
 
 

Welcome 
 

Welcome to Quakertown Christian Early Childhood Program. We are delighted          
to have your child enrolled and we look forward to getting to know you and your                
family. 
 
Quakertown Christian School, through its Early Childhood program, serves         
children from ages 3 to 5. This handbook contains information about our            
school’s activities, policies and procedures. It is designed to answer your           
questions and to ensure the smooth operation of the Early Childhood program. 
 
Please read this manual now and keep it handy for future reference. Feel free to               
contact the office if you have further questions. 
 
 
  
 
 
Main Campus: 
50 East Paletown Road 
Quakertown, PA  18951 
 
 
215-536-6970  Phone 
215-536-2115  Fax 
 
 

Early Childhood Education Center: 
143 Rocky Ridge Road 
Quakertown, PA 18951 
 
 
215-536-6970  Phone 
215-536-8372  Fax 
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A.  Mission Statement 
Quakertown Christian School equips students to be leaders through an          
exceptional education within a culture emphasizing Christ-like love, peacemaking         
and service.  
 
 
B.  Preschool Educational Philosophy 
We believe that a quality preschool program should: 

1. Provide a well-rounded education that strives to meet the needs—
physical, intellectual, social, emotional, and spiritual—of the whole child. 
2.  Utilize an interdisciplinary, cross-curricular approach. 
3.  Furnish activities which are appropriate to the developmental levels and 
interests of the students. 
4.  Promote active, exploratory learning which offers the children numerous 
first-hand experiences and engages all their senses. 
5.   Surround the students with literature and language. 
6.   Encourage the children to express themselves creatively. 
7.  Help the students become more independent, able to make choices, and 
willing to take responsibility for themselves. 
8.   Foster cooperation and concern for others. 
9.  Offer a balance of activities—fine-motor and gross-motor, indoor and out-
door, individual and group, and teacher-directed and child-initiated. 
10. Foster open communication between home and school. 
11. Surround the children with the Word of God and the love of God. 

 
 
C.  Home-School Relationships 

In order to maintain an open line of communication, Quakertown Christian           
Early Childhood: 
 
1. Practices an “open door” policy. Parents are welcome to visit each class            

as long as they have both required clearances. 
2. Attempts to deal immediately with any problem that may arise.          

Recognizing that the parent is the primary source of a child’s training, the             
parents will be asked to assist if a solution cannot be found. 

3. Produces frequent newsletters and emails to keep parents informed of the           
events and activities of each class. All notices, newsletters, artwork, etc.           
will be placed in your child’s cubby or in their mail folder. Please check              
daily and take all items home. 

4. Provides opportunities for parent-teacher conferences once a year. 
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5. Attempts to keep parents who are not living in the same household 
informed of events and activities of the class. Please let us know if you 
need more than one copy of newsletters, e-mails, calendars, progress 
reports, etc. For the benefit of your child, we ask that parents not living in 
the same household communicate and share with each other pertinent 
information concerning school and changes that may occur during the 
year, such as names on the Transportation Form, address changes, etc. 

 
Other opportunities to be involved in the program of our school include attending             
meetings for parents, donating supplies for art projects and parties, sharing           
careers and hobbies with the classes, helping with special classroom projects           
and accompanying the 4 and 5 year olds on field trips. (NOTE: No other children               
should accompany a parent who is volunteering in the classroom or chaperoning            
a class trip. The adult’s attention must be focused on the needs of the students.               
This is a special time for you and your child.) 
 
 

II. Daily Procedures 
 

A.  School Attire and Supplies 
Students should come to school dressed in modest, comfortable and easy to            
manage clothing and shoes. We ask that children wear sneakers or closed            
shoes to make sure they are safe on the playground equipment (no sandals or              
flip-flops please). Their attire should be appropriate for messy art projects and            
outdoor play. On cold winter days the children must bring hats and mittens to              
school, wet or snowy weather will require boots. In case of accidents, an             
appropriate seasonal change of clothes should be kept at school or in their             
backpacks. Soiled clothing will be placed in a bag on your child’s coat hook.              
Please remove, wash, and return a clean set of clothing the next day. 
 
The children should bring a school bag or tote bag to class each day. This bag                
or backpack should be large enough to hold important papers, art projects and             
library books. All bags and outer clothing (coats, hats, sweaters, etc.) should be             
labeled with the child’s name. 
 
No toys should be brought to school unless requested for a special day or for               
Show and Tell. Weapons and other war toys may not be brought to school at               
any time. 
 
B.  Special Persons/Snacks 
One student will be designated as the “Special Person” for each school day or              
week. The special persons will be listed on a monthly calendar sent home for              
each class. The special person will bring in 1 item for Show and Tell and will                
also provide the snack, napkins, and cups (enough for the class). Please send in              
healthy, nutritious snacks such as: 
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Fresh Fruit Pretzels Popcorn 
Muffins Granola bars 
Cheese Crackers  
Breads Carrot & Celery Sticks  
 

Due to the sensitivity some children have to food dyes and the frequent use of               
high fructose corn syrup being used to sweeten beverages, water will be served             
with the snack. We request that nuts and products with nuts not be sent as               
a snack due to the increasing number of allergies to these products. 
 
C.  Birthdays 
The children will be chosen as “Special Persons” on or near their birthdays (in              
addition to other times throughout the year). Summer birthdays will be celebrated            
in May. Special treats such as cookies, Rice Krispie treats, brownies, and            
cupcakes are acceptable for birthday celebrations.  
 
 

III. Transportation Procedures 
 
A. Arrival and Departure 
Please drive slowly and cautiously in the drive and parking lot. Be aware of other               
parents, children, and guests entering and exiting the area. 
  
Hold your child’s hand while walking to and from the car. Be aware of cars               
entering and exiting the drive and circle area. 
 
During arrival and departure times, the person picking up the child must            
supervise any siblings at all times. 
 
A parent or guardian should bring the child to the classroom when the door is               
opened, approximately 10 minutes before the start of class. Closed classroom           
doors prior to this time allow our teachers to prepare for your child’s preschool              
experience. Please be respectful of our teachers’ valuable time.  
 
For safety reasons, please park your car and turn off the ignition before coming              
to the classroom to drop off your child. Please do not leave any other children in                
your car when you drop off your preschooler. When picking up your student,             
please enter into the parking lot to the left of the school. Driving slowly, with               
caution, pull around the back of the school and follow the signs to form the parent                
pick-up line. With the assistance of a teacher or aide, students will be dismissed              
from the gymnasium. NO student will be permitted to walk to his/her designated             
car unattended. For half day students whose parent is more than 15 minutes             
late, your child will wait in the main office until pick-up. For full day students               
whose parent is more than 10 minutes late will be transferred to main campus              
and placed in extended care and charged the hourly rate.  
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If you must take your child out of school before the end of the session, please                
give the teacher a written note when you bring your child to school that day. It is                 
helpful to be aware of these changes ahead of time. If that is impossible, come               
pick up your child in the classroom and explain the situation to the office. 
 
 
B. Authorized Drivers 
At the beginning of the school year, you will be given a transportation form to fill                
out and return to your child’s teacher. On this form you are asked to list all the                 
people who are permitted to transport your child. Any change after the start of              
the year requires a written note from you. Students will only be released to              
persons who are authorized to transport them. 
 
Parents may wish to form carpools for their own convenience. A written note of 
carpool arrangements must be given to the teacher and those persons will be 
added to the child’s Transportation Form. 

 
 

IV. Security and Safety 
 

The administration and staff at Quakertown Christian School strive to ensure the            
safety of your children while they are in our care. All doors to the Early               
Childhood Center are locked during school hours.  
 
Fire drills will take place once a month. Drills for other catastrophic events such              
as tornadoes, windstorms, bomb threats, or intruders will take place on a            
quarterly basis. If an emergency should arise that would require the evacuation            
of the immediate area, the Early Childhood students would meet at the yellow             
pole on the front left area of Rock Ridge Church (next building over). Students              
will then be walked or bussed to the Quakertown Christian School Main Campus             
on Paletown Road and parents would be called for pick-up from that location. 
 
If a child suffers a minor injury during the school day (minor cut, scrape, or small                
bump), we will inform you at pick up time. If a more serious injury would occur                
(deep cut, major bump to head, tooth injury, etc.), the parent will be called              
immediately and we will fill out an injury report form to be kept on file at the                 
school.  
 
All parents desiring to volunteer in the classroom or at the school or accompany              
their child on field trips must have child abuse clearances. Clearances need            
renewal every 3 years.  This is in accordance with state regulations.  
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V.  Special Events 
 

 
A. Book Clubs 
One or two book club order forms will be sent home each month. Students are               
not required to purchase any books. Those who decide to place orders will             
receive fine children’s literature at reasonable prices with NO additional charges           
for tax, shipping or handling. Your purchases will also enable the school to             
receive free books for our classrooms and library. 
 
 
B. Book Fair 
 
QCS will host a book fair once a year.  We encourage your student purchase  
but there is no obligation.  
 
C. Classroom Visitors 
We are privileged to have parents and other community members that have            
obtained required clearances visit our classrooms to share their hobbies and           
occupations. If you would like to serve in this capacity or know someone else              
who may be interested, please speak with your child’s teacher about it. 
 
D. Field Trips  
The 4 and 5 year old classes will participate in field trips each school year.               
Students will be transported via school bus. Parents are invited and encouraged            
to accompany the class is all clearances are on file and the field trip permits               
chaperones. No other children should accompany a parent who is volunteering           
in the classroom or chaperoning a class trip. Parents will receive notice of this              
prior to the trip and will be asked to bring a permission slip to school before the                 
trip.  
 
E.  Holiday Celebrations/Special Events 
Our celebrations will emphasize the positive, religious meaning of each holiday.           
Our school does not participate in class gift exchanges at Christmas. We do,             
however, participate in a community service project during the         
Thanksgiving/Christmas and during our Missions Fest. 
 
Special days and events may be planned each month to correlate with the 
curriculum and to maintain the students’ interest and enthusiasm.  
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E. School Year 
Classes are held from August through May for a 36-week program. Parents will             
receive a school calendar before the school year begins. 
 
 

VI. Before and After School Care 
 
 

A before school care program is in effect 7:15 - 8:15 AM on all regular school 
days at QCS main campus. All students who arrive by car prior to 8:15 will go to 
before school care. In the event of a late start due to inclement weather, before 
school care will be delayed the one or two hours, which is equivalent to the 
delayed start of the school day. Payment for before school care is to be made 
monthly. 
 
Each month’s bill must be paid within 30 days of the previous month or the 
privilege of using this service will be revoked until the balance is paid. 
 
Early Childhood students will then be transported by QCS van to the Early 
Childhood Center.  After school care is provided from 3:15 until 5:30 PM on 
regular school days at QCS main campus. In the event of early dismissal 
because of inclement weather, there will be no after school care.  
 
Arrangements to have your student/s participate in the program must be made in 
advance. You may send a note or call the office. If you will be using this service 
weekly, you need only let us know Mondays for the week, or only if your child is 
not staying. 
 
While in extended care, your child will have the opportunity to engage in a wide 
variety of age appropriate activities including dramatic play, creative art, stories, 
games, as well as time on the playground, gym, indoor recess room, and 
computer lab. 
 
Payment for Extended Care is:  
 
A $6.00 per hour per child fee billed at the end of each month. Daily use minutes 
are calculated for the month and then rounded up or down to the nearest hour. 
Fifteen or less minutes will be rounded down and sixteen or more minutes will be 
rounded up.  We also offer a monthly cap of $400.00 per child.  Each month’s bill 
must be paid within fifteen days after billing. 

 
 
 

VII. Policies 
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A. Student-Teacher Ratios 
Recommended maximum class size with one teacher and one aide: 
 

3 Year old class 14 students 
4 Year old class 16 students 
Trans-K Class 16 students 

 
 
B. Discipline Policy 
The staff strives to maintain an atmosphere of love. Students are responded to in              
a gentle and positive manner. Aggressive, destructive or violent physical          
behavior directed at teachers or children is unacceptable. Teachers will          
intervene immediately for the safety of all children and encourage more           
acceptable behavior. Effort will be made to encourage students to act           
appropriately, make wise choices, express their feelings with words, and search           
for solutions to problematic situations. Teachers attempt to reinforce appropriate          
behavior, to redirect children to more suitable activities when necessary, and to            
speak to them privately when possible. If these methods are ineffective, a short             
“time-out” may be used. The period of “time-out” will be just long enough to              
enable the child to regain control of himself or herself. During “time-out” a             
teacher or assistant will visually observe the child. Teachers will share repeated            
inappropriate behavior with parents in an effort to work together to encourage the             
child toward choosing acceptable behavior in the future. 
 
Our objective is to assist children in developing self-control, self-confidence, and,           
ultimately, self-discipline and sensitivity in their interactions with others. 
 
C. Health Policy 

1. Illness 
a. In an effort to ensure the health of all the children, please do             

not send your child to school if he/she is experiencing: a fever            
during the previous 24 hours, heavy nasal discharge,        
persistent cough, diarrhea, vomiting, or symptoms of a        
communicable disease (pink eye, head lice, chicken pox…). 

b. Teachers have the option to deny admittance of an ill child on            
arrival or to request that a child be removed from the facility            
because of presented symptoms.  

c. It is the parents’ responsibility to pick up a sick child within one             
hour of being notified. If a parent cannot pick up the child, the             
parent is responsible for making alternate arrangements to        
have the child removed from the school. 

d. Please inform the office if your child has a communicable          
disease. If a child experiences illness or an accident at school,           
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the parent or other authorized adult (listed on the pupil’s          
emergency information card) will be contacted immediately. 

 
2. Medication 

a. Parents are asked to make every effort to plan a medication           
schedule in which the medication can be taken at home rather           
than at school. 

b. Medicine will be given in school when failure to do so would            
jeopardize the health of the student. Parents will need to sign a            
liability waiver form if medications are needed to be taken at           
school. 

c. Prescription medications must come in the original container        
with a pharmacy label stating child’s name and instructions and          
will be locked in the school health cabinet. 

d. If it is medically necessary for the child to have the medication            
with him in the classroom, a physician’s signature is required on           
the medical release form. 

 
 

3. Medical Emergency 
In the event of a severe medical emergency, “911” will be called first             
and your child will be treated by EMT and emergency personnel and            
transported, if necessary, to the nearest hospital. Parents will be          
called after the initial “911” call. 

 
If your child will be absent, please call the office between 8:30 and 9:00 a.m.               
The EC office number is 215 536 6970 ext. 560. Your child’s teacher will be               
notified of their absence by the office. 
 
D. School Closing Policy 
Early Childhood will follow the same policy of school closings or late openings             
due to inclement weather as main campus. If QCS is closed, all classes are              
cancelled. If QCS is delayed 2 hours, we will follow a modified schedule:             
morning classes will begin at 10:40 am and half day classes will dismiss at              
12:00pm. Full day classes will conclude at the usual time of 3:10pm.  
 
The Quakertown Christian School Alert system is a means for the school to             
communicate important messages to you in a timely manner. These messages           
will include such things as: school delay and closing due to weather or other              
unforeseen events; important operational events, and other critical        
communications that are important for you to receive immediately. It will not be             
used for casual communication nor promotion. It is very important for you to             
keep at least one telephone number or text message number enrolled in            
QCSAlert! so you will be guaranteed to receive important messages. Please visit            
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qtownchristian.org and click on “For our Families” and click on “QCS Alert!” to             
enroll.  
 
If it becomes necessary to close school or delay opening time because of             
inclement weather, many of the local radio and television stations will carry the             
announcement: School closing information will also be available on the QCS           
website, and through twitter and text announcements. If no announcement is           
made concerning our school, it will be open as usual. We will generally follow              
the same dismissal procedure as Quakertown Community School District. 
 
When it snows during school hours, parents are welcome to pick up their child              
any time prior to dismissal.  Safety is our first consideration. 
 
If your child misses more than a week of their regular class schedule due to               
inclement weather, snow days will be made up. The number of days made up              
will be at the discretion of the director. 
 
E.  Volunteer Information 
All volunteers are required to have these 2 clearances on file.  
 

1.)  Act 151: 
http://www.compass.state.pa.us/cwis/public/home 

 
2.)  Act 34: 
http://www.psp.pa.gov/Pages/Reguest-a-Criminal-History-Record.aspx#.V
eBy8flVikq 

 
 
F.  Financial Information 
 

1. Registration  
A non-refundable family registration fee is due with the application form to            
reserve a place for each student in the coming school year. This fee is              
waived for families who have paid the current registration fee for           
elementary, middle, or high school. 
 
 
2. Tuition Discounts 

a. Families with two or more children enrolled at Quakertown         
Christian School, and one or both of those students are a           
preschooler, will receive a 10% discount on tuition for the          
second child. 

b. Quakertown Christian School will give 15% tuition discount to         
pastor’s families. 
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3. Tuition Assistance 
Qualifying families may receive up to 25% tuition discount. Please see the  
Early Childhood Director for an application form. 
 
4. 50/50 Tuition Referral Program  
Families having a friend enroll in our program by a personal referral will             
receive a $150 tuition credit and the new family enrolling will also receive             
a $150 discount. The enrolling family must fill in the appropriate line on             
the school application form. Preschool families enrolling the QCS         
Kindergarten program will have the registration fee waived.  
 
5. Tuition Payments 
Quakertown Christian School will be using the FACTS tuition management          
company for tuition payments. Tuition may be paid in the following ways: 

a. Paying 100% of the tuition by August 15th (a 2.5% discount will            
apply to this method of payment). 

b. Ten (10) monthly installments beginning in August from a         
checking or savings account through FACTS. 

c. Ten (10) monthly installments beginning in August using an         
American Express, MasterCard, or DiscoverCard. A      
convenience fee of 2.5% is charged with this option. 

 
Please note that if a family is experiencing financial challenges, you need only to              
contact the school business office (215-536-6970) and any adjustments will be           
made free of charge. We are more concerned about your family than finances. 
 
 
Information about the FACTS management company can be found at their           
website: www.factsmgt.com. 
 
F. Withdrawal 
A written notice is required from parents one month before a child is withdrawn              
from school. Any parent who withdraws his/her child without advance notice, will            
forfeit the tuition payment for that month. 
 
For details or questions please contact the QCS Business Manager. 
(215-536-6970) 
 
G. Admittance Policy 
Students will be admitted at any time during the school year as long as there is                
space available in the program. Children must be toilet trained before being            
eligible for admittance to our preschool program. Parents must be in agreement            
with the school’s Philosophy of Christian Education and the Mission Statement of            
the Quakertown Christian Preschool program. 
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Acceptance of a child will be in the form of a written notice to parents after the                 
Application form has been completed and the Registration Fee has been paid. 
 
H.  Special Needs Policy  
In keeping with the objectives and Christian values of the Early Childhood 
Center, special needs children will be invited into the school whenever feasible. 
We are not able to service all children with special needs.  We are limited in our 
ability to provide services for some ailments or physical disabilities requiring an 
elevator. 
 
Some special needs children require additional support. Therefore upon 
registration of special needs children, there will be a review and consultation with 
family members and appropriate professional staff. 
 
The purpose of this consultation is to review the situation, including the child’s 
needs, and to develop a plan of care/support systems and staffing requirements. 
Although this is a consultative process, the final decision in accepting any 
registration lies with the administration of the school.  All such registrations will 
be reviewed upon two months of attendance at the school. 
 
Through the school year, there may be children registered that appear to present 
special needs or may be diagnosed after registration.  If this occurs, the same 
consultative process will take place.  The purpose of the consultative process is 
to ensure that every child presenting concerns can be provided with the 
appropriate support and assistance.  There are a variety of assessments and 
helps available for families. This process can inform parents of these services 
and help make them available. 
 
It may be necessary to withdraw a child whose social, emotional, physical, or 
communication needs cannot be met. 
 
 

Tax Identification Number 
For your identification purposes, Quakertown Christian School’s ID number is 23-1552262. 
 
 
 
Rev. 7/26/17 
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