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PHILOSOPHY 

Keokuk Catholic Schools believe that children learn through doing.  The preschool classroom is 

set up and arranged in a way that allows students to explore the world around them.  The 

classroom is divided into interest areas where materials are rotated regularly.  This type of 

environment allows the students to develop at their own rate.  Real life objects are used, allowing 

the students to explore using all five senses. 

 

The teachers use observations to plan lessons for individuals and the whole class that are 

developmentally appropriate.  Developmentally appropriate practice means teaching in a way 

that matches how children develop and learn and by providing opportunities to practice newly 

acquired skills. 

 

Keokuk Catholic Preschool uses Creative Curriculum.  Creative Curriculum is based on theory 

and research in the early childhood field.  The Creative Curriculum framework is composed of 

five components: 

 

 How Children Develop and Learn 

 The Learning Environment 

 What Children Learn 

 The Teacher’s Role 

 The Family’s Role 

 

Goals and objectives of Creative Curriculum cover all five areas of development: 

 

 Social – feeling comfortable at school, trusting the new environment and adults, making 

friends, and feeling that they are part of a group 

 Emotional – experiencing pride and self confidence, developing independence and self 

control, and managing appropriate feelings 

 Physical – increasing control and coordination using both large and small muscle groups 

 Cognitive – using learning and problem solving skills, logical and symbolic thinking  

 Language – listening and speaking to others, asking and answering questions, 

demonstrating pre-reading and writing skills 

 

CURRICULUM 

The preschool classrooms will enhance children’s learning using the goals and objectives of 

Creative Curriculum. Activities will be based on age appropriate themes that incorporate the 

needed skills for a child’s academic growth. The staff will encourage creative, independent 



  Revised July 2017 2 

learning and social and emotional skills through a variety of activities.  The interest areas set up 

in the classroom may include the following: 

 Blocks 

 Creative art 

 Dramatic play 

 Literature/Stories and pre-reading skills 

 Music, finger plays, songs, rhythm, and movement activities 

 Discovery 

 Computers 

 Sand & Water 

 Cooking 

 

ACCREDITATION 

The Day Care program are licensed by the Department of Human Services.  Both our Preschool 

and Day Care programs are also a part of the Quality Rating System.  The four-year preschool 

program is part of the State-Wide Voluntary Preschool Program.   

 

4-YEAR-OLD PRESCHOOL 

Keokuk Catholic Schools has a partnership with Keokuk Public School.  The 4-year-old program 

participates in the State-Wide-Voluntary Preschool Program.  Students who live in Iowa and 

meet the age requirement are eligible to attend tuition free.  Proof of student age and residency is 

required.   

There are two 4-year-old classes, an A.M. session from 8:10 – 11:00 and a P.M session from 

12:00 – 2:45.  Both sessions are Monday/Tuesday, Thursday/Friday. There is no class on 

Wednesday. It is a teacher workday.  Students must be four years old by September 15 of the 

current school year and toilet trained.  Students who are not academically or socially ready for 

kindergarten are able to attend the 4-year-old program but are required to pay tuition.   

BEFORE/AFTER SCHOOL DAYCARE 

The before and after school program, BASP, is licensed by the Iowa Department of Human 

Services and is available only to students attending Keokuk Catholic Schools that are five years 

old. The program affords a fully supervised opportunity for outdoor play, study, crafts, games, 

etc.  The times for this program are as follows: 
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6:45 – 8:00 a.m. 

3:05 – 5:15 p.m. 

 

The cost is $3.00 per hour and $1.50 for each additional child, which will be billed in half-hour 

increments. In order to enroll there is a $10.00 registration fee and additional paperwork is 

required.   

 

ATTENDANCE 

Regular attendance is very important, even at this young age.  The children need to have a 

routine established.  In instances when your child is absent due to illness, family events, etc. 

please call the school at 319-524-5450 and notify the secretary of the absence. 

 

If your child is absent and a phone call is not received, the staff will attempt to contact you 

regarding the reason for the students’ absence.  If your child is absent for one week and contact 

between the parents and staff does not occur, a letter will be sent to the parents/guardians mailing 

address the following week.  If after two weeks of student absence with no contact from the 

parents/guardians, the student will be dropped from the program.  Parents will still be 

responsible for tuition fees occurring up to the time the student was dropped from the 

program. Regular attendance policies apply to all in 4-year-old preschool. Mandatory 

attendance begins at age five. 

PARKING 

The U-drive is for pick up and drop off only!  A vehicle should not be unattended.  If you are 

coming into the building, please park in the visitor parking spaces or in the gravel lot.  

 

PICK-UP/DROP OFF 

Children should not be dropped off more than five minutes before the start of class.  If your child 

needs to arrive earlier they will need signed up for daycare.  Parents need to wait with their 

preschooler in the school lobby until a staff member arrives to supervise the students.  Children 

must be picked up promptly at dismissal time!  If you are more than ten minutes late 

picking up your child, we will begin calling authorized names on the pick-up list.  Anyone 

picking up a child from preschool should wait in the entryway of the school, and we will bring 

the children to you.  If anyone other than the person(s) listed on your child’s registration 



  Revised July 2017 4 

form will be picking your child up, we will need a note.  Likewise, if there is someone who 

should not pick up your child, we will need to be aware of this.  Court documentation is required 

regarding custody issues. 

 

WEEKLY FOLDERS (PARENT INFORMATION) 

Each week, preschoolers will bring home a folder in their backpack. One side will be marked 

“Home” or “Keep”. These are papers that may stay at home. The other side is marked “School” 

or “Return”. We ask that you return anything on this side. (Reading pages and book orders are 

optional.) Please return your child’s folder to school on the next class session.    

 

CALENDARS AND NEWSLETTERS 

Every month you will receive a school calendar.  The calendar will state events going on for the 

month. Every week, you will receive a newsletter. The newsletter will inform you about 

classroom activities, upcoming events, and reminders. It is important that you read the 

information in these letters.   

 

SHOW & TELL 

Each child will be assigned a day and should bring one item on their day. The teacher may assign 

a specific item to be brought such as something that is red or starts with the letter C.  Please 

follow the guidelines suggested by the teacher for Show & Tell.  If your child forgets they may 

bring the item on the next class session.  Please consult the teacher prior to bringing any pets.  

The teacher will inform you of student allergies and documentation required on the pet. 

Toys and items should not be brought from home unless specified by the teacher.  Items that 

are brought to school will be kept in the student’s backpack or in the possession of the teacher 

until dismissal time. 

 

SNACK 

During each class session the students will be provided a nutritional snack.  The snack is 

provided by Keokuk Catholic Schools and meets the guidelines of the Child and Adult Food 

Care Program.  The snack will consist of two components out of the four food groups.  Drinking 



  Revised July 2017 5 

water, provided by the city, is always available to students as an alternative beverage.  The snack 

is prepared, served, and stored in accordance with the U.S. Department of Agriculture.  Students 

are encouraged to try the foods by taking a “taster’s bite”.  Children will not be forced to finish 

the snack.  Food will not be used as a reward or punishment.  If your child has any food 

allergies or dietary needs, documentation is required from a physician.  An alternative snack 

will be served to students having food allergies or dietary needs.  If the parents choose to provide 

a nutritious snack, that meets CACFP guidelines, due to food allergies or dietary needs, the 

child’s name and the date will need to be labeled on the food items. 

 

SPECIAL DAYS/EVENTS 

We have celebrations for the following holidays:  Halloween, Christmas, Valentines Day, and 

Easter. Parents may bring games/crafts, snacks, drinks, cups, napkins, etc.  All food brought to 

school must be commercially prepared in factory sealed containers.  Please notify the teacher 

prior to bringing any food items because of possible student allergies.   

 

Your child’s birthday will be celebrated at school.  On this day, you may bring a special snack 

such as, cupcakes, cookies etc.  All food brought to school must be commercially prepared in 

factory sealed containers.  If you are bringing invitations for a party, there must be an 

invitation for every student or they will not be handed out. 

 

We have a Christmas program in December and a Spring Music Concert.  An award ceremony in 

conjunction with a graduation ceremony for the 4-year olds who will be attending kindergarten 

the following year will be held in May. 

 

We also have visitors such as firemen, health department, conservation board, etc. to discuss 

different topics with the children throughout the year.  

 

UNLIMITED ACCESS POLICY 

Parents/Guardians may make visits at anytime throughout the school year.  Please check in at the 

office when visiting.  If the parent/guardian is a registered sex offender, they shall not be on 

school property except for the time reasonably necessary to pick-up and drop off their child.  If 
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parent contact is prohibited by court order, we will need a copy of the order to be placed in 

the child’s file.  This needs to be provided by the parent/guardian of the child.   

LIMITED Access Policy 

  
Centers are responsible for ensuring the safety of children at the center and preventing harm by being 
proactive and diligent in supervising not only the children, but other people present at the facility. 
  

1.       Any person in the center who is not an owner, staff member, substitute, or subcontracted staff or 
volunteer who has had a record check and approval to be involved with child care shall 
not have “unrestricted access” to children for whom that person is not the parent, guardian, or 
custodian, nor be counted in the staff to child ratio.  

*“Unrestricted access” means that a person has contact with a child alone or is directly 
responsible for child care. 
*It is imperative that centers not allow people who have not had a record check assume child 
care responsibilities or be alone with children.  This directly relates both to child safety and 
liability to the center. 

  
2.       Persons who do not have unrestricted access will be under the direct 
“supervision” and “monitoring” of a paid staff member at all times and will not be allowed to assume any 
child care responsibilities.  The primary responsibility of the supervision and monitoring will be assumed by 
the teacher unless he/she delegates it to the teacher assistant due to a conflict of interest with the person. 

*“Supervision” means to be in charge of an individual engaged with children in an activity or task and ensure 

that they perform it correctly. 
*“Monitoring” means to be in charge of ensuring proper conduct of others. 

  
3.       Center staff will approach anyone who is on the property of the center without their knowledge to ask 
what their purpose is.  If staff is unsure about the reason they will contact their Site Manager or another 
management staff to get approval for the person to be on site.  If it becomes a dangerous situation staff will 
follow the “intruder in the center” procedures.  Non-agency persons who are on the property for other 
reasons such as maintenance, repairs, etc. will be monitored by paid staff and will not be allowed to 
interact with the children on premise.  

  
4.       A sex offender who has been convicted of a sex offense against a minor (even if the sex offender is 
the parent, guardian, or custodian) who is required to register with the Iowa sex offender registry (Iowa 
Code 692A): 

a.       Shall not operate, manage, be employed by, or act as a contractor or volunteer at the child 
care center. 
b.      Shall not be on the property of the child care center without the written permission of the 
center director, except for the time reasonably necessary to transport the offender’s own minor 
child or ward to and from the center. 

                                            i.      The center director is not obligated to provide written permission and 
must consult with their DHS licensing consultant first. 
                                          ii.      If written permission is granted it shall include the conditions under 
which the sex offender may be present, including: 

1.       The precise location in the center where the sex offender may be present. 
2.       The reason for the sex offender’s presence at the facility. 
3.       The duration of the sex offender’s presence. 
4.       Description of how the center staff will supervise the sex offender to ensure 
that the sex offender is not left alone with a child. 
5.       The written permission shall be signed and dated by the director and sex 
offender and kept on file for review by the center licensing consultant. 
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EMERGENCY PROCEDURES and GUIDELINES 

Keokuk Catholic Schools BASP, Before and After School Program, complies with the KCS 

Emergency Response Procedures and the Crisis Management Plan of the Diocese of Davenport. 

Any immobile child, enrolled at the KCS BASP will be assisted by his/her teacher/supervisor in 

carrying out any emergency procedures.  

FIELD TRIPS 

Throughout the year the classes may take field trips.  Places visited in the past have been the 

pumpkin patch, dentist office, post office, library, etc.  Every student will need a car seat.  

Volunteers will be asked to drive.  Prior to the trip, each driver must complete a driver 

information sheet, have a record check, and be fingerprinted.  Copies of a current driver’s license 

and valid insurance card are also required.   

 

The staff will determine what students will be transported with the volunteer drivers. Drivers 

must be approved by the office before driving. Staff will ensure that all students are placed in a 

child safety seat and fastened correctly.  The staff will provide each volunteer driver with the 

names of the students they are transporting.  The staff will keep a record of what students are 

with each volunteer.  The staff will take attendance prior to the field trip, after the students are 

placed in the vehicles, and upon arrival to their destination.  This attendance procedure will be 

repeated upon departure from the field trip.   

 

Transportation procedures for children with special needs and/or equipment will be 

accommodated to meet the needs of the child.   

 

BOOK ORDERS 

Your child may occasionally bring home a book order. You are not required to place an order. 

However, if you do order, it helps our classroom earn free books and classroom supplies.  
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PARENT/TEACHER CONFERENCES 

Conferences will be held twice a year, once in the fall and again in the spring.  There will be a 

sign up sheet for dates and times.  However, communication should occur throughout the school 

year.  Parents are encouraged to notify the teacher at any point to address student needs 

PARENT CONCERNS 

In school there are numerous opportunities for disagreements to arise between people.  When 

such occasions occur, the school board asks that the following procedures be followed: 

1. If a student or parent has a problem with a teacher or an associate, a one on one meeting 

should take place to try and resolve the problem. 

2. If the problem is still not resolved, a meeting should be scheduled with the principal.  The 

principal will make a decision and report back to the student or parents within three 

school days. 

3. If a student or parent wishes to contest a decision made by the principal, you are required 

to state your objections in writing and request a hearing before the school board.  This 

should be given to the principal.  The principal will then schedule a meeting with the 

school board as soon as possible.  The principal will notify the appellant in writing of the 

date and time of the hearing.  The school board shall consider the evidence given by all 

parties.  The board will make a decision in writing within five days of the hearing.  A 

copy of the findings will be mailed to the appellant. 

 

 

SUPPORT SERVICES 

The principal, teachers, and/or parents may make referrals to the Area Education Agency and 

other specialized consultants.  Support and assistance is available to children with special needs, 

disabilities, or behavioral challenges.  The following services are performed during the school 

year. 

 

Audiologist 

An audiologist conducts a hearing screening in January or February.  During the year they are 

available to assist students with hearing problems and to meet with parents and teachers. 

Speech Therapist 

A speech therapist from AEA is assigned part time to Keokuk Catholic Schools.  The therapist 

sees that students are screened for speech difficulties, and those requiring therapy are scheduled 

to receive it on a regular basis, during school time. 
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DISCIPLINE 

Expectations for student behavior will be developed at the beginning of the school year.  The 

teacher will explain class rules and consequences.  Children who exhibit unacceptable behavior 

will be taken aside for discussion.  The staff will talk with the child about the inappropriate 

behavior.  The student may also be placed in time-out for a period of no longer than five minutes.  

At no time will your child be subject to corporal punishment or verbal abuse. 

 

BITING POLICY 

Biting is very common among young children.  Because some preschoolers have limited 

communication skills biting may occur.  Biting usually occurs as a response to the child’s wants 

not being met or coping with a challenge.  By offering developmentally appropriate activities, a 

daily schedule, transitions, and maintain staff ratio, the staff will attempt to prevent biting 

occurrences.   

 

However, if a biting incident does occur, the staff will: 

 Ensure all children are safe 

 Provide first aid for the child who was bitten and show concern and support.  The 

affected area will be washed with soap and water.  If the skin is broken and bleeding is 

occurring, pressure and a sterile bandage will be applied to the wound.  Ice may also be 

applied to reduce swelling.  

 Address the child that bit in a firm calm voice.  Explain that biting hurts and is 

unacceptable, and different strategies he/she can use next time instead of biting 

 Complete an accident form documenting the date, time, nature of injury, apparent cause, 

and first aid treatment.  A copy will be given to the wounded child’s parents and a copy 

will be retained in the child’s file. 

 Document date, time, what was occurring, why the incident occurred, and students 

involved.  This will be used to identify potential external causes of the biting behavior in 

order to prevent future incidents.  Changes in the environment may result from this 

documentation such as room arrangement, routines, and group size. 
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 Maintain confidentiality.  The staff will not release the name of the child who performed 

the biting to the victims’ parents.  Likewise, the name of the child who was bitten will not 

be disclosed to the parents of the child who performed the behavior. 

In the event of a child who has numerous biting incidences, the staff will: 

 Observe the child for a few days and document observations, including behaviors and 

context (who, where, when, how) to determine the functions of the behavior.  It will also 

be documented when the behavior is absent.  This will be kept in the child’s file. 

 Use the documentations to find patterns and potential solutions 

 Respond to areas in the classroom that need adjusted 

 Evaluate relationships between the child and staff 

 Meet with the family to share information, discuss child’s behavior at home, and make a 

commitment to work together to address the child’s needs  

 

DRESS CODE 

Although preschool does not follow the Keokuk Catholic Schools dress code, children must 

dress appropriately and weather according.  Students need to have an extra change of clothing 

which includes socks, underwear, pants, and a shirt that is kept in the classroom in the case of an 

“accident” or messy play.  The students are encouraged to wear tennis shoes and clothing that is 

easily manageable for bathroom needs.  The following items should not be worn to school:  

 Flip flops or sandals without a strap  

 Belly shirts  

 Short shorts/skirts/dresses 

 Because students sit on the floor, females must wear shorts under skirts/dresses.  

 

Fridays are considered Spirit Days.  The children are encouraged to wear the colors red and 

white to display school pride.   

All coats should be marked with your child’s name! 

 

NO SCHOOL DAYS 

In most instances, the Keokuk Catholic Schools follows the calendar of Keokuk Public School.  .  

There will be no school on the following days:  Every Wednesday (Due to ongoing 
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professional development) Labor Day, Thanksgiving vacation, Christmas vacation, President’s Day, Spring 

Vacation. 

Throughout the year, there will also be instances where there is no school due to parent-

teacher conferences or in-service trainings. 

INCLEMENT WEATHER 

In case of bad weather, tune to KOKX radio for announcement of school delays, early dismissal, 

or cancellation. The preschool follows the Keokuk Catholic School schedule. Therefore, if 

school is delayed two hours the 4-year-old morning class will be cancelled.  However, the 

afternoon class will still meet and class will begin at 10:00.  If there is an early dismissal, the 

afternoon 4-year-old class will be cancelled.  The morning classes will still meet.  If school is 

cancelled, preschool will also be cancelled 

 

REGISTRATION FORMS 

All required paperwork must be completed and returned to the director.  Prior to your child 

attending, emergency contacts, pick-up authorization, immunization certificate, 

name/address of a doctor and dentist, field trip and photo permission paperwork must be 

completed.  Parents will have thirty days from the date of enrollment to complete & return 

a current physical on the student.  Failure to do so will result in withdrawal of the student.  

The Department of Human Services requires this paperwork.  Student files are confidential and 

only used by the staff of Keokuk Catholic Schools and regulatory authorities.  Parents will be 

asked to review their student’s paperwork quarterly to keep information up to date.   

 

HEALTH POLICY 

For the health and safety of all students and staff, ill children are not allowed to be brought 

to school.  If your child develops a fever, vomiting, or diarrhea they must stay home for at 

least 24 hours after symptoms are gone. If your child becomes ill at school, they will be taken 

to the office where the sick room is located.  Phone calls will be made to contact the parents or 

other authorized persons on the pick-up list.  If your child arrives at school with symptoms of a 

contagious disease, the parents will be asked to take their child home. (pink-eye, chicken pox, 

hand foot and mouth disease, etc.)  A written release from a physician is necessary for a child to 

return to school after having had any communicable disease.  Families will be informed verbally 
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and in writing if their child has been exposed to a communicable disease.  Written notification 

will include the name of the disease the child was exposed to, signs/symptoms of the disease, 

mode of transmission, period of communicability, and control measures being used in the school 

that families should use at home.  Keokuk Catholic Schools has a partnership agreement with the 

Lee County Health Department.  The director meets with health officials at least once annually to 

stay current on health information and in order to obtain advice on communicable diseases.   

 

MEDICATION 

Due to safety reasons, parents are urged to take care of medication at home.  In cases where 

medicine needs to be administered at school, the parent will need a physician’s written order for 

prescription use.  Only prescription medications will be administered!  Prescription 

medications are to be brought to the office by the parent where they are kept in a locked 

container.  The medication must be in the original container and have the following information 

on it: 

 The child’s full name 

 Name of the medicine 

 Date the prescription was filled 

 Time of day medication is to be given 

 Duration for which medication is to be given 

 Administration procedures and how to store medicine 

 Physician’s name and phone number 

 

HEAD LICE POLICY 

The school will check every student for head lice and nits periodically throughout the school 

year.  Informational packets are available in the school office.  If a student is found to have lice 

or nits, the parents/guardians will be called.  The student will not be re-admitted until they have 

received treatment.  Upon student return, staff will check the child again. 

 

TUITION 

There is a non-refundable registration fee of $45.00 to reserve a space in our program.  

Tuition is based on 11 monthly payments.  Tuition is due the 18th of each month from July 

through May.  You may pay ahead or pay for the full year at anytime. Payments are pro-rated for 
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students who begin mid-year. Community Action of Southeast Iowa offers tuition assistance 

for preschool tuition.  

 

DELINQUENCY IN TUITION PAYMENT 

1. After 1st month of non-payment, a letter is sent home requesting payment. 

2. After 2nd month of non-payment, a designated member of the school board will contact 

the parents and discuss issues relating to lack of payment and form a payment plan. 

3. If steps 1 and 2 do not result in payment, the family will be asked to appear in front of a 

tuition committee to form an appropriate payment plan to begin within the next 30 days. 

4. If payment is not received, the family will be informed that the student will be dismissed.  

The student will not be allowed to return and/or register for the following year until 

payment is received in full or forgiven by a majority vote of the school board. 

 

MONEY 

Any money or checks that are sent to school should be in a sealed envelope with your child’s 

name and purpose (Tuition, daycare payment, book order, etc.). 

FUNDRAISERS 

Throughout the school year the students will be asked to participate in a variety of fundraisers.  

Keokuk Catholic Schools participates in the Box Tops for Education.  Box Tops may be sent to 

school at any time.  Classes compete for monthly total and a popcorn party. 

 

HOME & SCHOOL ORGANIZATION 

Another means of promoting good home-school relations is the Home & School Organization.  

All parents of children attending Keokuk Catholic Schools are members of this organization and 

are urged to attend the meetings.  Parents and teachers meet on the second Tuesday of most 

months. Several projects throughout the year are undertaken by Home & School in order to 

finance school needs. 

 

KEOKUK BOARD OF CATHOLIC EDUCATION 

This organization represents the Catholic community of Keokuk in matters pertaining to the school and 

religious education programs.  The board exercises direct control over the approving and funding of 

budgets submitted by the principal.  The board meets on the second Thursday of each month in the school 

library.  These meetings are open to the public.  Anyone who wishes to address the board must submit a 

written request detailing the subject matter to the Board chair at least one week in advance. 
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PRESCHOOL CONTRACT 

 

I have read and fully understand the Keokuk Catholic Schools preschool handbook.  I agree to 

follow the policies and procedures stated in this handbook. 

 

__________________________________   ____________________ 

      Signature           Date 

 

 

I hereby agree to pay the tuition required if my child does not qualify for the SWVVP.  I 

understand that a full payment is due each month; regardless of how many days my child has 

attended preschool. I also understand that if I am over one-month delinquent with a payment, my 

child will not be allowed to attend preschool until all money is paid in full.   

  

 

__________________________    ____________________ 

 Signature of Parent/ Guardian     Date  

 

 

 
_____________________________________ 

Printed name of preschool student 


