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I.

KNOLLWOOD THROUGH-THE-WEEK SCHOOL OVERVIEW AND
REGISTRATION INFORMATION

THE CHURCH Knollwood Baptist Church was organized on February 10, 1957. Knollwood
is a diverse community of believers dedicated to historic Baptist freedoms and shaped by a
broad ecumenical spirit. Ministry is centered in worship, rich congregational life, and
significant community service. The congregation is devoted to ministries of inclusion and
reconciliation, having ordained women to the ministry and to the diaconate, and having a
long history of involvement in race relations and interfaith dialogue. The present
membership of the Church is approximately 1,300. We invite you to learn more about us
through our website, www.knollwood.org, and to visit us any time.
THE THROUGH-THE-WEEK SCHOOL The preschool program began in October 1971 with
a Mother’s Day-Out program. The Through-the-Week School was started in September
1972 with a three-year old class meeting two days a week. Additional classes were added
each year until we reached the program we have today, which nurtures children from
infancy through a kindergarten-readiness curriculum for 5-year-olds.

THROUGH-THE-WEEK SCHOOL BOARD
The Knollwood Baptist Church Through-the-Week School Board is the policy making body
for the Preschool. It consists of church members, elected by the church in conference, who
have special abilities and interests pertaining to young children. Ex-officio members may
include Senior Pastor, Children’s Ministry Associate, the Preschool Director, Diaconate
Member, and Finance Committee Member. The board members strive to ensure that
Knollwood Through-the-Week School offers a nurturing environment for children and
continues to be a socially and educationally stimulating preschool program of the highest
quality.
PRESCHOOL BOARD MEMBERS 2018-2021
Term Ending 2019
Robyn Churn
Carol Habegger
Term Ending 2020
Carol Cramer, chair
Linda Hewitt, vice chair
Term Ending 2021
Lindsey Chan
Sharon Underwood
TTWS Representative
Nicole Londono
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ENTRANCE REQUIREMENTS
To be eligible for our Preschool, a child must be of the age of the class in which you wish to
have him enrolled on or before August 31. For example, a child wishing to attend the twoyear class must be two on or before August 31.

REGISTRATION
Registration forms may be obtained from the school office. Completed applications are to
be returned with a registration fee. THIS REGISTRATION FEE IS NON-REFUNDABLE AND
NON-TRANSFERABLE. The registration fee is designated for insurance, supplies, and
equipment. When a child is enrolled, we assume it is for the entire year, and our budget is
so planned.
Preference in registration is given as follows:
1. To children whose Parents or Grandparents are members of Knollwood Baptist Church.
2. To children who are currently enrolled and siblings.
3. To children of alumni of Knollwood Baptist Church Through-the-Week School.
4. To children of the community at large.

REGISTRATION/ACTIVITY FEE
A non-refundable registration/activity fee is required for children to cover cost of materials
and supplies at the beginning of school year. The fee is due at the time of registration.
Infants - Fours
Five-Year-Old Class (Readiness)
Maximum registration per family will be $310.

$160.00
$175.00

TUITION
The tuition fee for each child is based on a nine month school year and the number of days
attended per week. The fee may be paid bi-annually, by the semester, or monthly.
Classes
2 Days (Infants – 2’s)
3 Days (Infants – 3’s)
4 Day Infant & Toddlers
4 Day 2’s
4 Day (3’s & 4’s)
5 Day Classes (3’s & 4’s)
5 Day (Infants & Toddlers)
5 Day 2’s
5 Year Readiness

Monthly Payment for cash/check/money order
$215.00
$250.00
$325.00
$310.00
$285.00
$300.00
$360.00
$350.00
$350.00

Tuition is due the first day of each month. A late fee of $15.00 will be charged after the
tenth day of the month. Please make checks payable to “KTTWS." Add $9 per transaction
for online payments. A $35.00 processing fee will be charged for returned checks. Tuition
may be mailed to the school office or given to your child’s teacher. To avoid errors, please
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designate your check(s) with purpose(s) and child's name.
After a child is registered for the following school year, September tuition is due in the
school office by May 1. If not received by May 15, your child's name will be dropped from
the roster. For children registered after May 15, September tuition is due at the time of
registration. These fees are non-refundable. Tuition will be paid one month ahead. For
example, October tuition will be due on September 1, and will be late after September 10.

DELINQUENT TUITION
•

•
•
•
•
•

Tuition will need to be current to continue enrollment for your child. If the
tuition balance is delinquent for thirty days or more, your child’s enrollment
status will be evaluated. Special arrangements concerning payment of tuition
must be approved by the Director.
The Preschool Board will evaluate your child’s enrollment if tuition is delinquent
for thirty days.
If there is an outstanding balance of thirty days or more you will be unable to
register your child/children for the upcoming school year.
Lunch Bunch privileges may be suspended if you have an excessive outstanding
balance. This will be at the discretion of the Director.
If there is any outstanding balance at the time of Summer Fun Registration you
will be unable to register your child/children.
Tuition balance must be paid in full, including September tuition, before entering
school in the fall.

WITHDRAWALS/REFUNDS
If it is necessary to withdraw your child for any reason, please notify the school office one
month in advance. Tuition is based on an annual fee and no refund will be made because of
school missed due to illness, vacations, etc. If, however, the program does not meet the
child's needs and withdrawal is recommended by the school, tuition for the remainder of
the year is canceled. At the discretion of the Director, refunds will be made on tuition if a
family moves out of the area.

SCHOLARSHIPS
Our school offers scholarships for children who will be financially unable to attend
preschool. Scholarship applications are available in the preschool office. Applications will
be presented to the Director, Pastor, and Chair of the Preschool Board. Scholarship awards
will be based on need and monies available in the scholarship fund.
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II.

THE KNOLLWOOD THROUGH-THE-WEEK SCHOOL PROGRAM
OUR PURPOSE AT KNOLLWOOD TTWS:

Knollwood Baptist Church Through-the-Week School was founded to provide a truly unique
learning experience for the children of our church and community. We recognize the great
responsibility our school assumes since the emotional pattern of a child's life is essentially
shaped during the early years.
A basic aspect of our program is the provision for meeting the needs of each child –
mentally, socially, emotionally, physically and spiritually. We try to create an environment
where learning can happen when the child is ready and at his own rate; thus, much of our
teaching occurs on an individual and small-group basis.
As well as being a separate individual, each child is also a part of a family in our community.
We want to know the parents of our children and have them participate with us in the
education of their children. If at any time you have a question concerning the operation of
our school, please contact your child's teacher or the Director.

GOALS FOR OUR PROGRAM:
The early childhood program should help children learn:
1. To work and play with others in a program of learning activities that
provide practice in sharing possessions, taking turns, and assuming
responsibility.
2. To develop a sense of security and a good feeling about themselves.
3. To express themselves creatively through the use of various materials.
4. To establish and practice desirable health habits.
5. To develop motor skills and coordination through play with appropriate
instruments and equipment.
6. To learn to respect authority and to develop self-control.
7. To have many experiences that will help them “grow into reading” and
develop readiness for further learning experience.

PRESCHOOL CURRICULUM
We feel fortunate to offer young children a fine teaching staff and excellent physical
facilities. The space we provide allows for the development of large and small motor
activities. We seek to help each child achieve good learning experiences on his/her own
level. Many extras are provided to enhance learning opportunities.
Our Five Year class offers reading, science, mathematics, and language material similar to
those used in public school but has the advantage of a shorter day and more personal
attention.
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SPECIFIC ACTIVITIES INCLUDE:
DAILY ACTIVITIES
1. Free play outside with equipment designed to develop coordination and good
physical growth.
2. Free activity inside with blocks, puzzles, games, books, and other age-appropriate toys
and manipulative readiness materials, as well as materials for music, dramatic play, and art.
3. Directed art activities using various media (for example: crayons, chalk, markers, paint,
scissors, glue, paper, clay, string).
4. Group time activities including stories, songs, rhymes, finger plays, and role play, as well
as a time for sharing experiences and Show and Tell.
5. Snack time with water, crackers, cereal, cookies, fruit, or raw vegetables.
6.. Visitors such as police officers, fire fighters, musicians, and others.
WEEKLY ENRICHMENT CLASSES:
These classes take place outside of the child’s regular classroom and are taught by
specialists in the various subjects.
1, MUSIC: In music class, children listen, sing, play, move and create in the world of music.
They also enjoy movement with scarves, hoops, sticks, a parachute, and instruments.
2. YOGA: In yoga class we use songs, stories, games and props to teach children breathing
techniques, poses and relaxation. This helps develop strength, flexibility, focus and selfesteem in the children.
3. ENVIRONMENTAL WORKSHOP: Activities in workshop include gardening, observing
butterflies and farm animals such as sheep and chickens, and woodworking.
4. CHAPEL: Children ages four and five visit the Chapel once a week for a special time
led by the church staff. This time will include religious stories and songs presented on the
level of understanding for a young child.

ASSESSMENTS
CREATIVE CURRICULUM: Knollwood Through-the-Week School uses the Creative
Curriculum to evaluate and track each child’s individual development at TTWS. It is an ongoing assessment system, meaning that teachers are continually watching, observing, and
documenting each child’s development. The same model is used in each class from Infants
through Four Year Olds, to allow a more complete picture of your child’s development. The
Readiness Class uses Starfall Pre-K assessment tools. By tracking a child’s development, our
teachers are able to plan activities that are appropriate for each child’s developmental
abilities.
CONFERENCES: Parent-Teacher conferences are offered yearly. However, parents are
welcome to observe in the classes or schedule a conference at any time.

ADDITIONAL INFORMATION ABOUT OUR
INFANT AND TODDLER PROGRAM
As part of its ministry, Knollwood Baptist Church Through-the-Week School provides an
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Infant and Toddler program for children too young to attend the Preschool. Teachers in our
infant and toddler rooms provide warm, nurturing care and are responsive to the needs of
young children. In addition to tending to their needs, teachers cuddle and play with the
children, read them books, and help them interact with each other and with ageappropriate toys. Each child needs a diaper bag that can be suspended from a hook.
ITEMS TO INCLUDE: Pacifiers, special blanket or stuffed animal
Disposable diapers - at least three
Wipes
Complete change of clothing
Sippy cup
Food that maybe necessary for the morning
Lunch for child if staying for lunch bunch
Diaper bag and all belongings should be clearly labeled with child's name. Please use
permanent marker.

SCHEDULE
DAILY SCHEDULE: School hours are from 9:00 AM to 12:00 PM for infant through fouryear classes. The five year old class meets from 9:00 AM to 1:00 PM. Staff members will
begin unloading at 9:00 AM. No child may enter the building prior to that time. No child
may ever enter unattended without a parent or staff member.
Please pick up your child promptly at noon if not staying for lunch bunch. A late fee of
$5.00 per five minutes will be charged to parents not picking up children by 12:05 PM.
CALENDAR: The Preschool calendar will usually coincide with the WSFC traditional school
calendar, with a few exceptions.
ATTENDANCE AND FACILITATING EASY TRANSITION TO SCHOOL: Please allow your
child to attend the full session, if possible. Late arrivals and early departures often cause
problems for your child as well as the other children. To facilitate your child's separation,
please deliver him/her to the classroom and leave promptly. Children who have trouble
separating from parents generally will adjust more easily if you are out of sight. The
purpose of our program is to provide a happy and friendly atmosphere where children feel
secure. A parent will be contacted to pick up a child who remains unhappy and cries for an
extended time.

LUNCH BUNCH
For one hour after school each day, a time is provided for children to have lunch and play
together under the supervision of the TTWS staff. Lunch Bunch is offered every day the
TTWS school is open with the exception of days on which the monthly staff meetings are
held. Please refer to your calendar for days when we will not have lunch bunch due to staff
meetings.
Begins: The first day of school
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Time: 12:00 PM-1:00 PM. Children are to be picked up promptly at 1:00 PM. A late fee of
$5.00 per five minutes will be charged to parents not picking up children by 1:10 PM.
Days Offered: Monday-Friday (once-monthly exceptions noted on calendar)
Ages: All ages (excluding five year old class, which meets until 1:00 PM each day)
Fees: $5.00 cash/check for a lunch bunch ticket. A sheet of ten coupons for $50.00
cash/check or $52 for online payment is available in the preschool office. Lunch Bunch fees
must be paid on a daily basis or Lunch Bunch privileges will be suspended until fees are paid.
What to Send: Lunch, drink and money or coupon. No glass or sharp-edged containers.
Please remember not to send items containing peanuts or tree nuts. Please label lunch
boxes and all containers. Note: Please let us know by 10:00 AM if your child is staying for
lunch bunch so we can plan accordingly. No changes or refunds after 10:30 AM unless child
is sent home by the school.
Lunch Bunch Pick-Up Procedure: Parents of infants will come into the building to pick up
their children at 1:00 PM. All other children, including toddlers, can be picked up in the car
line if staying for lunch bunch. At 1:00 PM, pick up your child by forming a car line on the
side of the building where the basketball court is, and a staff member will bring your child
to your car.

DROP-OFF AND PICK-UP PROCEDURE (9:00 AM AND 12:00 PM)
For the safety of the children, during drop –off and pick-up the unloading and loading areas
are a no cell phone zone. This policy also applies to pick-up for lunch bunch. Please help
us keep our children safe by adhering to this policy.
So that our drop-off and pick-up lines move smoothly, different locations are assigned to
each age group. Please be considerate of those behind you in line and be sure your child is
ready to be dropped off before you enter the car line (shoes on, breakfast eaten, etc.)
DROP-OFF:
Infants and Toddlers: For these age groups, we ask parents to come to the child’s
classroom for drop-off and pick-up. Please park in the large parking lot off Knollwood Road
and walk your child to his or her classroom. (Please do not park in the circle as this is the
drop-off/pick-up area for fours and fives.)
Ages Two and Three: Children in these classes will be unloaded at the south entrance of
the Educational Building in the morning (the “basketball court” side of the building). Form
a line at the entrance. Staff members will help your child out of the car and take the child to
his or her classroom, where a teacher will be waiting. If it is necessary for you to enter the
building, please park in the lot instead of at the entrance. DO NOT PARK ALONG THE
PLAYGROUND FENCE AT ANY TIME.
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Ages Four and Five (“Readiness”): Children in these classes will dropped off at the circle
at the north entrance of the Educational Building. Form a line in the circle around the
magnolia tree. Staff members will help your child out of the car and take the child to his or
her classroom, where a teacher will be waiting.
PICK-UP:
Infants and Toddlers: Parents enter the building to pick up their children from these
classrooms.
Ages Two and Three: Children in these classes should be picked up at the south entrance
of the Educational Building (“basketball court” side).
Fours: Children in these classes should be picked up at the circle at the same entrance
where they are dropped off in the mornings (north side of the building, magnolia tree
circle).
Five year old (“Readiness”): Children in this class should be picked up at the north
entrance dining room door (Because Readiness is a four-hour program, these children are
picked up at 1:00 PM each day instead of noon).
When you come to get your child, please form a line and drive to the assigned loading zone.
Your child will be escorted to the car by a teacher. If you need to enter the building, please
do not park your car so that it blocks any entrances. Whenever anyone is to pick up your
child other than designated persons, please tell the teacher in writing who is picking up the
child. VERBAL MESSAGES FROM CHILDREN ARE NOT ACCEPTABLE. NO CHILD WILL BE
ALLOWED TO LEAVE WITHOUT PROPER AUTHORIZATION. Notify your child's teacher in
writing about car pool arrangements. Children in car pools will need to wait in their usual
pick-up area. Children will not be sent to another class or area for pick-up. The parent who
is driving will need to go to each pick-up area to get children.
If you need to talk to your child’s teacher, please do so by telephone or making an
appointment. Teachers need to be focused on the safety of the children during drop off and
pick-up. Please DO NOT PULL PAST OTHER CARS IN FRONT OF YOU in the car line. It is
essential to the safety of our children and staff in the parking lot that cars move in an
orderly line.
ENTERING THE BUILDING TO PICK UP YOUR CHILD
Parents of infants and toddlers are required to come into the building to pick up their
children (the exception to this rule is parents of toddlers who are picking up children after
lunch bunch ends at 1:00 PM; these parents may use the car pick up line).. It is mandatory
for parents of children in the twos, threes, and fours to use the car pick-up line if arriving
later than 11:50AM. This will allow us to keep the hallways relatively clear as teachers lead
their classes to the pickup zones.
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DRESSING FOR SCHOOL
CLOTHING: Please dress your child in clothes suitable for outside play and art activities.
Remember that fun is sometimes messy. PLEASE LABEL ALL CLOTHING. If your child
wears home someone else's sweater or coat, please return it the following day so that it can
be returned to its owner.
FOOTWEAR: Tennis shoes are the most appropriate footwear for our school. NO BOOTS
ARE ALLOWED BECAUSE OF THE RISK OF FALLS DUE TO CLIMBING IN THIS TYPE OF
FOOTWEAR. SANDALS, FLIP-FLOPS and CROCS ARE ALSO NOT SUITABLE FOR OUR
PLAYGROUND.
PLAYGROUND: Classes will always have their outside time unless it is raining. Please dress
your child appropriately. WE GO OUTSIDE EVEN IN VERY COLD WEATHER.

BRINGING THINGS TO SCHOOL
Children are encouraged to share special things they make at home or find on trips.
(Examples are pictures and nature specimens.) Your child may bring these things for Show
and Tell. Children should not bring weapons or weapon-type toys, jewelry or money to
school. Books to share are always welcome.

SPECIAL DAYS
BIRTHDAYS: All children's birthdays are observed on the day nearest the actual date if
possible. Children whose birthdays come in summer months may celebrate on another day.
Parents are encouraged to send a special birthday snack for the class (examples would be
cookies or mini-cupcakes from a nut-free bakery). Please communicate with your child’s
teacher about what you would like to bring and when to celebrate your child’s birthday.
CLASS PARTIES: As holidays fall during the school year the classes will spend time talking
about these special days and how they are celebrated. Parents have the opportunity to sign
up to help with a party during the year and are usually asked to work in pairs to bring in a
special snack and festive plates or napkins (for example, for a St. Patrick’s Day party
parents might bring in cookies, a salty snack, green juice boxes and plates or napkins with
shamrocks).
SCHOOL PICTURE DAYS: Individual and group pictures will be taken during the year. You
will be notified in advance so that you can dress your child as you wish on picture days.

HELPING YOUR CHILD PREPARE FOR PRESCHOOL
If you come inside our school to observe, you will see children differing in many ways:
physically, in the size, control, and use of their bodies; emotionally, in the ways they express
feelings and resolve problems and in the ways they respond to new situations; socially, in
the ways they relate to peers and adults; and intellectually, in the curiosity they express
concerning their environment, in the many ways they make use of knowledge, and in their
verbalizations. As you observe the children learning with and from each other, you may see
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your child as a leader in one situation, a follower in another; mature at one time or less
mature at another. Remember, he/she responds differently to different situations.
Ways you can help your child prepare for preschool:
1. Share in the child's happy anticipation of going to school.
2. Arrange for the child to have a number of experiences away from home and without
parents before entering school.
3. Give your child an opportunity to do simple tasks at home. This will help in learning to
follow simple directions.
4. Mark clothes with your child’s name to help with name recognition.
5. Encourage the child to be independent in the care of personal needs.
6. Give the child opportunities for experiences with other children his/her age.
7. Include the child in family conversations, particularly at the table. Do not talk down to
or about your child in his/her presence.
8. Provide as many rich, first-hand experiences as you can, such as taking train and bus
rides, or perhaps a boat ride; visiting the zoo and seeing the circus; watching the
construction of a new house or building; going shopping for new clothes and allowing
your child to help in the selection; planting a small flower bed or garden.
On occasion, we may have special activities planned for the children. You may be contacted
to help with these activities. You may also be asked to help with classroom parties or
activities. The Preschool strives to keep parents informed about preschool education. Books
concerning preschoolers and their education are available on a check-out basis.

SUMMER FUN PROGRAM
Our preschool follows the public school calendar and does not have regular operating hours
in the summer. “Summer Fun” is what we call the three or four weeks of “camp” offered
each summer for infants through rising kindergarteners. Summer Fun weeks each have a
special theme. These weeks are open to anyone in the community (not only children
enrolled during the school year). The day runs from 9:00 AM – 12:00 PM with the option of
lunch bunch from 12:00 PM – 1:00 PM. During the latter part of April, registration is
opened for our summer program. Summer program tuition is non-refundable and nontransferable.
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III.

IMPORTANT POLICIES AT KNOLLWOOD TTWS

The policies outlined below have been developed to keep our children safe and secure and
to ensure that our school operates smoothly. These policies have been approved by our
TTWS Board. Please contact the director with any questions.

SAFTEY AND SECURITY POLICIES
EMERGENCIES: Every precaution is taken to keep the children safe and well at school;
however, if an emergency arises, the Director will contact the parents immediately. If the
parents cannot be reached, the Director will call the person(s) named on the emergency
card. If no one can be reached, the Director will contact the child's pediatrician, follow
instructions, and accompany the child to the doctor’s office or emergency room, if
necessary. Senn Dunn provides accident insurance coverage during school hours for the
children.
BUILDING SECURITY: For the security of our children, the entrances to the building will
remain locked throughout the day. To enter the building you will type zero (0) + the last
four digits of your cell number on the key pad. You will be able to enter the building using
your code between 8:55 AM – 1:30 PM. If you need to enter before or after these times
please use the intercom.
PICK-UP SAFETY POLICY: Each class is assigned an automobile tag which will be given at
orientation. Please show tag at pick-up each day. Someone other than the primary caregiver
who does not have the auto tag or a written note will be required to come to the office for
verification. The child will not be released without proper verification.
LUNCH BUNCH PICK-UP: Children will be loaded into cars beginning at 12:55 PM. Parents
are asked to pick up prior to 12:50 PM if they wish to enter the building to pick up their
children. We ask parents not to be in the halls during loading time (with the exception of
parents of infants, who go into the infant room to pick up their children).
LATE PICK-UP PENALTY: All children must be picked up by 1:05 PM. Due to insurance and
accreditation policies, children are not permitted in the building past 1:00 PM under
preschool supervision. Pick-ups later than 1:10 will result in a $5.00 per five-minute charge.

TTWS PROCEDURES FOR EMERGENCIES
Fire:
1.
2.
3.
4.
5.

If fire is observed, activate the closest pull station.
Classroom staff ensures all students are evacuated to the closest designated space.
When at designated space, count children to ensure all children are accounted for.
Office and church support staff go room to room to ensure everyone is evacuated.
Follow instructions given by emergency personnel.
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Weather Related:
1. Office staff informs teachers by hand held radio of weather situation.
2. Staff moves children to the interior hallway, away from exterior windows.
3. All staff and children sit in the hall until notified that the threat has passed.
4. Proper protective posture is knees drawn to chest, head bent to knees, hands behind
head.
5. Fire doors at each end of the hall will be closed.
6. No one will be allowed in or out of the building until instructed to do so by
authorities.
Safety Threat:
1. When safety threat is observed, use hand held radio to broadcast the safety code:
a. “All Cardinals fly to your nest.”
2. Notify Office staff of specific threat, via radio.
3. Office staff will call 911 to report the threat.
4. Staff will move children to their homeroom. If in Music or Yoga, class will shelter in
place. If on the playground move children to the closest classroom.
5. Staff will ensure all exterior doors are locked.
6. Staff will close all interior classroom doors.
7. Classroom staff will barricade all interior classroom doors.
8. Classroom staff will have the children sit on the floor closest to the sink counter.
9. If the threat is contained outside, the office staff will use hand held radios to inform
the classroom staff to move the children into the interior hallway, away from outside
windows.
10. Proper protective posture is knees drawn to chest, head bent to knees, hands behind
head.
11. Fire doors at each end of the hall will be closed.
12. No one will be allowed in or out of the building until instructed to do so by
authorities.
13. When evacuating on authorities’ command, hold hands and raise hands over head.

INCLEMENT WEATHER POLICY
We will be closed when the WSFC Schools are closed due to inclement weather.
If public school opens one or two hours late, we will open at 10:00 AM.
Please watch local news stations for public school closings and delays.
If school is in session and sleet or snow begins falling, please listen to WSJS-AM, WTQR-FM
or WXII-Channel 12 TV or other local news media for information. If public school closes,
no matter what time, we will close one hour before their announced dismissal time.
(For example, if public school closes at 12:00 PM, we will close at 11:00 AM.) PLEASE
BE PROMPT IN PICKING UP YOUR CHILD.
After the first five days are missed, snow days will be made up at the discretion of the
Director.
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PEANUT AND TREE NUT FREE POLICY
Knollwood Baptist Through-the-Week School has adopted a policy in regard to all foods
served, foods brought in for celebrations, and foods in lunches for the children who attend
our preschool. We have several children with confirmed or suspected allergies to peanut
and tree nuts; therefore, no food containing peanuts and tree nuts (Brazil nuts,
almonds, cashews, pistachios, walnuts, pecans, and hazelnuts) of any kind will be
allowed in the classrooms.
This peanut and tree nut free policy also applies to Lunch Bunch. No sandwiches,
cookies, crackers, bars, etc. containing peanuts or tree nuts may be sent with
children for consumption during Lunch Bunch.
This means that all foods provided by the preschool for the children to consume at
snack time will be peanut and tree nut free. This also means that all foods sent in by
parents for their children to share with classmates must be peanut and tree nut free.
Only pre-packaged, unopened items with ingredients clearly labeled on the package
or fresh, uncut fruit and vegetables will be allowed. This policy eliminates the sharing of
homemade goodies – and for this we are truly sorry – but the health and safety of all our
children must take priority.
The peanut and tree nut free policy also extends to foods brought in to celebrate birthdays
and holidays at preschool. Unfortunately, most local bakeries do not label ingredients, and
many items coming from local supermarket bakeries have ingredients with disclaimers
stating that there may be traces of peanuts or tree nuts. There will be a list of peanut and
tree nut free snacks available on the Knollwood Baptist Church website and a hard copy in
the office.
While Knollwood Baptist Through-the-Week School cannot guarantee that the preschool
will be 100% peanut and tree nut free, this policy will drastically diminish the possibility of
a child getting sick due to coming in contact with peanuts and tree nuts.

BEFORE AND AFTER SCHOOL CHILDCARE POLICY
The school cannot arrange childcare for your child before or after school operating hours
(9:00 AM – 1:00 PM). Any staff member transporting a Knollwood Baptist TTWS student to
or from school must complete the Waiver and Release form prior to transporting said
student/students. This form is available in the Preschool Office. This form must be signed
by the child’s parent or legal guardian. The signed waiver will be kept in the student’s folder
in the Preschool Office.

CHILD ABUSE DETECTION POLICY
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In accordance to the NAEYC “Code of Ethical Conduct”, TTWS Staff shall be familiar with the
symptoms of child abuse, including physical, sexual, verbal, and emotional abuse, and
neglect. We shall know and follow state laws and community procedures that protect
children against abuse and neglect. When we have reasonable cause to suspect child abuse
or neglect, we shall report it to the appropriate community agency and follow up to ensure
that appropriate action has been taken. Parents or guardians will be informed if referrals
have been made. All suspicions concerning child abuse will be communicated to the
Director.

VISITOR POLICY
We are always happy to see families who want to learn more about our program.
Prospective families are encouraged to visit at any time, either by making an appointment
with the director or simply dropping by to see what a typical day is like in our school. At
least one parent or caregiver must accompany any unenrolled child who visits the
preschool, and all visitors should check in at the office if they plan to observe a class. Please
do not send other children (visiting friends, family members etc.) to school with your child.

DISCIPLINE POLICY
Knollwood TTWS believes that the goal of effective discipline is to guide the child’s
development of self-control. All behavior management techniques recognize the unique
characteristics of the child and promote a growing self-esteem in the child.
Knollwood TTWS endorses positive methods of dealing with negative behavior of children.
Techniques to be used include:
• Redirecting the child to another activity.
• Praising the child for appropriate behavior while ignoring the inappropriate
behavior.
• Providing alternatives where the child can express his/her frustration in a positive
way.
• Removing the child from the group to another area where the child may engage in an
activity directly supervised by the teacher.
• Discipline shall in no way be related to food, rest, or toileting.
• No child shall be subjected to any form of corporal punishment or other humiliating
or frightening disciplinary techniques by the school's staff.

PREVENTING MISBEHAVIOR
Child misbehavior is impossible to prevent completely. Children, usually curious and
endlessly creative, are likely to do things parents and other caregivers have not expected.
However, there are many positive steps caregivers can take to help prevent misbehavior.
• Set clear, consistent rules. (e.g., walking feet; gentle touches)
• Make certain the environment is safe and worry-free.
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•
•
•
•
•
•
•
•
•
•

Show interest in the child's activities. (e.g., participating in activities with the
children so they stay interested for longer periods)
Encourage self-control and independence by providing meaningful choices. (e.g.,
“You may pick up the blocks or art center.”)
Focus on the desired behavior, rather than the one to be avoided. (e.g., “Ashley,
please use gentle touches with your friends.”)
Build children's images of themselves as trustworthy, responsible and
cooperative.
Give clear directions, one at a time.
Say "Yes" whenever possible.
Notice and pay attention to children when they do things right. (e.g., “Joey is
playing so nicely. I like it when you keep the blocks on the table.”)
Encourage children often and generously.
Set a good example. (e.g., using a quiet voice when children should be quiet)
Help children see how their actions affect others.

RESPONDING TO CHALLENGING BEHAVIOR
To encourage good behavior, it is our policy that class rules are explained and fully and
clearly understood by the children. Whenever possible, we involve the children in making
the rules for the classroom. Below are strategies TTWS staff will use to respond to
challenging behavior.
• Redirection: This strategy should be used most frequently when working with
young children. If a child is not following the rules or being uncooperative, quickly
get the child's attention and introduce another activity. For example, "Kate, please
help me water the flowers now. You've been riding the bike for a long time and it's
now Logan's turn."
• Logical/natural consequences: These are structured consequences that follow
specific misbehaviors. The child should be able to see how the behavior and the
consequence are directly related. For example, Andrew throws his snack on the floor
at snack time. His teacher reminds him that throwing the snack is against the rules
and warns him that if he repeats the behavior, snack time will be over. If Andrew
continues to throw his snack on the floor, the teacher will tell him that snack time is
over for now and will redirect him to another activity.
• “Take a break” or “Calm down chair”: In some instances, a child may need to be
removed from a particular situation in which he/she has become overwhelmed or
violent. The child should be directed to “take a break” or sit in the “calm down chair.”
This strategy gives the child a chance to calm down, regain control, and reflect
quietly on her or his behavior away from others. Once the child has calmed down,
staff should talk with the child about the actions that led up to and resulted in
needing a break or being sent to the calm down chair. For example, "Hannah, we
have talked often about how hitting is not acceptable. But because you hit John,
please leave the blocks center and go to the calm down chair. I will talk to you when
you are ready."
• Participate in the solution: If a child damages something, he/she needs to help in
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fixing it or in cleaning up. If a child causes someone distress, he/she should help in
relieving that. For example, "It made Brandon very sad when you told him he wasn’t
your friend anymore. Please come apologize and help me make him feel better."
If these actions do not help in reducing or changing behavior the following will take place:
1. Staff will report behavior and what strategies have been attempted to the Director.
2. The Director will observe the child and meet with the Lead Teacher to develop a behavior
management plan.
3. The behavior management plan will be discussed will the parent and then put into
practice.
4. The Director, teaching staff, and parents will evaluate the behavior management plan. If
needed, adjustments will be made.
USEFUL PHRASES
The following phrases are useful when problem-solving with children.
Instead of “No” or “Don’t”
Say “Please stop”, “I don’t like that”, “That’s not OK”, or “That is not a choice”
Instead of “That’s not nice”
Say “That’s not OK”, “Please use gentle touches”, or “That hurts Jordan”
Instead of “No running”
Say “I need you to use your walking feet” or “You may run when we go outside”
Instead of “Stop crying”
Say “I need you to use your words to tell me what is wrong”
Instead of “Can you put away your toys?” (If it is not a choice, do not pose it as a question)
Say “You may help me pick up the blocks, or help Alyssa pick up the puzzles”
Instead of “I said yes” (when a child tells you “no”)
Say “No is not a choice, I need you to…”

BITING POLICY
Biting is a behavior that usually appears between the ages of one and three years. While
biting is an age-appropriate behavior, it is important to remember it is also an unacceptable
behavior in a childcare environment. Children bite for a variety of reasons: teething,
sensory exploration, cause and effect, imitation, crowding, seeking attention, frustration
and stress. Biting is not something to blame on children, their parents or their teachers.
There are a variety of strategies we implement at Knollwood TTWS to prevent and stop
biting. This is the process followed when a child bites:
• The biting child is stopped and told, “Stop biting. Biting hurts” in a firm voice.
Teachers should remain calm, being careful not to show anger or frustration
towards the child.
•

The biting child is removed from the situation. Depending upon the observed
motive for the bite, the separation may include re-direction or meeting the
child’s needs. As little attention as possible will be placed on the biting child, to
avoid reinforcing the behavior.

•

Appropriate first aid will be provided to the child who was bitten. Bite will be
washed with soap and water; cold compress will be applied to reduce pain and
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swelling. A bandage will be applied if necessary.
All information is confidential and names of the children involved in the incident are not
shared between parents.

HEALTH POLICY
A medical form with immunization records is required from each child within thirty days after
enrollment.
In order to eliminate as much spread of illness as possible, we will not allow children into
the building if they are sick. Please keep children at home who cannot participate in every
activity of the morning, including outside play.
ILLNESS
Our first priority at Knollwood TTWS is providing a healthy, safe learning environment for
all children. Children will be sent home as soon as possible if any of the following is
experienced: an illness prevents the child from participating comfortably in activities (as
determined by the staff); an illness results in a greater need for care than the staff can
reasonably provide without compromising the health or safety of other children in the
classroom; or a child is experiencing any of the following conditions:
• Fever accompanied by behavior changes or other signs/symptoms of illness
• Signs/symptoms of severe illness, including lethargy, uncontrolled coughing,
inexplicable irritability or persistent crying, difficulty breathing, and/or wheezing
• Diarrhea (not associated with diet changes or medications) until diarrhea stops or
the continued diarrhea is deemed not be infectious by a licensed health care
professional
• Vomiting (two more instances in past 24 hours) until vomiting resolves or until a
health care provider determines the cause for vomiting is not contagious and the
child is not in danger of dehydration
• Persistent abdominal pain (continues more than 2 hours) or intermittent pain
associated with fever or other signs/symptoms of illness
• Mouth sores with drooling, unless a health care provider determines the sores are
not contagious
• Rash with fever or behavior change, until a physician determines that these
symptoms do not indicate a communicable disease
• Pink eye (conjunctivitis) until after treatment has been initiated
• Head lice , until 24 hours after first lice-killing treatment has been completed and
all live bugs and nits (eggs) have been removed from the hair.
A parent/guardian must accompany the child back to the school office on the first
day back after treatment to be checked before returning to the classroom. A followup screening will be performed. A student may not return to class if the follow-up
screening reveals live lice or nits. If the child is treated by a healthcare professional,
then please bring in a note stating treatment to the school office.
The School Director will be responsible for facilitating and enforcing this policy.
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Head lice infestations are common among children 3 to 12 years of age. Therefore, if
more than 2 students in a class are found to have head lice, a note will go home with
all students in that class with information about lice prevention and detection to
encourage home screenings.
•
•
•
•
•
•
•
•
•
•
•

Strep throat, until 24 hours after initial antibiotic treatment and cessation of fever
Scabies, until after treatment has been completed
Tuberculosis, until a health care provider states that the child is on appropriate
therapy and can attend child care
Impetigo, until 24 hours after treatment has been initiated
Chicken pox, until all sores have dried and crusted (usually 6 days)
Pertussis, until 5 days of appropriate antibiotic treatment has been completed
Mumps, until 9 days after onset of symptoms
Hepatitis A virus, until 1 week after onset of illness
Measles, until 4 days after onset of rash
Rubella, until 6 days after onset of rash
Unspecified respiratory tract illness accompanied by another illness which
requires exclusion

A child who becomes ill while at TTWS must be removed from the classroom in order to
limit exposure of other children to communicable disease. An ill child will be sent to the
office to wait for his/her parent to arrive.
TTWS reserves the right to make the final determination of exclusion due to illness. Any
exceptions to our illness policy will require a written note from a licensed health care
professional stating that the child is not contagious.

IV.

PARENT VOLUNTEER OPORTUNITIES AT KTTWS
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At KTTWS, we welcome parents to make connections with each other and to get involved in
the life of our school. Music programs featuring the children, morning social time for
parents, and other activities are planned throughout the school year. We also need parent
volunteers for ongoing projects, special events, and fundraisers. Please ask in the office if
you would like more information about any of these volunteer roles.
CLASS PARENTS: At the beginning of the school year, parents can volunteer to be “class
parents” for their child’s class. Class Parents are the coordinators for efforts such as group
gifts for teachers and sign-ups for Treats4Teachers.
TREATS-4-TEACHERS COORDINATOR: For the monthly staff meetings, each class takes a
turn providing side dishes, desserts, and drinks. Each month, the coordinator contacts the
class parents for the class that is providing food for the lunch to ask for sign-ups for various
items and for help with set-up.
VOLUNTEERS FOR SPECIAL EVENTS
Special events at KTTWS include the Week of the Young Child, Teacher Appreciation Week,
and the Spring Carnival. We welcome your help for these events.
VOLUNTEERS FOR FUNDRAISERS
Most years, TTWS parents coordinate a fundraising event to raise money for school
objectives such as playground construction and maintenance and purchasing new
equipment and toys for the classrooms. Previous fundraisers have included silent auctions
held at our Christmas Program or Spring Carnival and also off-campus. Please let us know if
you are interested in being on the committee to plan a fundraising event.
In addition to special-event fundraisers, parents also help raise money for our school by
participating in gift wrap and Scholastic book sales and by collecting Box Tops. A
coordinator and volunteers are needed for each of these fundraisers. Additionally, we work
with photographers to offer spring and fall pictures as well as Photo Sculptures, and a
portion of the proceeds go back to the preschool. We appreciate having parent volunteers
to help us with the children on these picture days.
All money raised by the fundraisers will go to a designated fund named “Parents’ Fund.”
The Parents’ Fund will be used for the benefit of the Knollwood Through-the-Week School.
However, all funds belong to Knollwood Baptist Church.
Finally, be sure to link your Harris Teeter VIC card to Knollwood TTWS. Our number is
3962.
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