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The Mission of Christ Church Episcopal Preschool 
Christ Church Episcopal Preschool educates young children, creates community among families, 
school and church, and honors and nurtures children in the Episcopal tradition. Please note that 
our mission includes families. We are eager to include families in all aspects of school life. 
 

The Vision of Christ Church Episcopal Preschool 
Christ Church Episcopal Preschool (CCEP) is a ministry of Christ Church Christiana Hundred, serving 
children between the ages of eighteen months and five years. The school offers a developmentally 
appropriate, play-based and literacy-rich curriculum to develop the intellectual, emotional and 
spiritual growth of the young child. To accomplish this vision, Christ Church Episcopal Preschool 
provides: 
 

o Low student to teacher ratios 
o Grouping of children by age 
o Full-day and half-day programs 
o Three- and five-day programs 
o Traditional academic year (September – June) programs plus summer camp 
o Grace at snacks and meals; weekly chapel services 
o Religious stories and traditions of the Episcopal Church and the Christian faith 
o Age-appropriate activities for emerging literacy and math skills 
o A collection of quality literature for young children 
o Art, music, Spanish and physical education 
o Outdoor play and exploration 
o Gross and fine motor development activities 
o Two state-of-the-art playgrounds  
o Outdoor classroom 
o Before-school and after-school care 
o Holiday and summer programs during school vacations 

 

The School Community 
Christ Church Episcopal Preschool, established in 2005 by the Rector and Vestry of Christ 
Church Christiana Hundred, serves both parish and community families. The school was 
founded to support families and their young children in the tradition and community of Christ 
Church Christiana Hundred. The first class of children entered CCEP in September of 2006. 
 

Governance 

The Board of Trustees and the Board of Directors of Christ Church Episcopal Preschool are the 
governing bodies of the school.  The Board of Trustees focuses on the long-range and strategic 
needs of the school. The board is charged with adopting a clear statement of the school’s 
mission, vision and strategic goals, and establishes policies and plans to support these goals. 
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Additionally, the board engages proactively to support and provide guidance to the Head of 
School. The CCEP Board comprises interested individuals who are connected to Christ Church 
Christiana Hundred and/or the school, with three members coming from the Vestry of the 
church. For a list of Trustees, please see Appendix A.   
 

Head of School  

Dr. Kimberly Wagner, Head of School at Christ Church Episcopal Preschool, has an extensive 
background in education, having taught in PK-8 schools for 10 years and for the University of 
Delaware for 5 years.  While at the University, in addition to teaching, she provided 
professional development to teachers across the country, co-wrote a literacy curriculum, 
served as the director for the Delaware Writing Project, and presented at several national 
conferences.  She holds a Doctor of Education, a Masters in Instruction, and an undergraduate 
degree in elementary teacher education, all from the University of Delaware.  She is also a 
Nationally Board Certified teacher of Literacy:  Reading-Language Arts for children birth-age 12. 
Kim holds an Early Childhood Administrator’s Certificate and a School Age Administrator’s 
Certificate from Delaware First (Department of Education). 
 

Faculty and Staff  

At the heart of the educational environment at CCEP are its qualified, dedicated, career 
educators.  All teachers have been certified as Early Childhood Specialists by Delaware First 
(Department of Education), have excellent references, extensive education and experience, and 
have had background checks completed through federal and state databases. 
 

Parents’ Association  

All parents are automatically members of Christ Church Episcopal Preschool’s Parent 
Association and are encouraged to attend regular meetings and planned events. The Parent 
Association sponsors events that build the school community and support the educational 
programs and mission of CCEP.  Every CCEP parent is asked to volunteer time, talent and 
treasure in support of the school community. Parent Association dues are $60 per child and are 
billed with the first tuition statement. 
 

The Curriculum 

Curriculum Overview 

Christ Church Episcopal Preschool recognizes that parents are their children’s first and most 
important teachers and it is our desire to work with parents to achieve the best possible outcome 
for each child. We have a written curriculum for academic and special programs which actively 
fosters, promotes and develops, as fully as possible, the human potential that resides in each 
child. The curriculum also guides children in responsible and productive behaviors. Goals for 
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children’s learning and development are provided in order to guide teachers as they develop plans 
for learning experiences for students.  
 
This curriculum framework and its corresponding Scope and Sequence for each age group, 
addresses the following areas:  Spirituality, Social/Emotional Development, Literacy and Language 
Development, Math, Science, Social Studies, Fine Arts, Physical Development, and Health and 
Safety.   
   
The CCEP Curriculum is broad in scope, but not exhaustive. Teaching and learning are enormously 
complex activities that involve multiple interactions between teachers and students, as well as 
among students, in a multi-dimensional environment. Our curriculum is helpful to parents and 
teachers in marking the progress of the children in knowledge and skills that can be observed and 
assessed with a degree of reliability and objectivity. It is critical to recognize that efforts to 
promote development in any one area must be considered within the context of the overall 
development of the whole child. 
 
CCEP has invested in high quality, literacy-rich curriculum materials that provide children with 
valuable theme-based experiences. We base our curriculum on a pre-kindergarten curriculum 
published by Houghton-Mifflin, supported by Handwriting Without Tears, and with appropriate 
modifications for younger students. CCEP’s students are successful because teachers invest 
time and effort in guiding children in the acquisition of language skills and vocabulary, good 
work habits, positive social interactions, learning skills and independence.  In addition to the 
basic classroom curriculum, CCEP offers expanded instruction in the following areas: 
 

Godly Play 

Godly Play is an imaginative approach to working with children that supports, challenges, 
nourishes and guides their spiritual quest. Godly Play assumes that children have some experience 
of the mystery of the presence of God in their lives, but that they lack the language, permission 
and understanding to express and enjoy that in our culture. In Godly Play, we enter into parables, 
silence, sacred stories and sacred liturgy in order to discover God in ourselves, in one another and 
in the world around us. 
 

Music 

Music not only provides an opportunity for artistic expression; it also enhances learning in many 
other cognitive domains.  Singing, moving, and playing instruments help to create physiological 
pathways in the brain, improving memory, concentration, language skills, reason, and creativity.  
The enjoyment of making music with others, both formally and informally, is an important part of 
the day in each classroom.  A qualified music teacher provides music instruction and musical 
experiences once a week for 3 day students and twice a week for 5 day students. 
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Physical Education 

The development of a strong, fit, and healthy body and the ability to participate in physical 
recreation are important to a child’s achieving his or her greatest potential.  Current research 
suggests that aerobic activities enable and enhance learning and support synaptic connections 
that prepare children for learning.  Activities that encourage children to breathe deeply, to use 
major muscle groups, and to “cross the midline” of their body are included throughout the day 
and are essential to successful preschool experiences. Scheduled PE classes with a qualified 
teacher are offered once a week for 3 day students and three times a week for 5 day students.  
 

Spanish 

The ability to speak more than one language contributes to a child’s growth in English language 
skills too.  Moreover, it builds self-confidence and creativity. Students receive instruction once a 
week from Language University, a contracted provider of Spanish language instruction. 
 

Computers 

We do not provide computer experiences for Beginner students. Computer experiences are 
limited for nursery students.  Pre-K and Primary students use iPads in learning centers for 
limited periods of time.  Occasional video clips may be shown in Nursery, Primary or Pre-K 
classrooms to support weekly themes.  Parents may give or withhold permission for such use. 
 

In-House Field Trips 

In addition to the CCEP curriculum, students have a variety of special instructional experiences. 
Community visitors are invited to share their programs with our classes. Some of these have 
included storytellers, the Philadelphia Zoo on Wheels, presentations on animal safety and humane 
treatment of animals, visiting artists, the Delaware Nature Center, and the Hagley Museum. 
Students remain on campus at all times. 
 

Sample Daily Schedule (varies by day) 

8:30-9:00 Arrival, outdoor play, learning centers 
8:30-9:00  Chapel (Thursdays) 
9:00-10:00 Learning Centers, thematic play, snack  
10:00-10:30 Specials (Music, P.E., Spanish, Godly Play, etc.) 
10:30-11:30 Outdoor play 
11:30-12:00  Lunch 
12:00-12:30 Story time, good-byes 
12:30-2:00 Quiet-down activities for afternoon children, followed by rest time 

(Length of rest time varies by age, followed by activities which extend the morning 
themes) 
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2:00-2:15 Gradual wakeup and restroom break (or diapering) 
2:15-2:30 Snack time 
2:30-3:00 Afternoon Special 
3:00-3:30 Outdoor play and Good-byes 
 

Outside Evaluation and Support  

Occasionally students may benefit from outside support and services or a professional evaluation. 
When a teacher, the Head of School, and/or a parent determines that a professional resource may 
be helpful, parents are guided to seek such support in a timely manner and to share the results 
with CCEP. With parents’ permission, when the child has been referred for special services, the 
school may share information with other professionals. A list of community resources may be 
found in Appendix B. 
 
Families sometimes arrange for a special tutor, a speech therapist, an occupational therapist, or a 
counselor to visit CCEP on behalf of a child, or to work with that child on a regular basis. Parents 
make arrangements with the Head of School to authorize a schedule allowing professional guests 
the privilege of visiting CCEP, observing a child, and working with an individual child on the school 
campus. Individuals not employed by CCEP must sign in and out at the school office at each visit. 
 

Dual Language Learners 

We seek to support families who speak languages other than English in the home by gathering 
information about children’s backgrounds and experiences with more than one language. We use 
such information to inform curriculum planning and to individualize instruction, supporting the 
child’s continued progress. 
 

Program Options  
CCEP offers a wide variety of program schedules to meet the various needs of our families. 
 

The Academic Day  

The academic school calendar year is published annually and is provided during the summer 
each year. Parents have a choice of schedule, including: 

• Half day:  8:30 a.m. - 12:30 p.m. (drop off begins at 8:20) 

• Full day:  8:30 a.m. - 3:30 p.m.  

• 3 day or 5 day programs are available (The Pre-K program is 5 days only.) 

• 2/3 Split consists of 2 half days and 3 full days 
 

The Extended Day Program 

CCEP offers an extended day program comprising before-school care from 7:30 to 8:30 a.m. and 
after-school care from 3:30 to 5:30 p.m. Parents sign up for the extended day program when 
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they sign the tuition agreement each year and will be billed for the program chosen. Drop-ins 
are accepted for before-school care and after-school care on a space-available basis.  Drop-ins 
must be scheduled 24 hours in advance. 
 

Holiday Camp 

Holiday Camp is available on certain school holidays and for the Christ Church Green Show held 
in early December each year.  Parents can choose the Holiday Camp package (20 days) at the 
time of enrollment and re-enrollment.  Other students may participate in Holiday Camp on a 
space-available basis and pay a fee for the days selected.  Parents are responsible for providing 
a lunch except on pizza days (Wednesdays). The school will provide drinks and snacks.  
Remember, we are a nut-free school. 
  

Summer Camp 

Summer Camp begins the Monday after the last day of the traditional school year and runs for 
nine weeks, with a one-week recess during the first week of July. The summer camp themes 
emphasize the exploration of our outdoor environment, taking advantage of the woods, fields, 
and trails on the CCEP campus. The children learn about nature, including caring for the earth 
and its resources, and participate in a variety of active sports and games, while enjoying water 
play activities daily. Schedules and fees are published in the spring of each year. Families are 
billed for the weeks chosen. 
 

Admission and Re-enrollment   
Christ Church Episcopal Preschool offers its program to students without regard to race, 
gender, color, creed or national or ethnic origin. 
 

Application Process  

To complete the application process, please: 

• Call to make an appointment with Kim Wagner, Head of School, to visit CCEP and learn 
more about our programs. 

• Complete and return the application to CCEP, with the following:    
o A non-refundable application fee of $50.  (Not applicable to POC families) 

(Checks should be made payable to CCEP.) 
o A copy of the applicant’s birth certificate. 

 

Program Selection 

As you select a program on the application, please note the following age requirements:  
Beginner:  child must be 18 months 
Nursery:  child must be 2 years old by September 1  
Primary:  child must be 3 years old by September 1  
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Pre-K:  child must be 4 years old by September 1 
 

Application Deadline  

In order to be considered for the first round of admissions, the application, the application fee, 
and a copy of the applicant’s birth certificate must all be received by CCEP on or before the 
deadline announced in January each year. Once a complete application is received, it will be dated 
and your child will be considered one of our applicants. All applications received after the January 
deadline will be placed in our waiting pool and will be considered as space is available. 
 

Admissions Decisions 

Families of current CCEP students are given the opportunity to re-enroll their children in January 
of each year, establishing the number of spaces we have available to accept new children into our 
programs. In mid-February, we will make the first round of admissions decisions for new 
applicants. As part of our decision-making process, we will consider whether we can effectively 
meet the child’s developmental and educational needs. If accommodations are needed in order to 
accomplish this, we will meet with the parents to determine an appropriate plan of action. 
 

Discrimination 

We will not discriminate against any child or family based on race, color, national origin, gender, 
age, sex, pregnancy, marital status, sexual orientation, gender identity or expression, religion, 
creed, disability, veteran’s status, or any other category protected by state and/or federal laws 
 

Priority Guidelines 

As a family school and a ministry of Christ Church Christiana Hundred, we have a strong interest in 
and make every effort to enroll all siblings from a family and children of parishioners, if we have 
the appropriate program openings. Therefore, acceptance decisions are made using the following 
priority guidelines: 
 

1. Siblings of CCEP students 
2. Children of parishioners and staff members 
3. All other applicants to balance our program, with consideration to the date a complete 

application is received. 
  

Enrollment Process 

Once a student has been accepted, the following must be returned to CCEP in order to 
complete the enrollment process: 

• The tuition contract, indicating payment schedule selection, signed by both 
parents/guardians. 
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• A non-refundable enrollment deposit of 10% of the annual tuition.  (This will vary 
depending on the program and schedule the family has selected for each child.)  No 
deposit is required for the extended day or holiday camp program.  Deposits are not 
charged to POC families. 

 

Transition Plan For Entering Students: 

Students applying for admission at CCEP may visit in the classroom of the appropriate age group 
for a short time. Parents may stay to observe or may wait in another area of the school during the 
visit. Feedback from the parent and teachers will assist us in our decision to admit a child. A 
classroom visit is not a requirement of the admissions process. 
 
In the spring, returning students visit the classrooms of the age group they will be joining in the 
fall, either individually, or as a group with their classmates. Sending teachers will communicate 
with receiving teachers in order to share pertinent information about each child. 
Recommendations for placement in particular classrooms may be made by the sending teachers. 
We ask parents to refrain from making requests for a particular classroom placement. Students 
and parents are invited to meet new teachers on our annual “Meet Your Teacher” day, which is 
before the first full day of school. Students may engage in typical classroom activities, interact 
with classmates and teachers, and spend time acclimating to the new classroom. 
 

Transition Plan For Exiting Students 

Students who have completed our full program (through Pre-K) are celebrated with a special 
chapel service at the end of the school year. They are full participants in the liturgy, and each is 
presented with as a gift from the church. Parents may request that records be sent to future 
schools and that teachers complete a recommendation or other form provided by the new school. 
CCEP responds to all such requests in a timely manner. 
 

Promotion Guidelines  

Upon successful completion of the school year, a student progresses to the next level of 
preschool. In consultation with the parents, we occasionally determine that a student will 
benefit from spending an additional year at the current preschool level. 
 

Annual Re-enrollment 

To guarantee placement of the student in subsequent school years, your tuition agreement will 
renew automatically through Pre K with the most recent programming choice.  If a change in 
program is requested for the upcoming year, a written request must be provided to CCEP by 
March 1. Beginning in March, CCEP will begin to accept new students (who have completed the 
application process by the January deadline) where enrollment openings exist. 
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In order to complete the re-enrollment process, the non-refundable enrollment deposit of 10% 
of the annual tuition is due by March 1.   
 
Please note that a student’s space may be released to a new student if the family’s tuition 
account is not current before the above-mentioned re-enrollment deadline.  
 

Tuition Payment Plans and Policies 

Christ Church Episcopal Preschool offers parents a choice of the following payment plans for 
the annual tuition: 

1. One annual tuition payment paid by July 1st 
2. Two payments due on July 1st (60%) and December 1st (40%) 
3. Ten payments due monthly from July 1st through April 1st  

 
The decision for payment preference is made when the parent signs the tuition agreement at 
the time of enrollment or re-enrollment. 
 
Tuition accounts paid monthly are due by the first of each month July through April.  A late fee 
is charged for payments that are 30 days past due.  Late fees do not apply to POC families. 
 
Tuition agreements are for a full academic calendar year.  A child may not begin the new school 
year if a tuition debt remains from the previous year. 
 
When a student withdraws from Christ Church Episcopal Preschool, all tuition accounts and 
other charges are due in full. Please note that withdrawal during the school year does not 
negate the contractual obligation to pay the full annual tuition.  POC families are not bound to 
the annual contract and may withdraw with a 5-day notice. 
 

Program Changes 

If a parent wishes to change their student’s program during the school year, we may be able to 
accommodate an increase in hours (half day to full day) or in days (3 days to 5 days).  This will 
be based on the space and needed faculty.  All requests should be made in writing to Kim 
Wagner, Head of School.   
 

Family Surveys 

Each year, a family survey is sent to parents in order to evaluate CCEP’s fulfillment of its Mission 
and Vision, as well as the overall program. This is part of CCEP’s commitment to communication 
and to building a strong and healthy community. Parents are asked to share some thoughts about 
their family’s experience at CCEP so that the school can assess its strengths and identify and 
address concerns. 
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Termination 

CCEP is not equipped to provide specially trained staff or services for children who need an 
inordinate amount of teacher attention for their physical or emotional needs, or to ensure the 
safety of the other children and staff. Children in the program need to be able to function within 
the staff-child ratio so that the teachers have time for all students. CCEP reserves the right to 
terminate care (with 5-day notice) if this becomes an issue but will provide a list of community 
resources appropriate to the child's needs. 
 
We reserve the right to suspend and/or terminate service immediately when respect for CCEP’s 
staff, children, policies, procedures, and administration is disregarded. This includes a pattern of 
delinquent payments, or noncompliance with the Community Guidelines. 
 

Student Safety and Health Policies 
Due to the extraordinary times we are facing this year, some of our health and safety policies are 
changed based on licensing requirements.  Please see Appendix E and Appendix F for COVID-19 
regulations required by the Office of Child Care Licensing.   

Child Maltreatment Policy 

Christ Church Episcopal Preschool is committed to providing a safe and healthy environment for 
children, staff and volunteers. Policies and procedures are developed and periodically reviewed to 
prevent and protect children from maltreatment. Christ Church Episcopal Preschool staff 
members are mandated reporters of suspected abuse or neglect, whether such abuse is 
suspected within or outside CCEP. This is to be done in accordance with Delaware Code: Title 16, 
Chapter 9, Subsections 901-909. Staff, parents, or other concerned individuals or agencies are 
asked to inform the Head of School immediately about any suspected abuse or neglect, whether 
within or outside the school. We shall immediately report the suspected abuse or neglect and 
take remedial action to protect children from harm. Any staff member suspected of harming a 
child will be immediately removed from contact with any child until an investigation is completed. 
 

Notification of Illness 

CCEP observes children as they arrive at school and notes behavior and affect during the day for 
symptoms of illness. If, at drop-off, a teacher observes symptoms of fever or illness, the parent 
will be asked to take the child home or to the doctor. In order to ensure the health and safety 
of members of the CCEP community, the school requires that parents abide by the rules of the 
Office of Child Care Licensing and do not send a child to school until the child has been fever-
free and symptom-free for at least 24 hours (without fever-reducing medication). 
 
A parent or designated caregiver of a minimally injured or mildly ill (no fever) child is notified 
immediately and a collaborative decision about the best care for the child is made, given the 
specific circumstances (allergies, environmental changes, etc.). The child may remain in the 
classroom and his or her condition will be monitored by the teacher. If appropriate, the child 
may relax in the Head of School’s office under her supervision.  If the child’s condition 
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improves, the child may return to the classroom. If symptoms worsen, the parent will be 
contacted and asked to take the child home. 
 

Health Exclusion 

Children who have a fever or a sign of a communicable disease are separated from other 
children, and parents are notified immediately. The child is made comfortable and remains 
supervised near the administrative office while waiting to go home. Children with fever or other 
indications of illness must go home and remain at home until fever-free without medication for 
at least 24 hours. CCEP also requires that a student remain at home for at least 24 hours after 
the last episode of vomiting or diarrhea. If a child returns too soon, the parent will be asked to 
take the student home until the full 24 hours has elapsed. 
 

Masking Fevers and Functionality 

Children requiring acetaminophen, ibuprofen, or other antipyretic to maintain functionality 
throughout the day are considered too ill to be at school. 
 

Symptoms for Health Exclusion (according to the Office of Child Care 
Licensing)  

• Temperature: children older than four months: equivalent to 101° F or greater, accompanied by behavior changes 
or other signs or symptoms of illness until medical evaluation indicates inclusion in the facility; 

• Symptoms and signs of possible severe illness (such as unusual lethargy, uncontrolled coughing, inexplicable 
irritability, persistent crying, difficult breathing, wheezing, or other unusual signs) until medical evaluation allows 
inclusion; 

• Uncontrolled diarrhea; that is, increased number of stools, increased stool water, and/or decreased form that is not 
contained by the diaper until diarrhea stops; if diarrhea is accompanied by fever, exclude for 48 hours following 
resolution of symptoms; 

• Blood in stools not explainable by dietary change, medication, or hard stools 

• Vomiting illness of two or more episodes of vomiting in the previous 24 hours or one occurrence if accompanied by 
a fever until 48 hours following resolution of the symptoms or until a health care provider determines the cause of 
the vomiting is not contagious and the child is not in danger of dehydration; 

• Persistent abdominal pain (continues more than two hours) or intermittent pain associated with fever or other 
signs or symptoms; 

• Mouth sores with drooling, unless a health care provider determines the condition is noninfectious; 

• Rash with fever or behavior change, until a health care provider determines these symptoms do not indicate a 
communicable disease; 

• Purulent conjunctivitis (defined as pink or red conjunctiva with white or yellow eye discharge), until 24 hours after 
antibiotic treatment has been initiated; 

• Scabies, until 24 hours after treatment has been initiated; 

• Pediculosis or head lice, until 24 hours after treatment has been initiated; 

• Tuberculosis, until a health care provider states the child is on appropriate therapy and can attend care; 

• Impetigo, until 24 hours after antibiotic treatment has been initiated and lesions are dry; 

• Strep throat or other streptococcal infection, until 24 hours after initial antibiotic treatment and cessation of fever; 

• Varicella-Zoster or chicken pox, until all lesions have dried and crusted (usually six days); 

• Shingles, only if lesions cannot be covered by clothing or a dressing; if not, exclude until lesions have crusted and 
are dry; 

• Pertussis, until five days of antibiotic treatment; 

• Mumps, until five days after onset of glandular swelling; 
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• Hepatitis A virus, until one week after onset of illness, jaundice, or as directed by the Delaware Division of Public 
Health when passive immunoprophylaxis (currently, immune serum globulin) has been administered to appropriate 
children and staff; 

• Measles, until four days after appearance of rash; 

• Rubella, until seven days after appearance of rash; 

• Herpetic gingivostomatitis or cold sores, if the child is too young to have control of oral secretions; or 

• Unspecified illness if it limits the child’s comfortable participation in activities or if it results in a need for greater 
care than can be provided without comprising the health and safety of other children. 

Exclusion For Non-Functionality 

One criterion for exclusion of children from CCEP is their inability to participate in regular 
activities.  We do not have sufficient staff to care for children who are too ill to participate in the 
program, or who require almost constant attention. It is difficult for our staff, who love and care 
for children, not to be able to provide the one-on-one attention that we believe sick children 
deserve.  When children are non-functional, with no other symptoms, the decision to send them 
home will be made by the teacher and Head of School.  Children may be isolated and cared for in 
the Head of School’s office until they are picked up (which must be within one hour). 
 

Other Exclusions 

In a limited number of other circumstances, children need to be excluded for their welfare and the 
welfare of others. 
 

Communicable Disease 

Children, who have a reportable communicable disease or have recently had a reportable 
communicable disease, as listed below, may not attend CCEP until they have a written 
statement from the child’s physician stating that the child is disease-free and presents no risk to 
others at school. 
 
If a child who attends CCEP contracts a communicable disease, CCEP notifies the Division of 
Public Health. Each parent whose child may have been exposed to a reportable communicable 
disease shall receive written notice of the outbreak of such disease at the school. All staff will 
be notified if a child contracts a communicable disease. 
 
Communicable diseases include: 

Respiratory 

• Diphtheria 

• German Measles 

• Haemophilus Influenza Disease 

• Measles (Rubella) 

• Bacterial (spinal) Meningitis 

• Mumps 

• Pertussis (whooping cough) 

• Rubella 
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• Tuberculosis 
 

Gastro-Intestinal 

• Giardiasis 

• Hepatitis A 

• Salmonellosis 

• Shigellosis 

 

Exclusion of Non-Immunized Children    

If a child at CCEP develops symptoms of a disease for which immunization is normally given, 
every effort is made to separate him or her from children not immunized against the disease 
until the child is taken from the school. 
 

Adult Safety and Hygiene 

CCEP ensures that on-duty faculty, staff, and volunteers are free of communicable or other 
reportable disease during normal working activities. This precaution includes diseases which 
are readily contagious to others, whether or not the person has symptoms. 
 
CCEP faculty and staff are trained in hygiene procedures relating to diaper changing, potty 
training, and general disease prevention measures to ensure a hygienic environment for our 
children and staff. 
 

Administering Medication 

CCEP faculty and staff members who have completed training for administering medication in 
accordance with state law may, with parent permission, administer prescription or over-the-
counter medicine to a child following the approved procedures. 

1. Only medication provided by the parent in its original container may be administered. 
The container must be labeled with the child’s name, the name of the medication, the 
date of the prescription, dosage, and physician’s name. Parents must sign an 
authorization for medication form weekly. This form is kept on file and is available for 
review by parents and the Office of Child Care Licensing. 

2. A CCEP faculty or staff member records the details of administration on the 
medications report, including dosage, time administered, method of administration, 
faculty/staff initials, and comments (e.g., observation of adverse effects). 

3. Physicians, nurses or other qualified medical health personnel shall administer 
medication to a CCEP student in an emergency or by advance arrangement through the 
school office. 

4. Parents are notified immediately of any adverse effects of medication, such as diarrhea, 
vomiting, continuous hunger, refusal to eat, nosebleeds, skin rash or high temperature. 
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A child with diagnosed sensitivities and allergies which require an epi-pen, nebulizer, or other 
specialized treatment must provide CCEP with all equipment and medications, labeled with the 
child’s name, prescribing physician, and date of prescription. Parents of children with a 
prescription for an epi-pen must provide two such devices, one to be kept in the school office 
and one in the child’s classroom. Parents must also place on file a signed authorization for 
medication for such equipment and medications. Medication requiring refrigeration is labeled 
and stored in a refrigerator on the premises and away from children. 
 
Faculty and staff members return medication to parents at end of the day or at the end of the 
week. 
 
Students may not have prescription or over-the-counter medications, including cough drops or 
lozenges, in their possession. 
 

First Aid and CPR 

All faculty and staff members are certified in first aid and pediatric CPR. 
 

Incidents and Accidents 

Bumps, scrapes, and bruises occur as children grow, learn, and play.  Faculty and staff members 
are diligent in their supervision to help children avoid accidents.  When those regrettable spills 
or incidents occur, a written report is made on the Accident/Injury Report and parents are 
asked to read and sign the report.  The teacher or staff member present when the incident 
occurred will be available to discuss the situation.  If the child’s injury appears to require 
medical attention, a parent is contacted immediately, and in emergency situations, medical 
services are immediately obtained even when a parent cannot be reached.  Parents give 
permission to CCEP to seek such medical treatment on the application for admission and on the 
tuition agreement. 
 

Playground Rules 

When students are on the playground: 

• Stay within sight and supervision of teachers 

• Use the steps for the slides. Go up the steps, then down the slide feet first, on the bottom, 
for safety. 

• Rocks stay where they belong, on the grass or on the ground. 

• Mulch stays on the ground. 

• Sand stays in the sand box. 

• Do not climb trees. 
• Avoid walking on the stone wall. 
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Sanitary Conditions 

We take our responsibility to maintain a safe and healthy environment seriously. Toys, tables, 
sinks, toilets, and classroom equipment are cleaned and sanitized daily. We know that hand 
washing reduces the likelihood of illness spreading and ask parents to assist us in this routine. 
Children should wash their hands in the classroom or restroom upon arrival at school. We will 
assist your child in washing hands before lunch and snack, when coming in from outdoors, before 
and after using a water table, after messy activities, and after using the restroom. You can help 
your child learn the proper hand washing technique by following these steps in order: 
 

1. Wet hands before applying soap. 
2. Apply liquid soap. 
3. Lather for 10 seconds (not under running water). 
4. Rinse hands. 
5. Dry hands with a paper towel. 
6. Use a separate paper towel to turn off faucet. 

 
We remind children “water, bubbles, water” when helping them remember the steps. Water 
activates soap, and if soap is applied before wetting hands, the procedure is much less effective. 
 

Outdoor Play 

If children are well enough to be at CCEP, they are well enough to go outside and play. Please 
provide children with ample and correct clothing for cold, wet, snowy, or hot outdoor weather. 
We go outside except during thunderstorms or on days with a public warning related to cold, 
heat, or air quality. Fresh air promotes good health and is not a contributing factor in catching 
colds and flu. Because wind can be uncomfortable to an ear infection, a hat is required to be kept 
at school. Parents should not send children to school if they do not want them to spend time 
outside. If there is a weather advisory, we will not have outdoor play but will play indoors in the 
gym. We do have water play outdoors in the summer months. If a child is well enough to be in 
school, he/she is well enough to participate in water play. An outside temperature of 68° F is the 
threshold for summer water play days. Please provide your child who is attending camp with 
towels, bathing suits, and water shoes. On our playground the children have the pleasure of using 
the sandbox for sensory and fine motor activity. 
 

Privacy, Safety, and Security 

A CCEP family directory is published annually, including names, mailing addresses, telephone 
numbers (including cell), and email addresses of enrolled families. Any family who wishes to 
have any or all of this information excluded from the directory, must indicate this preference in 
writing by the first day of school. CCEP’s family directory is for Christ Church Episcopal 
Preschool use only. 
 
Facebook posts, school marketing materials, and newsletters are created during the year and 
sometimes include pictures of children. Parents may give or withhold permission for a child’s 
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photo or video to be used publicly on the tuition agreement. We never provide a child’s name 
when publishing such materials. 
 

Release of Children 

Parents list individuals who may take their child from CCEP on both the Application for 
Admission and the Child Information Card. CCEP does not release children to individuals not 
included on these forms unless parents call the school office or provide in writing the names of 
additional individuals who are authorized to take their child from CCEP. Additionally, individuals 
who are not known to CCEP must provide a picture ID before signing the child out from school. 
Children will not be released to a non-custodial parent not authorized by the custodial parent 
or to a person who appears to be intoxicated or incapable of transporting the child safely.  If an 
unauthorized person attempts to pick up a child, the parents will be called immediately, and 
the child will not be released. 
 

Access to Classrooms and Offices 

During school hours, all visitors and parents must sign in at the school office located in the 
reception area. 
 

Fire and Emergency Drills 

At least once each month, CCEP evacuates all classrooms during a fire drill. Children are taught 
how to exit the buildings quickly and safely and to stay with their class once outside of the 
building. A record of these fire drills is kept on file in the school office. 
 

Parking and the Safety of CCEP Students 

To ensure the safety of all members of the CCEP community, parents are asked to drive slowly 
along Buck Road and through the Christ Church parking lot, to adhere to all marked traffic 
patterns, and to refrain from using a cell-phone while driving on campus. 
 
Parents must keep children with them at all times in the parking areas and driveways on the 
CCEP campus. Children should not be allowed to run ahead of parents, cross the driveway 
unaccompanied, stand behind parked vehicles, or pass between parked vehicles at any time. 
Children should never be left unattended in a car. 
 
Please leave the handicapped parking spots for our handicapped visitors. Parking is not 
permitted along the sidewalk in front of the building, in the staff parking spaces next to our 
door, or in the lower circular driveway. There is one exception to this rule:  parents dropping off 
(prior to 8:00am) or picking children up (after 4:00pme) for before and aftercare may park 
briefly along the curb near the front door while entering the school to retrieve a child. 
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School Policies and Schedules 

Absences 

Parents are asked to call the school by 8:30 a.m. when a student will be absent. Please notify CCEP 
in writing or via email of preplanned absences. 
 

Attendance 

The academic school day for preschool is 8:30 a.m. until 12:30 p.m. for the half-day program 
and until 3:30 p.m. for the full-day program. The classroom doors open at 8:20 a.m., and 
students are tardy after 8:45 a.m.    
 
Children transition more smoothly when they arrive at school on time. The school asks that 
parents make every effort to deliver their children to their classrooms as close to 8:30 a.m. as 
possible. On Family chapel days (see calendar), teachers will leave the classroom at 8:30 to 
accompany students to chapel. Parents arriving after 8:30 on Tuesdays must bring their 
children to the chapel. 
 

Arrival and Departure 

Beginner Students 

 
Pick up and drop off is on the small playground* to the left of the school 
  
Please park your car in the parking lot next to the church and walk your child down the path, 
across the road in front of the school, and down the stone steps.  Before releasing your child 
to play, you will check your child in with your teacher. 
 
To Check-In 

1. Open the Brightwheel App on your phone (this is mandatory) 
2. Click Check in/out (remember your check in code) 
3. Scan the QR code provided by the teacher 
4. Click Check in 
5. Read and answer the Health Survey questions 
6. Click Submit 
7. Enter your check in/out code 
8. Wait for the teacher to check your child’s temperature and welcome them to play 

 
To Check Out 

1. Open the Brightwheel App on your phone (this is mandatory) 
2. Click Check in/out (remember your check in code) 
3. Scan the QR code provided by the teacher 
4. Click Check out 
5. Enter your check in/out code 
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6. Escort your child to your car 
 
*On inclement weather days, drop off will take place at the backdoor of the preschool.  To 
access this door, please follow the patio around the little playground and around the back of 
the school.  We will bring your child to meet you at the exit. 
 

Nursery Students 

Drop off is at the main entrance of the preschool 
Pick Up is in the Outdoor Classroom* 
 
For drop off, please pull up to the front of the school and park along the curb.  Walk your child 
to the entrance to the school to meet your teacher for check in. 
 
To Check-In 

1) Open the Brightwheel App on your phone (this is mandatory) 
2) Click Check in/out (remember your check in code) 
3) Scan the QR code provided by the teacher 
4) Click Check in 
5) Read and answer the Health Survey questions 
6) Click Submit 
7) Enter your check in/out code 
8) Wait for the teacher to check your child’s temperature and welcome them into the 

building 
 
 
For pick up in the outdoor classroom, please park your car in the parking lot next to the 
church and walk down the path, across the road in front of the school, and down the stone 
steps.  Follow the patio around to the back of the school and meet your child’s teacher in the 
Outdoor Classroom.  
 
To Check Out 

1) Open the Brightwheel App on your phone (this is mandatory) 
2) Click Check in/out (remember your check in code) 
3) Scan the QR code provided by the teacher 
4) Click Check out 
5) Enter your check in/out code 
6) Escort your child to your car 

 
*On inclement weather days, pick up will take place at the main entrance to the school.  We 
will bring your child to your car.   
 

Primary Students 

Drop off is on the Big Playground* 
Pick Up at the Circle  
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For drop off, Please park your car in the parking lot next to the church and walk your child 
down the path, across the road in front of the school, down the stone steps, and follow the 
patio behind the school. Before releasing your child to play, you will check your child in with 
your teacher. 
 
To Check-In 

1) Open the Brightwheel App on your phone (this is mandatory) 
2) Click Check in/out (remember your check in code) 
3) Scan the QR code provided by the teacher 
4) Click Check in 
5) Read and answer the Health Survey questions 
6) Click Submit 
7) Enter your check in/out code 
8) Wait for the teacher to check your child’s temperature and welcome them into the 

building 
 
For pick up, please follow the parking lot to the end, make a left, and follow the parking lot 
down into the circle. A teacher will bring your child to your car, you will check your child out. 
 
To Check Out 

1) Open the Brightwheel App on your phone (this is mandatory) 
2) Click Check in/out (remember your check in code) 
3) Scan the QR code provided by the teacher 
4) Click Check out 
5) Enter your check in/out code 
6) Escort your child to your car 

 
* On inclement weather days, drop off for the Hidden Rainbows will take place at the 
backdoor of the preschool.  To access this door, please follow the patio around the little 
playground and around the back of the school.  Drop off for the Magic Trees will take place at 
the classroom entrance off the Little Playground.  Please maintain six feet between any other 
families waiting to check in. Pick up will still take place at the circle entrance.   

 

Pre K Students 

Drop off and Pick Up is at the main entrance of the preschool 
 
For drop off, please pull up to the front of the school and park along the curb.  Walk your child 
to the entrance to the school to meet your teacher for check in. 
 
To Check-In 

9) Open the Brightwheel App on your phone (this is mandatory) 
10) Click Check in/out (remember your check in code) 
11) Scan the QR code provided by the teacher 
12) Click Check in 
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13) Read and answer the Health Survey questions 
14) Click Submit 
15) Enter your check in/out code 
16) Wait for the teacher to check your child’s temperature and welcome them into the 

building 
 
For pick up, please pull up to the front of the school and park along the curb.  A teacher will 
bring your child to your car, you will check your child out. 
 
To Check Out 

7) Open the Brightwheel App on your phone (this is mandatory) 
8) Click Check in/out (remember your check in code) 
9) Scan the QR code provided by the teacher 
10) Click Check out 
11) Enter your check in/out code 
12) Escort your child to your car 

 

Before and After Care Drop Off and Pick Up Procedures 

• Prior to 8:00 am:  Parents may park their car along the curb in front of the school and walk 
their child down to either the big playground or to the outdoor entrance for Parish Hall C, 
depending on the weather. To access either location, walk down the stone steps to the little 
playground and follow the patio around to the back of the school.  

• Between 8:00 am-8:20 am AND 3:30 pm-4:00 pm:  Parents should park in the parking lot 
next to the church and either drop off or pick up their child from the big playground or the 
outdoor classroom, depending on the weather.  

• After 4:00pm:  Parents may park their car along the curb in front of the school and pick up 
their child from either the big playground or to the outdoor entrance for Parish Hall C, 
depending on the weather.  

• Check in/out:  Parents should check their child in/out with the before and after care teacher 
using the Brightwheel App.  Follow the provide instructions on the front of this document.  

 

Drop Off and Pick Up Courtesies  

 
• During pick up, please stay in your car until the teacher brings your child to you 
• Please have the Brightwheel App open and ready for check out 
• Please be certain that caregivers are listed in Brightwheel as an approved pick up and 

that they have the Brightwheel app installed on their phone 
• Please be patient during pick-up to ensure the safety of children and staff 
• Please do not drive around cars that are actively loading children 
• Please note that when you arrive in the car line, you must be ready to receive your 

child at that time 

• Please do not engage in a lengthy conversation with other parents or with teachers 
during pick up.  This prevents the parents behind you from picking up their children 

• During check in, please maintain 6 feet from other families checking in 
• You are required to wear a mask while on campus 
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Behavior Guidelines 

Conscious Discipline 
The foundation of classroom behavior management at Christ Church Episcopal Preschool is 
Conscious Discipline, a comprehensive emotional intelligence curriculum and classroom 
management program based on current brain research, child development information, and 
effective educational practices, developed by Dr. Becky Bailey. 
 
CCEP offers in-service training to the faculty and staff on the use of Conscious Discipline so they 
can create safe classroom environments and teach self-control, conflict resolution, character 
development, and social skills. 
 
Conscious Discipline guides children to create solutions and to be accountable and responsible for 
their behavior. This method scientifically and practically links social-emotional learning and 
classroom management to build a school family. 
 
Upset Children 
In an occasional situation, if a child’s behavior escalates and the child is “out of control,” calm 
intervention is used to help the child regain composure in a safe and nurturing environment. 
Children are taught calming breathing techniques and a safe place is available in each classroom 
to support the child’s transition back to controlled and safe behavior. Encouragement, deep 
breathing, and connection are adult behaviors which support this transition. 
 
When a child is unable to regain composure, the Head of School may intervene and support the 
child’s transition to an alternative safe space. The classroom teacher will discuss the situation with 
parents each time an administrative intervention is necessary, and the Head of School is available 
to parents to plan strategies of support for the child. These discussions will not take place at pick 
up.   
 
Rough Play and Fighting 
Children are discouraged from playing rough, pretend-fighting, karate kicking, and other 
aggressive behaviors that often result in hurt feelings or hurt bodies. Some super hero t-shirts and 
costumes of characters who use violence to “right wrongs” are not appropriate at CCEP. If rough 
play is consistent or escalating, the classroom teacher will discuss with parents.  These discussions 
will not take place at pick up.   
 
Biting 
Biting by young children is a typical and frequent developmental phenomenon much like temper 
tantrums and separation anxiety. In early childhood settings, biting is an issue because a child is 
hurt by this behavior. CCEP faculty and staff understand that children in specific stages of 
development may bite when they are feeling frustrated, or in an attempt to communicate. 
Engagement, connection, and one-on-one activities to teach children the skills to defuse anxiety, 
stress, anger, and frustration are on-going to minimize biting. 
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When biting does occur, the teacher will separate the children. The teacher will complete an 
incident report for both children to inform both sets of parents of their child’s role in the 
situation. Identities of the participants are not shared with other parents. If further discussion is 
needed, the classroom teacher will contact the parent. These discussions will not take place 
during pick up.   
 
Exclusions 
In a limited number of circumstances, children need to be excluded from the classroom for their 
welfare and the welfare of others. CCEP reserves the right to make such a determination when 
the safety of any individual is at risk. 
 

Communication 

Back to School Night 
The faculty, staff and Head of School invite parents to attend a Back to School Night in September 
each year. Back to School Night is an opportunity for parents to meet the teacher and to learn 
about their child’s program for the year. Teachers will present the learning and social goals for the 
school year, the curriculum materials and equipment, the teacher’s procedures for home/school 
communication, and classroom management techniques. A copy of the daily schedule, which is 
displayed in each classroom, is given to parents. Additionally, parents enjoy the opportunity to 
meet and visit with other parents. 
 
Back to School Night is an informational meeting for parents only. Parents should make 
alternative arrangements for children. Additionally, parents are asked to reserve questions about 
their individual children for a pre-arranged conference with the teacher. When a parent cannot 
attend Back to School Night, all materials distributed that evening will be mailed to them or sent 
home in the child’s bag. 
 
For this year, Back to School Night will look a little different.  Please check the weekly newsletters 
for more information.  
 
Families’ Culture and Community 
We strive to ensure that activities and materials reflect children’s cultures and communities. We 
encourage families to share information about home life so that we may include familiar and new 
materials, pictures, and experiences in the classroom, and ensure consistency between home and 
school. 
 
Green Show Week 
The Green Show is a long-standing tradition at Christ Church. It raises a significant amount of 
money for donations to over 30 different charities. The Parish Halls and classrooms are 
transformed into a Christmas wonderland, offering gifts, gourmet foods, crafts, and, of course, 
greens! Because our classrooms are used for this event, we have school for 3 days only that 
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week. We happily support this important part of the church’s outreach. Holiday camp is offered 
on Thursday of Green Show week; the school is completely closed on Friday.  
 
Head of School 
Kim Wagner, Head of School, has an open door policy and encourages parents to share both 
positive feedback and concerns. Parents can visit with Kim before or after school, or can make an 
appointment to speak with Kim by calling the school office or emailing her directly. 
 
Inclusion Policy 
Christ Church Episcopal Preschool welcomes all children and provides an inclusive environment 
for instruction for children with all levels of physical and developmental needs. To accomplish this, 
CCEP will use its best efforts to provide: 
 

- Access to physical learning environments in and on its campus; 

 
- Teacher accommodation and support for each child in play and learning activities; 

 
- In collaboration with families and teachers, access to therapists or specialized service providers. 

 

When a child is being served by an Individualized Education Plan (IEP) or an Individualized Family 
Service Plan (IFSP), we request that parents share a copy of that document with the child’s 
teachers and the Head of School. We support families in meeting the goals expressed in these 
documents by consulting with professionals who are working with the child and by making 
accommodations in the classroom whenever these may be necessary or helpful. 
 
Individual Plans and Goals for Each Student 
Teachers develop individual learning plans for each student and review these several times each 
year. Age-appropriate and individually-appropriate goals are developed, and progress toward 
these goals is shared with parents. 
 
Interactions 
In order to maximize opportunities for positive adult-child interactions, our teachers are trained 
to communicate with children using frequent face-to-face connections, to converse during free 
play and meals, to read  books together, to play with words, rhymes, songs, sounds and letters, to 
encourage dramatic play and cooperation, to provide opportunities to explore with the five 
senses, to respond to children’s words with interest and encouragement, to help children name 
objects and experiences, and to support their development of independence and mastery of skills. 
 
Meet Your Teacher 
Each year before school begins, all students and their parents are invited to visit the assigned 
classroom and meet the teachers. This opportunity is a transition activity that supports children’s 
first experiences in a new classroom with a new teacher. Parents and students are invited by 
telephone or written invitation from the child’s teacher. 
 
Newsletter 
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The school newsletter for parents, grandparents, and friends of CCEP is published weekly for the 
information and enjoyment of the CCEP community. 
 
Observations and Assessments 
Informal observations by teachers and formal assessment records are used to start conversations 
during parent-teacher conferences and at other times, as needed. The assessment form allows 
teachers to indicate a child’s progress toward mastery of a skill. 
 
Parent Questions and Concerns  
Before scheduling a conference with the Head of School, parents are encouraged first to speak 
with the teacher about questions, concerns, or suggestions. The Head of School, however, is 
always available to answer questions, to hear concerns, and to partner with parents to find 
productive solutions. 
 
Parent-Teacher Conferences 
A student’s school success is closely associated with parent-teacher communication. Teachers at 
CCEP communicate with parents regularly and schedule parent-teacher conferences twice each 
year. Additional personal or telephone conversations can be arranged at the request of the parent 
or teacher at any time. Children being served by an IEP or IFSP will have progress toward 
identified goals included in their progress reports. A written record of the parent-teacher 
conference is retained in the child’s file. 
 
Parent Visits 
*Due to COVID regulations, parents may not be allowed into classrooms.  Please check with Ms. 
Gilliam or Dr. Wagner before planning to visit your child in school.  
 
Parents are invited to visit in classrooms without an appointment at any time. For the safety and 
security of all students, parents must sign in and out at the school administrative office. Visiting 
parents are reminded that conferences with teachers should be scheduled for times when 
teachers are not responsible for the care and education of children. 
 
Daily Reports 
Parents will receive live, daily updates about your child’s day via the Brightwheels app. Your 
teacher will provide pictures and/or videos, a short description of the morning and afternoon, and 
a food update daily. You may also see updates regarding rest time, the bathroom, injuries, and 
other exciting news.   
 
Student Portfolios 
The classroom teacher maintains individual student portfolios that include samples of work 
representative of the curriculum, as well as teacher notes from in-class observations. Students 
may be involved in selecting work for their portfolios, and their portfolios will be a part of parent-
teacher conferences. 
 
Website 
Please visit the school website for more information about CCEP: www.ccepde.org. 

http://www.ccepde.org/
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Confidentiality and Distribution of Records Policy 

Information contained in children's records is privileged and confidential. These records will not 
be released to anyone not directly related to implementing the program plans without written 
parental consent. Parents/guardians will be notified if children's records are subpoenaed. 
Children's records are accessible to parents upon request. Procedures are established governing 
access to, duplication of, and dissemination of information contained therein. Copies are provided 
to parents upon request. 
 
Upon written parental/guardian request, records may be transferred to the parents when children 
are no longer enrolled. 
 
These records are also available to the Office of Child Care Licensing. 
 

Dismissal from CCEP 

Membership in the CCEP community is a privilege accompanied by individual and family 
responsibility. Parents may be asked to find another school setting when a child’s or parent’s 
behavior repeatedly falls outside CCEP’s community standards. 

 

Dress Code 

CCEP has an encouraged, but optional, dress code, details of which can be found on our 
website. All of the suggested dress code items are available from Lands’ End. Orders can be 
placed online at www.landsend.com, in the school uniform section. (When placing orders, 
please use the CCEP Preferred School Number: 900114828).  
 
Parents must label all student clothing, jackets, sweaters, sweatshirts, etc. with the child’s 
name. Each year we donate piles of unlabeled, abandoned clothing to charity. Help us return all 
lost items to the correct owner. 
 
Footwear 
CCEP students must wear shoes/sneakers that have rubber soles and full backs. In order to 
keep children safe while on outdoor play equipment, flip-flops, Crocs, clogs, or slip-on shoes 
may not be worn. Please provide a pair of pull-on rubber boots to be left at school for the 
entire year. This allows us to go outside on a muddy or wet day without fear of a child wearing 
wet shoes for the remainder of the day. 
 
Uniform School Bag 
CCEP requires that all students purchase the uniform school bag from Lands’ End.  This is the 
canvas tote, medium size, in natural color with scarlet straps. Each school bag must be 
embroidered with the student’s last name. 
 

http://www.ccepde.org/uniform-guidelines
http://www.landsend.com/
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Food Program 

Christ Church Episcopal Preschool offers nutritious snacks in the mid-morning and mid-
afternoon and lunch at approximately 11:30 each day.  Children who stay for extended care in 
the afternoon will be offered an additional snack.  CCEP does not offer any reduction in tuition if 
parents choose to opt out of the food program. CCEP also requires parent cooperation in 
making CCEP a nut-free environment. 
 
It is essential that parents inform us of any food allergies and/or religious dietary requirements. 
We also request that parents speak directly with our food specialists in the kitchen about 
dietary restrictions. Our menus adhere to the USDA/CACFP guidelines. In the case of severe 
allergies or food restrictions, parents may be asked to send a child’s food from home.  Any 
lunches brought from home must be clean and safe and comply with the healthy requirements 
CCEP follows in providing school lunches.  They must contain a cold pack in a thermal lunchbox 
or bag. 
 
Children are never forced to eat, but will be encouraged to eat the nutritious food we provide. 
We ask children to eat fruits and vegetables before being served a second helping of meats, 
meat substitutes, or grains. 
 

Gifts for Faculty and Staff 

CCEP asks for parent cooperation with our policy that discourages faculty and staff from accepting 
gifts of any significant monetary value from parents and students. Holiday and end-of-year class 
gifts will be coordinated through classroom representatives. 
 

License Requirements 

CCEP is regulated and inspected by the Delaware Department of Services for Children, Youth and 
Their Families, Office of Child Care Licensing, and is required to follow all regulations and 
guidelines promulgated by that office as well as the State of Delaware, Environmental Health, and 
the State Fire Marshal’s Office.  Parents are invited to review these regulations in the school office 
at any time. 
 

Parties and Holiday Celebrations 

All parties and celebrations must be approved by the classroom teacher and placed on the 
school calendar to make certain such celebrations are successful. The classroom teacher can 
provide information about the number of students in the classroom and the best time for the 
celebration. Please check with your child’s teacher before planning any celebration, surprise, or 
party for a student, teacher, or class. (School treats, birthday party favors, and snacks should 
not include gum.) 
 
Birthdays 
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When delivering birthday party invitations at CCEP, please invite all children in the class. When 
a smaller party is desired, please extend the invitations privately, through the mail or by 
telephone. 
 
Halloween 
Children at CCEP may enjoy the songs and treats associated with Halloween. We ask that 
parents do not send Beginner or Nursery students to school in costume during the school day. 
Primary and Pre-K teachers will advise parents about plans to include costumes in their class 
celebrations. 
 
Christmas 
The celebration of Christmas at CCEP includes a Christmas chapel service, with a simple pageant 
by Pre-K students, and classroom parties planned by the parents and teachers. An all-school 
Christmas Party is planned by the Parents’ Association and includes a visit from Santa Claus. 
 

Snow Days, Inclement Weather and School Closing 

CCEP does not open when there is an immediate threat of ice or dangerous driving conditions, 
and the school may announce an early closing in anticipation of dangerous driving conditions. 
 
Email, text messages, or Brightwheel alerts regarding school closings will be sent to parents 
who have their email addresses and cell phone numbers on file. Announcements of school 
closings will be added to the preschool voicemail at (302) 472-0021 and on the CCEP webpage 
(http://www.ccepde.org). 
 

Student Placement with teachers 

A panel of teachers and the Head of School meet annually to make placement decisions. A good 
match of teaching style and personality with student learning style and personality is an important 
consideration. The program selection (half or full day, as well as three or five day) and gender 
balance are also considered when placing students with particular teachers. We ask parents to 
refrain from making requests for particular teachers. 
 

Supplies For School 

The following is a list of the supplies that parents are asked to provide from home. All clothing  
and other items brought from home should be marked with the child’s name. 

• Diapers/Pull-Ups (for Beginner and Nursery students not yet potty-trained) 

• Wipes (for Beginner and Nursery students not yet potty-trained) 

• Change of clothes, including shoes and socks (Please replace seasonally.) 

• Blanket/lovey/pacifier to be used at nap time, if required (for full day students only).  
We provide a generic fleece blanket for nap time for all students. 

• Pull-on rubber boots to be left at school for the entire year 
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NOTE: Students may not bring any electronic game/toy or listening device to school. 
 

Show and Tell 

Items brought from home for Show and Tell must be clearly marked with the child’s name and 
should go home the same day unless special arrangements are made with the teacher. 
 

Toilet Training 

CCEP expects children enrolled in our Primary and Pre-K programs to be toilet trained and be able 
to use the bathroom with minimal assistance. Parents are asked to keep a change of clothing at 
school for occasional accidents since most children feel more comfortable wearing their own 
clothing and our supply of extra clothing is limited. Staff members supervise the bathroom and 
assist with toileting accidents, as needed. Parents will be called to assist their child if frequent 
accidents occur that require changes of clothing. Beginner and Nursery children will be exposed to 
bathroom use as they show an interest. Parents need to send a supply of diapering materials for 
children not yet potty-trained, labeled with the child’s name. 
 

Giving At CCEP 
At CCEP, we try to provide a variety of opportunities for parents, grandparents, and members of 
the community to share their time and talent. Additionally, throughout the year, the school’s 
Development Committee organizes fundraising activities/events aimed at supporting our program 
goals and building our school community. 
 

Parents’ Association and Volunteer Opportunities 

The CCEP Parents’ Association holds regular meetings at the school and encourages all parents to 
attend. The Parents’ Association also offers many leadership and volunteer opportunities 
throughout the year. Class representatives are assigned to each classroom to serve as a liaison 
between teachers and parents for special events and functions. Additionally, individual volunteer 
time invested in classroom activities is welcome. To pursue these opportunities, please contact 
the President of the CCEP Parents’ Association or the school office for more information. 
 

Board Committees 

The CCEP Board of Trustees invites parents who are interested to participate on certain Board 
Committees.  Information regarding the committees will be available to families by request  of the 
Board of Trustees at the time of formation.   
 

The Annual Fund 

The CCEP Annual Fund was created in 2007 to enable CCEP to bridge the gap between tuition 
revenue and operating expenses. The Annual Fund makes it possible for CCEP to offer excellent 
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programs and facilities, an experienced faculty, and financial aid to families with demonstrated 
need. Because tuition alone cannot provide for the depth and breadth of the CCEP experience, 
gifts to CCEP’s Annual Fund enable the school to: 

• Meet and exceed the national programmatic and physical standards for early childhood 
education. 

• Equip classrooms with academic and enrichment resources, including discovery tables, 
books, and curricular materials. 

• Provide comprehensive professional development for CCEP staff and parent education 
opportunities. 

• Continue the development and support of the enrichment programs (e.g., the library, arts 
and music programs, language programs, and physical education). 

• Provide financial aid to ensure access to families with demonstrated need.  
  
The Annual Fund runs from July 1 to June 30 of each year. Our goal is 100% participation by 
families and staff. Thank you for your support! 
 

Giving Statement of Intention 

The first giving priority is the Annual Fund. The Annual Fund campaign provides the most 
important source of income (beyond tuition) that enables the school to maintain a strong 
program. Any additional money raised will be used for projects to enhance the overall program. 
The Board and its committees, working with the administration of the school, will identify these 
projects. 
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APPENDIX A (Board of Trustees) 
 

2020-2021 
Board of Trustees Members 

 

Head of School 
Kimberly Wagner 

 

Chairperson 
Aaron Dallaire 

 

Allison Ayers 
Vera Belger 
Kate Burris 
Frank Cacia 
Kristin Finio 

Michael Harra 
Kendall Massett 
Blair McConnell 

David Nichols 
Nicole Sailer (Treasurer) 

Fred Sears 
Robert Snowberger 

Katie Van Druff 
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APPENDIX C (UNIFORM GUIDELINES) 

Uniform Guidelines: 2020-2021 

CCEP uniforms are strongly encouraged this 2020/2021 school year.  Uniforms strengthen a sense 
of community and allow children to “get messy” without worry.  Uniforms can be purchased from 
Lands’ End or from Teespring.  As always, each child will need a canvas tote for school.  This will 
come to school at the beginning of each week and return home at the end of each week.  New 
this year, children are required to keep a knit cap in school for cooler weather. We will order them 
for you.  As always, children are required to keep a pair of rain boots in school.  

MUST HAVES: 

1. Lands’ End: Medium canvas bag with red trim and open top. This should be personalized 
with your child’s last name. Use School Number:   900114828  

2. Navy knit beanie with logo to keep in cubby for cool days.  We will order this for you. $15 
will be applied to your September tuition payment.  

3. Water bottle with lid to stay at school. We will order this for you. $15 will be applied to 
your September tuition payment.  

4. Rain boots of your choice.  These will remain in school.  

OPTIONAL (STRONGLY ENCOURAGED) 

1. Lands’ End: CCEP uniforms may be purchased from Land’s End.  Colors include red, white, 
navy, light blue and pink shirts with khaki or navy bottoms.  The school logo is available for 
monogramming through the Land’s End website.  Use School Number:   900114828. 
*Land’s End donates 3% of net sales from the Lands' End School catalogs and Lands' End 
School web pages back to Christ Church Episcopal Preschool.  

2. Teespring CCEP: CCEP spirit wear can also be worn with khaki or navy bottoms. *A portion 
of all sales go back to Christ Church Episcopal Preschool  

3. CCEP navy baseball cap with logo. Order a cap to keep in school and one for home.  

  

https://www.landsend.com/co/account/school-uniforms?cm_re=lec-_-uni-_-tab-_-hr1-1-1-_-shopbyschool-_-20180608-_-area&launchSearch=true
https://www.landsend.com/co/account/school-uniforms?cm_re=lec-_-uni-_-tab-_-hr1-1-1-_-shopbyschool-_-20180608-_-area&launchSearch=true
https://teespring.com/stores/ccep
https://docs.google.com/forms/d/e/1FAIpQLSfCm97UNh1hMVPqcU2RY-HE1steH3NiCqPliBHNMVumnF75GA/viewform?usp=sf_link
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APPENDIX D (SCHOOL CALENDAR) 
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APPENDIX E (COVID-19 PHASE 2 REGULATIONS) 
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APPENDIX F (COVID-19 PHASE 3 REGULATIONS) 
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A MINISTRY OF CHRIST CHURCH CHRISTIANA HUNDRED 

505 EAST BUCK ROAD, PO BOX 3510 

GREENVILLE, DE 19807 

PH: (302) 472-0021 

FAX: (302) 655-2259 

EMAIL: CCEP@CHRISTCHURCHDE.ORG 

WWW.CCEPDE.ORG 
 

  

 

 

Christ Church Episcopal Preschool offers its program to all students 
without respect to race, gender, color, creed or national or ethnic origin. 
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