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Dear Parents and Families, 
 
Welcome to The Discovery Preschool. Our goal is to provide a welcoming, safe, and 
developmentally appropriate learning environment for every child. This handbook is 
designed to ensure that your child has a rewarding experience with our program. The 
purpose of this handbook is to outline the program’s policies and procedures, trying to 
anticipate many of your questions. We strive to work with parents/guardians in a 
partnership that will facilitate the transitions between home and school. We expect 
parents to read this handbook, follow the policies and procedures outlined and provide 
us with all the necessary information needed. This handbook will be updated as needed 
and you will be notified of formal policy changes by email.  We look forward to 
partnering with you during your child’s most formative years.  

 
Thank you,  
The Discovery Preschool Faculty and Staff  
 
Facility  
Address:  847 Easton Road, Warrington PA 18976 
Address: 27 Blacksmith Road, Newtown PA 18940 
 
Phone Number: 267-753-6040 
 
Mission Statement 
The Discovery Preschools will nurture a curiosity-driven environment through emergent 
learning where children will develop a love for exploration, wellness and relationship 
building.  
 
Philosophy  
Childhood is a unique and valuable stage in the human life cycle. Our paramount 
responsibility is to provide care and education in settings that are safe, healthy, 
nurturing, and responsive to each child. We are committed to supporting children’s 
development and learning; respecting individual differences; and helping children learn 
to live, play, and work cooperatively. We are also committed to promoting children’s 
self-awareness, competence, self-worth, resiliency, and physical well-being. 

Children learn best by doing. Our programs are specially designed to be child-centered, 
allowing students to construct their own meaning through natural play, exploration, and 
project-based learning. This hands-on approach provides endless opportunities for 
children to investigate nature and find answers to their own questions in an organic way. 



Our teachers are facilitators on the path to student growth by actively engaging with 
children and scaffolding learning to meet the needs of each child. They play a vital role 
in sparking students’ curiosity and fostering a thirst for knowledge. 

 

Non-Discrimination Policy  
The Discovery Preschools does not discriminate on the basis of race, religion, sex, 
color, ancestry, disability, age, cultural heritage, political beliefs, marital status, national 
origin (which includes Limited English Proficiency) or sexual orientation. 
 
Any individual, who believes they have been discriminated against, may file a complaint 
of discrimination with:  

●​ Newtown Discovery Preschool 
27 Blacksmith Road 
Newtown PA 18940 
Warrington Discovery Preschool 
847 Easton Rd. 
Warrington PA 18976 

●​ Commonwealth of Pennsylvania 
Department of Human Services  
Bureau of Equal Opportunity  
Room 225, Health & Welfare Building 
P.O. Box 2675  
Harrisburg, PA 17105  

●​ Commonwealth of Pennsylvania 
Department of Human Services  
Bureau of Equal Opportunity 

●​ Southeast Regional Office  
801 Market Street, Suite 5034 
Philadelphia, PA 19107 

●​ PA Human Relations Commission 
Philadelphia Regional Office  
110 N. 8th Street  
Suite 501 
Philadelphia, PA 19107 

●​ U.S. Department of Health and Human 
Services  
Office for Civil Rights  
Suite 372, Public Ledger Building  
150 South Independence Mall West 
Philadelphia, PA 19106-9111 

 
Disability Non-Discrimination Statement 
Reasonable accommodation will be provided for qualified children with disabilities upon 
request, as specified under the Americans with Disabilities Act. 
Americans with Disabilities Act discrimination issues should be referred to:  

●​ Office on the ADA Civil Rights Division 
​ US Department of Justice 
​ P.O. Box 66738 
​ Washington, DC 20035-9998 
​ (202) 514-0301 

 

 

 



Program Information  
School Hours 

The Discovery Preschools will be open year round, Monday-Friday, from 6:30am-6pm.   

We will be closed on the following days: 

●​ Labor Day 
●​ Thanksgiving 
●​ Black Friday (PD) 
●​ Christmas & December 26th 
●​ New Year’s Day 
●​ President`s Day 
●​ Memorial Day 
●​ Independence Day 
●​ Professional Development Training prior to the first day of school 

We will close at 3pm on the following days: 

●​ Christmas Eve 
●​ New Year’s Eve 

We will close at 12pm on the following day: 

●​ Wednesday before Thanksgiving 
●​ Good Friday for Parent teacher conferences 
●​ Professional Development Training prior to the first day of school 

Developmental Screening 

Within the first month of enrollment into our program, each child is assessed from birth 
through kindergarten using an authentic, ongoing observational system.  The system is 
based on 38 objectives for development and learning in alignment with the Common 
Core State Standards.  
 
Assessment is ongoing with observations completed during the regular, everyday 
activities continuously throughout the year.  Color-coded progression reports reflective 
of each child’s performance in comparison to widely held age expectations are 
presented to families twice yearly and are the focal point of discussion during 
parent-teacher conferences.  Progress reports are sent through our school app one 
week prior to conferences to allow parental review. Conferences may be scheduled 
using Sign-Up Genius.  Conferences are held once during the winter term and once 
during the Spring term.  These conferences are held for each age group and may be 
completed with greater frequency upon parental or teacher request. During these 
conferences, teachers may share outside resources and referrals for remediation. 
 



Curriculum 
Creative Curriculum allows our educators to put objectives into the database to reflect 
the corresponding state standard.  This permits teachers to ensure all objectives in each 
of the 10 areas of development and learning are being addressed.  
These areas include: 

●​ social-emotional 
●​ language 
●​ physical 
●​ cognitive 
●​ literacy 
●​ science & technology 
●​ social studies 
●​ the arts 
●​ mathematics 
●​ English language acquisition (if applicable) 

 
Electronic Policy 
At The Discovery Preschool we have a strict no electronics policy. Students are NOT 
permitted to have electronics at school. If the policy is violated the device will be taken 
away immediately and given to the parent/guardian at pick up.   
 
Program Accommodates dual language and linguistically diverse children and 
families:  
We at The Discovery Preschools encourage families to honor and support their home 
language through conversation, stories, and songs.  We invite families to share their 
culture and holiday celebrations with the greater school community.   
 
We use visuals (i.e. picture schedule) to help dual and linguistically diverse children 
informed about the daily routine. Circle time has songs and chants presented daily and 
repetitively to support linguistic growth. We also use sign language from infancy onward 
to help children to communicate and offer non-verbal cues. 
 
IEP’s 
Parents of children with an Individualized Education Program (IEP) are requested to 
provide the school with a copy of said document. Providing such documentation allows 
teachers, faculty, special educators, children, and families to partner together to achieve 
the desired outcomes. Staff are requested to attend all IEP meetings to be able to offer 
insight and to receive recommendations to elicit positive educational gains.  
 
We pride ourselves on providing a quality educational experience for each student in 
our care by meeting each child at his/her developmental level. It is the policy of The 



Discovery Preschools to follow all dictates provided by The Intermediate Unit or by 
outside professionals qualified to determine remediation. This policy is designed to 
ensure that each child receives all services as determined by the educational team that 
designs and implements the Individualized Educational Plan. Failure to comply with the 
aforementioned policy may result in a child's exit from the program.  
 
Policy regarding inclusion reflecting reasonable accommodations: 

Once benchmarking of students across each domain (cognition, social-emotional, 
physical, and the arts) is completed during the first 30 days and anytime thereafter, if 
behaviors present requiring observation and/or intervention the information below is the 
starting point to secure evaluation and potential services. 
Anyone residing in Bucks County can reach out to the Local Interagency Coordinating 
Council (BCICC). This agency assists parents, early interventions specialists, and 
community partners in gathering information and making informed decisions.  The 
council includes parents and representatives from the Bucks County Intermediate Unit 
(IU), the Bucks County Department of Health, the Bucks County Department of Mental 
Health and Developmental Programs, and educators.  

Service agencies distinguish between Early Intervention (EI)  from birth to 3 years of 
age and Preschool Early Intervention from 3-5 years of age.  Please note that services 
may only be secured by a parent or guardian and not by teachers or administrators. 

In Lower Bucks County for children ages birth to 3 years of age, reaching out to 
Merakey is the starting point (www.merakey.org). Merakey case managers will work with 
families to answer questions and to obtain the evaluations needed to start the process. 
Pennsylvania requires services to begin within 14 days from approval of the 
individualized family service plan (IFSP). 

Statistics reveal that 99.97% of eligible infants and toddlers receive services at home or 
in community settings. 

For children ages 3 years to 5 years of age, the process begins with completing a 
request form through  Bucks County Intermediate Unit (PEI Screening Request Form - 
Formstack). The Bucks County IU is the non-competitive sole source provider of 
services to students with disabilities contracted through school districts in Bucks County. 
The Individualized Education Program (IEP) must be completed within 30 calendar days 
after the evaluation teams issue the report and put into action within ten school days 
after completion. Services may be delivered in the preschool setting or at home.  

If preferred, parents can reach out to these private agencies listed below for 
evaluations, as well.  =Pediatricians may also make suggestions. 

 
Class Assignments 

http://www.merakey.org/
https://bciu.formstack.com/forms/pei_screening_request_form
https://bciu.formstack.com/forms/pei_screening_request_form


At The Discovery Preschools we strive to do what’s best for all of our students. For this 
reason, we will not accept or honor any teacher or friend requests given by parents. If 
for any reason, once the year has started, you think your child needs to be moved to a 
different classroom, your request needs to be put in writing and given to the Director. 
We will take your request into careful consideration. 
 
Children will be placed in the proper classrooms based on the following: 

●​ Infant Classroom: Newborns until the milestones requirements are met.  
●​ Younger Toddler Classroom: (1) Need to be 1 or meet the milestone 

requirements. 
●​ Older Toddler Classroom (2): Need to be 2 on or before September 1st of the 

school year you are enrolling for. 
●​ Preschool Classroom (3): Need to  the age of 3 on or before September 1st of 

the school year you are enrolling for.  If not potty trained, there will be an 
additional monthly fee of $33.00. 

●​ Pre-Kindergarten Classroom (4): Need to be 4 on or before September 1st of the 
school year you are enrolling for. 

 
Transitioning at end of school year: 
As we are an educational program, children are assigned a classroom at the beginning 
of the academic year or upon enrollment. Each child remains with his/her cohorts for the 
entire school year. After graduation in mid-June, children that have either had a birthday 
to enable them to go to the next classroom (children moving from infants to young 
toddlers or young toddlers to older toddlers) or whose advancement does not impact 
ratios (children moving from preschool to pre-K) will transition to their new classroom 
where they will remain for the following academic year. Those children that do not meet 
the criteria for advancement will remain in their current placement until they have 
completed their next birthday, but no later than the last Monday in the month of August. 
Being prepared to enroll during the open registration period for your local school district 
is paramount. Please click the link that applies to your locality and click on the link to 
Kindergarten information/registration. 
 
 

 
 
 
 
 
 
 
 



 
 
 
 

Family Partnerships 
Drop Off/Pick up  
Please park in the designated school parking lot and escort your child(ren) into the 
school building to sign them in and out each day. You will be given a pin to access the 
building during designated pick up and drop off times to sign your child in and out. 
The Pennsylvania Transportation Law states: “Under Pennsylvania's primary child 
passenger safety law, children under the age of 4 must be properly restrained in an 
approved child safety seat anywhere in the vehicle. Children under 2 must be secured 
in a rear-facing car seat until the child outgrows the maximum weight and height limits 
designated by the car seat manufacturer. Children from age 4 up to age 8 must be 
restrained in an appropriate booster seat.”  
Please reference the PennDot website if there are any questions: 
(https://www.cbsd.org/register).  
 
No child will be allowed to get in the car with a parent, legal guardian, or someone on 
the transportation list, who appears to be under the influence (drugs, alcohol, etc.). If 
this situation were to arise, we will call another adult on the child’s emergency contact 
list. 
 
If a reasonable conclusion cannot be reached, the parent will be advised that either 
Child Protective Services or the Police will be called. 
 
Authorized Release 

Any parents listed on the account as well as emergency contacts that were listed at the 
time of enrollment will be authorized to pick up a child from the school. At the time of 
pick up any adult that is authorized will need their pin number. Pin numbers can not be 
provided on site and must be provided by the parent to anyone he/she wishes to pick up 
their child. A child shall be released to either parent unless a court order on file is 
provided to the preschool.  
 
No child will be allowed to go home with a different family unless a signed and dated 
verbal request form has been filled out and filed in the child’s record. If a note is 
forgotten, please send an email stating who your child is to be going home with that day 
with the other parent copied on the email as well.  

https://www.cbsd.org/register


 
Please always have your state issued identification if requested by the front desk.  
 
Parent Visitation  

We welcome parent participation in many aspects of the school. The safety and security 
of the children as a whole, however, have to be preserved by the following guidelines: 
unless they are dropping off a child in the morning, adults must first report to the front 
office upon entering the building. For the safety of all children and to support a smooth 
start to the day, we ask that families complete drop-off within five minutes of arrival. A 
quick and consistent transition helps teachers maintain classroom continuity and allows 
children to settle into their routines with ease. We know goodbyes can be hard 
sometimes, and our teachers are always here to offer support with transitions so your 
child feels secure and ready for the day. All visitors and parents must check in at the 
front office and sign into our Virtual Visitor's Log . Once checked in by the front desk, 
parents may have full access to the facility.   
 
Volunteers 

Parents are welcome to arrange to read a book to their child’s class. Class parties 
involve parents and some teachers may ask for parent help with cooking and other 
special activities. We appreciate the support and volunteer time of our parents.  

All volunteers are required to sign a non-disclosure agreement.  

 
Networking Opportunities and Parent Surveys 
Surveys are sent to families twice yearly. We value your input! Your feedback allows us 
to strengthen our program. We are always receptive and open to your observations and 
comments. 
 
Families are invited to 4 events annually to allow them to meet other parents and 
children in the program.  These include: 
 

●​ Back-to-School Night 
●​ Trunk-or-Treat 
●​ Earth Day 
●​ Birthday Celebration 
 

Parent/Teacher Conferences 



Conferences will be held twice per year or upon request.  There will be a conference 
once in the fall and once in the spring for all students. During this time each class will 
have a designated day and will offer conferences from 12:00pm-6:00pm.  With this 
being said, if there is a problem or concern with your child, teachers will reach out to 
you immediately. They will not wait until conference time. Should a concern arise, 
please address your child’s teacher via email, since he/she is closest to the concern. If 
the response is unsatisfactory, the director welcomes your concerns, but must gather 
information before being able to respond.  

Communication 

The Discovery Preschool will email a weekly newsletter to all families reflecting our 
upcoming curricular themes and any special school wide events taking place in the 
upcoming week; this includes toddlers, two’s, preschool and Pre-K. Please read all 
information carefully so that your children can be prepared for the upcoming week (i.e. 
pajama day, special visitors, family night, etc.).  Infants will receive this on a monthly 
basis.  
 
In addition, you will receive daily updates from your child’s teacher regarding their 
learning goals/objectives, something special that your child accomplished, photos 
highlighting your child’s day, and details related to nap, meal, and potty time via the 
parent app. 
 
You will also receive a monthly update from the director with school wide updates.  

 



Daily Life at Discovery  
Bottle Labeling 

To help us care for your little one safely, please make sure all bottles are labeled each 
day before drop-off. Labels should include: 

●​ Your child’s name 
●​ Whether it’s breast milk or formula 
●​ The number of ounces 
●​ The date 

This helps teachers ensure bottles stay fresh and are always given to the right child. If a 
bottle comes in without a label, we’ll need your help getting it updated before it can be 
used. 

Schedule Changes:  

To ensure consistency in care and accurate communication between families and 
teachers, all schedule changes must be documented on the Infant Room Schedule 
Change Sheet. This form must be completed each time there is a change to your child’s 
typical drop-off, pick-up, or attendance schedule. 

Verbal updates alone are not sufficient. A completed sheet helps us maintain accurate 
staffing, meal preparation, and individualized care for your child. Please fill out the form 
located in the Infant Room at the time of the change, or notify the front desk so that a 
sheet can be completed on your behalf. 

Failure to provide an updated schedule may result in delays or miscommunication 
regarding your child’s care. 

Potty Training 
At The Discovery Preschool we will make every effort to help your child with the potty 
training process. We want to be as consistent with home as we possibly can. Please 
provide all information to your child’s teacher, such as how often you take them. Please 
know that we are here to help guide the training process. If both teacher and parent are 
not consistent, the child will get frustrated. Your child’s teacher will make the experience 
as positive and natural as possible. Please note that if your child has more than 2 
accidents in an hour we will need to put them in a pull-up/diaper. 
 
Bathroom Use 



At The Discovery Preschool we require your child to be potty trained by the time they 
are 4.  We require 4 year olds and older to be able to facilitate all bathroom needs by 
themselves.  Teachers will be present when your child goes to the bathroom but will not 
be assisting them, except verbally. Your child will be allowed to use the bathroom as 
needed. The teacher’s responsibility regarding bathroom time will be as follows: 

●​ Escort the child to the bathroom. 
●​ Instruct child verbally to assist in self clean-up. 
●​ Help the child to clean any mishaps so the bathroom is ready for the next user. 
●​ Ensure the child washes hands. 
●​ Assist in fastening clothes, if needed. 

Please see the toddler class bathroom policy handout if your child is not toilet trained at 
back to school night.  

If a child is in a preschool age class (3 years old), and not potty trained, there will be a 
monthly fee assessed to their account.  

 
Dress Code 
The Discovery Preschool recognizes that grooming and dress are a matter of personal 
choice, however, there are a few guidelines we would like parents to follow in order to 
ensure the safety of the children. 

Children should wear comfortable clothes that can be worn for creative activities. Please 
dress your child in clothes that they can easily handle themselves when going to the 
bathroom. Dress your child appropriately for the weather. Long sleeves and long pants 
or sweat suits are appropriate when it is chilly and short sleeves and short pants or 
skirts when it is warm. Children will be outside often, so please make sure they are 
dressed accordingly.  
 

●​ Sneakers (tennis shoes) and socks are most appropriate as feet are well 
protected and provide proper support for outdoor activities. Because we are 
implementing a play-based curriculum, we want to make sure the children are 
always dressed in a safe way to participate.  

●​ No sandals, open-toed, or open-heeled shoes  
●​ No dangling or low hanging earrings  
●​ No necklaces or chains around the neck which pose a choking hazard  
●​ No jewelry that has tiny pieces that could break and pose a choking hazard. 

Please send 2 extra sets of clothes for the student to keep in his or her cubby. This 
should include shorts, pants, skirt, top or T-shirt, underwear and socks. We will change 
the student into the extra clothes if he or she requires it for any reason. Soiled clothes 



will be sent home in a plastic bag for you to wash. Please return another spare set for 
the cubby on the following school day. Please label all extra clothes, sweaters, and 
jackets with the student’s first and last name with a permanent marker. Please do not 
allow your student to wear fancy/costly jewelry or rings to school (we are not 
responsible for lost or stolen items).  

Please consider these when dressing your child: 

●​ Think of your child’s comfort and provide simple clothing that is free of 
complications. 

●​ Think engaging art projects and other fun activities and provide clothing that is 
washable. 

●​ Think of our playground and provide clothing and shoes that are comfortable and 
sturdy. 

●​ Think of changeable weather and dress your child accordingly. 

Winter – Please make sure your children are dressed appropriately for outdoor play – 
boots, mittens, hats, warm coats, etc. If the wind chill drops dramatically low, staff will 
keep children indoors. Children spend a shorter amount of time outside in cold 
temperatures and are monitored closely. 

Summer – When operating under a heat advisory, children will stay indoors for play.  

 
Water Play (summer months)  

Pre-K and Preschool: Children will go to assigned classes to be changed into swimsuits.  
At the end of water play, please return to the assigned class to change into streetwear.  
Once all are changed into dry clothing,  students will line up at the bathroom door to 
return to their original class. 
 
Kindergarten: 
When it comes to changing the kids for water play they will go into the bathroom 
independently and get changed. If a child needs help make sure the child stays in the 
bathroom and you keep the door open to help them. They should never change in the 
bathroom as a group.  
 

Napping 

While toddlers and preschoolers are napping, the following staff-child ratios apply as 
according to the PA Department of Health: 

●​ Toddlers 1:10  



●​ Older Toddlers 1:12 
●​ Preschool 1:20 

If your child has any specific blankets or small stuffed toy that he or she needs to sleep, 
please feel free to send them into school.  

Cots  
The Discovery Preschool will provide 1 sheet and a cot for each child. Each student will 
have his/her own cot. The cots are 40”w x 23”d x 5”h for toddlers, and 52”w x 23” d x 
5”h for the other classrooms. Each child will need to begin the school year with a 
blanket for rest time. Please be sure to send these on the first day of school. All 
blankets must be labeled with a black marker or another method that will stay on during 
washing.  
 
Cubbies 

Please provide a water cup to keep at school and 2 changes of clothes (in case of 
accidents or soiled clothing) that is weather-appropriate to be kept in his/her cubby. All 
belongings should be labeled with your child’s name.  

Personal Property 

The school administration and staff cannot be responsible for valuables or toys that 
students bring to school. For this reason, we kindly ask that students not bring toys from 
home to school unless directed to do so by your child’s teacher.   

Lost and Found 

Please label everything you send in with your child so we can return it to him/her and 
limit how large our lost and found collection gets. All items in the lost and found will be 
donated at the end of every month if they are not claimed.  The lost and found will be 
located in the school, please check in a timely manner if you believe something of your 
child’s has been lost.  

Birthday Celebrations 

The Discovery Preschool likes to help celebrate each child’s birthday during the year.  
Please complete the form listed on the parent site at least 1 week prior to your child’s 
birthday. If you wish to send outside food or drink with your child, please make sure it is 
completely nut free and that there is enough for every child in the class. Please send in 
the food label with the ingredients information so the teacher can check for any food 
allergies.  

 



Safety & Health 
Staff to Child Ratios 

The staff to child ratio will be as follows according to the PA State Department of Health: 

●​ Infant 1:4 
●​ 1 year old 1:5 
●​ 2 years old 1:6 
●​ 3 years old 1:10 
●​ 4 year olds 1:10 
●​ 5 year olds 1:12 

Health Forms 

All health forms have to be updated and resubmitted every year for children ages 2 and 
older, children 6 weeks to 2 years old must resubmit a health form every 6 months. If a 
child does not have his/her health forms completed then he/she will not be able to 
attend school regardless of any billing that has already occurred or is scheduled to 
occur.  

If your child is not vaccinated due to religious or medical reasons, parents must 
complete and submit an “Exemption from Immunization Form” prior to the child’s first 
day of school.  

Firearms 

Please remain aware that carrying concealed weapons or possession of dangerous or 
unauthorized materials such as explosives, firearms, or weapons on The Discovery 
Preschool premises is prohibited. 

Smoke-Free Policy 
In order to ensure the health of staff, children, and visitors, and to provide a healthy and 
pleasant environment, The Discovery Preschool has a smoke-free policy. In summation, 
no staff or visitor is allowed to smoke on the school premises.  
 

Student Behavior Expectations  

At The Discovery Preschools, we strive to create a safe, respectful, and nurturing 
environment where all children can learn, grow, and thrive. To achieve this, we have 
clear expectations for behavior and conduct in our preschool. 

Behavior Expectations: 



1.​ Be Kind: Treat friends, teachers, and everyone in the school with respect. 
2.​ Be Safe: Keep hands, feet, and objects to yourself. Use toys and materials 

properly. 
3.​ Be Responsible: Follow directions, take care of belongings, and clean up after 

play. 
4.​ Use Words: Express feelings, needs, or frustrations with words instead of 

actions. 

Child Behavioral Contract: As a parent, you acknowledge that The Discovery 
Preschools reserves the right to dismiss any student whose behavior, including 
aggression toward staff or other students, disrupts the safety and well-being of the 
school community. Decisions regarding dismissal are made at the school’s discretion. 

Response to Misbehavior: We use positive reinforcement and redirection as our 
primary strategies to guide behavior. However, if a child exhibits behavior that disrupts 
the classroom or causes harm, we will respond as follows: 

1.​ Step 1: Redirection and Reminder 
○​ The teacher will remind the child of classroom rules and redirect them 

toward appropriate behavior. 
2.​ Step 2: Take a Break 

○​ The child may need to take a short break to calm down and reflect in the 
calming corner. 

3.​ Step 3: Parent Communication 
○​ If the behavior persists, we will notify parents to discuss the situation and 

collaborate on solutions. 
4.​ Step 4: Behavior Plan 

○​ For repeated or severe behaviors, a written behavior plan will be created 
with input from parents and staff to support the child. 

Partnership with Parents:We believe that children succeed best when schools and 
families work together. If behavior concerns arise, we ask for your support in: 

●​ Reinforcing classroom expectations at home. 
●​ Working with teachers to develop strategies that meet your child’s needs. 
●​ Attending any meetings or check-ins as needed to support your child’s success. 

By enrolling your child at The Discovery Preschools, you agree to support these 
behavior expectations and work with us to foster a positive school experience for all 
children. 

Suspension/Termination Policy: 



Most of the time childcare is provided in a group setting, and as always, the welfare and 
safety of all children and staff is our top priority. There are times and reasons we must 
suspend or terminate a child from our program. We want you to know that we will do 
everything possible to work with the family of the child in order to prevent this policy 
from being enforced. Following are the reasons we may have to suspend or terminate a 
child from our program. 
 
Suspension:  
Immediate causes for suspension:  
The child is at risk of causing serious injury to other children or themselves.  
 
Child's actions for suspension: 
1. Failure of the child to adjust after a reasonable amount of time. 
2. Uncontrollable tantrums/angry outbursts.  
3. Excessive biting.  
 
Parental actions for child's suspension: 
1. Failure to complete required forms. 
2. Habitual tardiness when picking up a child. 
3. Failure to pay and/or habitual lateness in tuition payments and/or late pick-up fees. 
 
Termination: 
Immediate causes for termination: 
1. Parents threaten staff members with physical or intimidating actions. 
2. Parents exhibit verbal abuse to staff in front of enrolled children.  
 
Child's actions for expulsion: 
1. Ongoing physical or verbal abuse to staff or other children. 
 
Parental actions for child's expulsion: 
1. Verbal abuse to staff.    
 
Schedule of termination: 
1. If remedial actions have not worked out, the child's parent/guardian will be advised 
verbally and in writing about the child's or parent's behavior warranting an expulsion.  
An expulsion action is meant to be a period of time permitting the parent/guardian to 
work on the child's behavior or come to an agreement of a plan with the Director. 
2. The parent/guardian will be informed of the length of the expulsion period.  
3. The parent/guardian will be informed about the expected behavioral changes 
required in order for the child or parent to return to the program.  



4. The parent/guardian will be given a specific expulsion date that allows the parent 
sufficient time to seek alternative childcare (approximately on or safety). Failure of the 
child/parent to satisfy the terms of the plan may result in permanent expulsion from the 
program.  
 
Proactive actions that can be taken in order to prevent suspension/termination: 
1. Staff will try to redirect children from negative behavior.  
2. Staff will reassess program environment, appropriateness of activities, and 
supervision. 
3. Staff will use positive methods and language while disciplining children.  
4. Staff will praise appropriate behavior.  
5. Children will be given verbal warnings.  
6. The child will be given time to regain control.  
7. A child's disruptive behavior will be documented and maintained in confidentiality.  
8. Parents/guardians will be notified verbally.  
9. Parents/guardians may request written copies of disruptive behaviors that might lead 
to expulsion.  
10. The Director, Lead Teacher, and appropriate staff will have a conference to discuss 
how to promote positive behavior.  
11. The Director, Lead Teacher, and parent/guardian will have a conference to discuss 
how to promote positive behavior.  
12. Parents will be given literature or other resources regarding methods of improving 
behavior. 
13. There will be a conference with the Director when warranted. 
 
Biting 
There are many reasons that a young child will bite. Biting is considered a normal stage 
of development with children who are nonverbal. Biting typically occurs when a child is 
frustrated or has a sensory overload. There can be occurrences, however, without any 
obvious signs or warnings. Teachers will always immediately intervene to control the 
situation and be on high alert to prevent future incidents. Biting procedures will take 
place as follows: 

1.​ First Aid will be given to the bitten child immediately by your child’s teacher 
2.​ The child that has done the biting will be reminded that biting hurts. 
3.​ The case will be documented with full detail. 
4.​ Parents will be notified.   
5.​ A copy of the report will be placed in both of the children’s files to maintain a 

record of the biting behavior.  



6.​ After three biting incidents (on the same day) where there is a bruise or the skin 
is broken, the biting child will need to be picked up from school immediately and 
needs to remain home the next day.   

7.​ Should a child develop a behavior of biting that is inconsistent with the typical 
stage of development there will be a discussion with the parents to see if the 
child may need further intervention.   

8.​ The teachers must follow the privacy policy of The Discovery Preschool.   
 
Policy for Managing Incidents of Biting a Teacher 
At The Discovery Preschools, we are committed to maintaining a safe and respectful 
environment for both children and staff. Biting is a behavior that can occur in early 
childhood, often as part of a child’s developmental process. For children under 3, biting 
is recognized as developmentally appropriate, and the focus will be on redirecting 
behavior and teaching alternative communication skills. However, if a child aged 3 or 
older bites a teacher, they will be sent home for the day, as this behavior is no longer 
considered developmental behavior. 
 
Policy Guidelines: 

1.​ Immediate Response: 
○​ If a child bites a teacher, the teacher will immediately call down to Admin  
○​ If the teacher requires first aid following a biting incident, a member of the 

Admin team will step in to provide assistance  
○​ The child will be calmly removed from the situation to prevent further 

incidents. 
2.​ Parent/Guardian Notification: 

○​ Parents or guardians will be called to inform them of the incident. 
3.​ Age-Appropriate Consequences: 

○​ For Children Under 3: 
■​ The behavior will be addressed as part of their developmental 

process, with staff focusing on teaching alternative behaviors and 
communication methods. Parents will be informed, but the child will 
not be sent home unless the behavior is persistent and severe. 

○​ For Children Aged 3 and Older: 
■​ The child will be sent home for the day.  

4.​ Incident Documentation: 
○​ The incident will be documented in 1Place as an incident report. 

5.​ Reiteration of Positive Practices: 
○​ The preschool will continue to use positive reinforcement, modeling 

appropriate behaviors, and age-appropriate strategies to support 
children’s social and emotional development. 



Allergies 

Please make sure your child’s known allergies are updated in the health history form 
and describe any details of their reaction symptoms. Please provide all necessary 
medication and care instructions in case of an allergic reaction.  

The Discovery Preschool is aware that children who attend may suffer from food, 
bee/wasp sting, animal or nut allergies and we believe that all allergies should be taken 
seriously and dealt with in a professional and appropriate way. 
 
The Discovery Preschool is not to guarantee a completely allergen-free environment; 
rather to minimize the risk of exposure, encourage self-responsibility, and plan for 
effective response to possible emergencies. 
The Discovery Preschool is committed to no food and drink sharing. 
 
Parents are to send a letter from the doctor, confirming and detailing the nature of 
the allergy; including: 

●​ The allergen (the substance the child is allergic to) 
●​ The nature of the allergic reaction (from rash, breathing problems to anaphylactic 

shock) 
●​ What to do in case of allergic reaction, including any medication to be used and 

how it is to be used. 
●​ Control measures–such as how the child can be prevented from getting into 

contact with the allergen. 
●​ If a child has an allergy requiring an epipen, or the risk assessment deems it 

necessary, a “healthcare plan” must be completed and signed by the parents. 
●​ It is the responsibility of the parent to provide the preschool with up to date 

medication/ equipment clearly labeled in a suitable container. 
●​ In the case of life saving medication like Epi-pens, the child will not be allowed to 

attend without it.  
●​ Parents are also required to provide up-to-date emergency contact information. 
●​ Snacks and lunches are provided by the preschool, unless the child has 

special dietary restrictions. 
 
Definitions 
Allergy - A condition in which the body has an exaggerated response to a substance 
(e.g. food and drug) also known as hypersensitivity. 
Allergen - A normally harmless substance that triggers an allergic reaction in the 
immune system of a susceptible person. 
Anaphylaxis- Anaphylaxis, or anaphylactic shock, is a sudden, severe and potentially 
life-threatening allergic reaction to food, stings, bites, or medicines. 



Epipen - Brand name for syringe style device containing the drug Adrenalin, which is 
ready for immediate intramuscular administration. 
Minimized Risk Environment - An environment where risk management practices(e.g. 
Risk assessment forms) have minimized the risk of (allergen) exposure. 
Health Care Plan-A detailed document outlining an individual student’s condition 
treatment, and action plan for location of Epipen. 
 
Medical Information 
The school will seek updated information via medical form at the commencement of 
each calendar year. Furthermore, any change in a child’s medical condition during the 
year must be reported to the school.For students with an allergic condition, the school 
requires parents / guardians to provide written advice from a doctor (GP), which 
explains the condition, defines the allergy triggers and any required medication. 
 
The Preschool Director will ensure that a Healthcare Plan is established and updated 
for each child with a known allergy. 
Action Plans with a recent photograph for any students with allergies will be posted in 
relevant rooms 
 
The wearing of a medic-alert bracelet is allowed by the preschool. 
 
Prescription Medication 

It is the responsibility of the parents to inform their child's teacher and the director 
whenever a child has been given any prescription or non-prescription medications 
before coming to school. This is a safety precaution so that the child can be observed 
for any adverse reactions to the medication, including changes in behavior.  

The staff is allowed to administer prescription medications only if the following 
requirements are met:  

●​ A doctor's order, stating the name of the child, the name of the prescription 
medication and the dosage and times the medication is to be given is to 
accompany the medication. A note must also be given to the child’s teacher so 
that the teacher knows when to take the child to the director or assistant director 
for their medication.  

●​ Prescription medications must be brought to the health office in the original 
prescription container with the child’s name, date, pediatrician’s name, 
instructions and pharmacy phone number.  



●​ The first dose of any medication must always be given at home and with 
sufficient time before the child returns to school to observe if there will be any 
reactions due to the medication.  

●​ If there is a question about a medication order prescribed by a child’s private 
health care practitioner, the director or assistant director under their direction may 
confer with the prescribing healthcare provider for clarification on the order.   

●​ “As needed” medications may be given only when the child’s practitioner lists 
specific reasons and times when such medications can be given.   

●​ Over-the-counter medication must have the child’s full name on the container 
and the manufacturer’s original label with dosage, frequency, and any special 
instructions for administration and storage, and expiration date must be clearly 
visible. We must have a doctor’s order for over the counter medication.   

●​ Nebulizer treatments must be administered by the parent when possible. The 
school will administer treatments only if the treatment is absolutely necessary 
and a parent is unable to come.  

Storage 

All medications will be stored inaccessible to children and under proper temperature 
control. Medications may not be kept in the classrooms, lunch boxes, backpacks, diaper 
bags, etc. Medications will not be kept at school unless specified by parent.  

EpiPens 
Where EpiPens (Adrenalin) are required in the Health Care Plan: 

●​ Parent/Guardian must sign the Epipen Order Form 
●​ Parents/ guardians are responsible for the provision and timely replacement of 

the EpiPens. 
●​ The EpiPens are located securely in relevant locations approved by the 

preschool director. 
 

Nut Free Facility  

The Discovery Preschool is a nut free facility. The breakfasts, lunches, and snacks that 
we serve will not use peanuts, peanut butter, etc,directly in the ingredients. If there is 
ever a time where a lunch or snack is sent in with your child for a special occasion, 
please make sure to follow the nut free policy. If your child has another allergy, there will 
be an allergy friendly table during all meals to ensure their safety.  

All items that are brought into school must have a food label that clearly states the 
ingredients. No home-made items are allowed.  

Role of other parents 



●​ Snacks and lunches brought to the preschool by other parents should be 
nut-free. 

●​ The preschool will ensure that parents are regularly reminded and will monitor 
the contents of lunch boxes and snacks. 

Breakfast, Lunch and Snack 

Breakfast, lunch, and PM snacks will be provided to each child with no extra cost. 
Parents/guardians are able to view the menu on our online parent portal site. Hot 
breakfast is served at 8:30am or 9:00am based on your child’s age; so we ask that if 
you’d like your child to receive the hot meal, to please arrive by 8:15 to allow our chef to 
prepare his/her meal in a timely manner. If you choose to opt out of our meal plan and 
provide your child with his or her own food, your tuition will remain the same.  
Lunch will be served at 11:30am or 12:00pm based on your child’s age.  
 
Handwashing 

Handwashing and personal hygiene are the most important measures a person can use 
to prevent illness and communicable disease in the child-care setting.  Hand washing 
with soap and warm water for a minimum of 15 seconds, paying close attention to the 
surfaces between the fingers and on the back of the hands is best for removing dirt and 
germs. Proper use of hand sanitizers is also useful in controlling the spread of germs. 

It is the policy of The Discovery Preschool that students and teachers will wash their 
hands: 

●​ After using the restroom  
●​ Before eating  
●​ If their hands are visibly soiled  
●​ Before and after each task when preparing food in any class 
●​ After playing outside 
●​ After blowing or wiping their nose or sneezing 

When soap and water are not available and hands are not visibly soiled, CDC guidance 
adds that alcohol-based, waterless disposable hand wipes or gel sanitizers may be 
used in place of hand washing on most occasions. Not all sanitizers are effective, 
however, a 60 percent minimum alcohol concentration is necessary to kill most harmful 
bacteria and viruses. Hand washing signs will be posted at all rest rooms and/or hand 
sinks. Soap, warm water, and towels or an air dryer will be located at all hand washing 
areas. The school will provide education in hand washing. 

Diaper Changing 

The diapering requirements of the The Discovery Preschool are as follows: 



1.​ When children are diapered, the facility shall use disposable diapers specific to 
the child. Parents will supply diapers, wipes, etc. for their child as needed.  

a.​ Soiled diapers will be discarded immediately in a plastic-lined, hands-free 
covered can. There will be a specific can for dirty diapers.  

2.​ Diaper changing surfaces shall be cleaned after each use by wiping the surface 
with sanitizing solution or by changing a pad or other surface covering.  

3.​ The diapering area may not be used for food preparation or food service.  
4.​ Cloth and paper materials used as diapering aids shall be stored in a manner 

that prevents cross-contamination from soiled diapers, contaminated hands or 
other changing materials.  

5.​ A staff person shall check a child’s diaper at least every 2 hours and whenever 
the child indicates discomfort or exhibits behavior that suggests a soiled diaper. A 
staff person shall change a child’s diaper when the diaper is soiled.  

Head Lice 

If your child has head lice that is found at school, you will be called to pick up your child 
immediately. If lice are found at home, it is your responsibility to notify the school 
immediately and your child must remain at home until they have been lice free for a 
minimum of 24 hours. Once your child has returned to school, if lice are found on your 
child a second time, they must be kept at home a minimum of 10 days and are not 
allowed to return without a doctor’s note.   

Your child is not allowed in the building with live lice.   

Illness Policy  

Keeping your child home when he or she is sick will ensure that your child has time to 
recover, hydrate, and reduce the chance of spreading illness to others. Sending 
students back to school too soon after an illness may not give them the adequate time 
they need to fully recover. It is a good idea to have a plan already in place in case your 
child needs to be picked up from school or stay home while ill and recovering. 

Finally, we ask that you are mindful of the following guidelines when considering 
whether to send your child to school: 

●​ Your child has an elevated temperature of 100.4 degrees or more or has had a 
temperature in the last 24 hours.  Students must be free of fever without the 
use of fever reducing medication for 24 hours before returning to school. 

●​ Your child has vomited in the last 24 hours.  
●​ Your child has had repeated episodes of diarrhea. 
●​ Your child complains of chills, loss of appetite, dizziness, earache, and/or 

lingering headache. 



●​ Your child has a significant amount of untreated nasal discharge, particularly if 
the discharge is yellow or green in color. 

●​ Your child has a persistent, frequent cough and/or sore throat. 
●​ Your child cannot return to school without a doctor's note stating that they are 

no longer contagious if they have been given an antibiotic or in other instances 
such as, but not limited to, conjunctivitis, ringworm, influenza, strep throat, 
mumps, etc. 

●​ Any child displaying the following symptoms will be isolated and sent home per 
the directors evaluation and opinion: 

○​ Severe pain or discomfort 
○​ Excessive runny nose 
○​ Difficult or rapid breathing 
○​ Sore throat or severe cough 
○​ Red eyes and/or discharge 
○​ Swollen joints or stiff neck 
○​ Yellow or jaundice skin 
○​ Unidentified skin patch or rash 
○​ Swollen eyes 
○​ Blood in urine 
○​ Weeping or bleeding lesions 
○​ Two instances of diarrhea in a single day 

●​ Hand Foot and Mouth: 
○​ Students may not return if they have any open or pus-filled blisters. 

Children may not return to school until all blisters are fully dried, scabbed 
over, and no longer present a risk of fluid exposure, regardless of a 
doctor’s note. They must also be fever-free for at least 24 hours without 
the use of medication. 

Please note that medications such as Motrin or Tylenol can reduce symptoms such as 
fever and malaise but DO NOT decrease a child's level of contagiousness.  

Accident/Emergency Procedures 

All precautions will be taken to prevent serious health risks to all students. In the event 
that a minor injury occurs, First Aid will be administered at the school location by the 
The Discovery Preschool Director or healthcare professional. 
The following procedures will be followed: 

●​ First Aid will be provided and the incident will be recorded in the child’s 
permanent medical file. 

●​ The child will be continuously observed once First Aid has been applied. 
 



In the event of a medical emergency that needs more serious attention than the school 
staff can provide, immediate action will be taken by the staff as per your orders on the 
school registration form and policies and waivers. Please be sure to keep these forms 
updated at all times. If parents or other responsible adults are unable to be reached, the 
child will be taken to the nearest hospital for any necessary treatment. In general, in the 
event that a major injury or health problem arises and professional medical care is 
required, the following steps will be taken: 
 

●​ Immediate First Aid will be administered by the school staff until professional 
medical services arrive. 

●​ 911 will be called. 
●​ Parents/guardians will be contacted.  If you cannot be reached, the emergency 

contact person(s) will be notified.   
●​ A school staff person will accompany your child to the hospital and remain until 

you or your emergency contact person arrives.   
●​ The incident will be described in writing and kept in your child’s school medical 

file. 

Emergency information is very important for us to provide the safest possible 
environment for your child(ren).   
 

●​ Please notify us immediately when there is a new work, home, or cell number, or 
if you have moved and have a new address.  If your child is sick or injured, it is 
important for us to be able to contact you right away.   

●​ The Discovery Preschool does not incur the cost of medical treatment and it is 
imperative that you indicate on your child’s health history and registration form 
what type of health insurance you carry. 

●​ If a child gets injured and the injury may impede the rest of the child’s school day, 
parents will be notified by phone at the time of the injury. If a student is injured 
and the injury does not impede the rest of the child’s day, parents will be notified 
at the end of the day with an accident report.  

●​ In the event of a medical emergency, 911 will be called and the child will be 
transported to the local hospital via ambulance if necessary.  The Director will call 
the parent immediately after 911 has been contacted.  

Privacy Policy 

During any incident or altercation, the name of the child responsible for the action will 
not, under any circumstance, be given out to the parents of the child who was injured or 
harmed. We encourage parents with concerns to set up a meeting with the child’s 
teacher. In rare situations where behavior persists and compromises the safety of other 



children, parents may be required to seek an alternate situation for their child until the 
behavior has ceased.    

 
Child Abuse 
(http://keepkidssafe.pa.gov/cs/groups/webcontent/documents/document/c_137646.pdf)   

As professionals in contact with young children and their families, we at The Discovery 
Preschool are required by law to report any children who may be abused or neglected 
to CPS . According to the law, public or private school teachers, educational 
administrators, guidance or family counselors, and day care/child care workers are 
mandated reporters. Thus, it is policy to report any and all suspected cases of child 
abuse and/or neglect to CPS immediately by telephone and to follow up in writing within 
24 hours the same information as reported by telephone. Our school will offer full 
cooperation of its staff during the investigation of the reported incidents.  

 

Financials 
 

Billing Procedures 
All The Discovery Preschool families' tuition charges will post to the billing account on 
the 19th of every month for the upcoming month (for example, billing will post on the 
19th of September for October charges). ACH will occur on the 23rd of the month. Your 
statement will reflect all charges at the school, including but not limited to: tuition and 
added enrichment programs. 
 
If payment is 7 days past due, a $25.00 late payment fee will be added to your account.  
 
Pick up after closure will incur a late fee. The late fee structure is as follows: 
$2.00/minute after 6:01 PM 
 
 
Cancellation  
If you decide to take your child out of the program for whatever reason, a 30-day 
written notice is required. You are responsible to pay your regular rate as specified in 
your contract whether or not you continue to bring your child in for the remaining 30 
days. 
 

http://keepkidssafe.pa.gov/cs/groups/webcontent/documents/document/c_137646.pdf


Downgrading Policy​
If you decide to decrease the number of enrollment days for whatever reason, a 30-day 
written notice is required. You are responsible to pay your regular rate as specified in 
your contract whether or not you continue to bring your child in for the remaining 30 
days. 
 
Registration Fee 
At the time you submit your enrollment form, a non-refundable, non-transferable one 
time only $400 registration fee is required. One fee per child is due with your child’s 
application. This registration fee covers various activities as well as enrichment activities 
and your child’s supplies throughout the year. You will receive a $200 re-enrollment 
charge in February to secure your placement for the new school year.  
 
Enrollment Queue  
If you choose to put your child on our Enrollment Queue, there will be a non-refundable 
and non-transfundable $200.00 fee. This fee is to ensure that the spot is held and fair 
for everyone on the list.  
 
Vacations 
Because The Discovery Preschool is year round, we understand that families will 
take vacations throughout the year. With appropriate notice given to the classroom 
teacher (at least one month in advance), The Discovery Preschool will hold the 
spot of the child enrolled for the vacation time as a courtesy to the family. There will be 
no refund on tuition for vacations, and tuition must be paid in full for the spot to be held. 
 
Scheduled Days 

If your child’s scheduled day falls on a closed holiday, we will not be able to make 
accommodations for scheduling your child another day that week. Tuition rates have 
been calculated to account for these missed days.  

Staff Retention and Babysitting Policy 

We also know that oftentimes teachers and parents develop friendships as a result of 
the close collaboration. We strongly discourage our employees from making 
independent child care arrangements with families at our centers. However, in the event 
you ask a TDP teacher to babysit for your family outside the employee’s normal work 
hours and/or outside our center hours, it must be done away from school and with the 
full knowledge that the sitter is doing so as a private citizen and not as a TDP employee. 
We cannot be responsible for our employees away from the center outside their working 
hours and will not be liable for their actions. If you hire an employee to work for you and 



that employee resigns their position with us in order to accept your employment offer, 
you will be required to pay The Discovery Preschools a $1500 finder’s fee. 
 
 

 

 

Inclusion & Resources  
Disabilities 

In order for The Discovery PreSchool to provide the best school experience for your 
child, we ask that you consult with school staff regarding the special needs of your child  
prior to enrolling.   We will make every attempt to serve all children. Please make sure 
to note any disabilities in your child’s health form.   

If your child needs assistance here are some great local resources for parents: 

Horizon Behavior Health 215-355-9707 113 Lake Side Park, 
Southampton PA 18966 

Foundations 215-345-0444 833 East Butler Ave, 
Doylestown PA 18901 

Progressions 215-364-3299 4610 Street Road, 
Trevose PA 19053 

K.W. Behavioral 
Consulting 

215-704-9224 702 Floral Vale Blvd 
#602, Yardley, PA 19067 

 

Bucks County IU 
 
Montgomery IU 

215-348-2940 
 
610-755-9400 

705 N Shady Retreat 
Road 
Doylestown, PA 18901 
 
2 W. Lafayette St. 
Norristown PA 19401 

 



If you do have someone attending school from an outside organization to provide 
support to your child, he/she will be required to present clearances to the front desk in 
order to access the facility.  

Health Resources for Parents 

Horizon Behavioral Health 215-355-9707 113 Lake Side Park, 
Southampton PA 18966  

Bethanna 215-355-6500x206 1030 2nd street pike, 
Southampton PA 18966 

Foundations 215-345-0444 833 East Butler Ave, 
Doylestown PA 18901 

Progressions 215-364-3299 4610 Street Road, Trevose 
PA 19053  

K.W. Behavioral Consulting 215-704-9224 702 Floral Vale Blvd #602, 
Yardley, PA 19067 

Milestone 267- 399-9260 301 Oxford Valley Road, 
Suite #305 B, Yardley, PA 
19067 

 

Once an individualized educational plan has been created, the teachers and 
administrators will meet with the team and review the necessary accommodations to be 
made and ensure the communication process is established between home and school. 
 

Below please find a list of local agencies to assist: 
 

●​ CHIP (Children’s Health Insurance Program)  
○​ https://www.dhs.pa.gov/CHIP/CHIP-Resources/Pages/Contact-Us.aspx 

●​ TANF - Temporary Assistance for Needy Families 
○​ https://www.benefits.gov/benefit/1168 

●​ Food Pantry 
○​ https://bcoc.org/food-pantries/ 

 
 

https://www.dhs.pa.gov/CHIP/CHIP-Resources/Pages/Contact-Us.aspx
https://www.benefits.gov/benefit/1168
https://bcoc.org/food-pantries/


Emergency Action Plans 
 
Emergency Closings, Delayed Openings, and Early Dismissal 

The Discovery Preschools will make every effort to always be open. In the event that 
the school must unexpectedly alter its hours, please reference the following: 

●​ Delayed opening - Delayed opening days will result in school not opening until 9 
am. Children should not arrive before that time as there will be no supervision. 
School will continue the rest of the day as planned. 

●​ Early closings -  Early closings due to inclement weather will be decided by 1 pm 
so that parents have ample time to make arrangements for picking up their 
children.  

●​ Procedures - All cancellations, delayed openings, or early closings, should they 
happen, will be sent out via email blast and text message.  

First Aid Kit 

The Discovery Preschool will follow PA state guidelines for first aid kits: 

●​ A first aid kit will be in each child care space. 
●​ All first aid kits will be inaccessible to children. 
●​ One first-aid kit per child care group will accompany children and facility persons 

on excursions from the facility. Each first aid kit taken on an excursion must 
contain a bottle of water in addition to the items listed below.  

●​ All first aid kits will contain the following: 
○​ Soap 
○​ An assortment of adhesive bandages 
○​ Sterile gauze pads 
○​ Tweezers 
○​ Tape 
○​ Scissors 
○​ Disposable non-porous gloves 

 
Emergency Action Plan 

The Discovery Preschool will have a site-specific emergency action plan including an 
assembly area program, facility evacuation plan, notification (sounding of alarms) 
system, shelter-in-place plan, panic button, active shooter plan, lock-down in place plan, 
locations of fire extinguishers, first aid kits, etc. Staff have been trained and are 
well-versed in emergency procedures. The Discovery Preschool emergency plans are 



available for parents to read. Please see the Director to view this plan. Should one of 
these emergencies occur, parents will be notified via email. 

The following are general procedures for Discovery Preschools in case of emergencies: 

●​ Shelter in Place: In the event of an emergency that requires an on-site shelter in 
place, students and staff members will assemble in the designated area on site. 

●​ Facility Evacuation (in case of fire or other emergencies): In the event of an 
emergency requiring facility evacuation, students and staff will exit the building 
through the nearest exit, and meet at the predetermined assembly areas. Your 
child’s teacher will make sure that every student in their class is accounted for.  

●​ Chemical/Biological/Terrorist Emergency Plan: In the event of any of these 
emergencies, students and staff are required to relocate to the on-site shelter in 
place location.  Once there, no one (including parents) will be allowed to enter or 
exit the building until there is further notification from the director.   

●​ Severe Inclement Weather: In the case of severe, inclement weather, students 
will remain with their teachers until the weather passes or the parents arrive to 
pick up their child. 

Letter: In the event of an emergency, the state requires us to send you the following 
letter:  

To the Parent (s)/Guardian (s) of (child’s name): 
 
This letter is to assure you of our concern for the safety and welfare of children 
attending The Discovery Preschool. Our Emergency Plan provides for response 
to all types of emergencies. Depending on the circumstance of the emergency, we will 
use one of the following protective actions: 
 

●​ Immediate evacuation: Students are evacuated to a safe area on the grounds of 
the facility in the event of a fire, etc. In case of inclement weather, we may then 
proceed indoors at a neighbor’s. 

●​ In-place sheltering: Sudden occurrences, weather or hazardous materials 
related, may dictate that taking cover inside the building is the best immediate 
response. 

●​ Evacuation: Total evacuation of the facility may become necessary if there is a 
danger in the area. In this case, children will be taken to a relocation facility. 

 
We currently have 2 available, they are: 

●​ Emergency Relocation Facility A at Newtown Athletic Club 
●​ Emergency Relocation Facility B at Pizza Select  

 



If it ever becomes necessary to relocate, a sign will be posted on the door stating which 
facility we’ve gone to (A or B). If you’re not sure how to get there, please ask for 
directions before there is an emergency. 
 
Modified Operation: May include cancellation/postponement or rescheduling of normal 
activities. These actions are normally taken in case of a winter storm or building 
problems (such as utility disruptions) that make it unsafe for children, but may be 
necessary in a variety of situations. Please listen to CBS 3 Philly and B101.1 for 
announcements relating any of the emergency actions listed above. 
 
We ask that you not call during the emergency. This will keep the main telephone line 
free to make emergency calls and relay information. The designated pick-up form you 
completed at enrollment will be used each time your child is released. Only the 
individuals listed on that form are authorized to pick up your child. Please ensure your 
list remains up to date and notify us promptly if any changes are needed. 
 
The facility director may provide an alternate phone number (i.e. cell phone number, 
etc.) to call in an emergency event.  Should you have additional questions regarding our 
emergency operating procedures, contact the director. 
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