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General Information
Philosophy of First Presbyterian Church Preschool
The purpose of First Presbyterian Church Preschool is to create an educational growth experience for children 3, 4 and 5 years of age.  The program is designed to foster creative play and exploration of the social world in an atmosphere of Christian values where the children will learn to work, play, and share with others. We appreciate that children progress at different rates, but in general, they advance through the same stages of learning.  Our school’s program is designed to nurture a child’s social, physical, mental, creative, and emotional development.  

Admission Requirements

Our classes are offered for those who are between the ages of three years and five years old. In order to be considered for each class, we require the following:

· To enroll in our three-year-old class, children must turn three years of age prior to September 1st, and be fully potty-trained.  

· To enroll in our four-year-old class, children must turn four years of age prior to September 1st, and be fully potty-trained. 

· To enroll in our Pre-K class, children must turn five years of age prior to March 1st of the current school year (not calendar year) and be fully potty-trained. 
Tuition & Fees*
	Class Option
	Monthly Tuition

	Three-year old (AM)
	$125/month

	Four-year old (AM)
	$190/month

	Pre-K (AM)
	$250/month

	STEAM Enrichment (AM 4s and Pre-K Classes) – 2-day
	$125/month


* Tuition rates may change from one school year to the next.

There is a non-refundable registration fee of $45, which is applied to tuition upon enrollment.  If you are mailing tuition, please send it to the following address:


First Presbyterian Church Preschool

PO Box 1038 
300 S. Main Street

Greensburg, PA 15601

Tuition payments are due by the 1st of each month (September – May) and payable to First Presbyterian Church Preschool.  Statements will be sent via US mail, or e-mail if e-mail address is provided.  A $15 late fee will be applied to past-due balances and checks returned for insufficient funds. A balance is considered past-due if received after the 5th of the month. 

If your family is facing unforeseen financial circumstances, please speak with the Christian Education Committee or the Preschool Director. Scholarship assistance may be available. Requests for aid should be made in writing to the church office to the attention of the Chair of the Christian Education Committee.

Staff & General Contact Information

We are here for your families and wish to provide your child(ren) with the best educational experience possible. If you need to speak with any of our teachers or our Preschool Director for any reason, please use the contact information below. Each extension leads directly to the teacher’s classroom. 
	Mrs. Shannon Reid

Preschool Director & 4s Teacher
mrs.reid.preschool@gmail.com
(724) 832-0150 ext.210
	Mrs. Blythe Graft

Pre-K & STEAM Teacher

blytheashlee@yahoo.com
(724) 832-0150 ext.208

	Mrs. Alissa Zorn

3s Teacher

alissadee@yahoo.com
(724) 832-0150 ext.209


Curriculum 
Learning Objectives

Through participation in the First Presbyterian Preschool program, children will:

1. Demonstrate self-control by learning to take turns while listening, talking, and sharing with the teacher, parent helpers and friends 

2. Develop self-confidence by trying new activities and skills.

3. Grow in responsibility by learning the proper use and care of classroom materials, toys, books, and personal property.

4. Increase self-expression skills by participating in storytelling, dramatization and shared group and individual experiences.

5. Express creative ideas while working with clay, paints, crayons, scissors, paper and other arts materials.

6. Develop an appreciation of literature and music through exposure to high-quality children’s books, stories, poems, and songs.

7. Participate in music-making through singing, playing simple instruments, finger-plays, and rhymes.

8. Demonstrate a willingness to confront and to solve simple problems.

9. Engage in activities to enhance basic academic learning areas: e.g. numbers, colors, shapes, concepts, emergent literacy skills, and appreciation for the world in which we live.

Family Engagement

First Presbyterian Church Preschool places a strong emphasis on the role of volunteers in the classroom. Being a classroom helper enables a parent or family member to get a closer look at the school and to observe the child in the social and academic context of preschool.  This will help parents and caregivers more effectively reinforce learning at home.  Each teacher will discuss individual tasks with the classroom helper, but some possible requests for all classes are as follows:

· Help to monitor physical activity in room

· Talk with children and guide small group activity

· Collecting materials and assisting in setting up and/or supervising crafts, and activities  

· Provide snack for the class (see page #10 for more information)

· Share personal experiences in related areas

· Encourage children to listen, discover and explore
· In addition, we request that classroom helpers refrain from use of cell phone and/or other technological devices while in the classroom

Prior to the start of the school year, parents will be asked what their intentions are in regard to volunteering in the classroom. All parents or their designee (relative, childcare provider, etc.) will be asked to help in the classroom on a monthly basis.  Families will be asked to sign up for monthly helper days during the parent orientation in August. Those who are unable to commit to calendar dates for the entire year, will be asked to enlist on a monthly basis to assist in the classroom.  Families that are unable to volunteer monthly are still asked to sign up for a day each month to provide the classroom snack.
Clearances

All volunteers are required to have PA State Police Criminal History Clearance AND PA Child Abuse Clearance.  If you have not lived in the state of Pennsylvania for the last 10 years, you are also required to submit copies of FBI Fingerprinting. These clearances are the responsibility of the volunteer.  Copies must be submitted to the office and will be kept on file for the duration of your volunteer commitment. Clearances are acceptable for a period of 60 months. Volunteers are also required to sign a Disclosure Statement as well as a Volunteer Application prior to the start of the school year. All pertinent information and documents will be given in preschool packets mailed to incoming families in July as well as at parent orientation. 

Transitions

Please tell us of any change in family circumstances that may affect your child’s behavior, i.e. the death of a loved one, loss of a pet, moving from one home to another, divorce, etc.  Confidentiality will be kept amongst “need-to-know” preschool staff, if requested. Recognizing a possible explanation for the behavior can assist our staff in providing the right care and comfort needed to help your child cope in safe and healthy ways. 

Family Communication

Every child will receive a folder that will be used to distribute important information such as newsletters, special notices, book order catalogs, etc.  A calendar and monthly newsletter, written by your child’s teacher, will cover news from the class, any special days to note (celebrations, gym days, etc.), as well as the classroom helpers assigned for each school day.  These papers will also be sent home in your child’s folder.  Please be sure to check your child’s backpack after each school day.  If your child brings home his/her folder, please empty it and return it to class the following school day. These folders are only used to distribute information from the Preschool or First Presbyterian Church. Please note that we cannot distribute information regarding family businesses or personal information, such as invitations, from families. 

Upon registration, parents will also receive a parent folder that contains necessary information about our preschool. The folder and important information should be kept readily accessible throughout the school year.  The parent folder is also a great place to keep important papers that come home with your child.

Teachers are available for conference upon request throughout the school year to discuss specific learning needs that your child may be having. Please call the school or email your child’s teacher to set up a time to address any concerns you have. 
Assessments

Each January and May, you will receive a progress report from your child’s teacher indicating the areas covered in class, up to the time the report is sent home. This is our way of informing parents of their child’s general progress in the classroom.  The assessment examines areas of social, emotional, physical, and cognitive development.  The teacher will be happy to answer any questions regarding these reports at a mutually convenient time.

First Presbyterian Church Preschool also has a partnership with the Westmoreland County Intermediate Unit. The Westmoreland I.U. exists to provide services such as speech, occupational, physical, behavioral, and cognitive therapies to students throughout the county who display a need. If you would like to learn more about the Westmoreland I.U., their services, and if your child may benefit from them, please set up a time to have a conference with your child’s teacher. 

Guidance & Discipline 
In-Class Conflict Resolution

A central belief of First Presbyterian Church Preschool is that every individual is a child of God, deserving of kindness, respect, and the right to feel safe. We believe that safety is not just a physical need, but a mental, social, and emotional need as well. As they learn to socialize with one another, it is natural for some conflicts to emerge between children. When conflicts occur between children, adults in the classroom will use these teachable moments to assist the children in finding the appropriate words and actions to resolve the conflict. Developmentally appropriate strategies will be used in each classroom. The underlying theme of our policy is to discipline with dignity -- teaching each child what it means to take responsibility for his/her behaviors.   

Our teachers incorporate methods of guidance, positive discipline, redirection, and modeling appropriate behaviors in their classrooms.  Guidance is an educational concept that promotes the child’s development of appropriate skills and behaviors. This type of guidance is based on teachers’ knowledge of child development and respecting the needs of each individual child. Allowances are made for children’s’ individual abilities, emotional development, and any circumstances that may be impacting the child’s behavior.  Our teachers use positive, consistent strategies in their classrooms, such as setting clear limits and re-direction to encourage self-control. Rules of behavior are established with gentle, but firm clarifications of expectations. Empathy is also encouraged and modeled, as teachers respond with kindness to the normal conflicts that occur as children learn to socialize.

School-Wide Disciplinary Policy

Our goal at the First Presbyterian Church Preschool is to make the classroom a safe place where everyone can learn. Every child begins the school year with a two-week trial period. We want to make sure that our program, as well as the chosen class, is the right fit for each student. The First Presbyterian Church Preschool does not tolerate any of the following:
· Aggressive physical behavior

· Bullying
· Disruptive behaviors that hinder regular classroom routines
If any of the above behaviors should take place within the classroom, the following steps will be taken:

1. Teachers will document any incidents of the above behaviors and keep records in the child’s file. 
2. If behaviors are reoccurring or last up to a two-week period, the parents will be notified of their child’s inappropriate behavior and conferences will be scheduled between the parents, the classroom teacher and the preschool director. 
· The goal of these conferences is to assist the parents and the teaching staff in managing the behavior and in developing techniques that assist the child in achieving the skills necessary to remain in the classroom.
· Part of this process may include the parent being present in the classroom to aide with the behaviors. 
3. If inappropriate behaviors persist, and if that child’s safety/mental well-being or the safety/mental well-being of others is of concern, the First Presbyterian Church Preschool reserves the right to ask the child’s parents to remove him/her from the program. 

Appropriate Clothing

Childhood is a time to play and discover the world, which means learning can get messy! Comfortable clothes and shoes are the ideal dress for children at school since we spend time playing on the floor each day. Keep in mind that we DO use paints, glue, playdough, etc. and occasionally, spills and accidents can happen while working with craft materials.  We strongly recommend that you send your child with an additional set of clothes including shirt, shorts/pants, socks and undergarments in his/her backpack daily.

We also ask that your child wear closed-toe shoes with backs, such as sneakers, that are less likely to fall off during active play and will better protect your child’s feet. Your child should wear clothing and outerwear they can take on and off independently.  Layers are also advisable, as Pennsylvania weather can be unpredictable during some seasons. If your child is wearing a sweater or sweatshirt, please make sure that s/he wears a t-shirt underneath in case the temperature gets too warm in the classroom.
Snacks

Although daily snacks are very important for children nutritionally, they also provide many classroom learning opportunities.  Sitting down at snack time gives the children the opportunity to talk with their peers, taste new or different foods and drinks, set the table, be patient while others eat, learn table manners, and how to clean up after themselves.  
Each student’s parents will be asked to send in a snack for the class at least one time per month (twice for Pre-K). A snack calendar will be sent home with each child at the beginning of the month.  Please send in a note or call your child’s teacher if you cannot bring the snack on the day you are assigned. Ice water is provided by the preschool during snack time. Please bring enough snack for each child in the class, plus extra servings “just in case.” Drinks do not need to be provided since each student will have his or her own water bottle daily. The teacher will advise you if there are any allergies in the class.  You are also responsible for napkins and utensils (if needed.)  Please limit sweets to birthday snacks only. 

Class Snack Policy

· Recommended Snacks

· Raw vegetables & fruits
· Pretzels

· Cheese & crackers
· Prohibited Snacks

· Peanuts & Tree Nuts

· Peanut Butter

· Foods difficult to chew or swallow

Field Trips & Special Activities

Field trips are planned and are possible only with the help of volunteers and/or additional adult supervision.  Each child MUST be accompanied by a parent or other classroom helper and ride in a car seat when being transported.  Permission slips are a MUST, and these will be sent home prior to EACH trip.  Throughout the school year we will schedule events involving all classes.  These may include speakers from the community or a parent from our classes.  Special events in the school may also require additional volunteer help.  All programs and trips will be noted on each month’s calendar and/or in the monthly parent newsletter.

Procedures & Policies
Emergency Evacuation Procedure

First Presbyterian Church Preschool understands the importance of being prepared in the event of an emergency to keep students, volunteers, and staff as safe as possible. Therefore, First Presbyterian Church Preschool has an understanding with the Greensburg/Hempfield Area Library in which the library would serve as a temporary shelter if we cannot safely stay at the church.  Such events include, but are not limited to fire, gas leaks, hurricanes, tornadoes, etc. If children need to be re-located in an emergency, church staff will be responsible to contact all parents/guardians as soon as possible. Children will be picked up at the library. The library is located on Pennsylvania Avenue, across Third Street from the church. We will conduct a minimum of one drill per school year. 

Arrival & Dismissal Procedure

Our preschool classrooms are on the second floor in the educational building of the First Presbyterian Church.  Children enter the building through doors off the alley that runs parallel to the church. This alley is the property of the City of Greensburg and is open to one-way traffic entering from Third Street.  Motorists are subject to all traffic regulations and may not block this alley by leaving their vehicle unattended for any reason at any time.
Class times are as follows:

· 3-year-old Class - Tuesday and Thursday from 9:30am–11:30am

· 4-year-old Class - Monday, Tuesday and Thursday from 9:00am-11:30am

· Pre-K Class - Monday through Friday from 9:00am-11:30am

· STEAM Class - Tuesday and Thursday from 11:30am-3:00pm 
ARRIVAL:  Children should arrive no earlier than the designated start time of class.  Vehicles should pull up to the door. A teacher / classroom helper will be there to check in your child and direct your child to the classroom. If there is no teacher / helper present, parents may park in the adjacent church parking lot or circle the block and return. NEVER drop off your child if you do not see a classroom helper.
DISMISSAL:  Parents should arrive no earlier than the designated end time of class.  If the teachers are not at the door, circle the block and return or park in the adjacent church parking lot.  Make sure the name card provided to you at the start of the school year is clearly visible on your dashboard or hold it up for the teachers to see.  Teachers will bring your child out to you. We will NOT release your child to anyone who is not listed on your information form unless prior arrangements have been made. Photo I.D. is necessary for anyone that is unfamiliar to the preschool teachers. 
Inclement Weather Policy


First Presbyterian Church Preschool follows both the Greensburg-Salem and Hempfield Area School District’s schedules for closings and delays in the event of severe weather.  If either of the schools are delayed, the FPC Preschool will be delayed.  Likewise, if either of the schools are closed based on inclement weather, the FPC Preschool will be closed.  Closings or delays will be reported to WTAE-TV.  On days of delays, our classes will operate on a modified schedule. Our 3s, 4s, and Pre-K classes operate on a modified schedule: Morning class (11am to 1pm.; STEAM 1pm to 3pm. You may sign up for WTAE’s automatic notification of school closings/delays at www.thepittsburghchannel.com/closings. In any event of inclement weather, we encourage you to use your best judgment and only venture out if you feel safe enough to do so. 
We do not refund tuition or make up days lost due to inclement weather or other unforeseen circumstances.

Accident and/or Illness Policy & Procedure
During School Hours

Every attempt will be made to provide an environment in which your child will be safe.  If necessary, first aid for minor accidents will be administered by the teacher.  Parents will be called for anything more serious.  Emergency contact information is required on our school information form. When choosing individuals as emergency contacts, it is imperative that these individuals can be reached during the school day.  If there is a change in emergency contact information (individual, phone numbers, etc.), you must inform the preschool Director immediately to prevent any communication mishaps. 
When to Keep Your Child Home 

For the well-being of all students and teachers in our preschool, we ask that you adhere to following good health practices: Please keep your child home when he/she exhibits symptoms such as vomiting, diarrhea, sore throat, earache, fever, headache, pain, chills, red or watery eyes, coughing, skin eruption or enlarged glands.  Your child should be fever-free and symptom-free for 24 hours before returning to school.  When any of these symptoms appear in school, parents will be called to pick up their sick child.
PLEASE BE SURE YOUR CHILD’S EMERGENCY CONTACT CAN BE REACHED DURING SCHOOL HOURS IN CASE YOUR CHILD NEEDS TO BE SENT HOME!
Medical Policy

Please consult your child’s doctor for age-appropriate screenings and vaccinations. In case of illness, please notify the teacher if your child has any of the following communicable diseases: Covid-19, Chickenpox, Measles, Mumps, Pinkeye, Strep Throat, Scarlet Fever, Fifth Disease, Hand-Foot-Mouth Disease, Pertussis, Rotavirus, Ringworm, Scabies, Lice, or any rash with fever. Keep your child home until the exclusion period is over to prevent further exposure.

As of the start of the 2017/2018 school year, Pennsylvania state law requires each school to refuse admission to any child who has not been completely immunized receiving diphtheria, tetanus, pertussis, polio, measles and mumps vaccines, hepatitis B series, and either the chickenpox vaccine (varivax) or documentation of month and year of chicken pox disease. First Presbyterian Church Preschool is a private school and exempt from this requirement. However, due to the resurgence of some of these diseases, we feel it is in good practice to ask our families to submit a health assessment for each registered preschool student, including a current immunization record. A health assessment along with immunization records will be required for each child before the first day of the school year. 
Pennsylvania does allow the following exemptions: medical reason, religious belief, or philosophical/strong moral or ethical conviction outlined in PA Code Ch. 23 Section § 23.84. Families must notify the preschool in writing prior to the start of the school year of any exemption. Please remember, even if your child is exempt from immunizations, he or she may be excluded from school during an outbreak of vaccine preventable diseases for his/her own safety and the safety of others.
Safety Policy

Our church and preschool Safety Policy for Children, Youth, & Vulnerable Adults begins: 

“In baptism, we are ‘joined to Christ's ministry of love, peace, and justice.’ Part of that ministry of love, peace, and justice is the protection of those who are most vulnerable in our midst: children, youth, and vulnerable adults.  We are responsible before God and one another for our treatment and protection of others.  Therefore, we are committed to the protection of all children and other persons participating in any and all activities of our congregation.  No type of abuse, exploitation or harassment of any kind will be tolerated.  We are responsible through the vows that we take in baptism to provide nurture and comfort to Christ’s family and we pledge ourselves to this important element of such nurture.”

In order to provide a safe community for children and adults, the church requires all employees and volunteers working with children and youth to comply with the Safety Policy adopted by the Session of the First Presbyterian Church.  All employees will be under the supervision of the Pastor/Head of Staff and the appropriate church committee, as defined by the personnel handbook.  All qualifying volunteers will be under the supervision of the respective staff persons and ministry. All preschool parents will receive a copy of the Safety Policy for Children, Youth, & Vulnerable Adults. 
Appendix I

Safety Policy for Children, Youth & Vulnerable Adults 

First Presbyterian Church – Greensburg, Pennsylvania

Adopted: 7/17/07; Revised 7/31/2016

Preface:


In baptism, we are “joined to Christ's ministry of love, peace, and justice.”   Part of that ministry of love, peace, and justice is the protection of those who are most vulnerable in our midst: children, youth, and vulnerable adults.  We are responsible before God and one another for our treatment and protection of others.  Therefore, we are committed to the protection of all children and other persons participating in any and all of the activities of our congregation.  No type of abuse, exploitation or harassment of any kind will be tolerated.  We are responsible through the vows that we take in baptism to provide nurture and comfort to Christ’s family and we pledge ourselves to this important element of such nurture.

From the PC(USA)’s Book of Order:

“Any member of the this church engaged in ordered ministry and any certified Christian educator employed by this church or its congregations, shall report to ecclesiastical and civil legal authorities knowledge of harm, or the risk of harm, related to the physical abuse, neglect, and/or sexual molestation or abuse of a minor or an adult who lacks mental capacity when (1) such information is gained outside of confidential communication as defined in G-4.0301, (2) she or he is not bound  by an obligation of privileged communication under law, or (3) she or he reasonably believes that there is risk of future physical harm or abuse.” G-4.0302

Requirements for Employees & Volunteers:

In order to provide a safe community for children and adults, the church requires all employees and volunteers working with children and youth to comply with the Safety Policy adopted by the Session of the First Presbyterian Church.  All employees will be under the supervision of the Pastor/Head of Staff and the appropriate church committee, as defined by the personnel handbook.  All qualifying volunteers will be under the supervision of the respective staff persons and ministry.

Volunteers & Screening Criteria:

All individuals volunteering to work with children and youth at First Presbyterian Church, including, but not limited to, Sunday school teachers, vacation bible school, preschool volunteers, youth ministry volunteers, and youth choirs, shall undergo the following screening criteria for suitability and protection to work with children and youth.  The screening criteria will consist of:

1.
Completing and signing a written application for volunteers.  

2.
Submitting copies of volunteer background clearances.  In accordance with this Safety Policy and Pennsylvania State Law, volunteer background clearances are required for all adult volunteers who work directly with children and youth.  Prior to assuming a volunteer assignment, candidates must complete the proper background clearance applications. Once the background clearances are complete and submitted to the church office, the volunteer will then be able to attend the required training.

· The information received will be handled on a strictly confidential basis.  All copies of background clearances will remain in a locked file.   

3.
Successfully completing child safety policy instruction sponsored by the Christian Education Committee of First Presbyterian Church.  This instruction includes signing a covenant to adhere to this policy as a volunteer with children and/or youth. (preschool volunteers undergo training with preschool teachers.)

First Presbyterian Church reserves the right to refuse the services, to dismiss or to exclude from participation any volunteer applicant, if the applicant’s criminal history record information indicates the applicant has been charged or convicted of one or more of the following under Title 18 (relating to crimes and offenses) or an equivalent crime under Federal law or the law of another state, as enumerated at 23 Pa. C.S. section 6344, specifically:

Chapter 25 (relating to criminal homicide)

Section 2702 (relating to aggravated assault)

Section 2709.1 (relating to stalking)

Section 2901 (relating to kidnapping)

Section 2902 (relating to unlawful restraint)

Section 3121 (relating to rape)

Section 3122.1 (relating to statutory sexual assault)

Section 3123 (relating to involuntary deviate sexual intercourse)

Section 3124.1 (relating to sexual assault)

Section 3125 (relating to aggravated indecent assault)

Section 3126 (relating to indecent assault)

Section 3127 (relating to indecent exposure)

Section 4302 (relating to incest)

Section 4303 (relating to concealing death of child)

Section 4304 (relating to endangering welfare of children)

Section 4305 (relating to dealing in infant children)

A felony offense under section 5902 (b) (relating to prostitution and related offenses)

Section 5903 (c) or (d) (relating to obscene and other sexual materials and performances)

Section 6301 (relating to corruption of minors)

Section 6312 (relating to sexual abuse of children)

The attempt, solicitation or conspiracy to commit any of the offenses set forth in this paragraph.

Or if the applicant’s criminal history record information indicates the applicant has been convicted of a felony offense under the act of April 14, 1072 (P.L. 233, No. 64), known as The Controlled Substance, Drug, Device and Cosmetic Act, committed within the five-year period immediately preceding verification under this section.

Because the primary concern of the First Presbyterian Church is the health and safety of all of the children we serve, all adult volunteers and staff who work with children are carefully screened and selected.  Volunteer applicants understand and agree that First Presbyterian Church reserves the right to refuse or terminate any volunteer from participating in youth activities at the sole discretion of First Presbyterian Church.

Employees:

All paid staff of the church are required to meet the above criteria and those stipulated in the Personnel Handbook. Additionally, staff of the church will have the obligation to comply with and enforce this safety policy when accepting employment at First Presbyterian Church.

General Guidelines & Procedures:

The following guidelines are intended to outline the responsibilities adult volunteers should uphold when interacting with youth at First Presbyterian Church in Greensburg:

1.
All activities involving children will be supervised or led by a screened and trained adult staff member or ministry volunteer.

2.
A youth ministry volunteer must be at least four (4) years older than the age of the person or persons that he or she is supervising.

3.
When possible, all volunteers under the age of eighteen (18) should be paired with an adult volunteer.

4.
Volunteers and employees must read the child protection policy of this church, agree to it by completing all necessary clearances, signing the appropriate forms and participating in ministry volunteer training.

5.
No person will serve as a volunteer with children and youth with the ministries of First Presbyterian Church until such person has been an active member of First Presbyterian Church for six (6) months (unless otherwise approved in advance by the Session), has completed a volunteer application and has submitted copies of all necessary clearances required by Pennsylvania State Law. 

For On-site Activities
1.
A church school Director, or his or her designee, will be present on Sunday mornings when Sunday school classes are in session.

For Off-site or Overnight Activities

1.
As each facility will be different, it will be the responsibility of the staff person to determine how best to use the facility to comply with this policy.

2.
For overnight events, no single adult may room or sleep with a single child (other than his or her own child).

3.
All volunteer and staff persons who drive and/or chaperone off-site trips involving children shall be in compliance with this Safety Policy.

4.
All children participating in the off-site event shall have express written permission from their parents and/or legal guardians to participate.

5.
Minors should be transported in groups.  An unaccompanied adult should not drive a single minor (other than his or her own child) in a church-sponsored activity without express written permission from the child’s parent or guardian.  In the case of an emergency, a staff member or volunteer may transport a single minor. 

Definition of Terms:

A. 
Adult: a person at least 18 years of age.

B.
Child or Youth; a person under 18 years of age.

C.
Child Abuse:
(a) Any recent act or failure to act by a perpetrator which causes non-accidental serious physical injury to a child.

(b)  Any act or failure to act by a perpetrator which causes non-accidental serious mental injury to or sexual abuse or sexual exploitation of a child under 18 years old.

(c) Any act, failure to act or series of such acts or failures to act by a perpetrator which creates an imminent risk of serious physical injury to or sexual abuse or sexual exploitation of a child under 18 years of age.

(d)  Serious physical neglect by a perpetrator constituting prolonged or repeated lack of supervision or the failure to provide essentials of life, including adequate medical care.

D.
Church – spelled with the first letter capitalized, refers to First Presbyterian Church; when spelled with the first letter lowercase, refers to local churches.

E.
Employee – Any person serving at First Presbyterian Church in an official paid capacity. 

F.
Minister or Pastor – Any person who is ordained to specific pastoral ministry within a congregation.

G.
Staff Person – Any person serving at First Presbyterian Church in an official paid capacity.

F.
Volunteer – Any person 18 years of age or older who of his/her own free will provides services for the Church and receives no benefits or remuneration.

G.
Vulnerable adult – Any person over 18 years of age with diagnosed diminished physical, mental or emotional capacity.

Alcohol & Substance Abuse:

First Presbyterian Church’s policy on drugs and alcohol is intended to ensure a safe and productive environment for all.  Volunteers under the influence of alcohol or illegal drugs pose serious health and safety risks to themselves and to those who come in contact with him/her.  Therefore, any use, possession, consumption, distribution or dispersion of alcohol or controlled substances, or allowing youth to do so, on FPC premises, while conducting FPC business, or off premises while conducting FPC business, is strictly prohibited.  Any volunteer who is deemed to have engaged in these activities is in violation of the Safety Policy and will be subject to appropriate disciplinary action, up to and including immediate release from volunteering. The volunteer will also be subject to appropriate legal action.

Final Considerations & Attachments:

All volunteers & staff of First Presbyterian Church will receive a copy of this policy plus the document outlining the Reporting & Response Guidelines and the Educational Process. These items will be received and read and the volunteer will attest to their full understanding of both this policy and its attachments.

Attachment to Safety Policy for Children, Youth & Vulnerable Adults

Report & Response Guidelines

1.
Employees and volunteers are required to report immediately any suspicious or inappropriate behavior that suggests (1) sexual abuse or exploitation; (2) neglect (3) physical abuse or (4) emotional abuse.

2.
All allegations will be taken seriously.  In cases of reported or observed abuse, all volunteers and staff shall be at the service of all official investigating authorities.

3. Suspicious or inappropriate activity brought to the attention of an employee or volunteer must be reported immediately to the appropriate staff person in charge of the event.  An appropriate person(s) to whom to make this report would be: (1) Pastor/Head of Staff (2) Associate Pastor.  The person receiving the report of the alleged abuse or suspicious activity shall then document the date, time and circumstances of the alleged incident. 

4. The person receiving the initial report of suspicious or inappropriate activity will report immediately to the Head of Staff/Pastor and the Clerk of Session who will inform the Presbytery, church legal counsel and the church insurer.  In the case where either the Pastor/Head of Staff is the alleged perpetrator, or where a member of either person’s immediate family is the alleged perpetrator or victim, the Associate Pastor will replace that person as the individual to receive the report.

5. If any one of these individuals reasonably suspects that abuse or neglect has occurred he or she is required to report the incident to the appropriate legal authorities.  All facts of the incident must be documented by the Senior Pastor with the cooperation of the reporting person. 

Violations

Reporting Prohibited Acts. Anyone witnessing the occurrence of a prohibited act is asked to follow the steps outlined below. If a child or youth reports that a prohibited act occurred while participating in a church activity or involved church volunteers or employees at any time or place, the person initially contacted by the child or youth is asked to follow these same steps. A prohibited act must be reported immediately, and any failure to do so will be considered a procedural violation of these guidelines. The Session may treat such violation as grounds for termination of an employee or as grounds for the suspension or prohibition of any person participating in church activities involving children and youth. All questions or concerns regarding any suspected violation should be directed to the Pastor, Associate Pastor or the Response Team.

1. Personally secure the safety of the child or youth.

2. Do not leave the child or youth alone to report the incident.

3. Report the incident immediately to the Pastor, the Clerk of Session, or the Response Team.

4. Do not personally confront the alleged or accused violator of the policy.

5. Complete a Confidential Incident Report and deliver it to the Pastor, the Clerk of Session, or the Response Team.

6. Report abuse and neglect to local authorities as required by law. (ChildLine: 1-800-932-0313)

7. The Response Team is solely responsible for all communications on behalf of the church.

Suspected abuse is a confidential matter and those reporting must not discuss their suspicions with anyone except to those persons as outlined above.  No volunteer shall be subject to discipline or retaliation by FPC for making good faith reports of suspected abuse. 

Response to Reported Prohibited Acts. When the Pastor, Associate Pastor or the Response Team receives a report involving a prohibited act, they may consult with others as needed and take such immediate steps as are deemed appropriate. The report will be referred as soon as possible to the Response Team and up to three additional persons appointed by them who understand the issue of confidentiality. The Response Team shall take such actions as it deems appropriate in the investigation and handling of the report. The Response Team will be responsible for timely contacting law enforcement authorities as required by law. Designated members of the Response Team will be responsible for all communications on behalf of the church, including those with parents, civil authorities, presbytery, the church's insurance company, and the media. If necessary, the Response Team shall have access to an attorney and counselors for both the alleged victim and the alleged abuser. The Response Team will ensure that pastoral care needs are addressed and will notify the accused and the accuser that they have the right to retain their own counsel. The church's counsel will represent the church but not individual interests.

Consequences of Committing a Prohibited Act. Any person who is accused of committing a prohibited act, whether a volunteer or employee, will be suspended automatically from any further participation in any church activity for children and youth. The suspension will continue until a disposition of the report has been made by the Response Team. The disposition shall be based upon such evidence as the Response Team deems appropriate. The evidence may include the results of any investigation by the church or law enforcement or child protection proceeding, or the filing, prosecution or outcome of any criminal charges or other legal proceedings. The Response Team may, at its discretion, delay disposition pending the outcome of any investigation or proceeding involving the alleged violation. Upon disposition, if a majority of the Response Team believes from the evidence that any person has committed a prohibited act, such person shall be prohibited from future participation in all church activities for children and youth, either permanently or for such length of time and in such manner as the Response Team shall determine in its discretion. If the person is an employee, such conduct may also result in termination of employment. If the Response Team determines that the allegations are false, the Pastor will determine any appropriate pastoral response.

Oversight
Christian Education Committee. On behalf of the Session, the CE Committee oversees the implementation of these guidelines. This committee maintains lists of those persons who have been approved to serve as a leader at any youth activity or to drive children and youth. This committee coordinates the training of volunteers and employees regarding these guidelines. 

The Response Team. The Response Team is composed of three (3) ruling elders appointed by the Session. Members of the Response Team shall serve three-year terms.  The Pastor and Associate Pastor may be asked to serve as ex-officio members. A chairperson of the Response Team shall be elected by its members. Committee members shall serve a maximum of two terms. No member who is currently working directly with children and youth at the church or who serves on the CE Committee may serve on the Response Team. So that the terms of the committee members are staggered, the Session will initially appoint one member to have a three-year term, a second to have a two-year term, and a third to have a one-year term. This committee may delegate ministerial functions to appropriate staff member(s) in consultation with the Pastor.

Volunteers and Employees. The Pastor, Associate Pastor and his or her designee(s) are responsible for implementation of these guidelines in conjunction with the CE Committee and the Response Team. It is the responsibility of each volunteer and employee to comply with these guidelines. The Associate Pastor and Preschool Director and/or their designees coordinate the volunteer screening and training process on behalf of the CE Committee and the Response Team. Appropriate records of actions taken with respect to each application will be kept in a locked file. This committee maintains lists of those persons who have been approved to serve as a youth and/or children’s ministry volunteer.

Additional Procedures. On behalf of the Session, the CE Committee may adopt and implement additional procedures consistent with these guidelines as may be necessary to accomplish the purpose of this plan.

Educational Process:

The Safety Policy for Children, Youth & Vulnerable Adults will be reviewed with all volunteers and employees of First Presbyterian Church before any are allowed Directory roles in our programs for children, youth or vulnerable adults.  

This training may occur annually or periodically, according to the needs of program recruitment.  All program staff persons will be trained to lead the educational component of this policy to allow for flexibility in administration and availability of the training sessions.  Oversight for this training will be lodged with the Senior Pastor, Associate Pastor, and Preschool Director on behalf of the CE Committee. The members of the congregation will be informed of this policy and will be periodically updated regarding compliance and any alterations to the policy. 

[image: image1.jpg]PRESCHOOL OF GREENSBURG

PARTNERING WITH CHILDREN AND FAMILIES SINCE 1972



Family Handbook Sign-off Sheet
 
I understand that upon enrolling my child at First Presbyterian Church Preschool, it is my responsibility to be familiar with the Family Handbook. I have received a hard copy of this handbook and have read and understood its contents. 

At any point in time, I may request clarification of policy/procedures from the school administration, verbally or written. The Director will schedule a meeting to discuss policy/procedures within 48 hours of request. 

Please initial the following: 
______ I understand how to obtain information regarding the Family Handbook.
______ I understand it is my responsibility to read the Family Handbook. 
______ I understand by signing this document, I commit to adhering to the policies and procedures therein.

______ I understand the First Presbyterian Church Preschool reserves the right to change, adapt, or remove policies/procedures as it deems necessary. Any such changes will be communicated via newsletter/email. 

Child(ren)’s Name(s): _____________________________________________ 

Parent/Guardian Name: ___________________________________________

Parent/Guardian Signature: ________________________________________ 
Date: ______________
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