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Preschool Student/Parent Handbook

This handbook is intended as a guide for parents of children participating in the Santa Fe R-X
Preschool.  In the following paragraphs we set forth the goals and purposes of this preschool and

how we are working to attain them.

THE MISSION OF SANTA FE R-X ELEMENTARY SCHOOL
The Mission of the Santa Fe R-X Elementary School is to provide an educational environment for

children of the district which will foster their intellectual, physical, social, and career development
in a caring and nurturing environment.

Santa Fe R-X Preschool Program Goals
·         To provide and maintain a high-quality preschool in the Santa Fe R-X School District.
·         To implement a curriculum based on age-appropriate experiences which will help our
preschoolers grow socially, physically, and emotionally to prepare them for an excellent elementary
school experience.
·         To provide a program that is educational in nature and reinforces teaching kindness and
respect to others. We are not providing daycare services, but instead a program to enrich your
child’s learning experiences.
·         To have the preschool personnel collaborate with parents, First Steps, Parents as Teachers,
elementary special class teachers, the elementary principal and the kindergarten teachers to help in
a smooth transition from home to school and/or preschool to kindergarten.

Introduction
A good preschool provides the preschool child with the companionship of children his or her own
age in an environment scaled to his or her needs under trained adult supervision. In addition to the
child-directed area, there is provision for activities requiring special adult direction such as
storytelling and reading, use of rhythmic instruments and singing games. Some of the things that
enrich a child’s experience in preschool are:

1. Companionship with others his/her own age who have similar interests and abilities.
2. Learning to share or use things together.
3. Opportunities for creative expression with paints, blocks, clay, cutting, and pasting.
4. Quiet concentration with books, puzzles, pegboards.
5. Dramatic play-doll corner, kitchen, dress-up clothing, acting out simple stories.
6. Music in many forms: listening, singing, dancing, and rhythmic.
7. Stories and poems with all their possibilities.
8. Outside play and gross-motor activities.

SANTA FE R-X PRESCHOOL STAFF INFORMATION
Mrs. Catherine Miller, Preschool Teacher camiller@santafechiefs.k12.mo.us
Mrs. Felicia Peters, Preschool Aide fpeters@santafechiefs.k12.mo.us
Mrs. Stacey Smith, Principal ssmith@santafechiefs.k12.mo.us
Mrs. Kristen Thompson, Special Education Process Coordinator
kthompson@santafechiefs.k12.mo.us
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HOURS
The preschool will be held according to the times and dates as follows:
4-Year Olds will be attending Monday thru Friday during the regular school hours of 8:00-3:15 P.M.
3-Year Olds will be attending Monday, Wednesday, and Thursday during the regular school hours of
8:00-3:15 P.M.

TRANSPORTATION
4-year-old children can ride the bus to and from school provided that they are on a
regularly-established bus route and will follow the expectations of bus riders.

Three-year-olds may not ride the bus due to state statutes and requirements. Please let the
teacher know in writing what your child’s normal, daily routine will be for arriving and leaving
school each day. If plans change for a specific day, please write a note on that day so that we may
know how their travel plans need to change.

ENROLLMENT
Children must be three before August 1 to attend the three-year-old session.  To attend the
four-year-old session, the children must be four before August 1.  The enrollment form can be
obtained at www.santafechiefs.k12.mo.us or a copy can be picked up at the Santa Fe R-X Elementary
School office.  Preschool slots will be issued on an age-priority first, in-district or out-of-district
residency, and the date in which they are received. Priority for preschool enrollments will be given
to 1) 4-year-olds living in the Santa Fe School District (and staff member’s children attending the
Santa Fe School District), 2)  3-year-olds living in the Santa Fe School District (and staff member’s
children attending the Santa Fe School District) , 3) 4-year-olds living outside of the Santa Fe School
District,   4) 3-year-olds living outside of the Santa Fe School District. Students enrolled by the
deadline of May 21, 2021 will receive priority placement. State law also requires immunization
records for each child to be on file, and we collect these at the time of registration.

FEES
A nonrefundable application fee of $20.00 is required at the time the application is accepted. The
application fee is used for large equipment and other supplies needed for operation of the preschool
program.

Tuition payments may be made weekly or two payments may be made on the 15th and 30th of each
month.
·         The weekly tuition fee for the four-year-olds is $80.00.
·         The weekly tuition fee for the three-year-olds is $48.00.

Families qualifying for Free or Reduced Lunches may have an alternate fee schedule and should
contact the elementary school office to determine this fee schedule (660-493-2811) if you qualify.
This fee should be given to the teacher or to the office at the Elementary School or mailed to the
Santa Fe R-X Elementary School, 703 Walnut, Waverly, MO 64096.

The tuition fee needs to be paid by a separate check than with milk money or lunch money. All
payments for meals and tuition should be made out to the Santa Fe R-X Schools.
Please remember to pay your fees in a timely manner. Preschool fees are needed to save space
for your child and to operate the program. If you know your child is going to be absent, please
call the office at 660-493-2811.

http://www.santafechiefs.k12.mo.us


FOOD SERVICE PROGRAM  (Based on current school district prices)
Breakfast is served each morning at 7:40.  We will stop serving breakfast when the last bus students
have been served or at 7:55, whichever is last.  Cost of a breakfast is $1.50 a day. No charges will be
allowed for the breakfast program.  A free/reduced lunch application, when approved, also applies
to the breakfast program.  A reduced breakfast cost is 30 cents.

Lunch is served each day and will cost $2.00. Lunches may be paid for daily, weekly or monthly.
Children may choose to bring a sack lunch and purchase milk separately for 25 cents. No charges
will be allowed for the lunch program.  Applications for free/reduced lunches may be picked up at
the office.  A reduced lunch costs 40 cents.

If your child is allergic to milk, please provide us with a note from your family doctor, and we will
provide juice for the same amount of money. If your child has any other food allergies, please inform
the school immediately, in writing, and we will provide an alternative for that particular item on the
tray.

REFRESHMENTS
Parents will be scheduled to provide a small snack for the entire class at school. A schedule will be
completed so that a parent will know in advance and will have to bring a snack periodically. A small
snack such as one cookie for each child, a handful of cereal or crackers for each child is sufficient.
Students will drink water with their snack. Parents wishing to celebrate their child’s birthday at
preschool can send or leave special treats for snack time, however, we do not have birthday parties
at school.

OTHER REQUIREMENTS
Students who enter the Santa Fe R-X Elementary Preschool should be toilet trained and able to use
the toilet facilities independently, unless the child has a Special Education Plan (IEP) or Section 504
Accommodations Plan addressing this issue.

SHOW AND TELL
The children are encouraged to bring one item from home to show and tell. A show and tell
schedule will be sent home with your child at the beginning of the year. It will coincide with your
child’s snack day. We call them the “Special Helper” of the day.

HANDWRITING
Children are encouraged to hold their pencil with the thumb and index finger, which is called a
tripod grasp.  Please encourage them to hold their pencil that way at home also.

SUPPLIES
The only school supply that we require is a full-size backpack. All other supplies are provided by
the Preschool.

MEDICATIONS
With the exception of students in special education programs, or those with Section 504
Accommodation Plans, the school district is not obligated to supply or administer medication to
children.  However, we recognize that some students may require medication for chronic or
short-term illness during the school day to enable them to remain in school and participate in their
education.  Transportation of medications (prescription or over-the-counter) will be the



responsibility of the parent/guardian.  It should not be sent to school with the student.  Therefore,
the Board directs the superintendent to establish procedures for the administration of medication
for any student provided the following requirements are met:

Prescription Medication
A. The student’s physician shall provide the school with a written request that the student be
given medication during school hours.  The request shall state the name of the student, name of the
drug, dosage, frequency of administration, how the medication is to be given and the doctor’s name.
The prescription label will be considered an equivalent of the physician’s order for short-term
medication.  When possible, descriptions of any adverse effects and any emergency instructions will
be provided.
B. The parent/guardian will provide written request that the school district comply with the
physician’s request to give medication.  The district will not administer the first dose of any
medicine.
C.        The parent/guardian will supply the medication in a properly labeled container from the
pharmacy with only those doses to be given at school, and with instructions for any special need for
storage, e.g. refrigeration.  Medication supplies should not exceed a 30-day supply.
Over the counter Medication
A. A written standing order or written protocol for the administration of over the counter
medications in school may be secured from a physician for an individual student or for a group of
students.
B. Written permission must be obtained from a parent/guardian to administer over the
counter medications, which have been prescribed. Medications must be in the original bottle.  This
permission must be renewed at least annually.
Emergency Medication
Parents must provide the school with proper equipment and medication to be administered in the
event of a severe allergic reaction.  The emergency medication and physician’s orders for such
medication shall be kept in a secure location but easily accessible to a qualified designated person.
Documentation
Records documenting the student’s name, date, time, name of medication, dosage administered, and
signature of the individual who administered the medication must be maintained.

COMMUNICABLE DISEASE POLICY
When a student is sent home from school or is not in attendance at school with an acute
communicable disease (I.E. vomiting, strep throat, diarrhea, fever equal to or greater than 100
degrees) the student must be symptom free for twenty-four hours before returning to school and
the student cannot return to school the same day he/she is sent home by the nurse or designated
personnel.

PEDICULOSIS (HEAD LICE) POLICY/PROCEDURE
1. The Santa Fe R-X School Nurse will screen students for the presence of pediculosis.  Routine
screenings will occur at random times.
2. Students will be called to the health room to be checked on a class-by-class basis.  There will
be only one student present in the health room at a time, unless an assistant is helping with checks.
In that case there will be two present.
3. If evidence of pediculosis and/or a nit is identified, the parents will be contacted to come
and pick the child up from school and will be given instruction on treatment options.  The student
will be excluded from school until he/she has been adequately treated.  The Santa Fe R-X School



District has a No Nit policy for students returning after treatment and/or at any screening time nits
are identified.
4. When the student returns to school, he/she must be checked and cleared by the school
nurse and/or identified school personnel to gain readmission to school.  Students must bring the
box top from the decontaminate used and/or container, if alternative treatments were used (Olive
oil, Mayonnaise, etc.).
5. If any nits or pediculosis remain the student will be sent home again.
6. If a student is found to have pediculosis/nits by school nurse/personnel for three
consecutive screenings, the student/parent/guardian will be referred to the County Health
Department for further screenings and additional instructions.
7. The parent/guardian is responsible for obtaining a written statement from the Health
Department in order to validate that the student was seen and recommendations given.  This
written statement must be given to the Santa Fe R-X school nurse and/or building principal.  This
information will determine if the student is currently in compliance with the Santa Fe R-X
Pediculosis Policy and are eligible to return to school and participate in school activities.
8. During the course of the year, if the school nurse/personnel receives a referral indicating a
child has pediculosis (head lice), it will be necessary to screen only that classroom and siblings.
9. Any decisions are subject to review by the Santa Fe R-X school nurse, administration, and/or
the Santa Fe R-X Board of Education.

TOYS
Children should not bring toys, or emotional support items, from home to preschool for play
purposes. If a comfort item is brought to school, it must be kept in the student’s backpack. Your
child can bring an item for show and tell time. During this time your child will be encouraged to
share something about that item.

Rest Time
The preschool observes rest time on a daily basis. Children are not expected to sleep, but are
expected to lay on a cot, with their blanket and pillow and be still and quiet for the duration, until
the teacher asks them to get up. After a period of time, those that are still awake, are welcome to
join in quiet time activities until rest time is over. The skill of self-regulation, or being able to be
calm and quiet, is necessary for learning.

A blanket, pillow, and a small stuffed animal will be provided for the students. School personnel will
wash these on a weekly basis.

FIELD TRIPS
Field trips will be limited to occasional short walks in the neighborhood of the school.

CONFERENCES
At the end of the first quarter individual parent conferences will be held by appointment with all
parents. Special appointments for consultations may be made at other times throughout the school
year. The teacher will also contact parents before school starts and after the winter break to make a
home visit with the families. (This is dependent upon current district, county, and/or CDC
recommendations.) It is important for students to see teachers outside of school and for the
students to be able to showcase their own personal items. This helps to build and maintain
relationships with students and parents.



DRESS
Please choose clothing items that are suitable for your child’s ability to dress themselves. These
features are desirable:
1. Few fasteners
2. Armholes and sleeves of good size
3. Simple styles
4. Loose fitting for freedom of movement
5. Easily washed
6. Weather appropriate
7. Shoes that are easy for them to get in and out of.  Laces are ok, but high-top laced shoes are

very difficult for children to be independent.

Please also provide a full set of clothes to leave at school for your child. Please mark their names in
their clothes. Items would include: shorts, pants, socks, underwear, and shirts. Also, dress your
child in layers to accommodate temperature changes. If necessary, teachers will label items that are
not already labeled.

COMPLAINT PROCEDURES
Should a problem arise with your child concerning school matters, please arrange a time to discuss
the situation first with the teacher.  If you feel the matter is not resolved, please schedule a time to
review the problem with the building administrator. If, after meeting with the principal, you feel
there has been no resolution made, you may contact the district superintendent for further review.
The district’s Board of Education would be the final step in this appeal/complaint process.

CHILD ABUSE AND NEGLECT (Missouri Public Law, Section 210.220 to 210.165 — June 1975)
When school officials, including teachers, school nurses, principals, and other persons with the
responsibility for the care of children, have reasonable cause to believe that a child has been or may
be subjected to abuse or neglect, he or she is required by law to report such suspicions to the
Missouri Division of Family and Children’s Services immediately.

SAFETY PROCEDURES
Fire, tornado, and intruder drills are held regularly throughout the school year and appropriate
instructions are provided in each class.

INCLEMENT WEATHER
The early dismissal section of the enrollment form should be completed for each student each
school year to inform the staff where the student is to go if school is dismissed early. If there is any
uncertainty as to the student's early dismissal destination, the child will remain at school until a
responsible adult can be notified.
Please listen to KMMO (Marshall), or KMZU (Carrollton) for announcements regarding inclement
weather and possible school closings. Please do not call the school unless it is an extreme
emergency since incoming calls will tie up the line when it is necessary for the school to make
important calls to help ensure the safety of the children. Text messages will be sent to the cell
numbers listed on the enrollment form. In the event we need to dismiss early, we will also share
this information in that manner.



ARRIVAL AND PICK-UP
The children may be dropped off at the front doors (please pull through the front driveway and an
adult will be at the doors to greet them when they enter) of the school between the times of
7:40-8:00 A.M. Please do not block the handicap accessible parking spot, unless you are registered
to do so. The students will go to their eating area, near the gym to eat breakfast and/or wait with
their PreK peers to go to class.  (There is no childcare available prior to 7:40 A.M.)  At the end of the
day, they (children of the age of 4 or older) will leave with the bus riders or they may be picked up
as car-riders at the back door of the school (northeast side of the building) by the designated adult
at 3:15 P.M.  Please park and walk to this door to get your student.

ATTENDANCE
All students are expected to attend all days of school (4-year olds---five days each week and
3-year-olds—three days each week).  Those children who do not attend these days on a regular
basis will be dismissed from the program. Occasional absences are allowed.  We ask that the parent
please call the elementary school office (660-493-2811) to inform us that your child will be absent
or to let the teacher know ahead of time.  Extended absences may be excused for health reasons.

VIDEO AND PUBLICATION
The Santa Fe R-X School District is involved with many great programs, and we are sometimes asked
to share information about our programs with other groups.  As a part of that sharing process, we
may elect to videotape or take photographs of students engaged in learning activities.  These would
be used for educational purposes only, as we share with other professionals, students or civic
groups.  We now also have a school website where student pictures are posted, but student names
are not posted with the pictures. Parents need to notify us in writing if they would prefer that their
child not be a part of the activities which may be videotaped/photographed.

VISITORS
Parents are welcome to visit our classroom at any time, but it would be appreciated if you can
contact us ahead if possible to let us know you will be visiting so that we may plan educational
activities/assessments accordingly.  We do not allow student-age visitors to attend school with your
child.  Please stop by the elementary office and see the office secretary for a visitor’s pass upon
arrival.

BEHAVIORAL GOALS
Santa Fe Elementary follows the B.I.S.T (Behavior Intervention Support Team) model and the
preschool will follow suit in order to make a smooth transition into Kindergarten.

○ Make good choices, even when they are angry or upset.
○ Make good choices when others are not.
○ Be safe and productive, even when they don’t want to.

Positive supports will be in place to help support students’ individual needs: safe seat, think time,
practice, grace, and accountability.



Santa Fe Little Chief Preschool

Receipt of Handbook

2021-22
____________________________________________________________________________

In order to ensure that each family has received a copy of the Little Chief
Preschool Handbook, we ask that you sign this page and return it to school
by Friday, August 20, 2021, to verify that you have read and reviewed the
handbook.

If you have questions about the handbook information or about your child’s
educational program, please call the school office at 493-2811.  We are
looking forward to a fantastic school year!

We, as parents/guardians of_____________________________________

have read the handbook and understand the information provided.

_________________________________
Parent/Guardian Signature



.


