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Family Handbook 2009/2010
STATEMENT OF NON-DISCRIMINATION
Beibei Amigos Language Preschool® admits students of any race, color, national and ethnic origin to all the rights, privileges, programs, and activities generally accorded or made available to students at the school. It does not discriminate on the basis of race, color, national and ethnic origin in the administration of its educational policies, admission policies, and other school-administered programs.  
APPLICATION POLICIES  
1. A student must be 12 months of age and walking well by the start of the new school year to enroll in the Toddler Program

2. A student must be 3 years of age by the start of the new school year to enroll in the Preschool Program

3. A student must be 5 years of age by the start of the new school year to enroll in the Kindergarten Program 
ENROLLMENT PROCEDURE
1. The Parents have signed the following:


( Enrollment Application


( Admissions Policy


( Handbook Receipt


( Records Release (If applicable)


( Financial Agreement


( School Schedule


( Emergency Blue Card

2. The Parents have provided Original copy of the following:


( Birth Certificate


( Immunization Records


( Special Requirements Documentation
3. Registration Fee and Supply Fees have been paid in full

4. One week of advanced tuition payment is paid in full

Note: Tuition is due on a weekly or monthly basis for all grades except for the Kindergarten which is due on the first of every month, no weekly payments are permitted.

REGISTRATION 
1.
The annual registration fee is non-refundable, non-transferable.  This fee is payable prior to the child’s enrollment and the enrollment process is incomplete until the fee is paid.  Class placement will not be guaranteed until the registration and one-week of advance tuition fee is paid. 

2.
All necessary paper work must be received by Beibei Amigos Language Preschool® before enrollment is approved, including the following: 


( Current immunization records

( Enrollment application


( Past school records (if applicable)

( Copy of birth certificate

( Emergency blue card

( Financial Agreement (signed by both parents)

( Parental commitment and support form (signed by both parents)

( Photo release form
Note: Beibei Amigos Language Preschool® reserves the right to refuse a student admission due to financial default, documented behavioral concerns, etc.
TUITION AND PAYMENT POLICIES 

1.
All tuition is due and payable before the first day of the new school year.

2.
Monthly tuition is due on the 1st of each month.  It will be considered late on the 3rd of the month.  A late fee of $50.00 will be assessed.
3.
Weekly tuition is due on Monday of each week.  It will be considered late on Wednesday.  A late fee of $50.00 will be assessed.
4.
NO CREDIT or REIMBURSEMENTS will be issued for days missed, including vacation (unless prior notification is approved by director), school holidays, illnesses, etc.  

5.
For students entering after the school year has begun, tuition will be pro-rated.

6.  We may increase our tuition rates at any time by giving you at least one month’s prior notice.

INSURANCE

Beibei Amigos Language Preschool® carries state required liability insurance.
DISCOUNTS 

SIBLING DISCOUNTS 

The following tuition discounts will be given: 
·
A second child receives a 10% discount of the oldest child
·
A third child receives a 15% discount of the oldest child
·
A fourth child receives a 20% discount of the oldest child
·
Payers receive a 5% discount when tuition fees are paid-in-full for the year by the first day of classes.  Should a refund of pre-paid tuition become necessary, the discount will be forfeited. 

EMPLOYEE DISCOUNT

Corporate Employees of Beibei Amigos Language Preschool® receive a 30% discount for children; Full-Time Employees of Beibei Amigos Language Preschool® receive a 20% discount for children; Part-Time Employees working 32 or less hours receive a 10% discount.  The employee discount can not be combined with any other discount.

WITHDRAWAL POLICY 

1.
All withdrawals, whether before the first day of school or during the year, must be in writing.  A two week notification of withdrawal is required.  The initial one-week of tuition deposit will be used as the last week tuition at the school.  Forms are available online and at the school. 

2.
All accounts are due and payable at the time of withdrawal. 

3.
All student accounts must be paid in full before student records are released or student can be reenrolled for the next school year.
WITHDRAWAL PROCEDURE

All withdrawals must be in writing at least TWO WEEKS before the last day of school.  Forms are available online (www.beibeiamigos.com) and at the school. The initial one-week of tuition deposit will be used as the last week tuition at the school.  All accounts are due and payable at the time of withdrawal.
SIGN-IN SIGN-OUT PROCEDURES

The Sign-In/Sign-Out procedure includes Sign-In/Sign-Out sheets.  It is required by the State of Arizona Department of Health Services that a full signature or a first initial and full last name be given when signing in and signing out your child.  It is NOT permissible to use initials only.

Pick Up: Those who have authorization to pick up the student from school must check in and out.  Once you or those authorized have been given a safety clearance from the director (Note: If someone other than the legal Parents or Legal Guardians Pick up student, a Government I.D. needs to be shown office staff.  As required by the State of Arizona Department of Health Services).   

TERMINATION OF ENROLLMENT

Beibei Amigos Language Preschool® reserves the right to accept, deny or disenroll students solely at its discretion.  Beibei Amigos Language Preschool® can terminate a student after a 2-week notice.  Beibei Amigos Language Preschool® can also immediately disenroll a student at the Administrator and/or Director’s discretion.

The following are reasons that Beibei Amigos Language Preschool® would be inclined to terminate (disenroll) your child from our school:

· Frequent delinquent or non-payment of tuition

· On-going behavior problems that become disruptive to our program

· Frequent failure to pick up your sick child within one hour of being notified

· Frequent late drop-offs and/or pick-ups

CUSTODY  

In most cases, natural parents shall be given reasonable access to their children at school and to their children’s official school records.  Exceptions to this will be made in cases where there are court orders restricting the rights of one parent to access a child and/or the child’s official school records.

It shall be the responsibility of the natural parent who has a court order restricting the rights of the other parent to access a child or the child’s official school records to notify school administration and Director of the conditions of the court order and to provide school administration with a current copy of the court order.

In cases in which a person other than the natural parent has been granted guardianship, the rights and privileges of the natural parent shall be considered divested in the absence of court action granting the natural parents specific rights.  In cases of guardianship, the legal guardian shall be responsible for notifying school administration of the conditions of guardianship and for providing the school with all pertinent written documentation or changes.

DISCIPLINE PROCEDURES 

At Beibei Amigos Language Preschool®, we encourage self-control and personal responsibility through positive reinforcement for acceptable behavior.  However, there are occasions when a student creates a situation at school which inhibits learning.  Since this is unfair to other students, such behavior will not be tolerated and will become grounds for expulsion from Beibei Amigos Language Preschool®.

·          Fighting and quarreling 

·          Discourteous speech and name calling 

·          Destructive acts against school property 

·          Continued disruption of class 

·          Being disrespectful to staff 

CONSEQUENCES 

The following guidelines will be observed for children brought to the office: 

1.
On the first offense disciplinary action will be taken and a written notice will be given to the parent or guardian. 

2.
On the second visit to the office, disciplinary action will be taken and the parent or guardian will be notified by phone and given a second offense notice.
3.
On the third visit to the office, disciplinary action will be taken and the parent or guardian will be called to remove the student off Beibei Amigos Language Preschool® premises.  The parent will receive a third offense notice and an expulsion until the end of the year notice.  At this point the student can not return to the school for the remainder of the school year and no refunds will be given on tuition, tuition deposit, supply fee, registration fee, etc.
RECESS AND PLAYGROUND RULES 
No child will be allowed to remain inside during a regular recess period, except in the case of chronic asthma.  A written request for exception must accompany the child to school. 
SCHOOL RULES

1. Follow directions.

2. Treat others the way you want to be treated. 

3. Keep hands, feet, and objects to yourself.

4. Do your best in effort, quality, and participation.

5. Respect the property of others and share.

6. Walk in straight lines.

7. No toys or balls from home are to be brought to school.

8. No gum on campus.

PLAYGROUND RULES 

1.
All conduct on the playground is expected to be orderly, courteous and safe for all children. 

2.
No student is allowed to stand in swings, double swing or jump out of the swings. 

3.
If an object goes over the wall or fence, the playground supervisor or other personnel will retrieve it.  Children are not allowed to leave the area. 

4.
No running on sidewalks or around the buildings. 

5.
Students are not to bring personal toys or play objects to school as they may become lost or damaged. 

6.
Throwing dirt, sand, or rocks is not acceptable. 

7.
Children are not to climb up the front of the slide. 

8.
Children are not to climb the trees. 

PARENTAL INVOLVEMENT 
Beibei Amigos Language Preschool® encourages parental involvement in the educational process; therefore, we welcome parents and grandparents on the campus.  Our students and their education and safety are our first concern, because of that we ask that when you visit you do not bring siblings. 

CHILD/ TEACHER RATIOS

Beibei Amigos Language Preschool® will aim to keep the child/teacher ratio below the state required child/teacher ratio to ensure each child receives proper care and attention from the staff.  Current state required child/teacher ratios is listed below –

	Child Age
	Child/Teacher Ratio

	One year
	6:1

	Two years
	8:1

	Three years
	13:1

	Four years
	15:1

	Five years
	20:1


CONCERN PROCEDURE

In the event you have a concern please first address it with your child’s teacher.  If the situation does not get resolved at that point, you may speak with the school’s Director and, ultimately, the school’s Owner.
FIELD TRIPS  

Beibei Amigos Language Preschool® believes that children are more secure at school; therefore, will not participate in field trips.  
TRANSPORTATION
Beibei Amigos Language Preschool® will not provide transportation.  

LUNCHES    

Each student is required to bring their own lunch when staying full-day.  Parents please pack lunches that are well balanced and adequate for your child. 

SNACKS

Each student will be provided nutritious food, fruits, vegetables, and whole wheat crackers.  Beibei Amigos Language Preschool® strives to provide organic food as often as possible.
VACATION SICK DAYS

Regular student attendance means more success for your child.  When your child is absent, please call the School by 9:00 a.m. to inform the reason for the absence.  Please review the school calendar for the days that the facility is closed and plan your time off around our school calendar. 

Tuition is due for both well and sick days.  If your child is absent more than five (5) consecutive days due to a family emergency or serious illness (hospitalization), a note from a doctor is required.  At that time, a credit may be issued upon approval from the school Administrator. 

SICK POLICY

In case of illness there will be no credit issued; this applies for Infants and Toddlers as well.  When a child is dismissed from school because of a contagious illness, a 24-hour period after the start of medication is required before your child can return to school.  Your child should remain at home until they are able to participate in a normal school day, including outdoor play.  Please be sensitive to the fact that medications may be relieving the symptoms but the child may still be sick and need rest and TLC at home.

If any child, including Infants and Toddlers, displays any of the symptoms listed below, he/she will be isolated from the other children and the parents will be contacted.  Children with a fever of 100 degrees or higher must be sent home.  Parents/guardians called to come and pick up their child due to a medical condition will need to arrive within an hour from that call.  If the parents/guardians cannot be reached, we will call one of the emergency telephone numbers listed on the application form. Arrangements must be made to have the child picked up within one hour. Arizona State Law requires parents/guardians to arrive within 60 minutes.  Please come in a timely manner to pick your child up.  When they are sick they really want their mommies and daddies.

Symptoms of special concern are:

· Fever of 100 degrees or higher

· Diarrhea (more than one loose stool)

· Sore throat

· Vomiting

· Severe coughing

· Difficult or irregular breathing

· Yellowish skin or eyes

· Unusual spots or rash

· Severe itching of body or scalp

· Head Lice

· Pink Eye (eye does not necessarily have to be pink but may be discharging mucus)

· Extreme or unusual behavior

A child who has experienced vomiting during the night or in the morning before school, diarrhea within the last 24 hours, a fever in the last 24 hours, persistent coughing, head lice or nits SHOULD NOT come to school.  Parents/Guardians arriving to school with a child who is exhibiting these symptoms will be asked to take their child home.  

A child with “pink eye” (conjunctivitis) cannot return to school until the condition has cleared up or the child has been on medication for 24 hours.  A child with a rash of unknown origin should not attend school until the rash is gone or a note from a health care provider stating that the child is not contagious and may return to school.

Our Sick Policy also applies to all of Beibei Amigos Language Preschool® staff and is strictly enforced.

MEDICAL ATTENTION

Each teacher has been given a first aid box to be used.  The box contains first aid supplies for the classroom teacher or assistant to administer first-aid and band-aids.  Whenever a child receives any type of medical attention at school, the treatment given must be logged into the Front Office “Incident Report” notebook from our “Incident Report” (Ouch Report) form that is filled out when a child has an injury that needs to be reported to parents/guardians.

Children are referred to the office when a condition persists that warrants a place to rest, a child may need to be separated from others for a time or to be sent home.  

MEDICATIONS 

Beibei Amigos Language Preschool® staff will not be responsible for the disbursement of prescription medications.  If your child’s pediatrician recommends a prescription medication, please ask them for one that can be given during time at home.  For example, if your child attends all day program, you may request a prescription that is only needed twice a day so that it may be given in the morning and before bed time.
BITING POLICY

Our program recognizes that biting is, unfortunately, not unexpected when young children are in group care.  We are always upset when children are bitten in our program, and we recognize how upsetting it is for parents/guardians.  While we feel that biting is never the right thing for young children to do, we know that they bite for a variety of reasons.  Most of these reasons are not related to behavior problems. Our program, then, does not focus on punishment for biting, but on effective techniques that address the specific reason for the biting.  When biting occurs, we have three main responses:

1. Care for and help the child who was bitten.

2. Help the child who bit learn other behavior.

3. Work with the child who bit and examine our program to stop the biting.

Our teachers express strong disapproval of biting.  They work to keep children safe and to help the child who bit learn different, more appropriate behavior.  When there are episodes of ongoing biting, we develop a plan of specific strategies, techniques, and timelines to address it.  This written plan is shared with all parents/guardians.  Our policy is to never disclose the name of the biter or child who has been bitten. 

EMERGENCY PROCEDURES
In case of an emergency, 911 will be called.  Parents/guardians will then be contacted using the phone numbers on record.  Please keep your contact information current with the Front Office and your child’s teacher.

Method of transportation - pending the nature of the injury, the child will be transported to the hospital by either the parent/guardian or an ambulance. If transported by ambulance, a staff member will accompany the child and take the child’s personal file, which will contain consent forms (Blue Health form).

Notification of parents – Parents/guardians will be notified immediately in emergency situations. Parents/guardians may be notified after the ambulance is called pending the urgency of the situation.

Procedures when parents cannot be reached - Every child will have within his/her file (Blue Health form) the names of two people who can be contacted in the event the parents/guardians cannot be reached. Included in the file will be permission for medical treatment and permission for the child to be taken to the closest hospital.

EMERGENCY DISASTER DRILLS

Plan For Evacuation Of Center In Emergency – Attendance is recorded daily by teachers in their attendance notebook. The Teacher will take this book with their class during evacuation procedures. Each child’s name is read to determine when evacuation is complete.

Evacuation Drills - The Director is responsible for assuring that Fire Emergency drills are conducted on a regular basis, at least once per month.  Evacuation drills are practiced with all groups of children and staff, including Infants and Toddlers. Volunteers and Guests on our campus are asked to follow the emergency procedure as well.  A diagram of our emergency procedures is posted near the door in each classroom.  Each teacher will discuss the appropriate procedure for the drill with his/her class.  Students are to exit the room quietly, stay in a single file line, go to the appointed place and listen for instructions, facing away from the building. Students will not return to their classrooms until the return signal is given from school administration.
CALENDAR 

Beibei Amigos Language Preschool® is a year round educational program.  Please refer to our School Calendar for details. 
LOST AND FOUND  

A lost and found box will be maintained in the school office area.  Articles not claimed after 1 week will be donated to a local charity. 

PLEASE LABEL ALL CHILDREN’S ITEMS 

DRESS GUIDELINES 

1. Children must wear a Beibei Amigos Language Preschool® approved uniform.

2. Hair should be neat, clean and well groomed.

3. Shoes must be worn at all time.

4. Jackets and outerwear will be removed in classroom.  Shirts/tops are to be worn underneath.

5. Weather appropriate clothing must be worn by students, taking into consideration comfort.

STUDENT SIGN-IN/SIGN-OUT SHEETS 

ALL children must be signed in and out by an authorized adult.  The sign in sheets are available in your child's classroom. Initials alone are not sufficient, you MUST sign your full name.  No child will be allowed to sign himself/herself in or out.  No child will be allowed to wait in the parking lot for his/her parents.  These rules apply to all children on a daily basis. 

ATTENDANCE/TARDY 
Regular attendance is critical in our student’s adjustment to school and healthy learning habits.  Attendance is one of the criteria for promotion to the next grade level.  Please avoid tardiness and unnecessary absences.  If your child is absent, it is your responsibility to notify the office. 

Children who are frequently tardy begin their day at a distinct disadvantage.  Parents do a serious disservice to their children by habitually bringing them to school late. 

SCHOOL OFFICE HOURS
The school office opens at 7:00 a.m. and closes at 6:00 p.m.  
We are licensed under the Arizona Department of Health Services, Division of Licensing Services.  Department Contact Information is listed below:

150 N. 18th Ave, Suite 400, Phoenix, AZ 85007

(602) 364-2539
Fax (602) 364-4768
Inspection report is available upon request. 
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Beibei Amigos Language Preschool® Family Handbook Agreement
Parents,

Please sign this agreement form after reading and reviewing the Beibei Amigos Language Preschool® Family Handbook.


Return signed agreement to the school.

I have read and understand the materials in the Beibei Amigos Language Preschool® Family Handbook 2009/2010 and agree to comply with all the mentioned guidelines, policies, and procedures.

Student Name – please print
Program (# of Full/Half Day, Mandarin/Spanish)

Father/Guardian


Sign and Print Name

Date

Mother/Guardian


Sign and Print Name

Date
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Beibei Amigos Language Preschool® School Life Commitment

Please read the following carefully.  Your signature is considered legally binding and a contract between you and the school.

School Life: 

1. I am well informed of the rules, policies and procedures as outlined in the Beibei Amigos Language Preschool® Family Handbook and agree to abind by them.

2. I agree to support the education my child received by keeping in regular contact with my child’s teachers.

3. I authorize the school to administer any necessary discipline within the policy guidelines as outlined in the Handbook.  Beibei Amigos Language Preschool® does not use corporal punishment.

4. I agree not to send my child to school when s/he is ill, in order to provide rest and healing, and to prevent illness from spreading to other children and staff members.

5. I agree to pick up my child up within one hour of notification from Beibei Amigos Language Preschool® that s/he is ill or an incident has occurred that requires my child to be sent home.

6. I agree to support the Beibei Amigos Language Preschool® dress policy.

7. I agree to seek to resolve any concern or conflict I have with a Beibei Amigos Language Preschool® staff member, a policy, procedure, or behavior in a mature and peaceable manner.  I will begin the process by going to the person involved.

8. I agree to pay for any fines or charges incurred by my child for any damaged or lost Beibei Amigos Language Preschool® property.

Student Name – please print
Program (# of Full/Half Day, Mandarin/Spanish)

Father/Guardian


Sign and Print Name

Date

Mother/Guardian


Sign and Print Name

Date
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