child shall, on the grounds of race, color, age, gender, national origin or physical disability, 
be excluded or denied the benefits of any program or activity sponsored by this preschool. 
 
Enrollment 
The Preschool Program shall allow for an enrollment of 16 three year-olds in the Tuesday and 
Thursday morning program, 16 four and five year-olds in the Monday, Wednesday, and Friday 
morning program and 16 older three year-olds and four year-olds in the Monday, Tuesday, 
Thursday, and Friday afternoon program each with one teacher and one associate. Birth date 
restrictions shall be compatible with those required for elementary age children. A child must be 
toilet-trained prior to admission.  
 
To enroll a child, the following must be completed prior to admission: 

• Application form 
• A physical exam form completed and signed by a physician including a record of  

immunization. 
• Medical consent form in the event of illness or emergencies 
• Permission slip allowing the child to participate in field trips and to be     

photographed while at the preschool. 
• Listing of adults who have permission to transport the child 

 
Sessions 

Classes meet 8:30 -11:15 a.m. on Mondays, Wednesdays, and Fridays for the four and 
five year-olds, 8:30 -11:15 a.m. on Tuesdays and Thursdays for the three year-olds and 
12:15 – 3:30 p.m. on Mondays, Tuesdays, Thurdays, and Fridays for older four and five 
year-olds.  

 Noon lunches and busing services are not available. 
 
Tuition/Fees 

• $68/month for 2-day program 

• $98/month for 3-day program. 

• $130/month for 4-day program 

 Supply Fee - $20 
 A non-refundable registration fee of $50 is applicable for both classes. 
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Withdrawal 
To withdraw a child from the preschool, a written notice must be submitted to the school office 
or preschool teacher with a minimum of one week’s notice of the last day of attendance. Without 
such written notification, a new student cannot be enrolled to fill the vacancy. Therefore, the 
tuition fee will be charged until the written notice is received. 
 
Statement of Health 
Each preschool child is required to have a physical examination report for admission. This report 
must include an immunization record that is in compliance with the Iowa State Health 
Department regulations. 
 
Admittance 
Students will be admitted in accord with Archdiocesan policy and local considerations. 
Additional names will be placed on a waiting list after class enrollment is met. 
 
III. Program Description 
 
Early Childhood Outcomes-Archdiocese of Dubuque Catholic School System 
Children will: 

 demonstrate a loving relationship with God and all of creation. 
 demonstrate a positive self-concept, appropriate self-control, and a sense of    

belonging. 
 demonstrate curiosity about the world, confidence as a learner, creativity,  

imagination, and personal initiative. 
 demonstrate relationships of mutual trust and respect with adults and peers,  

understand perspectives of others, and negotiate and apply rules of group living. 
 demonstrate respect for social and cultural diversity, for community and social    

roles. 
 use language to effectively communicate and gain satisfaction through reading,  

writing, listening, and speaking. 
 represent ideas and feelings through creative play, drama, dance, movement,      

music, and art. 
 think critically, reason, and solve problems. 
 develop understanding of relationships among objects, people, and events such as     

classifying, ordering, number, space, and time. 
 explore their physical world by manipulating real objects to learn cause and effect  

relationships. 
 demonstrate appreciation for the fine arts, humanities, and sciences. 
 become competent in management of their bodies using both gross and fine    

motor skills. 
 demonstrate knowledge about the care of their bodies and maintain a desirable  

level of health and fitness. 
 
Program Expectations 
The content offered is age and developmentally appropriate and reflects the purpose of the 
preschool. 
Each program is based on the following foundational premises: 
 

• Each child is a unique and special child of God. 
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• The St. Cecilia Early Childhood program provides unique opportunities to enhance the 
development of the whole child in a setting which models Christian values and beliefs. 

 
• Child-centered and developmentally appropriate experiences enable each child to foster 

feelings of self-worth, self-respect, and love for others. 
 

• A cooperative and supportive teaching partnership between family and school is essential 
in providing a positive and enriching early childhood experience  

 
• The teacher's role is to facilitate the child's experiential learning process by providing an 

integrated and multi-sensory environment which uses a variety of materials and modes. 
 

• The young child needs a flexible environment which offers the security of definite limits 
while providing freedom and flexibility so that each child can grow in self-expression 
and non-competitiveness. 

 
3.  Each program offered provides appropriate developmental Christian Faith Formation     
     experiences which enable the child to: 
 

 Learn about God by discovering his/her own giftedness 
 Learn about God by cultivating a sense of wonder and of ritual through  

celebrating 
 Learn about God by developing an attitude of love and respect for self and others 
 Learn about God by developing an understanding of what makes a peaceful and  

just society 
 Learn about God by developing an awareness of the presence of God in the world 
 Learn about God through his/her relationship with Jesus.  

 
     4.  Each program offered provides appropriate developmental aesthetic and artistic       
          experiences which enable the child to:  

 Develop enthusiasm for the arts 
 Imagine and visualize through the arts 
 Respond, interpret, and create through the arts 
 Appreciate the arts 

 
5.  Each program offered provides appropriate developmental intellectual experiences     
    which enable the child to: 

 Sustain and extend natural curiosity 
 Develop thinking through meaningful learning experiences 
 Use language to facilitate thinking and learning 
 Use language to communicate effectively 
 Develop and integrate the attitudes, skills, and knowledge of the fine arts,  

humanities, practical arts, and sciences 
 Become an independent lifelong learner. 

 
6. Each program offered provides appropriate developmental experiences in the   
    development of responsibility which enable the child to: 

 Value and respect individual contributions 
 Value, respect, and appreciate cultural identity and heritage 
 Accept and demonstrate empathy 
 Establish a collaborative environment and acquire cooperative and independent  
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      social skills 
 Respect and care for the environment 
 Adapt to a changing world. 

 
7.  Each program offered provides appropriate developmental emotional and social   
     experiences which enable the child to: 

 Develop a positive, realistic self-concept 
 Develop interdependence 
 Set appropriate goals and feel satisfaction in accomplishments and efforts 
 Cope with change 
 Share and cooperate 
 Develop friendships 
 Learn from others 
 Enjoy living and learning. 

 
8.  Each program offered provide appropriate developmental physical development  
     experiences which enable the child to: 

 Learn and practice safety procedures 
 Take care of and respect his/her body 
 Develop awareness of good nutrition 
 Develop motor skills while maintaining physical fitness 
 Develop an appreciation and enjoyment of human movement 
 Learn social skills in a physical activity setting. 

 
OUR SCHEDULE 
 
A balance between free choice, teacher-directed activities, group and individual activities, and 
active and inactive experiences is the goal of the daily schedule. Although the schedule is 
flexible, following a daily routine provides the preschooler with a sense of security and develops 
order to the program. 
 
Sharing Time:  This includes showing and telling things of interest to the child and the group.  
Children are encouraged to bring things that pertain to the season or theme being discussed.  An 
occasional toy is permissible. This experience provides opportunities to develop self-confidence 
and the ability to speak to a group of his/her peers. 
 
Organized Play:  Through games the child develops habits of fair play and good sportsmanship, 
develops large and small motor coordination, poise, posture, and good health, establishes 
confidence and self control, cooperates and becomes an important part of the group, and enjoys 
self. 
 
Music, Art, Physical Education:  The children are taught music, art, and physical education by 
licensed teacher specialists through St. Cecilia School.  
 
Story Time:  The children learn to respect and appreciate children’s literature.  A good listening 
vocabulary gives a student a strong foundation for kindergarten and lifelong enjoyment in 
reading. 
 
Work Period:  This helps the child learn to work with others, to share, to follow directions and 
to find satisfaction in achievement. 
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Break:  The children will have a drink of milk or juice and a nutritious snack or treat.  
 
Free Choice:  During this time, the child may choose his/her own activity and enjoy the fun of 
spontaneous play.  This also provides an opportunity for the adults to study and interact with 
each child. 
 
Music Period:  Children enjoy music and finger plays. They learn not only songs and body 
rhythms, but also to listen to and enjoy good music.  Music is also used in the teaching of colors, 
numbers, alphabet concepts and following directions. 
 
Preschool Supplies:  Supplies used at preschool are supplied by the school and are a part of the 
registration fee.  
 
Field Trips:  Field trips are a valuable part of the curriculum offered at the Preschool. 
Permission slips will be required in advance of any field trip. 
 
IV. Communication 
 
Absences 
If a child will not be attending class for any reason, parents are asked to contact the school office 
in advance if possible. No refunds or credits will be given for absences. In the event of a long-
term absence due to illness, possible adjustments to tuition/fees must be discussed with the 
principal. If the child has an illness listed below, he/she should not attend class. Should a child 
become ill while at Preschool, the parent will be notified. 
The preschool staff needs to be informed of any changes in a child’s health status and/or eating 
habits (i.e., a child who develops an allergy). 
 
Colds:  If in respiratory distress or if the child has an elevated temperature (unless temperature 
elevation is due to recent immunization), the child shall not be brought to the Preschool. This 
shall also be the case if the child makes high-pitched croupy or whooping sound when he/she 
coughs. 
 
Diarrhea and Vomiting:  If there is any diarrhea or vomiting, the child should not be brought to 
the Preschool. If the child has any loose stools or if the child vomits at the Preschool, he/she will 
be sent home. The child may return to the Preschool if he/she has been free from diarrhea or 
vomiting for 24 hours. If there is diarrhea for several days, a physician should be notified. 
 
Eye Infection:  If a child has eyes that are mattering or draining, the child shall not be brought to 
the Preschool. The child may return after he/she is on antibiotic ointment for 24 hours or the eyes 
have shown marked improvement. 
 
Impetigo:  A child with impetigo shall be excluded from the Preschool for 24 hours after 
treatment has begun. The return shall depend upon the location of the infected area and if the 
area is dried and healing well. 
 
Ear Infection:  If purulent drainage, the child shall not be at the Preschool. (Exception: If the 
child has tubes and has been on an antibiotic for 24 hours.) A child with a diagnosed ear 
infection with no drainage must be on medication or a release must be obtained from a physician 
stating that the child is free of communicable disease. 
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Lice:  A child will not be excluded from school or a particular setting on the day head lice are 
detected, but must be treated before returning the next day. 
 
Pin worms:  When pin worms are diagnosed in a child, the child shall be restricted from the 
Preschool. All clothing worn by the child prior to treatment should be laundered. It is advisable 
that family members also be treated. 
 
Scabies and/or Pediculosis:  When scabies or pediculosis is suspected in a child, the child shall 
be restricted from the Preschool until after initial treatment with appropriate medication. It is 
advisable that family members also be treated. 
 
Sore Throat:  A child with a sore throat may be restricted from the Preschool. If strep is 
suspected, the child should be seen by a physician. 
 
Fever:  If a child has a temperature of 100 degrees F. and/or exhibits any of the above 
conditions, the child will be sent home.  
 
Accidents/Emergencies 
Incidents or accidents resulting in injury to a child will be reported on the day of the accident. 
The written report will be prepared by the staff person who observed the incident or accident and 
shall include a general description of the incident and of the action taken, if any, by the staff at 
the Preschool. If a child is hurt more severely, the staff will transport the child as quickly as 
possible to the Emergency Room and contact the parents. 
 
Change of address 
Parents are asked to notify the preschool personnel immediately if there is a change of address or 
telephone number. This information must be kept up to date, particularly in the case of an 
emergency. 
 
Dual Parent Reporting 
According to Archdiocesan policy 5124, in the case of a child whose parents’ marriage has been 
dissolved or a separation of a parent from the home, the name and address of BOTH parents 
should be on file. 
 
Unless otherwise decreed by a court order, information commonly made available to parents of 
any child will be made available to both parents. 
 
Inclement Weather Closing 
Parents are asked to listen to the area TV and radio stations for announcements. In the event of 
school closings due to inclement weather. There will be NO preschool class if there is a late start. 
Preschool days are not rescheduled due to these cancellations.  
 
Parental Visits 
 
Visiting: It is important that children be given a chance to adjust to their preschool setting before 
parents visit the classroom. Therefore, parents are asked not visit during the first two weeks of 
school.  
. 
Meeting: A number of events will be scheduled throughout the year for parents, offering 
opportunities to become better informed about issues relating to your child’s development. 
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Parent/Teacher Conferences: Conferences are scheduled twice a year. 
 
Telephone Number 
St. Cecilia School - (515) 232-5290 
 
 
V. Discipline 
 
Discipline 
It is important to treat each child as an individual in a manner which is appropriate to the child’s 
development, activity, and general well being. Consistency, positive reinforcement, natural 
consequences, and positive redirection are used at the Preschool to shape appropriate behaviors 
in the children. 
When necessary “time out” or a brief isolation from the group is used. If a child is exhibiting a 
behavior problem, a conference with the parent may be requested. Please discuss with the staff 
any changes, observation, questions, or suggestions you might have in dealing with your child. 
 
Dismissal Policy: 
Occasionally, a child will experience difficulty in adapting to a preschool environment and/or 
abiding by certain rules of behavior in the group setting. A conference will be scheduled with 
parents, the child’s teacher and/or the principal to see if the problem(s) can be resolved. If a 
child’s behavior and attitude continues to be disruptive to the group or to other children’s 
welfare, the preschool reserves the right to request that the child be withdrawn from the 
Preschool program. 
 
VI. Regulations for Participation 
 
Arrival 
Arrival: Parents are responsible for bringing their children to the Preschool. Parents must sign 
their children out if taken before the end of the scheduled time. 
 
Calendar 
A yearly and monthly calendar and newsletter will be provided to parents. 
 
Departure/Pick-up 
Pickup: Children must be picked up by 11:35. If a parent is going to be later than 11:35, he/she is 
asked to notify the school as soon as possible. Only persons listed on the pick-up permission 
form in the registration packet will be allowed to take a child from the Preschool. Should another 
adult (not listed on original form) be asked to pick up the child, the staff needs to be notified in 
advance. 
 
Dress/Clothing/Shoes 
Playing outside (weather permitting) is an important aspect of preschool. Children will need to 
wear coats, hats, mittens, and boots when necessary.  
Each child may also have at least one extra set of clothing at the Preschool. These articles of 
clothing should be marked with the child’s name. 
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VII. Health/Safety/Compliance Issues 
 
Aids 
The decision to allow a child with AIDS to attend the Center will be considered separately and 
individualized to the child and the setting. The decision will be made by a team composed of the 
child’s parents, the child’s physician, a public health official and an infection control officer. If a 
child with AIDS has a change in clinical condition, the attending physician will sign a release for 
attendance at the Preschool. If questions arise, an infection control officer will be contacted. 
 
Chemical Right to Know Law 
The Chemical Right to Know Law requires that all schools in the nation prepare a list of 
chemicals that are known to be present in their buildings and to maintain material safety data 
sheets (MSDS) on them. The law further states that all chemicals are to be appropriately labeled, 
storage areas are to be posted for the hazardous chemicals, and employees that work with the 
chemicals are to be trained in the safe handling of these chemicals. The school is also to acquaint 
the local fire department with the location of hazardous chemicals in the school. Parents who 
want to know what chemicals are used in the school and where they are stored may contact the 
principal. 
 
Fire/tornado Drills 
Fire drills and tornado drills are practiced, at a minimum, twice per semester. The preschool 
teacher practices prior to so that the children become familiar with the procedure and are not 
frightened by the loud alarms. 
 
Required immunizations 
Applicants enrolled shall have received: 
At least three doses of combined diphtheria, tetanus, and pertussis vaccine. Adult tetanus and 
diphtheria vaccine or pediatric diphtheria and tetanus may be substituted for combined 
diphtheria, tetanus and pertussis vaccine is contra-indicated for a child. 
At least three doses of trivalent oral polio vaccine 
At least one dose of rubella vaccine received after the applicant was a least fifteen months of age 
at the time of the immunization. 
 
Mandatory Reporting 
As outlined in the Iowa code, all providers of the preschool are mandated by law to report any 
suspected cases of sexual abuse, physical abuse, or neglect. Iowa law states that the preschool 
may take, at public expense, photographs of the injured area. Any person participating in the 
making of, or in the investigation of, a report shall have immunity from any liability, civil or 
criminal, which might otherwise be imposed. 
 
Medication Policy 
The following medications will be administered by the staff: 

Cough syrups/drops 
Oral prescription drugs 
Salves 
Acetaminophen/ibuprofen 
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All medications require a permission slip signed and dated by the parent before medications can 
be administered to the child. Each prescription drug shall be in the original container and be 
accompanied by a physician’s or pharmacist’s direction. 
Since the administration of Acetaminophen, etc. may disguise the symptoms of what could be a 
contagious disease, the staff will administer Acetaminophen for analgesic discomforts only. 
 
Smoking / Smoke Free Building 
The St. Cecilia Education Center has been designated a “Smoke Free Building.” At no time will 
smoking be permitted within the building. 
 
Student Privacy Act 
In conformity with the Student Privacy Act, and Archdiocesan policy 5125, St. Cecilia School 
does not send out student information to any outside organizations without written authorization 
of the parent/guardian. 
 
VIII. Student Services 
 
Snacks/Birthday Treats 
Snacks and milk will be provided. A child may celebrate his/her birthday by bringing a special 
treat. 
 
Lost and Found 
The Lost and Found box is located in the classroom. Articles that can be easily lost should be 
marked with the child’s whole name rather than using initials or first name. 
 
Toys 
If a child brings something from home to show the other children, it must remain in the child’s 
backpack and the teacher will allow him/her to take it out at the appropriate time. 
The Preschool cannot be responsible for lost or broken toys. 
 
 
IX. Staff 
 
Staff Descriptions 
The preschool teacher shall be a licensed teacher with an early childhood endorsement and shall 
be assisted by a teacher associate. 
 
Volunteers/Student Teachers/Practicum Students 
Occasionally, volunteers will assist the preschool staff. Students from the colleges, as well as 
other community members, will be helping out from time to time. Each has been screened before 
receiving permission to volunteer. 
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Parent/Guardian Handbook 
Agreement Form 

 
 
St. Cecilia Preschool 
2900 Hoover Avenue 
Ames, Iowa 50010 
 
 
Please return this form after reading/reviewing the Parent/Guardian Handbook. 
 
 
 
To: St. Cecilia Preschool 
 
I/we have read the St. Cecilia Preschool Parent/Guardian Handbook for the 2007-2008 school 
year and understand our responsibility in the matters included in this handbook. I/we have 
discussed the appropriate items with my/our child/ren. 
 
 
 
Parent/Guardian: ______________________________________ 
 
Date: _____________________________________ 
 
 
Please return this form sometime during the first week of classes. 
 
Thank you 
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Teaching Children To Pray 
We firmly believe that the relationship of little children to God is very deep and important and 
influences the rest of their lives precisely because it is so simple. It is natural for little children to 
want to pray; as Paul says, “His Spirit speaks in our spirit.” The spirits of little children are very 
open to contact with the Divine Spirit. All we have to do is to elicit this contact gently and freely. 
We would like to present here a few guidelines for teaching preschoolers to pray. We believe 
these guidelines have implications for teaching prayer to school-age children at home and in the 
classroom. 
Be open to recognizing God’s presence in your children.  
Sometimes you can feel it just by looking into your children’s eyes; sometimes you can sense it 
when you are finally able to look at your children from a distance, as it were, and be amazed at 
the mystery of their existence; sometimes it could just be the way one of your children looks at a 
crucifix or reacts when you say the word Jesus. 
Pray affectionately and tenderly with your children. 
Particularly if you are open to God’s presence in your children, then the times you do choose to 
pray with them can be very special. Parents should not be afraid to hold their children’s hands, 
touch their foreheads, and so on while praying with them or over them. Prayer together should be 
a spontaneous flow of affection for one another as you rejoice in God’s presence, letting God 
know your concerns and needs, and praying for others you feel close to. 
Be aware of the importance of ritual in a child’s life.  
Once you find the right time and place to pray with your children, stick with it, and you will soon 
find that your children will remind you, if you ever forget, because prayer can become a healthy 
part of their emotional security. 
Formal prayers should be attempted but not forced. 
Variety in prayer is the “spice of life.”  
Informal prayer, formal prayer, guitar prayer, and Bible story prayer can all have their place 
within children’s framework of ritual. 
Children need to be continually encouraged to pray for what is important to them. Don't use 
prayer to moralize. 
Be open to special events in the family and to peak experiences in daily life as experiences of 
God for yourself and your children. 
When there is an effort on the part of the parents to see in everything a sacrament of God’s 
presence, then this attitude flows out to the children. And it is this attitude that will be more 
important than all the formal prayers they will ever learn and more important than all the phases 
they will go through about going or not going to church on Sundays. It is this attitude that more 
than anything else will encourage our children to “lift up their minds and hearts to God.” 
Reflection Starters 
Have you ever felt you recognized God’s presence by looking into the eyes of your children? If 
so, relive such a time. 
If you are unable to pray with your children, reflect on the kind of prayer you would like to have 
with them. 
Recall the most memorable occasion of prayer with your children. 
Try to imagine praying with your children in as many ways as possible. 


