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Dear Parents,

Welcome to Spring Valley Baptist Church Preschool! We are so pleased that your children will be attending 
our Weekday Early Education (WEE) childhood ministry. Our goal is to provide a safe, nurturing, and loving en-
vironment where your child will grow and experience many new things while “learning through play.” We firmly 
believe in Proverbs 22:6.

“Train up a child in the way he should go: when he is old, he will not depart from it.”

Our staff is dedicated to the task that is ahead of us and we ask that you, as parents, join us as we seek to pro-
vide the very best in quality care and education. We are excited about the plans that we made for your children for 
this upcoming school year. As in the past, we will continue to pay special attention to the ages and stages of your 
children while incorporating age-appropriate activities through play, always remembering that “a child’s play is 
truly his/her work.”

These guidelines have been prepared to help you better understand our preschool program and policies. Please 
read it carefully and keep it handy for future reference. If at any time you have questions or concerns or we can 
help your family in any way, please let us know.

Again, thank you for allowing us to be a part of your family. We consider it a privilege.

In His Spirit,

Carol Lynn Kennedy M. Ed.
WEE Director

MISSION 

The Spring Valley Baptist Church Weekday Early Education (WEE) Program serves as an extension of the 
church in glorifying God through the loving care of young children. Our preschool affirms the biblical concept 
that children are a gift from God, that some Christians are gifted teachers, and that through their loving guidance 
the love of God is planted, nurtured and later blossoms in children as they become persons whose full potential 
can be reached in Christ.

PHILOSOPHY

Spring Valley Baptist Church Preschool was established in 1986, in order to help children grow and develop 
spiritually, socially, intellectually and physically. We work with the family to promote sound growth in each child. 
We strive to surround the child in a friendly, stimulating Christian atmosphere at a time when growth is both rapid 
and important. We believe that a child absorbs his concept of God from people, things, and experiences that are 
a part of his environment. Thus, a love and appreciation of God, Jesus and the things God has made are stressed 
throughout age-appropriate activities. Parents are encouraged to be a part of the educational experiences and visit 
the preschool at any time. Ministering to children is our top priority.
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CLASSES:
Our preschool is open to any child regardless of race, creed, color, sex, or nationality. The curriculum is appro-

priately designed for each age group and for the development of each individual child.

• 1’s (must be age 1 on or before September 1 of the current year)
  For safety and sanitary reasons, children must be walking to join the 1’s class. Classes are available MWF  

  and T/Th.
• 2’s (must be age 2 on or before September 1 of the current year)
  Children do not need to be potty-trained to attend our 2’s class, but teachers will encourage them to  

  use the potty as they show signs of readiness. Classes are available MWF and T/Th.
• 3’s (must be age 3 on or before September 1 of the current year)
  According to DSS regulations, children must be fully potty-trained to attend a 3’s class at our preschool.   

  Classes are available MWF and M-F.
• 4’s (must be age 4 on or before September 1 of the current year)
  All our 4’s classes are M-F. We feel this is necessary to prepare the children for kindergarten.

CURRICULUM:
The central core of Spring Valley Baptist Church Preschool focuses on building and nurturing the child’s 

developing self-esteem through the biblical based WEE Learn Curriculum. The ultimate goal of this curriculum 
is to allow the child to be successful by fostering good self-esteem in the child and by helping the child to under-
stand that he or she is a much-loved child of God. By encouraging positive self-esteem, the child is able to reach 
his or her full potential. Your child will learn to get along with friends, as well as learn to appreciate his/her own 
uniqueness and that of others. It is with these feelings that your child will be able to face the coming years with 
love and confidence.

Centers
Our classrooms have various centers: art, book, block, manipulative, dramatic play, science, etc. We have 

sand/rice and water play, music activities, as well as, outdoor or active play. In the art center, a child may use his/
her own creativity and expression through painting, drawing, cutting, and pasting. Remember, it is the child’s 
own creation; it is the process that is important not the finished product. In the book and science centers, the child 
may freely explore books and science activities such as magnets, seashells, etc. Block and manipulative centers 
provide basic math and geometry exposure in an age-appropriate manner. This will help develop the child’s small 
and large motor skills as well. The dramatic play center allows a child the opportunity to role-play and dramatize 
imaginary happenings.

Unit Study
Teachers incorporate themed units into the curriculum, throughout the year. These themed units will focus 

on a particular educational theme, social skill or biblical story.

JAM Sessions 
As a church preschool, we promote and include Christian symbols and stories in our everyday experiences. We 

have prayer before meals, as well as Bible stories and songs. On a monthly basis, 3’s and 4’s attend a special chap-
el time in the sanctuary or Rally Room. Chapel times are called JAM Sessions, which stands for “Jesus And Me”

HOURS:
The hours of operation are from 9:00 a.m. to 12:00 p.m. We offer Extended Care (EC) from 12:00 p.m. until 

2:00 p.m. See the EC section of the guidelines for details.
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ENROLLMENT:
Enrollment in our preschool begins in the first quarter of each year for the upcoming fall term. Children cur-

rently enrolled and church members may enroll before the general public. There is no automatic reservation for 
space. The Enrollment Form must be completed and accompanied by the non-refundable enrollment/supply fee. 
The fee due is equal to one month’s preschool tuition. Enrollment forms may be obtained in the Preschool Office.

An organized drawing is held if any available spaces remain. Once a class has been filled to capacity, a waiting 
list is maintained on a first-come first-serve basis.

TUITION:
Tuition fees cover the space reserved for your child in our program, not for periods of actual days of atten-

dance. Therefore, consistent and prompt attendance is recommended. In case of absence, payment is still due. 
Tuition fees are as follows. These are subject to change on an annual basis.
• M-F - $215 per month   • Extended Care (EC) - $5 per hour
• MWF - $180 per month
• T/Th - $165 per month

PAYMENTS:
We are a non-profit ministry of Spring Valley Baptist Church.  

Making Payments
• Payment is due on the 1st of the month
• Payment amount is the same regardless of the number of holidays, breaks or absences
• Please have the correct change if paying tuition by cash
• Make checks out to Spring Valley Baptist Church Preschool or SVBCP
• Indicate your child’s name on the memo line when paying by check
• Checks may be placed in the Preschool Office payment box or may be sent in your child’s folder

Late Payments
If payment is not received by the 15th, a late payment fee will be charged. If there is a problem with your ac-

count or if you are unable to pay on the due date, please talk with the director before the bill is due. If an account 
becomes 30 days in arrears and no attempt has been made to correct the situation or to make arrangements to 
become current, your child will not be allowed to attend preschool until the past due amount is paid. Any returned 
checks must be cleared immediately. If the preschool receives two returned checks, we can no longer accept your 
checks, and your tuition must be paid by cash or money order. If checks are returned for reasons beyond your con-
trol, provide a letter from your bank stating that fact. You may again pay tuition by check after the office receives 
this letter. Any checks returned to the preschool will be assessed a returned check fee. 

Monthly Invoices
Monthly invoices are only provided for the first month of preschool and when additional fees are incurred 

(extended care, late payment, etc.). A receipt or year-end tax statement will be provided only by request. If paying 
by check, your canceled check should be used as proof of payment.

Withdrawal
Withdrawal from our preschool requires payment of a full month’s tuition. Withdrawal in November requires 

December’s tuition payment as well, and withdrawal in April requires May’s tuition payment as well.

Tax ID #
Our tax ID number is 57-0710111.

EXTENDED CARE (LUNCH BUNCH):
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EC hours are from 12 p.m. to 2:00 p.m. EC is offered to children enrolled in the 2, 3 and 4 year old classes. 
Children attending EC must be fully potty trained. Pickups after 2:00 pm will be charged a late fee of $1.00 per 
minute per child. Excessive late pick-ups will result in your child not being allowed to participate in EC.

EC Reservations
Reservations are required for EC. Once a reservation is accepted, cancellation is prohibited, and you will be 

charged $10 per reserved day unless approved by the director. A minimum of three children must have reserva-
tions in order to offer EC each day. If the minimum number is not met, EC will be canceled and parents will be 
notified in person or on the telephone prior to 24 hours notice.

EC Lunch 
Please pack your child a lunch that requires no refrigeration or heating. Label the lunch clearly with your 

child’s name. Lunches must follow the same rules listed in the snack section of the guidelines. Please refer to this 
information when preparing lunches.

EC Pick Up
When picking up your child from EC make sure that you sign out. The EC teachers on duty will have sign out 

sheets available. When signing out, include the time your child was picked up. Failure to sign out a time will result 
in an automatic charge of the maximum amount per child. 

Contacting Us During EC
The Preschool Office is not always staffed after 12:15 p.m. If an emergency occurs during Extended Care 

hours, please call our Church Office at 803-736-0624 and they will get a message to the Extended Care staff.

MEDICAL INFORMATION:
Immunization 
The South Carolina Department of Health and Environmental Control (DHEC) requires that all children be 

up-to-date on their vaccinations. An updated DHEC Certificate of Immunization (form #1148) is required for your 
child to attend preschool. DHEC Certificate of Immunization forms may be obtained from your child’s pediatri-
cian. Please give the Preschool Office any updated immunization forms on a regular basis.

Illness 
Spring Valley Baptist Church Preschool staff assumes that responsible parents will not send a child to school 

if he/she shows any signs of illness. This is not only for the protection of your child, but also for the protection of 
the other children and staff. Our preschool does not have the ability to provide care for mildly ill children. 

Children may not attend school if they are sick. If your child requires medication to feel well enough for 
school, they are not well yet! Children with any of the following should remain home until they are free of 
all symptoms for 24 hours:

• A fever within the past 24 hours
• Green runny nose and/or persistent cough/sore throat
• Vomiting and/or diarrhea 
• Any symptoms of childhood diseases such as Scarlet Fever, Measles, Chicken Pox, etc. 
• Any symptoms of any infectious diseases such as Strep Throat, Flu, etc.
• Croup, Fifth Disease, any unexplained rash, any skin infection, boil, ringworm, impetigo, etc.
• Pinkeye/any other eye infections (Your child must be on medication for at least 24 hours before 
  returning to preschool)                                                            
• Any communicable diseases
Parents will be contacted when a child has a fever in excess of 100 degrees, vomits, has diarrhea, or exhibits 
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any symptoms of a contagious illness. Arrangements to pick up your child must be made immediately. Parents 
will be notified when a child has been exposed to a communicable disease within the preschool. Parents should 
likewise notify the preschool when children are exposed to a disease outside of the preschool. In the event of a 
minor accident or injury, first aid will be administered at the preschool. In the event of a major accident or injury, 
we will immediately contact the parents/guardians to pick up the child in order to take him/her to a doctor or the 
emergency department. If the situation warrants, immediate action will be taken and an ambulance will be called. 
The preschool staff will not transport children to the hospital.

 
Medical Conditions 
Speak with your child’s teachers and the director regarding any special food allergies or conditions that your 

child has been medically diagnosed with. A written “Plan of Action” from the pediatrician is required to assist us 
in being better prepared to handle any emergencies that may arise. 

Medication
The following must be met before the director can administer medication to your child:
1. A Permission to Administer Medication Form must be completed and on file in the Preschool Office.
2. Your medication (prescription and non-prescription) must be:
  • In the original container with the original label
  • Labeled with the following:
  date, child’s name, dosage amount, schedule, name of medication and doctor’s name
  • Include the device (spoon, dropper, etc) to be used when administering the medication

The director shall record the time and dosage of all medications administered to children. A record of this in-
formation will be kept on file. For your convenience, a Permission To Administer Medication Form is available at 
the end of the guidelines. Additional forms may be obtained from the Preschool Office.

DROP OFF & PICK UP:
For the safety of all of our children, please do not speed in our parking lot, do not allow your child to enter the 

building without you and do not leave younger siblings in parked cars alone.
Drop Off 
• Drop off is from 8:50 a.m. until 9:00 a.m. 
• 1’s and 2’s must be escorted to class.
• 3’s and 4’s may be escorted to class or may participate in carpool (see below). 
• If your child is old enough, encourage him/her to walk (instead of being carried) into the classroom with  

  you. Over time, this promotes a feeling of independence before arriving at the classroom door.
• Reassure your child that you will return. After washing your child’s hands, kiss and hug him/her at the  

  door and leave. Making a quick break is usually much easier for the child and parent. If your child cries  
  for an extended period and is very upset, we will contact you. 

If you leave your child at preschool before 8:50 a.m. you will be billed at the rate of $1.00 per minute per child 
for every minute he/she is early. Anyone arriving after 9:00 a.m. must park and walk their child into the classroom.

Pick Up 
• The preschool doors will open at 11:50 p.m. for pick up. If you need to pick up your child before this,  

  please enter through the church office.
• Pick up your child on time. It is sometimes frightening if you are late and your child is the last child 
  remaining.
In the afternoon, any child not picked up by 12:10 p.m, will be waiting in the director’s office. Picking up your 

child after 12:10 p.m. will result in a late pick up fee of $1.00 per minute per child you are late. Excessive late 
pick-ups will result in your child not being allowed to participate in our preschool program.
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Carpool 
Carpool will be in the lower parking lot from 8:50 a.m. to 9:00 a.m. Afternoon carpool is from 11:55 p.m. until 

12:10 p.m. Teachers will be available for escorting the children to and from their cars. Carpool is only available 
to 3’s and 4’s.

If it is drizzling or raining then our carpool is canceled. When carpool is canceled, a traffic cone will be placed 
on the sidewalk of the upper parking lot. This decision will be made by 8:40 a.m. and 11:40 a.m.

Carpool Orientation 
Before your child can participate in carpool, a parent/guardian must either attend one of the scheduled carpool 

orientations, or must schedule an appointment for an orientation with the director. Once the orientation is com-
pleted, you will be given an official carpool sign for each child attending the preschool. This sign will be your 
child’s ticket to participate in carpool. If the person picking up your child does not have the official sign, you will 
need to come inside to pick up the child. Homemade signs will not be allowed. If you misplace your sign, we will 
be happy to provide you with a replacement.

Carpool Tips 
 • No U-turns allowed. Be mindful of children and staff.

 • Make sure your child remains seated in the vehicle until the teacher offers assistance.
 • Be sure your child exits the vehicle on the sidewalk side.
 • We load 3 cars at a time. Please pull up far enough so that 3 cars are close to the loading zone. 
 • Do not pull forward until the teacher closes the door completely and steps away from your vehicle.

• If your child needs assistance buckling,  
  please drive beyond the carpool area and  
  safely pull over to buckle up your child. 
 • Make sure you have your official carpool  
  sign in the front passenger window so  
  that it is visible to teachers. If you are   
  unable to locate your official sign, we   
  will be happy to provide you with one. 
 • If your child is in the carpool line, please  
  do not park and get out of your car to   
  pick up your child. This is a safety issue  
  when walking in front of cars in the 
  carpool line.
 • Please refrain from using your cell phone 
  once the carpool line has begun moving.
 • You may be asked to show photo ID until  
  teachers are familiar with parents/
  guardians. If someone else picks up the  
  child, make sure:
  - the person has the official carpool sign
  - the director/teacher has been notified by  
   phone or in writing
  - the person has photo ID (and knows the  
  family password if applicable)

Your child’s safety is our utmost concern. 
Failure to abide by carpool safety guidelines or 
creating an unsafe environment will prohibit 
your child from participating in carpool.

Polo Road

Pull Over to
Buckle Child

or Exit
Safely

Carpool
Loading

Zone

Carpool Traffic

Upper Lot
Park and W

alk In

DRIVE SLOWLY! CHILDREN ARE EVERYWHERE!
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DISCIPLINE POLICY:
At Spring Valley Baptist Church Preschool, we strive to have a consistent plan for discipline. We believe 

praise and positive reinforcement are effective methods of behavior management. When a child receives positive, 
non-violent and understanding interactions from adults and others, he/she can develop a strong self-concept, 
problem solving abilities and self-discipline. Based on this belief of how children learn and develop values, our 
preschool will practice the following policy:

We Will:
• listen to our children
• praise, reward, and encourage our children
• reason with and set limits for our children
• model appropriate behavior for our children
• modify the classroom environment to attempt to prevent issues before they occur
• provide alternatives for inappropriate behaviors for our children
• provide our children with natural and logical consequences of their behaviors
• treat our children as people and respect their needs, desires, and feelings
• explain things to our children on their levels
• redirect our children’s attention before giving a “time-out”
• use short supervised periods of “time-out”

We Will Not:
• use corporal punishment: spank, hit, or physically harm our children in any way
• make fun of, yell at, threaten, make sarcastic remarks about, use profanity, or otherwise verbally abuse  

  our children
• shame or punish our children when bathroom accidents occur
• relate discipline to eating, resting, or bathroom accidents, etc.
• leave our children unattended, alone, or without supervision
• allow discipline of children by children
• allow criticisms or belittling of any type 

Disciplinary Actions 
Step 1: Redirection -
• When teachers see a potential problem, the first step is to try to redirect the child’s attention to something   

  else.

Step 2: Time-out - 
• Time-out is “the removal of the child, for a short period of time, from a situation in which the child is 
  misbehaving and has not responded to redirection.”
• The time-out space is located away from classroom activities, but within the teacher’s sight.
• Time-out will not exceed one minute more than the child’s age.
• After the time-out, teachers will follow up in order to help the child understand the purpose of the time-out.

Step 3: Talk with Director -
• If the inappropriate behavior continues, the child will talk to the director.

Step 4: Parental Conference -
• If an inappropriate behavior continues after Steps 1, 2 and 3 have been taken, a parental conference may   

  be scheduled. A conference may be scheduled by either the lead teacher, director or parent.
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Step 5: Suspension (Temporary or Permanent) -
• In extreme cases, the director may find it necessary to ask that the child be removed from our preschool.   

  The length of time will be determined by the director.

If the child’s space is held, the tuition will need to be prepaid regardless of attendance. If this temporary re-
moval from the preschool is not effective and continuous disruptions occur, safety is an issue, the class is affected 
in a negative way or the progress of the class is slowed down, etc. the child will be removed from the preschool 
permanently. Removal of any child is at the sole discretion of the director.

We request parents do not spank their children in the church building. We work with children to help them find 
alternatives to responding physically in stressful situations and strive to make our preschool a safe place where 
hitting is not acceptable. It is confusing to children to see that there are exceptions to the rules in our preschool.

All parents and staff are required to sign a policy stating that they are familiar and agree with our discipline 
policy.

EXTRA CURRICULAR ACTIVITIES:
Independent contractors conduct dance/karate/or similar classes during Extended Care hours on a weekly 

basis. Payments will be paid directly to the independent contractor responsible for that activity. Additional infor-
mation will be provided upon request.

DONATIONS:
At Spring Valley Baptist Church Preschool we welcome donations of almost any kind! Things you throw away 

can often be utilized. Some suggestions for the classrooms include:

 

DRESS CODE:
Children should wear comfortable, washable play clothes at all times. We prefer children to wear soft-soled 

shoes instead of cowboy boots, flip-flops, clogs, etc. Children spend time outdoors each day and should have 
appropriate outdoor wear: hats, gloves, coats for cooler days and comfortable light clothing for warmer days. 
Umbrellas are considered dangerous. Please send your child in a raincoat. Please label all coats, hats, gloves, 
sweaters, and any extra clothing. All children should bring one extra change of clothes (in the correct season) to 
be used if an accident should occur. Disposable diapers are to be furnished by the parents on a daily basis. Please 
send an ample amount. Unused diapers will be returned at the end of the day.

INCLEMENT WEATHER:
The preschool abides by the weather schedule of Richland School District Two. Please listen to the radio/

television station or check the school district’s website www.richland2.org regarding weather related decisions. 
If public school has a delayed opening, the preschool will not open that day. If public school closes early, please 
pick up your preschool children first. Unlike District Two, we do not make up days due to bad weather conditions.

• Egg cartons
• Paper towel rolls
• Fabric/wallpaper  

  remnants
• Ribbons
• Seashells
• Old computers
• Musical
  Instruments

 We would also welcome improvements to our playground including 
flowers, plants, and delivery of sand. 

Please see the director for the “Preschool’s Wish List “if you are inter-
ested in donating a specific item or financial gift. 

Donations may be made anonymously or in honor of your child. We 
are happy to provide receipts for monetary gifts to the preschool since 
your donations are fully tax-deductible.
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PARENT INVOLVEMENT:
Parent involvement is encouraged! You are welcome to observe and participate in your child’s classroom 

whenever you wish. We encourage you to feel a part of the program by getting actively involved. Volunteers are 
always welcome! 
COMMUNICATION:

We feel that children benefit most from our preschool when parents and staff communicate on a regular basis. 
Parents are asked to write a note to inform the teacher of any daily situation that might affect the child’s behav-
ior as well as any change of routine or schedule expected for the day (ex: someone else picking up your child). 
Communication is extremely important to us; however, classroom time is also important so please make an ap-
pointment with the teacher for a conference before or after class time. In addition, at any time parents may request 
an appointment time for a conference with the director. To keep you informed of our activities, each month your 
child’s teacher will send out a calendar and the preschool will send a monthly newsletter. Please review and note 
any special information. Please inform the teacher and the director of any changes regarding address, telephone 
numbers, emergency contacts, etc. in writing.

POTTY TRAINING:
Our preschool’s approach toward potty training is one of positive reinforcement and encouragement. Children 

are not pushed or shamed into using the potty. If your child is in the process of potty training, two or three pairs 
of underwear and pants may need to be left in his/her cubby. “Pull-ups” are highly discouraged. By the age of 
2 1/2 to 3 years, we find children no longer require diapers and are using the toilet regularly. Children enrolled 
in the 3s class must be potty trained to attend our preschool according to DSS regulations regarding our space 
requirements. 

REPORTING SUSPECTED CHILD ABUSE/NEGLECT:
It is our intent to build a partnership with parents to help them provide the most suitable environment possible 

for children. Toward this goal, we have many resources and referrals available to parents upon request. It is im-
portant also, for parents to be aware that South Carolina state laws require that any and all incidents of suspected 
child abuse or neglect be reported to the appropriate agency. It is the responsibility of that agency to investigate 
each reported case.

SAFETY:
The preschool is extremely cautious and strives to make our environment a safe place for your child. All doors 

to our church are locked. If arriving after 9:10 a.m. or before 11:50 a.m., please enter through the church office. 
In addition, classrooms and the playground are inspected regularly to maintain a high level of cleanliness. We 

inspect our fire extinguishers on a monthly basis and conduct emergency drills as required. Since we are a licensed 
child care center, DSS, DHEC and the Fire Marshall inspect our facility frequently. This ensures that we are in 
compliance with their specified codes and regulations. Many of our staff are trained in CPR and First Aid.

EVACUATION PLAN: 
An in-depth written plan is available for review by DSS, preschool and church staff, or parents upon request. 

This plan is located in the Preschool Office. Our staff is trained in fire safety and evacuation procedures as a part 
of new staff orientation and at least annually thereafter.

TELEVISION:
The use of the television will be limited in each of the classrooms. Short movies may be shown when they are 

related to a specific theme within the curriculum. Only age appropriate movies will be shown.
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STAFF:
Our administrative staff is comprised of a director and office assistant. Each classroom has a lead teacher and 

an assistant. The lead teacher is responsible for the overall daily management of the classroom and activities 
planned. All lead teachers are college degreed and/or professionals with an average of over 5+ years teaching 
experience. Many of our staff have earned advanced degrees or specialized certifications as well. Our entire staff 
participates annually in training programs emphasizing appropriate practices for early childhood education.

Our staff is always available to discuss any special needs or concerns you may have.

SUBSTITUTE TEACHERS:
The Preschool has a list of paid substitute teachers to call in the event a substitute is needed. If you are inter-

ested in substituting during preschool or extended care hours, please contact the director.

TOYS:
Toys are sanitized or disinfected on a regular basis with a bleach and water solution as mandated by DSS and 

DHEC. We request that you check with your child’s teachers before you allow toys to be brought from home. 
Sharing personal toys is often difficult for younger children. We can not be responsible if a toy is lost or broken. 
We ask that “adventure toys” (such as super heroes, guns, knives, etc.) not be brought into our preschool, as these 
toys are often associated with aggressive play.

CONFIDENTIALITY: 
The children’s records are kept in a confidential manner and made available to DSS, preschool and church staff 

or professional medically trained staff when necessary. Parents may request to view their own child’s records. 
Enrollment forms and allergy/medication records are kept in a confidential manner in a notebook binder/folder in 
case we need to take the information with us quickly during a natural disaster or medical emergency. The staff’s 
records are kept in a confidential manner and made available to DSS or preschool/church staff upon request. 

SUPERVISION:
Children are directly supervised at all times by our staff. Children are accounted for as they enter/exit the 

premises and as they move throughout the building by being personally escorted from location to location, con-
ducting continuous head counts and maintaining attendance rolls. Our Preschool maintains a ratio with two staff 
per classroom. Our ratios are lower than required by state law. 
Child’s Age  Staff: Child Ratios Per S.C. Staff: Child Ratios Per SVBCP
1 to 2 years old 1:6 1:4
2 to 3 years old  1:7 1:5
3 to 4 years old  1:11 1:6
4 to 5 years old  1:16 1:6

EMERGENCY MEDICAL PLAN: 
Enrollment is made with the understanding that the preschool is not responsible for any sickness or injury that 

any child incurs while attending preschool. In the event of an emergency in which a parent/guardian cannot be 
contacted, EMS and the preschool may take any appropriate action to best serve the interest of the child. The par-
ent/guardian will be held accountable for all financial charges that may be incurred. Spring Valley Baptist Church, 
the preschool, or any of its staff may not be held liable for any reason. Medical emergencies that require immedi-
ate medical care by a health care professional include these possible conditions: loss of consciousness, difficulty 
swallowing/breathing, severe bleeding, hives that appear quickly and parent cannot be contacted, broken bones/
fractures, shock, sick child who gets much worse quickly and parent cannot be contacted, seizures, after epi-pen 
has been administered following an allergic reaction/anaphylactic shock, injury involving a serious blow to the 
head and parent cannot be contacted, neck/back injury, uncontrollable vomiting, vomiting excessive amounts of 
blood. This list is not inclusive. 
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IN A LIFE THREATENING EMERGENCY: 
CPR and/or First Aid will be administered by the first trained responder upon the scene. The director or desig-

nee will call 911 to request an ambulance to SVBCP at 91 Polo Road, Columbia, SC 29223. The phone number 
is 803-736-7710. The director will designate a preschool or church staff person to assist with emergency staffing 
if necessary. The director or designee will contact the child’s parents or staff’s family as soon as possible. A copy 
of the child’s or staff’s records (including any allergy information and medications) will be given to the medical 
emergency team responding to the situation. The closest hospital will be used unless the child’s parent/staff’s 
record/emergency medical team deems it more appropriate to transport to a different hospital. The director or 
staff member will remain with the child or staff at the hospital or emergency location until the parent or family 
arrives. The director or designee will insure the appropriate cleaning procedures are followed according to blood 
borne pathogens standards if necessary. The Accident/Injury Form will be completed by the appropriate staff for 
documentation. Within 48 hours, the director will notify the DSS auditor that an injury or accident has occurred 
that required professional medical treatment. However, DSS will be notified immediately if a death occurs.

IN A NON- LIFE THREATENING EMERGENCY: 
First Aid will be administered by the first trained responder upon the scene. The director or designee will call 

the parent or family member to come and pick up the injured/sick child or staff member. The director will des-
ignate a preschool or church staff person to assist with emergency staffing if necessary. The director or designee 
will insure the appropriate cleaning procedures are followed according to blood borne pathogens standards if 
necessary. The Accident/Injury Form will be completed by the appropriate staff for documentation if necessary.

TRANSPORTATION/FIELD TRIPS: 
Our preschool has no method of transportation so we do not offer field trips.

LIABILITY INSURANCE: 
Our preschool carries liability insurance. Proof is available upon request.

PROVISIONAL EMPLOYMENT: 
Our preschool may provisionally employ a person in order to comply with S.C. laws and regulations if an 

unexpected staff vacancy occurs.

FREE & FULL ACCESS: 
We welcome all parents in our preschool. Prior notice is not required to visit or volunteer, unless there is a 

court order limiting parental access. 

PHOTOGRAPHY: 
Photographs may be taken of children for official preschool and church use: bulletin board displays, classroom 

books, year-end memory books, marketing materials, Spring Bash and graduation ceremony videos, church web-
sites, social media websites, etc. No type of remuneration will be given. Children will not be identified by name.

SWIMMING: 
Our Preschool does not have swimming facilities on our campus and we do not offer any off-campus swim-

ming opportunities.

PARENT GUIDELINES: 
Guidelines are distributed during enrollment and are available on our webpage.
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SNACK:
Parents are asked to provide snacks for their child’s class on a rotating basis. We prefer for snacks to be of a 

safe and healthy nature. During your child’s birthday week, you may bring mini cupcakes, small cookies, or any 
similar treat for celebrating. Please remember an excessive amount of icing or icing which is dyed red or black 
is highly discouraged. A drink to accompany the snack is optional but always appreciated. Water is offered as an 
alternative drink. Please be mindful of foods which are potential choking hazards and/or food allergies.

These foods will NOT be served unless properly prepared by the parent. (this list is not inclusive):
• Round shaped foods: whole grapes, small hard raw vegetables left whole or cut into coins, cherry or  

  grape tomatoes, blueberries, cut up hotdogs, etc. Grapes and hotdogs must be quartered lengthwise. 
  Vegetables may be lightly steamed. Otherwise slice, grind, grate, or dice these foods to change the shape. 
• Slippery foods: strawberries, melons, wet foods, etc. Chop, sliver, or grate these.
• Dry foods: pretzel rings, cheese puffs, cookies, etc. These will be served with water.
• Sticky foods: nut butters (especially in spoonfuls or on soft white bread), etc. Spread thinly on crackers   

  or whole wheat bread. Blend nut butters with applesauce or jam before spreading.
• Hard foods: broccoli, cauliflower, cheese cubes, apples, etc. Grate, dice, sliver, or grind. Steam vegetables 
  then slice or dice.
• In general, special preparation is needed for foods that clump, are sticky or slippery, or dry and hard 
  textured.

These foods will NOT be served in preschool regardless of how they are prepared (this list is not inclusive):
• Candy (especially gummy, hard, or sticky candy), cough drops, fruit snacks, marshmallows, caramels, 
  hard candies, jelly beans, skittles, regular size m&m’s, gum drops, gummy worms, chewing gum, etc.
• Dried fruits, raisins, sunflower seeds, all nuts, including peanuts
• Popcorn, hard crunchy chips, pretzel nuggets or sticks, and many snack foods
• Non-edible parts of foods: fruits with pits such as cherries or dates and with seeds such as watermelons 
  and oranges, sausages with thick skins, and fish or poultry with bones, etc.

Preparation Guidelines
For older infants and toddlers up to 24 months: food should be cut into one-quarter inch (¼”) strips or pieces, 

about pea size. 
For children 24 months to 5 years: food should be cut into strips or cubes no larger than one-half inch (½”).

Some suggestions for safe and healthy foods:
• O-shaped cereals, shredded carrots, thin slivers of seedless melon, french toast, cooked peas (no pod), 
  very ripe pear slices, steamed or very ripe apple slices, raw apple slivers, yogurt, cooked pasta pieces 
  (consider using whole-grain pasta), avocado dip or slivers, goldfish crackers, cottage cheese, graham 
  crackers, and string cheese. 
• Cupcakes and cookies should not be overloaded with icing. 
• Remember the combinations of food size, texture, and shape can pose a threat. For example, a slippery 
  hard blueberry with a round shape about the size of a drinking straw could totally block an airway 
  (windpipe). 
• Before offering any food, please ask yourself: “Can I make this food safer for children to eat?” If the 
  answer is yes, please do it!
• Be sure to check to avoid any food allergies.
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Food Allergies
It is important that you inform your child’s teachers and the director of any special food allergies that your 

child has and any potential reactions. This information will be distributed to other parents so inappropriate or 
dangerous snacks are not offered in your child’s classroom. Families of children with serious or life-threatening 
allergies are required to provide the Preschool Office with an Allergy Action Plan Form provided by the child’s 
health care provider. If part of the plan mandates the use of an Epi-Pen, inhaler, or other specific medication, 
Spring Valley Baptist Church Preschool must store the medication in the Preschool Office. A Permission To Ad-
minister Medication Form (located below) must be completed by the parent and kept on file with the medication 
in the Preschool Office. Please refer back to “Medication” section on page 7.

Permission To Administer Medication

Please Note: Parent/Guardian Must Review Form With Director

Child’s Name:  ___________________________________________________ Age ______
Teacher’s Name: ___________________________________________________________________
Class Enrolled: __________________________________________________________________________
Name Of Medication:  _____________________________________________________________________
Date(s) & Time(s) To Be Administered:  _______________________________________________________

Dosage To Be Administered: ________________________________________________________________

Director’s Signature:  _____________________________________________________________________
Parent’s Signature:  _______________________________________________________________________  
Date:  __________________________

Administered By:  ______________________________________________________________________
Date:  __________________________  Time:  __________________________

---------------------------------------------------------------------------------------------------------------------------------------
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