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Dear Families, 

 

 

     Thank you for choosing Arts Academy Preschool as the beginning school community for 

your child. The items contained within this handbook are the vital policies and procedures that 

will help us provide a safe, ordered, and cohesive educational environment for your child’s 

intellectual, social and physical development.  Please read the following pages carefully as they 

will help guide you successfully in the partnership we have embarked on to create a significant 

learning experience for your child’s life.  

 

Educationally Yours, 

Kimberly Steele/CEO 
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Mission Statement 

 

Arts Academy Preschool is committed to creating a warm, enriching and nurturing early-

childhood learning environment where our children can mature socially, emotionally and 

cognitively. 

We promote a progressive approach that encourages children’s learning through hands-on 

experiences and opportunities for multi-sensory exploration and discovery. 

 

Teachers manifest their respect for children by encouraging them to think for themselves, to 

make decisions, to work towards their won solutions and express their own ideas and feelings. 

We recognize and foster an active partnership between home and school. 

 

Vision Statement 

Arts Academy Preschool Center is guided by a belief in a caring, supportive, multicultural 

environment, our preschool staff will provide students with a broad range of educational 

opportunities to promote an early start for school success. We will strive to develop skills and 

provide opportunities which will enrich each child’s social, emotional, physical, cognitive, 

intellectual, and creative abilities.  

Notice of Nondiscriminatory Policy as to Students 

Arts Academy Preschool does not discriminate on the basis of race, color, national and ethnic 

origin in administration of its educational policies, admissions policies, and other school-

administered programs. 

The aim is to increase the child's knowledge, his organization of thought, and his confidence and 

ability to express and use his mind.  
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Notice of Nondiscriminatory Policy as to Students 

Arts Academy Preschool does not discriminate on the basis of race, color, national and ethnic 

origin in administration of its educational policies, admissions policies, and other school-

administered programs. 

The aim is to increase the child's knowledge, his organization of thought, and his confidence and 

ability to express and use his mind.  

Hours of Operation, Tuition, Fees 

Tuition is due by Monday of each week prior to the week that your child will be in attendance. 

Bi-weekly or monthly payments are accepted.  

Monday through Friday 8:00 am to 3:00 pm    Preschool 

3:00 pm to 6:00 pm                                           After-School  

Annual registration fee                                     $100.00 

 

$720.00              Monthly preschool (Monday-Friday) 8:00 a.m. to 3:00 p.m.  

$180.00              Weekly preschool (Monday-Friday) 

$200.00              Monthly afterschool program 3:00 p.m. to 6:00 p.m. 

  $50.00              Weekly afterschool (Monday-Friday) 

 

$508.88              Monthly preschool (Monday-Wednesday-Friday) 8:00 a.m. to 3:00 p.m. 

$127.00              Weekly preschool (Monday-Wednesday-Friday) 

$140.00              Monthly afterschool program 3:00 p.m. to 6:00 p.m. 

  $35.00              Weekly afterschool program (Monday-Wednesday-Friday) 

 

$356.00              Monthly preschool (Tuesday-Thursday) 8:00 a.m. to 3:00 p.m. 

  $89.00              Weekly preschool (Tuesday-Thursday) 

$104.00              Monthly afterschool program 3:00 p.m. to 6:00 p.m. 

  $26.00              Weekly afterschool program (Tuesday-Thursday) 

This fee schedule will follow the PLC Arts Academy at Scottsdale 180 day school year. 
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Admissions Criteria 

To begin the admission process for a primary classroom, children must be 3 years old and potty 

trained. No pull-ups. 

 

Admissions Process 

Completed application  

Registration Fee  

Completed emergency card  

Copy of immunization records 

 

Arts Academy Learning Center offers; 

Arts Academy Preschool believes that every child is unique, developing and growing to meet 

their individual milestones. Arts Academy is rich in the arts, which allows a child to become 

confident through encouragement and acceptance. Each child will take part in music, tumbling 

and art exploration. Each learning center allows children to explore, use their imagination, work 

independently, and learn cooperative play. Children will be encouraged to use self-help skills 

through communication as well as physical.  

 

Disenrollment Policy 

Arts Academy Learning Centers’ goal is to give every child enrolled an opportunity to grow and 

develop himself/herself within the guidelines and curriculum of our Preschool Program. 

In the event that it does become necessary to dis-enroll a child, the following steps must 

be taken: 

1. Notify parents or guardian of the child that there is a behavior problem. Ask 

Parent’s to discuss proper behavior with their child. 

2. Schedule a parent/teacher meeting to discuss continued behavior problem. 

Inform parent that if behavior does not change, then it may become necessary to 

dis-enroll the child. 

3. Schedule a parent’s/teachers meeting to discuss disenrollment. The Preschool 

Director will be present at this meeting. If dis-enrollment is necessary, then the 

dis-enrollment will be as follows: 

 

If a child is no longer permitted to be a part of the preschool program, any financial refunds will 

be determined by the number of days the child has been in attendance, which will be determined 

by the amount of pre-paid tuition. 
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Immunization Policies 

Arizona state immunization law requires all students to have an immunization record on file for 

school attendance. If your child is exempt from immunizations, he/she must have a signed 

exemption on file. These forms can be found in the school office. All needed immunization 

records must be on file prior to the child attending school. If your child does not have 

immunization record on file, he/she will not be allowed to attend classes until the situation has 

been remedied. Please bring any updated immunizations records to the school office. 

Immunization records are the parent’s responsibility to keep up to date at all times. 

 

Records Policy 

Each parent is required to provide the necessary enrollment information prior to the beginning of 

school.  

 Custody Issues 

Parent must provide the school with official legal papers. 

Allergies (food, and environment) document from Dr. on file. 

 

 Family Educational Rights and Privacy Act (FERPA) 

 Privacy/Records Release Policy 

 Release of Student Educational Records & Information 

In an effort to respect and protect the privacy of Arts Academy Preschool students and parents, 

Arts Academy Preschool will not release students’ educational records or information contained 

in educational records without parents’ prior written consent. If you wish to have information 

released to a third party, you must complete a Consent to Release of Records form, which can be 

obtained from the Arts Academy Preschool’s administration office. In certain circumstances, 

however, consent is not required prior to the release of information. These circumstances are 

described below. 
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Consent is not required for disclosure to: 

 School officials with legitimate educational interests, such as school administrators,  

 support staff, or a company with whom Arts Academy Preschool has contracted (e.g., an 

attorney or accountant); 

 Another school in which the student intends to enroll; 

 Federal, state or local educational authorities; 

 Educational accrediting organizations; 

 A court or other third party in response to a lawfully issued court order or subpoena; 

 Parents’ Rights to Inspect Educational Records and Request Corrections; 

 

Arrival and Dismissal Procedure  

Parents are required by law to sign their child in and out every day.  The Sign In/Out Binders are 

on the tables in the office of the preschool.  Should any changes occur in your pick-up schedule, 

however temporary, please give the office a note indicating the change. We cannot release a 

child to an unauthorized person. Always inform a staff member when picking up your child, and 

sign your name and time on the sign-in/out form. Be prepared to show identification to staff until 

we become familiar with whom you are.  

On occasion a parent may need to call the School to authorize an additional person to pick up the 

child from School. The parent must give the authorized person’s full name and relationship to the 

child and whether they are listed on the Emergency Card. If they are not listed on the Emergency 

Card, prior written authorization from the parent needs to be left at the front desk by the parent, 

to release their child at time of pick up. The authorized person must present a picture ID upon 

arrival at the front desk.  

 

Attendance Policy 

Parents are requested to see to it that their child(ren) arrive(s) on time. It is important that 

your child arrives on time to have the full benefit of the Learning Center environment. If 

children arrive late, they are missing out on valuable class time. At Arts Academy Preschool, this 

period is from 8:00 am to 3:00 pm. 

Every person who enters the class after the arrival window of 8:15-8:30 disrupts the class. 

Children may be distracted by the adult and child entrance, the adult/child separation experience, 
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talking to the teacher and taking her time away from lessons started, etc.  Absences and tardiness 

are disturbing to students, require readjustment to the class routine, and slow down learning. 

Parents are urged to make every effort to schedule doctor, dentist, and other appointments for 

students at times outside the school day. This will reinforce the importance of school. A call to 

the school office to inform the school of the child’s absence should be made as soon as possible. 

Please leave a message if necessary. 

 

Discipline Policy 

The faculty of Arts Academy Preschool understands the development of each child. We see each 

child where they are and discipline using a re-directive Love and Logic (Heart at Peace) 

approach. As a young child, they explore the world by using their senses. Young children at this 

age are beginning to understand the consequences of their actions. To reprimand inappropriately 

will not help the child develop self-control & self-discipline. Our philosophy promotes a respect 

for self, a respect for others and a respect for the environment. In such cases where this 

philosophy is not honored, the following actions will take place: 

First Incident may include a Written Incident Report sent home to all parties involved. 

Second Incident Parent, Teacher conference to evaluate situation. 

Third Incident Parent, Teacher, Director Conference. 

Fourth Incident, Possible disenrollment based on Director’s discretion. 

Situations will be treated on an individual basis and frequency of occurrence. 

Love and Logic® 

Love and Logic® is a method of working with students which was developed by educational 

expert Jim Fay, child psychiatrist Foster W. Cline, M.D. and Charles Fay, Ph.D. Love and Logic 

has many tools for educators, principals and districts that promote healthy parent/teacher and 

teacher/student relationships and positive school wide discipline. And yes, Love and Logic 

works along with all other school discipline programs.  It can actually improve their results!  

Love and Logic helps educators, administrators, and counselors: 

 Set firm limits in the school-wide community using empathy instead of anger, frustration    

or sarcasm   

 Provide underachievers hope and willingness when the going gets tough 

 Raise the odds for kids to stay in school by building nurturing relationships with adults 

 Build strong connections between home and school 

 Improve attendance 

 Quickly manage disruptions to preserve the learning/teaching environment 
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 Make teaching and learning more fun and productive 

 Get and keep students' attention 

 Build positive student-teacher relationships 

 Guide students to own and solve their own problems 

 Bully proof children, diffuse power struggles, and handle difficult people 

It works because: 

When adults take care of themselves by modeling accountability and responsibility; they 

teach students to handle their own problems by holding them accountable and responsible 

for solving them  

 When the student is allowed to solve the problem, they develop critical thinking skills 

 When students are thinking critically, they learn that all decisions have consequences 

 When students are handling real world consequences, they learn about cause and effect  

and to think about their decisions before they cause a problem. 

 When students think, "How is this decision going to affect me and others?" they have 

learned self-control. 

Classroom Rules 

 Respect myself, my friends and staff. 

 Keep my hands and my feet to myself 

 Use inside voices while in the classroom 

*The purpose of these rules is to aid the children in acquiring self-respect, respect for others, and 

respect for the environment. 

 

Due Process Procedures 

If there is a problem, question or concern related to an incident or situation with your child at 

school, parents are encouraged to do the following: 

 Talk with the teacher first about the situation 

 If there’s no resolution, talk to the Director 

 A meeting will be set between the teacher/parent/director 

 

Illness Policy 

When children are ill they need special attention and tender loving care. The time between 

exposure to an infectious process and symptom onset varies with certain illnesses. With most 

illnesses, children are contagious for at least three to five days before they develop any signs or 

symptoms. Please be aware of any unusual behavior such as, pulling at ears, or rubbing neck, etc. 
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This can alert you to the presence of an early infection. Please do not send your child to school 

when he/she is ill with early signs of any of the following symptoms, including, but not limited 

to: fever, sore throat, bad cough, vomiting, flu symptoms, or drainage from the nose that is not 

clear.  Please provide a doctor’s note to the front office to verify that your child has a 

communicable disease. 

Symptoms that would exclude a child from school include: 

 Fever of more than 101 degrees 

 Unexplained Rash or Sore 

 Discharge from eyes, ears, or nose 

 Vomiting or Diarrhea 

 Productive cough or dry cough lasting more than 1 week without doctor attention 

 Any illness or injury that keeps a child from participating in regular activity 

Should your child develop any of these symptoms while in our care, he/she will be isolated and a 

parent will be contacted and required to pick him/her up immediately. Children should be free of 

fever, vomiting or diarrhea for 24 hours (without medication) prior to returning back to school. It 

is at the Director’s discretion to determine whether a child is symptom free and able to return to 

school.  

 

Medication Administration & Emergency Procedures 

All staff members at Arts Academy Preschool are certified in Child CPR & First Aid. If required 

we will administer medical attention to the level of our training. Parents will be notified of any 

minor injuries. If further emergency care is necessary, 911 will be called and the parent will be 

notified immediately.  

Medications are only administered for life threatening conditions (Example: Epipens or inhalers). 

Per State accordance, the medication must be brought in its original container with a prescription 

label that includes the child’s name, doctor’s name, medication name, required dosage, 

expiration date, and instructions for administering. A permission medication form must be filled 

out completely and signed by the parent before medication can be accepted. 
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Accident Policy 

If a child has a minor injury while in school, he/she will be treated with appropriate first aid. If a 

more serious injury occurs, first aid will also be given and the parent notified. A written incident 

report will be filed. Accidents of a very serious nature will be handled as a 911 emergency call.  

Thereafter the parents will be notified immediately. If a child needs to be transported to a 

hospital, he/she will be taken to the one listed on the child’s emergency information. 

 

Procedures for Unforeseen Events 

In the case of any threat to the safety of the children or staff caused by civil commotion, riot, or 

any other threatening behaviors the police will be called. Children will be kept in the safest 

possible location on the school premises and protected by the staff until the police arrive and 

pronounce that the threatening event has passed. In the event children are to be sent home due to 

school closure for any reason, the parents will be notified by phone and the children will be kept 

in the safest location possible on the school premises until the children can be picked up by 

parents or other authorized persons. For emergency evacuation due to flood, toxic cloud, or any 

other dangerous event, the children will be transferred off campus. A monthly fire drill is 

conducted as required by the State Fire Department. All children will be instructed on emergency 

evacuation procedures.  

 

Pesticide Application Procedure 

Our pesticide application schedule is consistent on a monthly basis, and will be posted on the 

bulletin board in the front office. Any emergency visits will be notified to the parents 48 hours 

before such application. 

 

Snack Policy  

Healthy and nutritious snacks are available every morning and afternoon for your child.  Parents 

take turns providing snack, following the monthly snack calendar.  The snack calendar can be 

found at the front of the sign in and out book.  The snacks will be low in sugar and will be served 

with water. Water will be made available at all times for students in and outside the classroom. 
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No Nuts Policy and Food Allergies 
In order to comply with the U.S. Americans with Disabilities Act and to keep those students with 

a deadly form of nut allergy safe at school, Arts Academy Preschool is a nut free school.  No 

peanut or tree nut sandwiches, granola bars containing nuts, trail mixes containing nuts or 

nut powders, other snacks containing nuts or any other form of peanuts or tree nuts are 

permitted on school grounds. 

Due to the growing number of students who have been diagnosed with food allergies such as 

peanut allergies, which can be fatal to some, we ask that you be mindful of the existence of food 

allergies among children and discourage sharing of snacks or lunches.  Sharing food at school is 

strictly prohibited. 

Lunch Policy 

Parents are responsible for either providing a lunch for their child or paying for lunch through the 

website portal www.artsacademyatscottsdale. The school participates in the NSLB food lunch 

program. Parents are able to purchase lunch weekly or monthly. When packing a lunch please 

remember that we are a Nut Free school.  Items packaged or processed in a facility that processes 

nuts are fine; nuts cannot be listed in the ingredients.  For more information please see our nut 

policy above.  Lunches must include healthy foods that are low in sugar.  Please no juice; we are 

water and milk only preschool.  We also ask that you not send sweets such as cookies, cakes, 

fruit rollups, fruit snacks, etc.  We will ask the child to save these items for home.  Lots of fruits 

and veggies are great alternatives to sweets.  Remember, children often have to try things 

multiple times (15 or more) before they like them. 

Parents need to provide an ice pack in the child’s lunch box to ensure freshness and a thermos for 

hot foods.  Please label all non-disposable food containers with a name. A forgotten lunch by a 

parent becomes a sad and embarrassing moment for a child. Please help us prevent this. If your 

child has a special diet or is allergic to certain foods this must be noted on the Emergency and 

Immunization Card.   

 

Nap/Rest Time  

Mats are available for every child.   Nap time is from 12:00 – 2:00 daily in the classroom. Every 

child is encouraged to rest during this time, students that wake up early may work quietly with 

something provided by the teacher. 

 

 

http://www.artsacademyatscottsdale/
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Clothing Requirements 

Your child should wear washable and comfortable clothes. Clothes which can easily be managed 

by the child are necessary. Bring a change of clothing to leave at school in case of necessity. 

These should be labeled with the child’s name, as should sweaters and jackets. Shoes should be 

comfortable but give good support. No thong sandals, please. Apply sunscreen to your child in 

the mornings when dressing. 

 

 

Sun Safety 

 
We strongly encourage parents to put on sun screen on your children before school and train 

your children to reapply sunscreen by themselves. Send sunscreen to school with your child 

clearly marked with their first and last name. Staff cannot apply or reapply sunscreen. 

 

Toy Policy 

No toys are allowed, including stuffed animals.  The only exception is an item necessary for a 

child to nap. 

 

Birthdays 

You are invited to celebrate your child’s life with us in the classroom. Arts Academy encourages 

celebration and family, we welcome a healthy snack to share with the classroom is always 

encouraged.  

 

Field Trips  

Arts Academy Preschool does not schedule school sponsored field trips. 

 

Observation Policy 

Parents are welcome to observe the classrooms at any time, as long as your child is comfortable 

with their surroundings. Separation from parents is difficult for some children, it is advised that 

you (talk up the class and friends while in route) hand off child to teacher, letting the child know 

they will see you at the end of the day. If you’re unsure of the best drop off practice please feel 

free to check with the office.  
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Parent Involvement Policy 

Due to the age and developmental needs of the children we ask that parents wait to 

observe/volunteer in the classroom until October of every year giving children an opportunity to 

acclimate to the environment.  It is disconcerting for many young children to co-exist at school 

with their parents. If you would like to support/assist us in maintaining this special environment, 

we have a list of items that are always needed in our classrooms.  Also, speak with your child’s 

teacher; she may have a project with which she could use some assistance.  

 

Communication with Teachers 

We ask that parents share and communicate with the teachers on a regular, as needed, basis. It is 

difficult for the teachers to discuss anything at length during drop off and pick up times or during 

school time. Please leave a message via email or written note. If necessary a message may be 

given to the front desk or left by voicemail.  Teachers appreciate all messages, questions, and 

information in written form whenever possible. 

 

Communication with School 

Communication is encouraged between school, parent and child. The success and future of the 

school depends largely on the ability for effective communication to become the core and central  

 

Conferences 

Parent/Teacher Conferences will be held each semester during the month of September and 

January. Please be prepared to collaborate with your child’s teacher regarding your child’s work, 

development (emotional, physical, social, spiritual, and intellectual), and goals.  Your child’s 

teacher will share with you our observations and interactions with your child at school, At Arts 

Academy Preschool, we believe in the strength of the partnership between families and the 

school and strongly encourage attendance at all conferences. Our mantra is “We make decisions 

with parents not for parents.” 
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General Information 

Arts Academy Preschool carries the appropriate insurance according to Statute R9-302.A.  The 

certificate of insurance is available in the front office for review upon request. 

Arts Academy’s CDC # is  

 Arts Academy Preschool is regulated by; 

 

 Arizona Department of Health Services 150 North 18th Avenue, Suite 400 

 Phoenix, Arizona 85007-3244 (602) 364-2539 

Facility Inspection Reports may be viewed in the front office Emergency Procedures binder upon 

request. 

Licensing and Certification  

Arts Academy Preschool is a certified and licensed program. We operate in accordance with the 

licensing rules and regulations for Child Care facilities as outlined by the Department of Health 

Services through the State of Arizona. The teachers at Arts Academy Preschool are either 

certified teachers or have their early childhood degree. 

Please help us with our responsibilities as administrators and show respect for the children and 

staff and regard for the safety of the children by following school policies. This sets a good 

example for the children. Thank you for all of your support and cooperation. If you have 

questions regarding this policy, please ask for clarification in the school office.  
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School-Parent-Child Compact 

Responsibilities of the School 

 To provide an environment that is safe, clean, and attractive. 

 To maintain the standard and licensing requirements by State, County and City Agencies. 

 To provide a program that is stimulating, developmentally appropriate, and the best 

possible. 

 To provide trained teachers who are exceptional in their capacities for observing, guiding 

and caring, and who are pursuing excellence in their professions. 

 To remain committed to professional growth and openness to new ideas. 

 To report to Child Protective Services suspected cases of child abuse and neglect. 

Responsibilities of the Parents 

 To bring and pick up child(ren) on time. To ALWAYS sign your child(ren) in and out 

with first and last name. 

 To fulfill financial and legal obligations to the school promptly. 

 To support both child and school by attending parent meetings and conferences, by 

keeping informed of policies of the school and goals for your child, by volunteering time, 

resources, effort, and talent where possible. 

 Parents must treat the staff and their children with respect both verbally and physically. 

 Clothes should be modest and conservative.  

 Use a soft voice while inside the classroom. 

 Refrain from using inappropriate language. 

 If you have a conflict with a staff member, parent, or student, please take it to the 

Administrator immediately. Unsubstantiated gossip undermines the professionalism of 

the school. 

 Parents must be sober and not under the influence of drugs or alcohol when on campus 

and picking up children. Smoking is not allowed on campus. 

 Firearms and other weapons are not allowed on campus. 

Responsibilities of the Child 

 To construct the adult he/she will become. 

 To respond to direction and correction. 

 

By signing you are agreeing to abide by the policies of Arts Academy Preschool. 

 

__________________________ _________ ______________________________    __________ 

           Parent Signature      Date                      Administrator Signature                      Date 


