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Welcome to Top of the Hill Preschool of Oakwood a 

ministry of Lutheran Church of Our Savior.  This 

handbook contains information regarding the preschool 

program.  It is very important that you read this 

handbook and keep it handy as long as your child is 

enrolled in the program.  It will answer many of the 

questions you have about Top of the Hill Preschool. 
 

 

 

 

MISSION STATEMENT 

 

PHILOSOPHY - The philosophy of Top of the Hill Preschool is to provide a program to 

help children grow – physically, emotionally, socially and intellectually in a secure, 

warm and loving environment. Ages 2 to 5 years old. 

 

Using the basics of wonder, discovery and understanding, it is the school’s endeavor to 

build on a child’s natural curiosity; to help each child realize their own self-worth and to 

give each child the wonderful experience of sharing friendships. 

 

GOALS - We strive to help children gain self-confidence. We provide opportunities for 

the children to succeed and develop a positive self-image. We encourage children in their 

awareness of the world around them and their sense of responsibility and belonging.  We 

give children the opportunities for decision-making. We encourage self-help skills as well 

as pro-social behavior. We help children adjust to group situations; develop self-control 

and explore ways of interacting with others. We assist parents in the education and 

rearing of young children. We provide FUN experiences for all areas of development.  

The staff recognizes the importance of balanced growth. They provide opportunities for 

mental, physical and emotional growth through a variety of creative experiences. 

Children are encouraged to learn and explore at their own speed in areas that interest 

them. We are pleased that you have chosen to include us in the growth and development 

of your children. 
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LICENSE 

 

Top of the Hill Preschool of Oakwood is licensed with the Ohio Dept. of Job and 

Family Services (Lic#200828). At the end of this hand book, you will find a copy of 

Appendix D to rule 5101:2-13-07 of the Ohio Administrative Code (OAC). 

 

 

ADMISSIONS 

 

Prior to admission to Top of the Hill Preschool, an enrollment tour is conducted. Before a 

child’s first day of school, forms need to be filed in the preschool office.  A child is 

considered to be enrolled in the preschool only after the registration fee has been 

received.  The director confirms the availability of space and the required paperwork is 

received.  This includes basic enrollment and health information.  Any change in this 

information must be communicated to the office immediately so that current information 

is always on file.  This is for the safety of your child.  A medical form signed by a 

physician or certified nurse practitioner is required to be submitted within 30 days of 

admission.  This medical form must be updated every 13 months.  Required custody 

forms also need to be filed; if applicable.  All records are kept confidential but shall be 

available to the Ohio Department of Job and Family Services.  Immunization records may 

be subject for review by the health department.   

 

 

HOURS AND DAYS OF OPERATION 
 

The preschool will be in operation Monday through Thursday 9:00 to 11:45 a.m. with 

optional lunch or extended day until 12:30 or 3:00 p.m.  Our preschool operates from 

Labor Day to Memorial Day with the preschool closing for Thanksgiving, two weeks at 

Christmas, Winter Break in February and Spring Break in March.  A detailed school 

calendar can be found on the preschool’s website.  The monthly fees are the same each 

month. 

The director is on premises during school hours and may be contacted 8:00 a.m. to  

3:00 p.m., Monday thru Thursday during the school year. Summer hours vary. 

 

 

STAFF/CHILD RATIOS AND MAXIMUM GROUP SIZE 

 

Top of the Hill Preschool will not exceed the following state required ratios: 

 

1:7 Toddlers (at least 18 months and less than 2 ½ years) 

1:8 Older Toddlers (at least 2 ½ years and less than 3 years) 

1:12  Young Preschoolers (at least 3 years and less than 4 years) 

1:14 Preschoolers (at least 4 years and not enrolled in kindergarten) 
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Because we desire to provide a higher level of quality care, we will strive to maintain 

lower ratios in all classrooms such as 1:6 in the toddlers (2’s), 1:8 in the young three’s, 

1:10 in the threes and 1:12 in the Pre-K 4’s and the Pre-K 5’s.  

 

The maximum State group sizes are as follows: 

 

14     2 year olds  

  16     3 year olds 

  24     4 year olds 

  28     5 year olds 

  

Maximum group size is defined by the number of children in one group that may be cared 

for at any time.  Limitations do not include lunch time, outdoor play or special activities. 

 

DAILY SCHEDULE 

 

The daily work of the preschool is under the supervision of carefully chosen, qualified 

teachers, trained in Early Childhood Education. It is the lead teacher’s responsibility to 

implement a program that provides developmentally appropriate learning experiences for 

each child.  Through language arts, math, dramatic play, large and small motor activities, 

music and art, with a strong emphasis on social interactions, the teacher plans activities 

for her particular class.  It is the preschool’s goal to provide each family with a rewarding 

preschool experience.  The children’s daily schedule is flexible enough to provide 

adaptability when necessary but structured enough to provide predictability for the 

children.  We want them to view their school as a safe and comforting place, where they 

know what to expect and when to expect it. 

 

 Specific schedules are posted in each classroom.  A typical schedule follows: 

 

2’s 

 

9:00   Arrival, children are greeted, wash hands, open play 

9:15  Playground (weather permitting) or Gym Time                

9:45      Potty / Diapers / wash hands                                      

9:55   Snack Time                                                                                                        

10:15  Art Experience  

10:40    Open Centers 

11:30  Circle Time (books, finger plays) Movement  

11:45  Wash hands/ Dismissal for morning 

11:45  Potty, wash hands for lunch 

11:45  Lunch 

12:00  Playground activities or Gym  

12:30  Wash hands/ Dismissal  

(not quite old enough for extended day, just yet!) 
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PRESCHOOL 

 

9:00  Arrival, children are greeted, wash hands - Open Classroom 

9:30 Circle Time - teacher directed activity based on weekly theme                                  

10:00 Planned encounters relating to weekly themes - art, music, math, science       

10:40 Playground activities (weather permitting) or Gym 

11:30 Short wind-up of the day 

11:45 Wash hands/Dismissal 

 

 

EXTENDED AFTERNOON SESSIONS 

 

12:30 Wash hands/ Lunch Bunch goes home   

1:15 Transition to room #205 or #208 Room activities 

2:00 Playground or Gym 

2:40 Return to classroom 

3:00 Wash hands/ Dismissal 

 

TUITION/FEES AND PAYMENT POLICIES 
 

Emails with tuition statements will be sent early in the month.  You should receive your 

statement the first day of the month that your child is present. Tuition is due upon receipt.    

Your statement will reflect the current monthly fee including any charges for extra 

services for the previous month.  These services might include lunches, extended 

afternoons or late charges.  If you pay by check, please make it payable to Lutheran 

Church of our Savior.  There is a $20.00 returned check fee. 

 

If two or more children from the same family are enrolled at Top of the Hill Preschool, 

there will be a 10% discount for the second child.  

 

The annual rate for a student has been divided by nine so that you may pay the same 

amount each month.  This simplifies bookkeeping for both parents and staff.  Since our 

expenses continue when your child is absent, the preschool does not refund money for 

days missed.  If there is a prolonged illness or hardship, special requests may be brought 

before the Preschool Advisory Council through the director. 

 

Extended Afternoon Fee ($22.00 per afternoon) - This includes time from 11:45 to 3:00. 

If your child only stays through until 12:30 the fee is $10.00 per lunch.  Pickup time after 

lunch is 12:30. Any child left after that will be sent to the Afternoon Room for 

Extended Day activities and the later fee will be charged. 
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Registration Fee - An annual, non-refundable registration fee of $50.00 is required.  This 

fee is for each child enrolled.  There is a 10% reduction for the second child. A child is 

not considered enrolled until the registration fee is received. 

 

 

Supply Fee – a one-time $40.00 supply fee per student will be on the first month’s 

tuition statement. 

 

Delinquent Accounts/Returned Checks – A fee of $20.00 will be charged for any 

returned checks due to insufficient funds.  

 

Withdrawals - If it should become necessary for you to withdraw your child during the 

school year, a two-week notice is required.   

   

Late Pickup Charges - If a parent realizes that circumstances beyond their control are 

going to delay pickup, a phone call is requested.  This is important as many children fear 

they have been forgotten when parents do not arrive at their usual time.  A late fee of 

$10.00 per every 15 minutes may be charged.  Please remember that our staff is anxious 

to get home to their families and commitments.  

 

Tax I.D. - For tax purposes our Federal Identification Number is:  31-0597996 

 

If your child is going to be absent, please call the preschool office at (937) 815-6557.  We 

have voice mail and texting, so messages may be left at any time of day as well as email 

preschool@oursaviordayton.org. 
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FEES 2025-26 SCHOOL YEAR 

 

 

MONDAY-THURSDAY            $285.00 per month 

Two day option-2’s Room only           $195.00 per month 

Lunch until 12:30                                   $10.00 per day 

Extended Day                                    $22.00 per day 

Late Fee                                    $10.00 first 15 minutes 

Returned check fee                                    $20.00 

 

 

SUPERVISION POLICY 

 

A major responsibility of the staff is to ensure the health and safety of each child 

entrusted in our care.  Staff persons are alert to the safety needs of their children, 

anticipate possible hazards and take necessary appropriate precautionary and preventative 

measures. 

 

Arrival/Departure – For drop-off, there is plenty of parking at the preschool and 

parents/caretakers are asked to park and walk their child to their assigned preschool 

entrance to a staff member. Children may not be dropped off or sent inside alone. Any 

special messages or special pickup notes etc. are to be given to the teacher. Staff must be 

made aware of each child’s presence before the parent departs.  At the time of pickup, 

parents/caretakers are invited to walk to their child’s classroom. Parents are asked to 

make contact with their child’s supervising staff member to ensure that the staff is aware 

that the child has been picked up. Parents are responsible for the supervision of their child 

before drop off and after pick up.  

  

Supervision of Children - At no time will a child be left unattended. Staff will supervise 

children at all times.  If a child becomes ill, they may be isolated in a section of the room 

not in use, but within the sight and hearing of a staff member.  An ill child may also be 

taken to the preschool office under the supervision of the director. 

 

Release of a Child - Staff will release children only to persons on the authorization 

pickup form provided by the parent.  If an emergency arises the parent must provide a 

written, signed note giving the person permission to pick up their child. Staff will check 

picture ID’s of anyone they do not recognize. Please let people know about this so they 

bring a picture ID and they are not offended.  The children’s safety is our #1 priority!  

Staff will not release children to anyone, including parents who appear to be under the 

influence of drugs or alcohol. Emergency contacts will be called to transport the child 

home. Police will be notified if necessary.   

 

Custody Agreements - If there are custody issues involved with your child, you must 

provide the preschool with court papers indicating who has permission to pick up your  
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child.  The preschool may deny a parent access to their child without proper 

documentation. 

 

Reporting Child Abuse - All staff members are mandated reporters of child abuse.  If 

staff has suspicions that a child is being abused or neglected, they MUST make report to 

the local children’s services agency.  The safety of children is always our first concern. 

 

Change of Info – It is the responsibility of the parent to notify the preschool of any 

address and/or phone number changes. For the safety of your child all information must 

be current.  

 

GUIDANCE POLICY 

 

Top of the Hill Preschool staff believes that helping the child to learn self-control is very 

important. Our hope is that each child learns self-discipline through careful guidance.  

Your child will be treated with love and respect.  If children are treated with respect, they 

in turn, learn to respect teachers and their friends.  Our expectations will be kept within 

the child’s capabilities and the child will be made aware of these expectations.  Positive 

reinforcement (commenting on children doing the “right” thing) and positive redirection 

(removing the child and giving them an appropriate activity) will be used.  A child may 

be asked to sit for a short period of time to give the child a chance to regain control if 

they are having a difficult time.  Time outs will be age appropriate in length and done 

within the classroom.  Staff will not impose punishments for failure to eat or toileting 

accidents.  This discipline policy applies to all staff and children while they are at Top of 

the Hill Preschool. 

 

If a situation arises where the child is constantly endangering himself, peers or staff, it 

may become necessary to dis-enroll the child.  Every attempt will be made to work 

together with the parents and the child to correct the behavior prior to this occurring. 

If the child demonstrates behavior that requires frequent “extra attention” from the staff 

member, we may choose to develop and implement a behavior management plan.   

 

 

LUNCH AND SNACKS 

 

Due to the increase in food allergies Top of the Hill Preschool will no longer provide a 

morning snack. Each child is responsible to bring in their own morning snack, non- 

refrigerated please.    

 

LUNCH – Sign up for Lunch is optional and easy.  Sign up sheets will be available at the 

door for lunch and extended day (sorry two-year olds, not quite old enough just yet for 

extended day, but you can stay for lunch!). Parents are required to provide a lunch (we 

offer water with their lunch) for their child when he/she stays for lunch. Lunches are to 

be placed in the lunch container located at each entrance.  Lunches are placed into the 

refrigerator before 9:30 a.m. and removed at lunchtime.  Ice packs are not necessary.  
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State licensing suggest the lunch supply 1/3 of the child’s daily requirements, including 

foods from each of the following food groups:   

  

(a) Meat /meat alternative; such as, cheese, eggs or peanut butter -1 serving 

(b) Bread/grains such as bread, crackers or non-sugared cereal - 1 serving 

(c) Fruit/vegetable one serving of each is recommended - 2 servings 

(d) Milk - one serving of fluid milk 

 

The amount of food you send should reflect the developmental stage of your child.  

Uneaten food will be returned in the lunch box for you to observe.  Please, no candy, 

soda or other junk food .  No nuts, hotdogs, popcorn or other “choking foods”.  If 

you send grapes, they must to be cut in half for children under the age of 4.  These 

items will be returned unopened.  At least one staff member supervises the children 

during each 45 minute lunch period.  

 

 

ACCIDENTS/EMERGENCIES 
 

The preschool has devised several procedures to follow in the event that an emergency 

would occur while a child is in the center’s care.  In the event of a fire or tornado, staff 

would follow the written instructions posted in each classroom describing emergency 

evacuation routes and the procedures to be followed to assure that children have arrived 

at the designated spot.  In order to prepare children for the unlikely need to evacuate, the 

center does conduct monthly fire drills and seasonal tornado drills.  Should we need to 

evacuate due to emergency fire or weather conditions, or the loss of power, heat, or water 

to the center, you will be called to pick up your child.  If a parent cannot be reached, we 

will contact the emergency contacts as listed in your child’s enrollment information. 

. 

In the unlikely event there would be an environmental threat or threat of violence, the 

staff will: secure the children in the safest location possible and contact the parents as 

soon as the situation allows.  Quarterly lockdown drills are conducted as required by the 

State.  An incident report would be provided to the parents if a threat of violence would 

occur.  There is always one staff member present that has received training in First 

Aid/Communicable Diseases and CPR.  In the case of a minor accident/injury, staff will 

administer first aid and TLC.  If the injury/illness would be more serious, first aid would 

be administered and the parents would be contacted immediately to assist in deciding an 

appropriate course of action.  If any injury/illness is life threatening, Oakwood Public 

Safety will be contacted, parents will be notified, and the staff member will accompany 

the child to the hospital with all available health records.  Staff may not transport children 

in their vehicles. Only parents or Oakwood Public Safety will transport. 

 

An incident/injury report will be completed, and given to the person picking up the child 

on the day of the incident/injury if any of the following occur:  the child has an illness, 

accident, or injury that requires first aid; the child receives a bump or blow to the head, 

the child has to be transported by Oakwood Public Safety, or an unusual or unexpected  
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event occurs which jeopardizes the safety of the child.  If a child requires emergency 

transportation, the report shall be available within 24 hours after the incident occurs.  The  

preschool shall also contact the licensing personnel from the appropriate ODJFS office 

within 24 hours when there is a “general emergency” or “serious incident, injury or 

illness”.   

 

First Aid kits are available in room #205 and between room #207 and #209 and on the 

stage of the Fellowship Hall (gym). 

 

Parent’s names and home phone numbers are in each classroom and are available to 

parents of that classroom, as long as release of information was indicated on the 

enrollment form.   

 

Other emergency numbers are:  City of Oakwood Fire and Police Dept. 937 298-2122, 

Poison Control 1-800-222-1222, Children’s Services 937 224-5437.  A file for each child 

is kept in the preschool office with the names and phone numbers of two local emergency 

contacts.  Parents are always called first at home, work or cell phones.  If the parents 

cannot be reached and there is a real emergency, a staff member must accompany the 

child to the Emergency Room at the hospital and take the child’s file with them.  These 

forms are located in a file with the child’s name in the Preschool office. Incidents are 

recorded and filed, and, if appropriate, a copy is sent to the Ohio Department of Jobs & 

Family Services.  Attendance records are kept in the classrooms and are on file for one 

calendar year.  All other forms and records are kept on file in the preschool office. 

 

MANAGEMENT OF ILLNESSES 

 

Top of the Hill Preschool provides children with a clean and healthy environment.  

However, we realize that children sometimes become ill from time-to-time.  If this is 

your child’s first group care experience, it is possible that they may experience more 

frequent illnesses at the beginning before their immune system becomes more active. We 

observe all children as they enter the classroom to quickly assess their general health.  

Upon entering the classroom, the child is asked to wash their hands before starting to 

play.  We ask that you do not bring a sick child into the classroom.  They will be sent 

home!  Please also plan ahead and have a backup care plan in place if you are not able to 

take time off from work/school.  

A child with any of the following symptoms will be immediately isolated and 

discharged to the parent or guardian or person designated by the parent or 

guardian: 

• Temperature of at least 100 degrees Fahrenheit when in combination with any 

other sign or symptom of illness.  Temperature shall be taken by a no-contact 

thermometer.  

• Diarrhea  

• Severe coughing causing the child to become red or blue in the face or to make a 

whooping sound. 

• Difficult or rapid breathing  
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• Yellowish skin or eyes 

• Redness of the eye, thick and purulent (pus) discharge, matted eyelashes, burning, 

itching or eye pain. 

• Untreated infected skin patches, unusual spots or rashes. 

• Unusually dark urine and/or gray or white stool. 

• Stiff neck with elevated temperature. 

• Evidence of untreated lice, scabies or other parasitic infestations. 

• Sore throat or difficulty in swallowing. 

• Vomiting more than one time or when accompanied by any other sign or 

symptom of illness. 

 

Any child demonstrating signs of illness listed above will be isolated and carefully 

observed for symptoms.  The parent will be notified.  If a child does not feel well enough 

to participate in center activities, the parent will be called to pick up the child.  Anytime a 

child is isolated, they will be kept within sight and hearing of a staff member.  The cot 

and any linens used will be washed and disinfected before being used again. 

  

Parents will be notified by a sign on the door of the classroom if children have been 

exposed to a communicable illness.  Children will be re-admitted to the preschool after at 

least 24 hours of being free of fever and other symptoms.  If they are not symptom free, a 

doctor’s note will be required stating that the child is not contagious.  Parents are to 

notify the preschool whenever a child will be missing for a day. You may call, 24-hours a 

day, and leave a message. 

 

Medications - The preschool will administer medications to a child only after the parent 

completes a Request for Medication form. All proper sections must be completed and the 

medication handed to the teacher each day.  Medications will be stored in a designated 

area inaccessible to children. Medications may NOT be stored in a child’s 

cubbie/mailbox or backpack. Prescribed medications must be in their original container 

and administered in accordance to the label instructions. If parents request any different 

dosages or uses, a physician must provide written instructions on the Request for 

Medication form.   

 

Food Supplements or Modified Diets - If your child requires a food supplement or a 

modified diet, you must secure written information from your child’s physician regarding 

this.  Please speak with the director for more details regarding this. 
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OUTDOOR PLAY 

 

Research has shown that children stay healthier when they have daily outdoor play.  

Based on this information and state requirements, outdoor play will be included in our 

program on a daily basis. We will limit the amount of time outside when the temperatures 

are very warm or very cold.  Children will not be taken outside when the temperature 

(wind chill and heat index factored in) drops below 32 degrees or rises above 90 degrees.  

If the situation requires it, we will also adjust outdoor time due to rain, threatening 

weather, ozone warnings, etc.  On days that outdoor play is not provided due to these 

conditions, we will include a time for indoor gross motor activities in the Fellowship Hall 

(indoor gym).  Please send your children with the proper clothing so they may be 

comfortable and safe whenever we are outside.  This includes hats, mittens and boots in 

the wintertime. We provide a fenced playground on the grounds and children are 

supervised at all times. Each class is outside or in our spacious gym for approximately 30 

minutes each morning.    

 

 

PARENT PARTICIPATION 

 

At Top of the Hill Preschool we welcome parent involvement.  Parents are encouraged to 

participate, whenever possible, in the activities at the preschool. Teachers are available to 

discuss a child’s progress or needs at any time. However, due to staff responsibilities and 

schedules, parents are asked to make appointments with the staff when it is necessary to 

engage in any lengthy conversations.  Teachers want to be able to focus on your child at 

these times.  A conference day will be offered in the spring for you to meet with your 

child’s teacher.  The preschool will be closed for conference day however, child care will 

be offered during your appointment time. 

  

If parents have any concerns or questions at any time, it is recommended that the 

following chain of command be used until an answer or solution is found: 

 

1. Child’s Teacher 

2. Director 

3. Preschool Advisory Council 

 

Please feel free to bring concerns up when they occur. Often, they can be addressed when 

they are little problems, before they grow into bigger problems.  The staff fully realizes 

that you are entrusting us with your little ones and we want our relationship to be a good 

one. 
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There are many ways to be involved at all ages. We believe that early involvement will 

provide a sound groundwork for future years. Parents often ask, “What can I do?” A few 

of the ways to help out may seem little to you but to us they are huge! 

 

PARTIES - Parents are asked to contribute snacks, juice, cups and napkins for special 

occasions.  We have three or four scheduled parties each year.  Sign-up sheets are usually 

posted about two weeks before each party. 

 

SHARE TALENTS - We have had many wonderful exposures to art, music, 

woodworking, business, cooking, vocations, etc. through the efforts of sharing parents.  

This is age appropriate for most classes during the year. We do ask that parents of 2 year 

olds wait until after Christmas to volunteer.  Please speak to your child’s teacher if there 

is a talent you wish to share.  

  

MONTHLY LETTERS - Each preschool teacher sends home a newsletter each month 

pertaining to the activities of that particular classroom. Once a month, a general 

newsletter is emailed to our parents from the director. The monthly newsletter can be 

found on our website also.  

 

SPECIAL ACTIVITIES - Parents may be asked to help with our Pumpkins with Pop, 

our party at Christmas, or Muffins with Mom and other times during the school year.  If 

you have other ideas, please let one of us know.  

 

PARENT BULLETIN BOARD - This board is located next to the Preschool office 

outside room #214.  Our license, fire, weather and lock-down drill logs, inspection 

findings, notices and other bits of information are located here.  If you wish to post any 

notices, please check with the preschool office. 

 

CHILDREN’S BIRTHDAYS - We love to help you celebrate your child’s birthday.  

Treats can be simple things such as muffins or cookies.  We just ask that you not send 

cupcakes for the two year olds, they are so pretty but often too much for them to eat.  Just 

let your child’s teacher know the previous class so that we can help make it a special day 

for your child.  

 

ROOM BULLETIN BOARDS - Each class has a bulletin board located next to their 

entrance.  Messages are left there so please check from time-to-time. 

 

PARENTAL & STAFF CONCERNS - Concerns are to be voiced first to the child’s 

teacher, second, they are to be brought to the attention of the director and third they are to 

be voiced to the Preschool Advisory Council. Preschool Advisory Council consists of a 

Parent and Teacher Representative, LCOS Council Preschool Liaison, and Preschool 

Director. 
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CONFERENCES/ASSESSMENTS-each fall, Goodwill Easter Seals of Miami Valley 

offers their child screening program to our students. With parent permission, a specialist 

will conduct a developmental screening and the results will be sent home.   

Your child’s lead teacher will also send home an assessment in the fall and a Conference 

Day is scheduled in the spring (please see the calendar on our website) in which parents 

are encouraged to meet one on one with their child’s teacher.  

 

 

CONFIDENTIALITY- at Top of the Hill Preschool, confidentiality is valued and 

maintained.  Discussion of students, classroom situations, or staff outside the preschool is 

not allowed.  Please note that any evaluations or observations of your child will be copied 

and kept in your child’s file located in the Preschool office.  This will serve as a 

communication and reference tool for teachers, to ensure that the classrooms children 

come and go from year to year, will provide continuity.  Sometimes, it may be necessary 

for a teacher or the Director to discuss concerns about your child with your child’s 

caretaker whether it is grandparents, sitters, nanny or au pair.  In addition, teachers may 

discuss children or situations amongst each other or with the Director for guidance and 

advice.  All with the goal of what is best for your child.  Serious concerns would always 

be shared directly with only the parent. 

 

 

EXTENDED AFTERNOON SESSIONS 

 

To further accommodate families, we are pleased to offer Extended Afternoon Sessions.  

This is a less structured time for children to share with their friends and a few extra hours 

for Mom and Dad. All ages are welcome to stay for Lunch. Lunch and Extended Day are 

for children that are three (and in the three’s classroom) to five years old. Just sign them 

in and place their lunch in the lunch container.  

 

The adult bringing in the child is responsible for signing the child in to stay for Lunch or 

Extended Day.  It is also important to inform the teacher.  The adult may want to leave 

special instructions; i.e., phone number, who will be picking up. 

 

 

SCHEDULE: 

 

 2’s      Preschool 

 11:45  Transfer from Preschool to   11:45  Transfer from Preschool to 

            Potty time/handwashing,                                Potty time/handwashing 

            Lunch                                       Lunch 

           Noon   Outside or Gym time                         Noon   Outside or Gym time 

           12:30   Quiet time/room activities  12:30   Quiet time/room activities                                                           

Dismissal    2:00     Snack, Outside or Gym play                  

                                     2:40-3:00 Wash hands, Dismissal 
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CLASS DESCRIPTIONS 
 

2’S 

 

This program is for children aged two to three years of age.  Children need to be two 

years old by December 31st to enroll in this class. This is an age of doing and constant 

activity.  Our program is designed to accommodate the very busy two year old.  Under 

the watchful eyes of a lead teacher, the children are given opportunities to explore their 

world.  Experiences are age-appropriate and geared to engage each child in various 

activities encompassing music, art, language arts, science, math, and large and small 

motor development.  Social and self-help skills are part of the daily routine. Children in 

the two’s classroom do not need to be potty trained.  

 

      Maximum group size: 14 children 

 

3’S  

 

 Children are placed in a group with children closest in age to them. Both classes 

concentrate on the individual child.  Age-appropriate activities are planned taking into 

consideration the needs of each child. Using hands-on real and manipulative materials, 

the children participate in experiences that introduce them to infinite and varied aspects 

of the world around them.  The combination of ages lends itself to an atmosphere of 

cooperation and learning from one another.  Thinking skills are encouraged. Children in 

the three’s classroom need to be fully potty trained (see page 19). 

 

     Maximum group size: 16 children 

 

 

 

PRE-K 4’S & PRE-K 5’S (Pre-K 5’s limited to the 14 oldest children) 

 

Both classes are focused on Kindergarten Readiness. Many students may head to 

Kindergarten in the Pre-K 4’s the following school year whereas the Pre-K 5’s all the 

students will attend Kindergarten in the fall.  Both are exciting hands-on class that 

maximizes on the four and five year old’s natural curiosity.  The activities of this group 

are a reinforcement of the child’s “school skills”, recognition, cutting, tracing, matching, 

memory, language skills, sequencing, to name a few, and are presented in new and 

different ways.  The lead teacher will provide an atmosphere of “exploring life” through 

varied activities.  

 

          Maximum group size: 24 children 
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SAFETY 

 

An annual inspection by Oakwood Public Safety is made to ensure building safety. 

 

Children are never to be left unattended and are supervised at all times. 

 

The staff keeps all equipment in safe condition. 

 

Safety rules are followed in the classrooms, on the playground and in the gym. 

 

The use of spray aerosols is prohibited when children are in attendance. 

 

A preschool staff member shall immediately notify the local Public Children Services 

Agency when the preschool staff member suspects that a child has been abused or 

neglected, as required under section 2151.421 of the revised code. 

 

A member of the staff is trained in first aid, communicable disease and child abuse 

recognition and CPR and are present at all times. Lists of these staff members are posted 

in the preschool office. 

 

A Fire Emergency, Weather Alert and Lockdown Plan are posted in each classroom, 

explaining the action to be taken and staff responsibilities in case of fire, weather or 

lockdown emergency.  

 

Seasonal tornado drills and monthly fire drills will ensure the ability of the staff and 

children to leave the area quickly in a safe and orderly manner.  Lockdown plan and drills 

will be conducted quarterly. 

 

For the safety of your child, we require sturdy shoes to be worn at all times.  This means 

sneakers or firm-soled shoes.  Flip-flops, Crocs and sandals are not safe to wear when 

engaged in active play.  

 

Children must be accompanied when arriving and departing Top of the Hill Preschool.  

When dropping off or picking up children, please park in the parking lot.  We ask that 

you do not leave children unattended in your vehicle.  Please be respectful of the 

handicapped parking spaces and we ask that you do not block the driveway.  It is our 

policy that only custodial parents or their designee have permission to pick up children.  

No one under 16 years of age is permitted to pick up a child. 

 

Security - We try to keep children as safe as we can. You will need to enter the building 

through the preschool front door and proceed to your child’s classroom.  The preschool 

entrance door will be locked after drop off in the morning.  If you arrive late and find the 

door is locked, please use the church’s office entrance.  In keeping with fire regulations 

we always have a way of leaving the building. The second floor restrooms are off limits  
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to anyone but children during preschool hours.  Our goal is to keep the children and staff 

as safe as possible.  

 

 

GENERAL INFORMATION 

 

Please dress your child in suitable, comfortable and washable clothes.  We do a lot of 

painting and messy projects.  While we use washable paint and encourage the children to 

use smocks, accidents happen.  Sneakers or sturdy shoes are required for playtime.  

Flip-flops, Croc’s and slick-soled shoes are dangerous for play and have contributed to 

accidents in the classroom and outside.  We ask that you not send your child to school 

in sandals, Croc’s or flip-flops.  Your child’s safety is of the utmost importance to us.  

Weather permitting, we will be going outside and it is often quite cool in the mornings.  

We ask that you dress your child appropriately. 

 

Children are not permitted to chew gum. 

 

Please send a backpack or sturdy school bag for carrying papers and projects to and from 

school.  For the most part, the preschoolers are responsible for putting papers into their 

school bag and taking papers out.  Please check daily for important papers. 

 

BIRTHDAYS - Birthday celebrations are a big part of your child’s life. Notify the 

child’s teacher at least a day ahead of when you wish to celebrate your child’s big day. 

We suggest treats such as cookies, muffins, fruit or juice.  

 

CLASS ROSTER - Parents will receive a copy of their child’s class roster annually upon 

request.  The class roster will not include children’s names and only includes children 

whose parents have given permission.  The class rosters include the names and phone 

numbers of parents or guardians.  This is dated and prepared for each group of children. 

 

ARRIVALS/DISMISSAL - Arrival time is 9:00 a.m.  The time from 8:30 to 9:00 is 

teacher planning time and we request that you respect this time so that we are adequately 

prepared for the children.  Dismissal time is 11:45 for the morning, 12:30 for lunch and 

3:00 for Extended Day.  If you are running late, we ask that you phone or text us, so we 

can explain this to your child, the preschool cell number is (937)815-6557.    

 

Any child departing after the agreed upon time will be charged a late pickup fee of 

$10.00 for any part of 15 minutes.  This fee will be added to your next monthly bill. 

 

No child will be dismissed to anyone not listed on the authorization pickup list.  Parents 

must complete a permission form for anyone to pick up other than parents or a legal 

guardian. 
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Please mark your child’s jacket, boots, mittens, with their name. The first day of school 

your child’s backpack will have a name tag attached which is supplied by the preschool.  

 

The same for lunch boxes. Many children have similar items and we want them to have 

their special things. 

 

Encourage your child to bring interesting objects to reinforce the curriculum.  Things 

from nature are especially interesting and fun.  Note: no “toys of destruction”; guns, 

fighting warriors, swords, etc.  We feel very strongly that these items have no place in an 

early childhood classroom.  They are to be left at home and will not be shown or played 

with at school.  We promote peace and ways to solve problems without violence. 

 

INCLEMENT WEATHER - There will be five weather/disaster closings allowed for 

the Monday-Thursday session. If more than the allowed days are used they may be made 

up the week following the close of school.  Tune to WHIO channel 7 TV for weather 

related closings. 

 

WEATHER RELATED CLOSINGS - We try to keep school open whenever possible 

but do close school for a lot of snow, ice or severe cold. We believe that safety is more 

important.  We try to close school by 7:00 a.m. and it will be broadcast on WHIO channel 

7, WHIO.com and the preschool Facebook/Instagram. If you are concerned about 

weather conditions, please stay home where you feel safe. 

 

PARKING - Please watch your speed in the parking lot, children are often walking with 

parents.  We would rather have you a few minutes late than have your child hurt. We do 

ask that you come directly into the building to collect your child.  For safety sake, please 

do not leave other children alone in your car.  Please be aware of the handicapped 

parking spaces which are reserved for cars with the appropriate sticker. 

 

POTTY TRAINING – Children in our 3’s program must be fully potty trained. The 

only exceptions are children in the two-year-old classes or children admitted under the 

Americans for Disabilities Act.  We realize that young children occasionally have toilet-

training accidents and for this reason ask that you send a change of clothing in the child’s 

backpack.  Our staff is very willing to assist a child in these situations.  The diaper 

changing facilities are in room #206.   

 

Toileting Expectations - It is an expectation that all children enrolled in the 

3A, 3B, PreK4s and PreK5s class at Top of the Hill Preschool should be fully 

toilet trained and no longer wearing pull-ups or diapers prior to the start of the 

school year. While we understand that children develop at different rates, our 

preschool classrooms are not staffed to provide ongoing toileting support for 

students who are not independently using the bathroom. When preschool staff 

are frequently required to assist with toileting it takes time and attention away 

from instruction and classroom support. We ask that families ensure their child  
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is fully toilet trained in order to support the success of all students in the 

classroom environment.  

If you haven’t already, we’re asking that parents start supporting their children with toilet 

training at home. We recognize that not all children are ready at the same time. However, 

sometimes coming to school is all the motivation they need to get started or become 

completely toilet trained. We also recognize that toilet training can be a stressful time for 

both parents and children. You may have already tried toilet training your child with 

great success, a little success, and maybe no success at all. This document is to support 

you and your child by providing resources that you can easily access.  

You might wonder what we mean when we indicate that a child must be fully toilet 

trained.  This may help give you an idea of what leads to success during preschool: 

Your child can tell you that they have to go potty before they have to go.  Saying “I need 

to go potty” is an important step.  We do check with children during bathroom break 

times but them telling us versus us needing to always ask helps ensure greater success.   

Have the ability to postpone going for a brief time if they need to wait for someone who 

is in the bathroom or need to come in from outside.   

Have the dressing skills to pull down their pants and underwear –and re-dress after using 

the bathroom.   

Be able to wipe themselves after using the toilet.  After bowel movements, if children ask 

for help, we encourage them to try first and then we help them finish if necessary.   

Understand that flushing the toilet and washing and drying hands is part of the toileting 

process. 

We realize that each child is different and has his or her own developmental timeline. 

Occasional accidents will occur and the following guidelines will be followed: 

Teachers and parents share information and make a plan consistent with home and school 

(such as agreed upon toileting times of the day). Children are supervised while using the 

bathroom and are praised for their efforts and accomplishments.  

Children are never reprimanded emotionally or physically for soiling, wetting, or not 

using the toilet. The individual developmental abilities of each child are considered.  
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Reminders and encouragement to use the bathroom are provided throughout the day.  

Families should provide sufficient extra clothing for young children who recently 

completed potty training. If an accident occurs, the child is changed into clean clothes. 

Any extra clothes that are worn home should be replaced the next day the child attends 

school. 

Children are asked to arrive at preschool in underwear.  Disposable diapers or pull –ups 

are not encouraged; as they limit the child’s learning of proper hygiene rituals.  Children 

who are recently potty trained should provide ample amounts of underwear, pants, socks, 

and shoes in their backpack.  Please note: When your child wets or has a bowel 

movement in his/her clothing, we will put it in a plastic bag without rinsing it out. This 

often surprises parents, however, we are following recommended standards for infection 

control which specify that child care centers not rinse out clothing after children urinate, 

have bowel movements or vomit in them.  

If a child has repeated accidents at school, the teachers and/or director will meet with you 

to reassess the process. The following option is part of our process to help children be 

successful.   

Families may be asked to work with their child at home over a period of 2-4 weeks while 

taking a break from school. This offers a more concerted effort to focus on training 

without the child feeling as though they are not successful in the entire preschool process. 

Why is potty training important for us at Top of the Hill Preschool?  Ultimately it allows 

us to uphold our licensing regulations with regard to ratio and safety. 

If repeated daily accidents occur, one staff member is providing extended time and 

individual attention to the particular child (changing soiled clothing, cleaning soiled 

child, spending time alongside the child during toileting sessions) leaving the second 

classroom teacher alone with the majority of the class for an extended period of time - 

outside the guidelines of our licensed student- teacher ratio.  

This can lead to an unsafe classroom environment and limited supervision for the 

remaining children in our care. 

Please keep in mind if this is an area that your child is not as prepared for, does not 

reflect on you as a parent or how successful your child will be in life.  It is often  
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developmental and needs to have interest from the child in order to have them be 

successful in the mastery of this task. 

 

 

                        

 

 

Is Your Child Ready for Toilet Training? 

Each child develops and grows at their own rate and it is important to allow potty 

training to happen on the timeline that works for your child. The most important 

factor in successful potty training is consistency; both at home and school. Be 

sure to discuss your child’s potty training with everyone who cares for your 

child.  

Your child will show signs that they are ready for potty training such as:  

● Taking off diapers  

● Showing interest in using the toilet  

● Expressing discomfort when wet or dirty  

● Ability to dress and clean self with minimal assistance  

● Telling adults when they need to go to the bathroom or diaper needs  

changed  

● Sleeping through the night with a dry diaper.  
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Accidents Are an Expected Part of Toilet Training 

It will take time for your child to learn to recognize and control their 

body’s signals. Children may be upset or ashamed when they have an 

accident.  

Parents can support their child by reassuring them after an accident; 

and by making sure they have plenty of extra clothes everywhere they 

spend time.  

Please send in at least one change of clothes in case of an accident.  

Replace the clothes as the seasons change or as your child grows.  

Please send in extra underwear. No diapers or pull ups please!  

Wipes are always welcome.  

Your child should wear underwear whenever possible.  

While potty training, If pull ups are necessary, wear 

underwear UNDER the pull up so your child will feel when 

wet.  

Potty training is made much easier for your child and caregivers by dressing 

them in “easy off” clothing  

Avoid pants or bottoms with snaps, buttons, ties, or zippers if possible. 

Clothing items that your child can not unfasten on their own may undermine 

their sense of control over their toileting or cause them to become frustrated 

with using the toilet. They may also be more prone to accidents if they cannot 

get clothing off in time. Bottoms with elastic waistbands work very well for 

potty training.  

Potty training is about your child developing control of their body so it’s 

important to empower your child in the process.  

Families can support their child in potty training with positive reinforcement 

such as giving praise and reassurances, letting  your child pick out new 

underwear at the store, and by talking to your child about the independence  

 



Top of the Hill Preschool of Oakwood   

Parent Handbook 

24 

 

 

and privileges that come with “becoming a big kid”. Focus on success not 

accidents. 

 

Support Toilet Training By Reading Books!  

 

 

           Potty Time with Pete the Kitty 

 

           Pete the Kitty walks toddlers through every groovy step for using the potty, from 

getting ready, to washing up—all leading up to one rockin’ Celebration!  

Includes 20 flaps to lift and step-by-step instructions for using the potty. 

 
Dino Potty 

 

 

Read along as this friendly dinosaur learns how to use the potty and put on his 

brand-new underwear. With easy rhymes and vibrant illustrations, Dino Potty is 

a wonderful resource to teach children all of the potty training steps from 

flushing the toilet to washing hands. 

 

 
 

 

Let's Go to the Potty 

 

 

Provide your toddler the gentle support and encouragement they need during 

potty training. Let's Go to the Potty is an engaging, story-driven guide for 

toddlers who are ready to break free of the diaper. Playful pictures give toddlers  
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visual clues as to what their progress will look like, and a short, rhyming potty 

song teaches toddlers to communicate their needs. 

 
 

The Best Potty Training Books for kids and parents  

 

Reading potty training books together is a great way to encourage your children 

to ditch the diapers for good. Get started with this list of the best potty training 

books for boys, for girls, for toddlers and even some great tips for mom and dad.  

https://kandookids.com/blog/best-potty-training-books/ 

 
 

 

Check out These Websites to Support Toilet Training 

 

Real Potty Training Tips From Real Moms and Dads 

Your best resource for potty training tips and tricks-and clever ideas-will always be the 

parents who have already been through the process. Whether you're potty training boys, 

girls, toddlers or 4-year olds, these potty training thoughts from moms and dads are sure 

to help. 

https://kandookids.com/blog/25-potty-training-tips-from-real-moms/   

https://kandookids.com/blog/best-potty-training-books/
https://kandookids.com/blog/25-potty-training-tips-from-real-moms/
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Toilet Training 

Many parents are unsure about when to start toilet training or "potty training". Not all 

kids are ready at the same age, so it's important to watch your child for signs of readiness, 

such as stopping an activity for a few seconds or clutching his or her diaper. 

https://kidshealth.org/en/parents/toilet-teaching.html    

 
 

Toileting Training Using Social Stories for Young Learners 

https://autismlittlelearners.com/toileting-training-using-social-stories/ 

 

 

 
Toilet Training Videos for Your Child 

 

Potty Training Song-CoComelon Can Help!-CoComelon Nursery Rhymes& Kids 

Songs 

https://www.youtube.com/watch?app=desktop&v=UH2Sm0Wj3Dw&t=54s 

 

 

https://kidshealth.org/en/parents/toilet-teaching.html
https://autismlittlelearners.com/toileting-training-using-social-stories/
https://www.youtube.com/watch?app=desktop&v=UH2Sm0Wj3Dw&t=54s


Top of the Hill Preschool of Oakwood   

Parent Handbook 

27 

 

 
 

11 Top Potty Training Videos for Kids (and Parents) WonderBaby.org 

The potty training process can be a difficult time for both parents and their toddlers. 

Fortunately, there are many tips and tricks to help your little one learn, along with a 

variety of methods you can use. Kids love songs and watching videos, so why not 

incorporate some YouTube clips into your toilet training?  

https://www.wonderbaby.org/articles/potty-training-videos  
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