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Welcome 

Welcome to Paloma Elementary Preschool. This handbook covers our preschool 

philosophies and expectations.  

In order to make our relationship as enjoyable as possible, the following pages 

contain mutually beneficial requirements, which are necessary to ensure that 

there are no misunderstandings between either parties. The words “we” or “our” 

refers to the staff at Paloma Elementary Preschool. The word "you" or "your" 

refers to the child's parents or guardian.  

Please read this handbook carefully, and feel free to discuss with us any questions 

that you may have.  

 

Description of Services 

Paloma Elementary Preschool is licensed through the state of Arizona Health 

Department.  The license is valid for up to 25 children ages 3, 4, and 5.  This 

service will be provided to families of the Paloma Elementary School District as 

determined by our selection criteria. Selection criteria is completed when a family 

applies for preschool. 

 

Hours of Operation 

Normal hours of operation are Monday, Tuesday, Thursday, and Friday from 7:30 

AM to 3:00 PM during the normal school year. 



Summer School hours of operation are Monday, Tuesday, Wednesday, and 

Thursday from 8:00 AM to 3:00 PM during summer school. 

 

Childcare Philosophy  

As a preschool provider, our goal is to provide a safe and happy place for children 

where they can learn and grow physically, emotionally, intellectually, and socially 

at their own pace. I believe children learn through play and benefit from a 

structured yet flexible schedule. Activities will be offered which stimulate sensory 

motor development, language development and social interaction. The 

development of strong self-esteem is also a major goal. Children will be taught to 

respect each other, adults, and property.  

 

Communication  

Communication is very important to us. When we accept a new student into our 

preschool, we like to be sure that we can share openly any concerns or questions 

that may arise. It is important that there is a similar childcare philosophy between 

us. We welcome questions, feedback, or discussions of any kind that are oriented 

towards a positive outcome for children. Sensitive issues will be discussed in 

private outside of regular preschool hours either by telephone or conference.  

Conferences will be scheduled twice a year in the Fall and Spring, The dates and 

times will be determined by the front office.  

We will provide a monthly newsletter, lunch and snack menu, and information 

some of the activities we are doing, our current curriculum themes, events that 

will be happening during that month, days off, and any other pertinent or fun 

information that may be of interest to you.   

We will also have other important dates throughout the year like preschool 

roundup and kindergarten roundup.  

Preschool teachers will share relevant information on a daily basis during drop-off 

and pick-up. 



You are encouraged to contact us at any time between the hours of 7:30 a.m. – 

3:30 p.m. If you call during the day, please be aware that we may be busy with 

the children and may not be able to talk with you on the phone. If you would 

leave a message with the school secretary, we will call you back as soon as 

possible.  

We are looking forward to a terrific relationship with you and your child!  

 
Enrollment 

There are several forms preschool families need to complete prior to 

consideration for enrollment. The forms are as follows:  

 Registration Form 

 Income Application 

 Selection Criteria Form 

 
Providing Services to Families Most in Need/ Selection Criteria 
 
Paloma Preschool will work to recruit students most in need of services within 
school district boundaries and coordinate a system of communication and 
supports. Paloma Preschool will use the following policies and procedures for 
identification, recruitment, and screening of participants most in need of 
preschool services. 
 
During preschool enrollment, Paloma Preschool will have parents complete the 
PDG Selection Criteria Enrollment Form. Students who are eligible, have the 
highest scores on the selection criteria form, and are located within the district 
boundaries will be given priority placement in the preschool. All priority criteria 
are weighted equally. Once the most in need criteria have been determined by 
the Paloma Preschool, the information will be used to make enrollment decisions. 
Students who meet the eligibility requirements, but rank lower on the priority 
criteria will be placed on the waitlist in order of criteria ranking. Once a position 
becomes available, the Paloma Preschool will contact parents in rank order. 
Parents of students on the wait list will also be encouraged to contact Sentinel 
Preschool and Gila Bend Preschool for possible preschool programming. 
 



Disenrollment Procedures 

We reserve the right to stop providing preschool services for the following 

reasons:  

 Failure to complete the required forms 

 Lack of parental cooperation 

 Lack of compliance with handbook regulations 

 False information given by parent either verbally or in writing 

 Failure to comply with attendance policy 

If you would like to withdraw your child from Paloma Preschool, please notify us 

as soon as possible.  

 

Attendance Policy 

The Paloma Preschool requires that any child receiving a scholarship through FTF 
or PDG be in attendance at least 85% of the time they are scheduled each month.  
 
After 5 unexcused absences the Paloma Preschool will send a warning letter that 
the child could possibly lose their spot. 
 
After 10 unexcused absences the Paloma Preschool will send a withdraw letter 
stating that the child is no longer enrolled in the preschool program. 
 
 

Discipline Policy 

All learning opportunities for young children should be positive and helpful in 

teaching acceptable behavior and self-control. Children will be encouraged to 

follow rules that they have helped to develop. In order to support students with 

developmentally appropriate practices, Paloma Preschool has adopted Conscious 

Discipline as its primary discipline policy. Each classroom needs to offer a Safe 

Place to change their inner state from upset to composed. Children are taught 

calming techniques all of which begin by taking a deep, calming breath. 

 



 

Conscious Discipline D.N.A Process (Relationship Based Model) 

D = Describe nonverbal cues 

“Your eyes are going like this” 

“Your mouth is going like this” 

N= Name the feeling 

“You seem ____.” 

You sound ____.” 

A= Acknowledge their intent 

“You wanted __” 

“You were hoping ___” 

 The Paloma Preschool program does not use suspension, expulsion, physical 

punishment, emotional stress, toileting, or removal of food as a form of discipline. 

If a child needs to “take a break” from an activity, this supervised break is not to 

exceed three (3) minutes. Teachers regard the developmental age of the child 

when deciding the best discipline technique to use. 

 
Comprehensive Services 
 
Families and children identified for early childhood services during the enrollment 
process will be linked to needed services through the Gila Bend Resource Center. 
The Gila Bend Resource Center partners with services provided by First Things 
First, Southwest Human Development, and the Arizona Learning Institute’s 
parenting classes.  
 
The Paloma Preschool via the Paloma Elementary School District provides an 
inclusive preschool program with pull-out services for: 

 Speech Therapy 

 Occupational Therapy 
 



For all children within the district boundaries, the Special Education Department 
will work to meet the needs of each child by providing services that are 
determined by each child’s IEP. If the district and IEP team feel we are unable to 
meet the needs of your child with the available resources and programming, the 
IEP team will convene to determine alternative placement. 
 
Least Restrictive Environment 
 
Children identified for possible special education criteria will also be referred to a 
school child study team. IEP teams will work together with families to successfully 
implement a LRE environment placement for the child. Paloma Preschool has only 
one classroom and students with disabilities will be placed within the classroom 
for 80-100% of the school day. The Paloma Preschool will work with a Quality First 
Inclusion Coach to meet the needs of all children. 
 
For all children within the district boundaries, the Special Education Department 
will work to meet the needs of each child by providing services that are 
determined by each child’s IEP. If the district and IEP team feel we are unable to 
meet the needs of your child with the available resources and programming, the 
IEP team will convene to determine alternative placement. 
 
Child Find 
 
The Paloma Preschool will ensure that all children with disabilities within the 
boundaries of the Paloma Elementary School District, including children with 
disabilities who are homeless or wards of the State, and children with disabilities 
attending private schools or home schools, regardless of the severity of their 
disability, and who are in need of special education and related services are 
identified, located, and evaluated. The community is notified via fliers, Facebook 
announcements, and door to door recruiting opportunities. The Paloma Preschool 
and District will also partner to work with families who are referred to the school 
district by the local medical center and the Gila Bend Resource Center. 
 

Children Birth to 2 years 9 Months: 

For infant children to 2 years 9 months of age that appear to have developmental 

delays, the Paloma Preschool will help connect families to Arizona Early 

https://www.azdes.gov/main.aspx?menu=98&id=3026


Intervention Programs (AzEIP) at (602) 253-1620 in order to learn about services 

available for younger children with disabilities. 

Developmental Screening for Children 2 years 9 months – 5 years 

All children as young as age 2 years 9 months are invited to participate in hearing, 

vision and developmental screenings to determine if further evaluations are 

necessary. The district offers Child Find screenings each Wednesday. Eligible 

children identified with significant delays will be offered services through 

enrollment in either regular preschool or special education programs in the 

district at no cost to the parent/guardian.  

If any concerns arise, parents will be notified within 10 school days by the 
preschool and will be informed about the district’s plan for further evaluation to 
determine the child’s needs. 
 
Family Engagement 
 
Paloma Preschool encourages the engagement of the entire family as key decision 
makers and assessors of our preschool program. Families are encouraged to share 
family photographs, cultural perspectives, and stories in the child’s home 
language. Families are also encouraged to visit the preschool, share feedback, and 
attend family conferences. Families are also connected to resources offered 
through the Gila Bend Resource Center and other organizations sponsored by 
First Things First. 
 
Other examples of ways to be involved:  

 Chaperoning on field trips 

 Lending objects for units of study  

 Coming and speaking about your family or career 

 Helping your child at home with the concepts we are studying in the 

classroom 

 Helping your child prepare for "Show and Tell" 

 

 

 

https://www.azdes.gov/main.aspx?menu=98&id=3026


 
 

Field Trips 

Occasionally, we may have the opportunity to take a field trip. You will be 

required to sign a permission slip that we will carry with us. We will also carry 

copies of emergency forms. In the event of an emergency away from the 

preschool, your child will be cared for and you will be notified. It is not required 

that your child attend a field trip. 

 
 
 
 
Early Childhood Assessment System 
 
Evaluation 
Paloma Preschool uses the ASQ3 evaluation tool to assess children in the areas of 
Social-emotional, Physical, Language, Cognitive, Literacy, and Mathematics from 
birth to age 5. Families complete the first ASQ3 prior to enrollment in preschool. 
Additionally, the ASQ3 is used during our Child Find Process and helps link families 
to comprehensive services. Upon enrollment in the preschool, preschool teachers 
complete the ASQ3 twice per academic year in September and May. 
 
45 day Screeners 
Paloma Preschool teachers complete a 45 day screener on each child that is newly 
enrolled in the preschool. Teachers have 45 calendar days to complete the district 
screener and the ASQ3 screener.  
 
 
Paloma Preschool Curriculum 
GOLD Expectations 
The Creative Curriculum Teaching Strategies GOLD (TSG) is an assessment tool 
used by the Paloma Preschool to evaluate a child’s development in the areas of 
Social-Emotional, Physical, Language, Cognitive, Literacy, and Mathematics from 
birth to five. TSG compares a child’s development to the development of typical 
children of the same age. Paloma Preschool teachers will review TSG training on 
an annual basis and conduct interrater reliability test trials once per year. The 



preschool teachers will have an online GOLD portfolio. It is the teacher’s 
responsibility to add new children to their portfolio as they enter the program. If a 
child is transferring from another district (that has been previously enrolled in a 
preschool program), you must email Elizabeth Hamilton at 
Elizabeth.hamilton@azed.gov with the following information: child’s first and last 
name, state ID number, new district & site program, and the previous district & 
site programs. October 12th, February 1st, and May 17 are the dates that GOLD 
must be finalized for this school year.  
 
Data Use 
All data collected during the ASQ3 evaluation and progress monitoring, 45 day 
screener evaluation, and TSG evaluation and progress monitoring is kept on site in 
the preschool. Information is shared with families and is only released with 
authorization from families. Families will be encouraged to share data if seeking 
additional comprehensive services or transferring to another site. 
 
Preschool Curriculum 
 
Creative Curriculum  
The Creative Curriculum has been purchased and is available in each classroom. 
Teachers are expected to use Creative Curriculum and to follow the lessons and 
activities outlined in each study. All teachers will start the year using the 
Beginning of the Year Study.  
 
Components of Creative Curriculum: 
 
Foundational Volumes: There are five volumes for teachers that discuss in detail 
the latest theory and research, how to support active learning and promote 
children’s progress and how we set up a successful program. 
Classroom Study: In-depth investigations that encourages children to apply skills 
in literacy, mathematics, the arts and technology as they explore concepts in 
science and social studies. Based on the interests of your students, teachers must 
select a study from Creative Curriculum. 
Teaching Guides- Organize firsthand investigative studies, systematic instruction, 
and daily routines in a coherent, careful sequence. 



Intentional Teaching Cards: Are used during small group instruction instruction. It 
explains how to individualize the learning experience to meet the strengths and 
needs of every child in your classroom. 
Student books: Student books are included in the Teaching Guide for each Study. 
Book discussion cards: Explains how to read and talk about selected books. They 
offer suggestions for introducing each book, emphasizing vocabulary as you read, 
commenting on characters and asking probing questions. 
Mighty minutes: Are short activities with songs, chants, rhymes and games. 
Mighty Minutes teach language, literacy, math, science, social studies and 
physical skills during transitions. 
 
The Creative Curriculum was chosen because of its alignment with Teaching 
Strategies Gold. 
 
Meals: 
Nutritious meals will be served to all children through the School Breakfast 

Program (SBP) and the National School Lunch Program (NSLP). Children will have 

breakfast at 7:30 and lunch at 11:30.  Breakfast and lunch menus for the month 

are posted in the classroom, on the school Facebook page, and the school 

website.  Additionally, all menus will be sent home for family convenience.   

Families are responsible for feeding a child if he/she will arrive to preschool after 

a mealtime. We do encourage each child to try one or two bites of everything. 

Sometimes they are surprised by what they like!  

 
Empower Program 
 
For Children Enrolled in the Paloma Preschool 
 
Physical Activity: Standard #1 
 

 Daily physical activity is planned and initiated: 

 Preschool teachers will include at least 60 minutes per day in curriculum for 
physical activity. At least 30 minutes will be adult-led and 30 minutes will 
be free-play. 

 Preschool teachers will encourage both moderate and vigorous levels of 
physical activity. Sedentary time is limited to less than 60 minutes at a time, 



except when sleeping. Screen time is limited to three hours or less per 
week. 

 Exceptions to screen time limits include: children needing assistive and/or 
adaptive equipment or when screen time engages children in physical 
activity or is used for educational purposes.  

 
Physical activity will never be used or withheld as a punishment. 
 
 
 
Sun Safety: Standard #2 
 
Here at Paloma Preschool, the health and safety of our children are a primary 
concern. To ensure the children are protected from overexposure to the sun’s 
rays while outdoors, we pledge to: 

 Ask parents to apply sunscreen to their children prior to arriving at 

our child care program. 

 Request that the child’s parent provide a hat, lip balm, sunglasses, 

and clothing that covers child’s arms and legs, such as pants and a long 

sleeve shirt, for outdoor activity. 

 Seek written permission to apply sunscreen to child while in our 

care.  

 Provide shade for outdoor activities while at our program. 

 Minimize outdoor activity during the midday hours of 10 AM and 4 

PM when the sun’s rays are the strongest. 

 Stay aware of UV ray intensity by checking the UV index on 

theempowerpack.org in order to plan outdoor activity. 

 Teach sun safety practices by modeling good sun safety habits. 

 Limit outdoor exposure for children under the age of 1, and strictly 

limit sun exposure for infants less than 6 months of age. 

 Follow sun safety policies, as they are outlined in the Empower 

Guidebook in accordance with child’s age group. 

 

Breastfeeding: Standard #3 

http://azdhs.gov/prevention/nutrition-physical-activity/empower/index.php


We at the Paloma Preschool are committed to providing ongoing support 

to breastfeeding mothers and will respect and encourage a mother’s decision 

to continue to breastfeed her child. In keeping with this philosophy, our 

facility will: 

 Provide a welcoming atmosphere that encourages mothers to begin 

and continue to breastfeed, even after returning to school or work. 

 Provide a designated area for mothers, including staff members and 

child care providers, to breastfeed their child on site (such as a 

rocking chair). 

 Provide a refrigerator or designated space within a refrigerator 

and/or freezer for storage of expressed breast milk. 

 

Child and Adult Care Food Program: Standard #4 

We at Paloma Preschool are committed to the health of all of our children. 

CACFP supports child care facilities by making child care more affordable 

for many low-income families while promoting good eating habits that 

support a child’s individual needs. Eligibility for CACFP is determined by 

federal standards based on family income within established geographic 

boundaries. Unfortunately, the Paloma Preschool does not participate in 

CACFP. However, the Paloma Preschool participates in the School 

Breakfast Program (SBP) and the National School Lunch Program (NSLP). 

 

Fruit Juice: Standard #5 

We at Paloma Preschool are committed to supporting your child in 

establishing lifelong healthy eating and drinking habits. Too much juice may 

be linked to weight problems and is associated with tooth decay and 

decreased appetite for other nutritious foods. Fruit juice should be offered as 

appropriate to a child’s unique needs. Children will be offered a variety of 

beverages that are nutritious for them, which may include water, milk, milk 

substitute and/or juice as appropriate. In keeping with this philosophy, our 

facility will: 



 Limit 100% fruit juice with no added sugar to no more than two 

times per week for all children one year and older. 

 No more than 4 ounces will be served at one time for children one 

year to less than six years.  

 Fruit juice will only be served with meals and snacks and not 

continuously throughout the day. 

 Water will be used as the first choice for thirst and will be offered 

throughout the day. 

 

Family Style Meals: Standard #6 

We at Paloma Preschool are committed to supporting our child in establishing 

lifelong habits of healthy eating patterns. In keeping with this philosophy, our 

facility: 

 Serves meals family-style whenever possible to support children in 

learning to serve themselves and develop healthy relationships with 

food. 

 Our role as staff members and child care providers is to provide 

nourishing food appropriate to the child’s needs. The child’s role is 

to decide whether and how much to eat. We will never force a child to 

eat or discourage a child from eating food that is healthy for them. 

 Staff members and child care providers model behaviors for 

healthy eating and positive body image in the presence of 

children. 

 

Oral Health: Standard #7 

We at Paloma Preschool are committed to protecting the health and safety of 

our children, staff members and child care providers in regards to tooth 

decay. Tooth decay is an infectious disease and a serious problem among 

young children in Arizona. Our facility recognizes that we play an important role 

in preventing tooth decay and in educating children, parents, staff members 

and child care providers on tooth decay prevention. In keeping with this 

philosophy, our facility: 



 Provides oral health education and implements a toothbrushing 

program for children age 3 and older  

 Educates our staff members and child care providers on steps they 

can take to prevent tooth decay according to age and developmentally 

appropriate guidelines found on theempowerpack.org website. 

Staff and Provider Training: Standard #8 

We at Paloma Preschool are committed to furthering staff member and 

child care provider knowledge on the Empower Program and Empower 

standards. In keeping with this philosophy, our facility will make sure that 

our staff members and child care providers receive three hours of training 

annually on age and developmentally-appropriate Empower topics. All 

training will be documented and records will be readily available for review. 

 

Arizona Smokers Hotline: Standard #9 

We at Paloma Preschool are committed to furthering staff member and child 

care provider knowledge on the Empower Program and Empower standards. 

In keeping with this philosophy, our facility will make sure that our staff 

members and child care providers receive three hours of training annually on 

age and developmentally-appropriate Empower topics. All training will be 

documented and records will be readily available for review. 

 

Smoke Free Environment: Standard #10 

We at Paloma Preschool are committed to providing a smoke-free 

environment for children, staff members, and child care providers. Due to 

hazards from exposure to second-hand smoke and as a recognized 

Empower child care facility, it shall be the policy of this child care facility 

to provide a tobacco-free environment for children, staff members, child 

care providers, and parents. 

 

 

 

http://azdhs.gov/prevention/nutrition-physical-activity/empower/index.php


Cleanliness and Hygiene 

We do our best to maintain strict cleanliness and hygiene standards. Children's 

hands are washed before and after meals and after toileting. If parents provide a 

toothbrush and toothpaste, teeth will be brushed after meals. We wash our 

hands frequently and also use antibacterial gel. Children use disposable cups, 

plates, bowls and eating utensils. Tables, etc. are disinfected with a bleach water 

solution after each use.  

 

Rules 

There are certain rules that all children will be taught and expected to follow.  The 

following rules are enforced for the safety and well-being of everyone. There will 

be no running permitted inside the preschool. Hitting, pushing, biting, grabbing, 

kicking, spitting, or pinching other children/ adults will NOT be allowed. No 

standing or climbing on chairs, tables, or furniture. There will be no use of 

obscene, derogatory or disrespectful language. Please support us in the 

enforcement of these rules in order to create a better environment for all. 

 

Indoor and Outdoor Play 

Indoor play: We provide a variety of age-appropriate toys for indoor play. Toys 

may be rotated or placed temporarily out of use so that the children do not 

become bored. Younger children have less-developed organizational skills and can 

get easily frustrated or upset when there are too many toys to choose from. It is 

also more difficult for them to help with clean up, when there are toys 

everywhere, because it is so overwhelming to them. For this reason, during free 

play times, each child may select one or two things at a time to play with. They 

will be shown how to put those things away before selecting something else.  

Outdoor play: We will be playing outdoors every day that weather permits. 

Please make sure that your child is appropriately dressed for outdoor play at all 

times.  

 

 



Insurance 

Paloma Preschool maintains liability insurance that meets the requirements set 

forth to license a preschool.  A copy of the insurance is available for review on the 

facility premises. 

 

Medical Emergency 

In case of EMERGENCY, preschool teachers will administer the necessary first aid. 

The Gila Bend Police Department or Paramedic Unit will be called and your child 

will be transported to the hospital designated on your Emergency Transportation 

Authorization form. YOU WILL BE NOTIFIED IMMEDIATELY. If an ambulance is 

called to transport your child, the cost of the ambulance will be your 

responsibility.  

You are responsible for all costs involved in emergency medical treatment, 

including emergency transportation, if required. Paloma Elementary School 

District will not be held liable for any sickness/injury of either parent/guardian or 

child while on these premises, or while the child is on field trips or outings.  

 

Open Door Policy 

We maintain an open door policy for parents. This means that you are always 

welcome to call or drop in to see your children at any time during regular 

preschool hours. You will need to sign-in at the front office before coming to the 

preschool room. Open door policy does NOT mean that the door will be kept 

unlocked. We believe that it is extremely important to keep the doors locked for 

the safety of the children. We do not want unwanted or unexpected visitors to 

enter without permission or knowledge. We also do not want children leaving the 

preschool unsupervised. Your child's safety is our first priority. Please remember 

that visitors usually cause children to react in an excited manner that does not 

normally occur when the preschool teacher is alone with the children.  

 

 



Personal Belongings 

No toys should be brought from home. Little ones have a difficult time, sharing 

with others, and it is even harder with their own special toys. We are not 

responsible for any loss or breakage of your child's personal items. All personal 

items must be clearly marked with the child's name.  

 

Illness Policy 

Sick children are not allowed to attend preschool.  Illness often requires 

additional care and attention that we are unable to give. Moreover, sick children 

want care from their parents in the comfort of their own homes. If other children 

become ill due to exposure to your sick child, either because he/she was returned 

to child care before full recovery or because he/she was not picked up promptly 

upon notice of becoming ill, other parents will be unnecessarily inconvenienced. 

The following illness policies will be strictly enforced, for the health, well-being 

and safety of all concerned.  

 

 

 

Symptoms Requiring Removal of a Sick Child 

 

Fever: Fever is defined as having a temperature over 99.5°F taken orally. A child 

needs to be fever free for a minimum of 24 hours before returning to preschool; 

that means the child is fever free without the aid of Tylenol or any other fever 

reducing substance.  

Diarrhea: runny or watery stools, or 2 or more loose stools within last 4 hours.  

Vomiting  

Runny nose: Your child may be brought to care if he/she has a common cold 

(slight cough, clear runny nose, occasional sneezing). Discharge of any color other 

than clear is not acceptable at preschool.  



Runny and/or Crusty Eyes: Watery, matted, and/or red/pink eyes are not 

acceptable in childcare.  

Unexplained Rash  

Your child will not be accepted into preschool if he/she has had any of the above 

symptoms within the last 24 hours. A sick child should be allowed to recover fully 

after an illness so that other children in the group do not risk exposure and so 

that the child is able to fully participate in childcare activities. If you are unable to 

remain at home with your sick child it will be necessary for you to make substitute 

child care arrangements at your own expense. If your child becomes ill at 

preschool we will notify you immediately. You are required to pick up your child 

within 60 minutes of notification. If you cannot be reached then your emergency 

contact will be called.  

 

Fire Safety 

Paloma Preschool has a written fire evacuation plan in the district office and 

practice a fire drill with the children at least once each month. In addition, we 

incorporate fire safety curriculum into our program.  The school is inspected 

regularly for fire safety.  

 

Inspection Reports 

Inspection reports are available on-site. 

 

Pesticides 

Pesticides will be applied on facility premises the last Friday of each month.  The 

notice is posted in front of the school and on the preschool notice board. 

 

Revisions to Handbook 

There will be a yearly revision to this handbook and the accompanying 

registration form. You will be notified, in writing, of any changes that may occur.  


