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Happyland 

Policies and Procedures 
 

 
 
Enrollment 

• Happyland accepts children who have turned 3 by October 1st.  Classes are 
provided for children through 6 years old. 

• Children with special needs are welcome to attend our program if we can 
provide for their needs with reasonable accommodations.  Happyland deals 
with each special need child on an individual basis. 

• A sheet listing classes available, times, and prices are provided to each parent 
upon request. 

• A calendar listing all holidays, conferences, and most other special events, etc. 
is provided to each parent. 

• Enrollment for the next school year begins in January for students currently 
enrolled.  Open enrollment to the general public begins in February. 

• The school is closed for two in-service training days per year. 
• Thanksgiving, Christmas, and Spring Break are occasions when school is 

dismissed.   
• Classes are closed for conference days with parents, two in the fall and two in 

the spring.  The dates are listed on the school calendar provided to each parent. 
• Parents wanting to admit their children into Happyland may call the school or 

come in for a visit. 
• This handbook describing the school policies and procedures is given to all 

parents. 
• A registration fee, May’s tuition, and a preliminary application must be turned 

into the office at the time of enrollment.  The registration fee and May’s tuition 
payment is nonrefundable.  Parents enrolling their children in January or 
February may participate in a payment plan which divides payments for 
registration fee and May’s tuition payment into smaller payments with the 
final payment due May 1st.  

• Other paperwork including a formal application, medical exam, immunization 
record, and emergency card will be given to parents to complete.  Everything 
must be turned into the office before your child begins school. 

• Medical exam forms may be submitted no later than 4 weeks after school 
starts.  The school office must be given an appointment date of your child’s 
doctor appointment to be posted in your child’s file until the medical exam is 
submitted.  
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The center’s procedure on guidance, positive instruction, supporting positive 
behavior, discipline and consequences, including how the center will:   
Cultivate positive child, staff and family relationships. 
 

• Cultivate positive child, staff and family relationships. 
• Each teacher at Happyland Preschool and Kindergarten will use positive 

teaching practices to ensure that children’s behavior is guided in a positive 
manner. We incorporate our families through daily communications regarding 
their child(ren) and encourage family involvement to ensure that their 
child(ren) are being guided in a positive direction. 

 
• Create and maintain a socially and emotionally respectful early learning and 

care environment 
• All of our teachers encourage positive interactions with each child through 

demonstration and teachings that allow children to learn and be capable of 
respecting others socially and emotionally. 

 
• Implement teaching strategies supporting positive behavior, prosocial peer 

interaction, and overall social and emotional competence in young children. 
• Each teacher will reinforce children’s positive behavior and re-direct any 

behavior that is inappropriate. Each teacher continuously demonstrates 
positive interactions with each child, which helps children learn how to treat 
other 
 

• Provide individualized social and emotional intervention supports for children 
who need them, including methods for understanding child behavior; and 
developing, adopting and implementing a team based positive behavior 
support plan with the intent to reduce challenging behavior and prevent 
suspensions and expulsions 

• Happyland believes in working as a team to identify the specific social and 
emotional needs of each child. Our staff are trained in methods that enable 
them to understand children’s behavior and develop positive behavior support 
plans for each child. This reduces challenging behaviors and may prevent 
suspensions and expulsions 

 
• When behavior issues occur 
• Children will be informed if behavior is unacceptable. 
• Children will be redirected, distracted, or asked to change activities. 
• If a teacher sees that the child needs a time out period to think and calm down, 

then she will give the child a time out.  The length of the  
           time out will depend on the child’s age (one minute for each  
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year).  The child shall be supervised in a safe area 
• If a child repeatedly disobeys their teacher or seriously hurts another child on 

purpose the teacher may take the child to the director’s office for further 
counsel to the child and to discuss appropriate classroom behavior. 

• Parent conferences are scheduled for discussing behavior that is unacceptable 
in the classroom.  Appropriate decisions for helping the child with their 
behavior will be derived with the parent and teacher working together. 

• Loving care is offered when disciplinary actions are taken, but consistency and 
firmness are also practiced. 

• Books and puppet shows are encouraged to help children learn about 
acceptable behavior and the problems associated with negative behavior. 

• A child may be permanently dismissed from Happyland Preschool & 
Kindergarten if defiant behavior continues 

How decisions are made and what steps are taken prior to the suspension, expulsion 
or request to parents or guardians to withdraw a child from care due to concerns 
about the child’s behavioral issues.  
 

• These procedures are consistent with the center’s policy on guidance, positive 
instruction, discipline and consequences, and include documentation of the 
steps taken to understand and respond to challenging behavior.  

 
• Our staff works hard to identify the social, emotional and developmental needs 

of each child. However, there are times when children may need additional 
care that our staff are not able to provide. If we feel that your child’s behavior 
endangers the safety of the other children or themselves, we will notify the 
parent and begin with a parent teacher conference. To better accommodate 
your child, we would like to work with the family to develop a plan of action. 
During that time, if the child is a danger to themselves or other children, we 
may choose to suspend your child for a discussed upon period of time. Once the 
child returns to our program, if the child is still a danger they may be 
permanently dismissed from Happyland Preschool & Kindergarten. Please 
refer to our detailed discipline policy for more information regarding the steps 
that are taken by our staff to work with children who are displaying 
challenging behavior. It is only as a very last resort that we would ask you to 
remove your child from care. 
 

• Access an early childhood mental health consultant or another specialist as 
needed. 

• When a situation occurs that make a child’s needs difficult for staff and  
• parents to adequately address the family will be given information on how to 

access an Early Childhood Mental Health Specialist to support their child in 
all environments. 
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• Illness  

• If a child is ill, he will be taken to the office to have his temperature taken and 
physical symptoms checked.  If there is sign of fever, nausea, or pain his 
parents will be notified. 

• If a child has a fever, he will be separated from the other children.   He will 
wait for a parent or family member in the school office or in the teacher’s lounge 
where a cot is available to lie down on as he waits.   

• If a parent cannot be reached, emergency contacts will be called (emergency 
cards with numbers listed are kept on file in the school office). 

• If injury or illness requires immediate attention and no parent or emergency 
contact can be reached, then the child will be taken to an emergency care 
facility or hospital and meet his parent there – unless an ambulance is 
necessary. 

• For minor injuries the wound will be washed thoroughly with disinfectant soap 
and a band aid will be applied. 

• Parents are not to send their children to school if they have a fever, a bad 
cough, or appear ill.  

 
 
Medication Administration Policy 
The following requirements must be met before administering medications: 

• Health Care Provider written authorization within the past year including child’s name, 
medication, dates and time to administer, dose, and route 

• Parent written authorization within the past year 
• Medication in the original labeled container 
• Medication, current and not expired 
• Proper care and storage of medication 
• Documentation of medication administration 

 
Inhaled asthma medications and emergency epinephrine autoinjectors require a written health 
care plan with instructions completed the child’s Health Care Provider and signed by the Child 
Care Health Consultant or School Nurse. 
 
Parents are responsible for providing all medications and supplies to the school/child 
care program. Children should not transport medications to and from school/childcare; 
this includes medication placed in a diaper bag or backpack. 

• The administration of medications is done only  
on written order from a physician. 

• Prescriptions must be kept in the original containers with child’s name, dose,. 
• Medication is dispensed and recorded by the Teacher, Director, and/or 

Assistant Director who have specific training in medication administration. 
• Teachers and Teacher Aids are also delegated to, by a Nurse Consultant, on 

how to administer emergency medications such as Epi Pens and Inhalers to 
children in their classes that may need such medications. 
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• Record sheet includes child’s name, the name of the medication, the amount 
given, the time and date, route, and the name of the person administering the 
medication.   

• Storage and access of Inhalers and Epinephrine Pens - these medications will 
be in an unlocked area which will be easily accessed by the teacher but out of 
reach of all children.  No child will be allowed to carry this medication 
themselves.  The teacher will have the medication available in the classroom 
and will take them with them to the playground, indoor large motor area, or 
any other area outside of the classroom including field trips.  

• All other medication will be kept in a locked cabinet. 
 

 
 
 
 

Emergency Procedures 
 
Lost Child 

• Parents will be called immediately. 
• If parents cannot be reached other authorized people will be called. 
• School personnel will begin an immediate search of the facility and 

surrounding area outside the building, then the neighborhood. 
• The police will be called within a half hour of the child’s reported 

disappearance. 
 
Storm and Tornado Warning 

• Teachers do drills in the spring months. 
• Children, aides, and teachers will go to room #108. This room is on the ground 

floor without window exposure.  Everyone will bend down on knees and face 
the wall or crawl under tables and tuck head down by knees with their hands 
placed over the back of their head. 

• In the event of a serious storm the office personnel will follow reports of the 
storm and decide as to whether school will be dismissed or classes sent to the 
safe inner classroom.  

• If exceptionally cold or stormy weather is evident before school begins, TV 
channels 5/30 will be notified.  They will scroll our school’s name on the bottom 
of the screen with delay/closure information. 
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Fire 

• Fire drills are conducted once a month to teach the proper and quick exiting 
procedures in case of a fire. 

• Children will practice exiting the building using different doors in the case of 
a fire blocking an exit.  

• Teachers will take their attendance sheets with them to ensure all children 
have exited the building and are with their classes.  Assistants will check the 
restrooms before leaving the classroom.   

• Classroom lights shall be turned off and doors closed. 
• Children will be instructed to be quiet leaving the building and while waiting 

to return. 
• In case of a real fire, the fire glass will be broken in the hall and the fire 

department will be called. 
 
Crisis/Disaster Plan 

• A complete plan covering more details than above and other possible crisis 
procedures is available in the office for review. 

• During a disaster communication may become challenging.  Often it is easier 
to contact an out of area phone number than a local or cell phone number.  In 
case of the need for an out of town number call:  Rocky Mountain District 
Council Office for Assemblies of God in Colorado Springs, Colorado 719/522-
0195. 

 
 

Transportation & Field Trips 
 

• Parents, or someone else designated and arranged by the 
parent, transport their children to and from school each day.   

• Teachers list any field trips on the school calendar located on 
 the school office window, and parents are informed prior to   
the field trip. 

• Authorization to attend field trips will be signed by the parent for each 
separate field trip. 

• Parents will plan for and provide their child’s transportation to and from field 
trips. 

 
Field Trip Procedures 
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• A first aid kit is taken in case of injury. 
• Class lists are taken which includes parent phone numbers and emergency 

cards.  In case of an emergency, one staff member will go for assistance while 
another staff member remains with the children. 

 
 

Drop off/Pick Up of Children 
 
Because small children cannot be seen easily by drivers of cars, it is important for the 
safety of the children that our drop off/pick up instructions be followed closely.  Please 
enter at the 3rd entrance and exit at the 2nd entrance only (see diagram).  When 
driving in the parking lot please drive 5 or fewer miles per hour. 

 
 

 
Pick-Up Procedures   

 
• Children attending the school will only be released to persons that the parent 

enrolling the child designates on the application filled out at enrollment time.  
In case of an emergency, a child can be released by parent’s verbal (phone) 
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authorization using the CODE WORD given on the emergency card 
information. 

• All unknown persons must show identification before picking up a child. A 
record is kept in the child’s file in the school office of designated people to 
release children to. 

• If a child is not picked up on time, the child will stay with a responsible staff 
member until the parent or designated person arrives.  The sign   
in/out sheet will be kept with the child for the person picking up the  

            child to sign in the time arriving.  Late fees are as follows: 
Ø $10.00 from 11:45 (3:30) – 12:00 (3:45) 
Ø $15.00 from 12:00 (3:45) – 12:15 (4:00) 
Ø $25.00 from 12:15 (4:00) and after.  Please call the office if you are 

being prevented from arriving on time. 
   

• Parents will be called within 10 minutes if no one arrives to pick up the child, 
if another person is designated to pick up the child, they may be called before 
the parent. 

• Children will not go home with a staff member. A staff member will stay at the 
school until a plan is worked out and carried through for the child to be picked 
up. 
 

 
 

Snacks   
 

• Parents are asked to bring snacks on a rotation basis during the school year. 
• Cups and napkins are provided by the school.  
• Snack suggestions are given to the parents at the beginning of the school year 

and additional suggestions are given to the parents during the year. 
• Nutrition and food safety are emphasized. 
• Water is given to the children each day with their snacks. 
• If milk is desired, the money must be given to the teacher and she will purchase 

the drink (directive from Pueblo County Health Department). 
• Vegetables, fruits, crackers, cheese, breads, etc. are some ideas of snacks 

suggested to bring. 
• Plastic gloves are worn by teachers dispensing food by hand. 
• No home canned vegetables, fruits, or meats, or homemade baked goods are 

allowed (directive from Pueblo County Health Department). 
 

Visitor Policy   
 

• Parents and family members are welcome at any time to visit.   
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• Visitors must sign in at the school office listing their name, address, and 
purpose of their visit. 

• Visitors must show I.D. if they are not recognized. 
• A sign is posted on the office window to remind visitors to sign in at the office. 

 

 
Parent/Teacher Conferences 

 
• Parent/Teacher Conferences are held twice a year (in the fall and spring) to 

inform parents of their child’s progress in all learning domains.   
• A parent or teacher may request a special conference any time during the year. 
• A record of all conferences will be kept in the student’s file and will include the 

date of conference, teacher’ name, and signatures of those who attended the 
conference. 

• Evaluation sheets and a portfolio of the child’s work will be kept in the 
student’s file. 

Complaints 
 

• Any parent with a complaint, if related to the classroom, should go to the 
teacher in charge of the class to discuss their concerns.  If the problem is not 
resolved satisfactorily, then the complaint is to be taken to the director. 

• The pastor of the church and the board can be involved, if warranted. If the 
complaint involves school policies, the director needs to be contacted or 
information given to the school secretary. 

• Formal serious complaints are put in writing and a file kept until the problem 
is satisfactorily resolved. 

• If any parent has a serious concern regarding Happyland Preschool they can 
contact the state licensing agent at this address:  Colorado Dept. of Human 
Services, Division of Childcare, 1575 Sherman Street, First Floor, Denver, CO  
80203-1714.   303/866-5958 or 1/800/799-5876. 

 
 

 
Child Abuse Reporting   

 
• All staff members are required to receive training on child abuse and 

procedures for reporting. 
• Any staff member who has reasonable cause to suspect that a child 

has been subjected to abuse or neglect or who has observed the child  
being subjected to circumstances or conditions which would reasonably result 
in abuse or neglect shall immediately report or cause a report to be made of 
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such fact to the County Department of Human Services or local law 
enforcement agency. 

• The report of suspected child abuse shall be made to the County Department 
of Human Services, Police Department, or law enforcement agency in the city 
or county in which the school is located. 

• Authorized investigators of child abuse allegations (staff of Pueblo Department 
of Human Services, Sheriff Department or Pueblo City Police) will be allowed 
to interview staff and children and obtain names, addresses and telephone 
numbers of parents whose children are enrolled at Happyland. 

• Any staff member that has been accused of child abuse will not continue 
working with the children in the center until cleared of the allegations. 

• Any parent that suspects child abuse can call the Pueblo County Dept. of 
Human Services, 212 West 12th Street, Pueblo, CO 81003.  719/583-6160. 

 
 
 
 

Student Withdrawal 
 

• Parents are asked to inform Happyland’s secretary or the director if their child 
is being withdrawn from the school other than at the end of the school year 
(see Happyland Tuition Refund Policy p.11).  

•  If it becomes necessary for the director to relieve a child from the school, the 
parent will be notified by phone, letter, or in person and just reasons will be 
given. 

 
 

 
                                  Revised 8/2016 
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January 2016 
 
Dear Parents of Students in Colorado Child Cares and Preschools (School Year 
2016-17), Immunizations are an important part of our children’s and the 
community’s health. Colorado law requires children attending a licensed child care 
or preschool to be immunized against certain vaccine-preventable diseases. The 
purpose of this letter is to remind parents about the need for back-to-school 
immunizations and to provide immunization information. The chart on page 2 
shows which vaccines are required for child care and preschool attendance, along 
with recommended vaccines which provide more protection against vaccine-
preventable disease. There are no changes to the vaccines required from the 
previous school year. It is helpful to share this letter with your child’s healthcare 
provider or your local public health agency (LPHA) where your child receives 
immunizations.   
 
Colorado follows the Centers for Disease Control and Prevention’s Advisory 
Committee on Immunization Practices schedule. This schedule is approved by the 
American Academy of Pediatrics, the American Academy of Family Physicians and 
the American College of Obstetricians and Gynecologists. This is the immunization 
schedule which will best protect your child from vaccine-preventable diseases and is 
the national standard for health care providers who vaccinate your children.  
 
Starting July 1, 2016, parents/guardians seeking non-medical (religious or personal 
belief) exemptions for prekindergarten children attending child care or preschool 
must submit non-medical exemption forms at each age when required vaccines are 
due: 2 months, 4 months, 6 months, 12 months and 18 months of age. Medical 
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exemptions only need to be submitted once and require the signature of your child’s 
doctor or advanced practice nurse. To submit a non-medical or medical exemption, 
go towww.colorado.gov/vaccine exemption and follow the instructions. Children with 
an exemption may be kept out of child care or preschool during a disease outbreak.   
 
Parents may have questions or want more information about children’s 
immunizations and vaccine safety. Resources for parents about the safety and 
importance of vaccines are available at:  www.ImmunizeForGood.com and 
www.colorado.gov/cdphe/immnization-education.  
Colorado law requires child cares and preschools to provide school-level 
immunization and exemption information to the Colorado Department of Public 
Health and Environment (CDPHE) by December 1, 2016. Immunization and 
exemption rates for most child cares and preschools will be posted on the CDPHE 
website as soon as they are verified.  Many parents, especially those with children 
who can’t be vaccinated due to a medical issue, may want to know which schools are 
best protected against vaccine preventable disease.     
 
Please discuss your child’s vaccination needs with your child’s healthcare provider 
or LPHA and bring your child’s updated immunization records to school each time 
your child receives an immunization. To find your LPHA or learn about free or low 
cost vaccines, call the Family Health Line at 1-303-692-2229 or 1-800-688-7777.  For 
questions about school immunization requirements, please contact your school.  

Sincerely, 
Jamie D’Amico, RN, MSN, CNS 
CDPHE Immunization Branch - 
Schools and Community 
Coordinator 303-692-2957 | 
jamie.damico@state.co.us 

                                                                                  www.coloradoimmunizations.com 
 
 
 
 
 

 
February 1, 2016 
 
 
 
 
 
 
 
 



13 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 


