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MISSION STATEMENT 
Little Lambs Preschool exists to serve as an arm of the congregation to nurture preschool 
children’s  faith,  to equip children to serve their Lord, to reach out to the community with the 
gospel of Jesus Christ, and to encourage families to continue in the use of Christian education. 
 
VISION STATEMENT 
Little Lambs Preschool will partner with families in providing a quality Christian preschool 
education where students can grow spiritually, intellectually, physically, socially, and emotionally.  
Little Lambs Preschool will continue to teach the Word of God in its truth and purity and use 
God’s Word as the foundation for its curriculum.  The preschool family will grow together in faith 
and love for one another and in service to the community.  Little Lambs Preschool is committed 
to… 

1.​ Guarding the precious truth of the Gospel as it is taught throughout our curriculum. 
2.​ Serving as an active mission arm for Saint Peter Lutheran Church through an active 

presence in the community. 
3.​ Encouraging families to use our preschool and to continue in our Lutheran elementary 

school. 
4.​ Providing a curriculum to prepare children for kindergarten. 

 
PARENT POLICIES 

1.​ All children residing in the St. Peter vicinity and three years of age by the first day of 
September and up to the age of admittance to the public or private school kindergarten 
shall be eligible for admission.  

2.​ This program will not discriminate on the basis of race, sex, religion, creed, color, national 
origin, or source of payment.  The preschool does reserve the right to review applications 
from members of the Saint Peter Evangelical Lutheran congregation and give those 
applications primary consideration.   

3.​ The parent must provide the center with ALL the information requested on the center's 
registration form as specified in 9503.0125. 

4.​ The parent is responsible for dressing his/her child appropriately for weather conditions 
and outdoor play. 

5.​ Because our preschool isn't adequately equipped or staffed to handle children with 
physical or developmental challenges, we are not able to accept admissions with these 
considerations. 

6.​ The parent is to be aware that the hours for preschool are from 8:00 to 11:30 AM for the 
four-year-old morning session and 12:00 to 3:00 PM for the afternoon session.  The 
three-day sessions for four-and five-year-olds meet on Monday, Wednesday, and Friday 
mornings or Tuesday, Wednesday and Thursday afternoons.  The two-day session for 
three-year-olds is on Tuesday and Thursday morning and meets from 8:00 to 11:00 AM.  
Each session is licensed for ten children. 

7.​ Annual tuition: 
a.​ 3-year-old morning Preschool:  $1140 for two days/week 
b.​ 4-year-old morning Preschool:  $1945 for three days/week 
c.​ 4-year-old afternoon Preschool:  $1740 for three days/week  

Tuition may be paid annually, semi-annually, or monthly.  Tuition payments are managed 
through FACTS, our online tuition management program.  There must be at least a 
two-week notice if a child is leaving school. 

8.​ Non-payment of tuition which is more than one month overdue shall require the parent to 
be notified.  After said notification, and after the second month, the child shall be dropped 
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from the program.  Any past due amount will be considered a debt owed to the program 
and payment will be expected.  Payment of monthly tuition is for running expenses 
whether or not the child attends. 

9.​ Transportation shall be provided by the parent.  Car pools may be arranged by individual 
parents.  A list of the children enrolled will be prepared and distributed at the beginning of 
each session.  Children must be brought to the classroom and not just dropped off at the 
door.  The teacher will bring the students and meet parents at the door after the session 
is over. 

10.​Insurance coverage is provided for general liability to meet the licensing standards of the 
state.  If more insurance is desired, the parent must provide his or her own.  In the 
appendix to the policies is the insurance coverage as provided by the center. 

11.​The parent is responsible for being aware of events and activities of the preschool as 
defined in the weekly newsletter or special notes prepared by the teacher. 

12.​The parent must provide the center with emergency contact information. 
13.​The parent must provide the center with names and telephone numbers of people 

authorized to take the child from the center, and of the child's doctor and dentist.  
14.​The parent must acquaint himself/herself with the center's emergency, injury, and 

behavioral policies. 
15.​The parent will be called if the teacher feels the child is too ill to remain in the preschool 

(such as a fever, chronic cough, etc.). The parent is responsible to pick up the sick child 
except in a case where an accident or injury necessitated the calling of an ambulance.  In 
that instance, the child will be taken to the River’s Edge Hospital in St. Peter. The parent 
will be notified and held responsible for further decisions. 

16.​The parent must sign an emergency transportation release form. 
17.​The parent must notify the center within 24 hours if a child has an infectious or 

communicable disease as specified in 4605.7040 (e.g. chicken pox, head lice, pink eye, 
impetigo). 

18.​The parent may not send any medication to the preschool for his child unless the 
medicine is accompanied by a written physician's order and a signed permission note 
from the parent.  The medicine must also be brought in the pharmacy bottle that it was 
purchased in. 

19.​The parent must provide written permission for field trips. 
20.​The parent cannot bring a pet to preschool without prior consent of the teacher and filling 

out the proper forms. 
21.​The parent may visit the center at any time; but, if at all possible, the teacher should be 

called before coming. 
The parent should keep available the following numbers: 

●​ Little Lambs Preschool​ 507-931-1866  (Church/School Office) 
●​ Director Melissa Voigt​ 507-779-4935 (Cell) 
●​ Human Services​ ​ 651-296-3971 
●​ Poison Center​ ​ 800-222-1222 
●​ Emergencies​​ ​ 911 

22.​The parent is responsible for listening to the radio or TV for announcements concerning 
possible school closings.  (If St. Peter Public Schools are closed, our preschool is also 
closed.)  The parent is also responsible for picking up his or her child if school closes 
early.  If there is a late start, the four-year-old session will also have a late start, but the 
three-year-old session will be canceled. 

23.​The parent must inform the center of his child's special needs:  dietary, medical, or other. 
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24.​The parent will be informed of the nature of any research, experimental procedures, or 
public relations activity and will be asked for written permission for his or her child to 
participate before such can take place.​  

25.​The parents must provide written permission to use pictures of their child, to take 
impromptu walks, and to use technology. 

26.​Enrollment for our Little Lambs sessions will remain open until October 15 of the current 
school year. Enrollments for the current school year after October 15th will be reviewed 
and a decision made on a case-by-case basis by the Director after a meeting with the 
prospective student’s parents and teachers has occurred. 

27.​Registration for class sign-up for the next school year begins on January 1.  Priority is 
given to current 3-year-old enrollees, members of the congregation, and LES parents 
until February 1.  A current 4-year-old can only re-enroll after the priority groups have 
registered by February 1.  A registration fee of one month’s tuition must accompany the 
registration.  This tuition down-payment is nonrefundable.   

28.​Because we are not licensed to handle diapering, children enrolled in our program must 
be toilet trained. 

29.​Attached is information regarding the reporting of child abuse and neglect for programs 
providing services to children.  It outlines who should report child abuse and neglect, 
where to report, and what to report. 

 
GRIEVANCE POLICY 

1.​ The parent should contact the teacher first and discuss the matter.​ ​  
2.​ If the matter is not satisfactorily resolved, the director/principal is contacted for a meeting 

within two weeks with the parents and the teacher. 
3.​ If the matter is not resolved, the matter is taken to the Christian Education Committee 

within two weeks of the meeting with the parents, teacher, and director. 
4.​ All grievances should be resolved within sixty days. 

 
CONFERENCE POLICIES 

1.​ A pre-enrollment conference will be held between the parent, child, and teacher.  The 
teacher will acquaint the parent and child with the preschool environment and explain the 
program and policies to the parent. 

2.​ Individual parent conferences will be planned and offered twice a year in November and 
March. 

3.​ At such conferences, the teacher and parent will discuss the intellectual, physical, social, 
emotional, and spiritual development of the child. 

4.​ Documentation of the conferences will be recorded in the child's record. 
 
EMERGENCY AND ACCIDENT POLICIES 

1.​ The parent will be notified via the telephone numbers listed on the application if a child 
becomes ill or an accident occurs. 

2.​ A sick or injured child will be separated from other children and attended by a teacher or 
assistant with first aid procedures until the parent arrives. 

3.​ The parent is requested not to send a sick child to the preschool and will be called if a 
child becomes ill or an accident occurs. 

4.​ The parent will be notified via a note from the teacher if an infectious or communicable 
disease should be present in the preschool within a 24 hr. time frame of being notified or 
discovered. 
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5.​ In case of an extreme emergency the ambulance will be called by dialing 911.  If the child 
needs to be taken to the hospital, the child will be seen by the doctor on call and any 
other arrangements will be made by the parent after he/she arrives at the hospital. 

6.​ In case of fire, the Grace St. exit or the side exit to the alley shall be used to evacuate the 
building.  Children shall be led out of the building by the teacher or aide and taken to the 
Community Center.  The fire department shall be contacted by calling 911.  The fire doors 
shall be closed off.  The fire department shall be responsible for further rescue of children 
and closing off of the area, should the situation warrant. 

7.​ In the event that the Civil Defense siren should sound to warn of a tornado (or other 
notification of a tornado), the children will be taken to the southwest corner of the 
educational unit.  Everyone will remain there until the all-clear signal is sounded. 

8.​ A tornado drill will be held in the months of September and April and be recorded in the 
appropriate log. 

9.​ In the event of a blizzard, the parents or alternate person will be telephoned to come for 
the child.  

10.​In the event that a substitute is needed, the staff member will contact the director who will 
in turn contact a substitute. 

11.​In the event of heating failure, the preschool will remain in session unless the teacher 
determines that the classroom's temperature has dropped below comfort standards.  
Flashlights will be used in a power failure.  In the case of a prolonged power failure, the 
teacher will use discretion as to whether the parents should be notified to pick up the 
children.  Teacher discretion will also be used in the event of prolonged water and sewer 
failure. 

12.​The preschool will not be in session if the public schools have announced over the radio 
that they are closing due to weather conditions. 

13.​In the event a child should become missing from school, the St. Peter Police Department 
will be notified and the parent will be called. 

14.​In the case of an emergency which necessitates the evacuation of the building, the 
children will be taken to the Community Center to await the arrival of the parents. 

15.​Fire drills are conducted five times per year and recorded in a log.  The alarm shall be 
sounded, whereupon the children shall be led from the building until an all-clear is given. 

16.​In case of fire, a circuit breaker tripping, or electrical malfunctions, the staff will cut off the 
electricity at the circuit breaker box.  The circuit breaker box is located on the west wall of 
the furnace room, which is located in the basement of the educational wing. 

17.​Within 24 hours after the occurrence of an unusual accident, death, or serious injury to a 
child during the preschool session, a report shall be submitted to the Department of 
Human Services.  A serious injury shall be defined as one that requires hospitalization of 
a child.  A report shall be submitted following the occurrence of a fire that requires the 
services of the local fire department.  These reports shall be filed by the director. 

18.​If a fire extinguisher is needed, one is located in the northwest corner of the preschool.  
Pull out the ring pin and stand eight feet from the fire.  Hold the fire extinguisher upright 
and squeeze the lever, discharging the contents at the base of the flame using a side to 
side motion. 

19.​The director will inform the staff of all procedures to follow for fire evacuation and other 
emergencies. 

20.​If an undesignated person or no one comes to pick up the child, the designated person 
from the emergency list or the parent will be called.  If an incapacitated person or a 
person suspected of child abuse attempts to pick up a child, the police will be notified. 
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21.​A log will be kept for all accidents, injuries, or incidents involving children, staff, and 
visitors. 

22.​An annual inspection will be made of the accident/injury/incident log and policies will be 
analyzed on the basis of the inspection by the designated health consultant.  A copy of 
the consultant's findings will be placed in the center's records. 

23.​First aid will be administered by a certified American Heart Association first aid person 
following the procedures outlined in the American Heart Association First Aid Manual. 

24.​The staff will handle any blood or body fluids by wearing protective gloves and properly 
disposing of the materials.  Hands will be washed and the area disinfected. 

 
SAFETY RULES 

1.​ Hazardous substances will be stored out of the reach of children. 
2.​ Non-toxic paint will be used and stored out of the reach of children. 
3.​ Food shall be stored in the kitchen in the proper containers.  Sanitary measures will be 

taken when preparing the daily snacks. 
4.​ Snack foods having pits, cores, or seeds shall have the pits, cores, or seeds removed by 

the teacher before serving them to the children. 
5.​ The staff is required to be aware of children with food allergies and to take proper 

precaution when food is served. 
6.​ Children will be supervised when using equipment which may cause a child to aspirate. 
7.​ Water play shall be supervised by a staff member. 
8.​ The staff is required to be aware of children with insect allergies and to take proper 

precaution when out of doors. 
9.​ Electrical outlets are to be covered when not in use. 
10.​Matches and flammable substances will be stored out of the reach of the children and in 

proper containers. 
11.​The fire extinguishers will be checked annually and kept readily available.  
12.​The staff will supervise free play using scissors or woodworking equipment. 
13.​Unstable equipment shall be repaired or eliminated and only equipment suitable to the 

age group shall be used. 
14.​Children will be out of doors only under the supervision of the staff. 
15.​The staff will inform the Director of inadequacies in housekeeping and equipment repair 

and the Director will act upon these recommendations. 
16.​The Director will inform the Christian Education Committee of inadequacies in the 

facilities and the Christian Education Committee will act upon these recommendations. 
17.​Corridors, exits, and stairs will be kept clear. 
18.​Children will only cross the street at the appropriate crosswalks and will be directly 

supervised. 
19.​Each day, the teacher will inspect the learning environment for any potential hazards prior 

to the arrival of any children. 
 
HEALTH POLICIES 

1.​ All children need to have a physician-signed pre-entrance physical examination and 
immunizations.  Records must be turned in before the child starts school as stated in 
statute 9503.0140. 

2.​ The parent will be notified via telephone numbers listed on the application if the child 
becomes ill or an accident occurs. 

3.​ A sick or injured child will be separated from other children and attended by a teacher or 
assistant with first aid procedures until the parent arrives.  In an extreme emergency, 911 
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will be called and a decision will be made by the paramedics as to the next procedure to 
be carried out. 

4.​ The parent is requested not to send a child to the preschool if he/she is sick.  Parents will 
be called to pick up a sick child if the teacher feels this is necessary. 

5.​ Parents shall be notified by note from the teacher if an infectious or communicable 
disease should be present in the preschool. (e.g. lice, chicken pox, impetigo) 

6.​ There shall be a qualified first aid person on the staff at all times. 
7.​ Because of the short time school is in session, no nap time will be provided. 
8.​ Children will be required to wash their hands using liquid soap and paper towels after 

using the bathroom and also before eating their snack. 
9.​ Classroom/group snacks will be provided by parents.  The snack must be prepackaged 

or purchased, not homemade.  Fresh fruit must be washed and prepared by the teacher 
before serving. The center will have some snacks on hand in case the parent forgets to 
bring one. If the snack has been forgotten, the parents are asked to replace what has 
been used from the center’s supply. 

10.​Children must be dressed appropriately for weather conditions. 
11.​The preschool will provide facial tissues, toilet paper, liquid soap, and paper towels to 

help maintain personal sanitation. 
12.​Wastebaskets will be used to dispose of all personal health products. 
13.​The person serving the snack will wash his/her hands prior to preparation. 
14.​Tables will be cleaned before and after the serving of a snack. 
15.​Sinks, bathrooms, drinking fountains, and floors will be cleaned daily using the proper 

cleaning solution. 
16.​The parent must notify the teacher within 24 hours of any contagious disease as 

specified in statute no. 4605.7040 and the director will notify the proper health authority. 
17.​The teacher should be notified of a child's absence and the reason for it. 
18.​A first aid kit will be provided.  The kit must contain sterile bandages, sterile compresses, 

scissors, an ice bag or cold pack, an oral or surface thermometer, adhesive tape, and a 
first aid manual.  The kit and manual must be accessible to the staff in the center and 
taken on field trips.   

19.​Protective gloves, bags, soap, and towels will be provided to handle blood and other 
potentially infectious materials. 

 
STAFF DRUG/ALCOHOL POLICY 
No individual, employee, subcontractor, or volunteer that is directly responsible for the children 
served by Little Lambs Preschool may abuse prescription medication or be under the influence 
of a controlled substance or alcohol in any manner that impairs or could impair that person’s 
ability to provide care or services for the children. 
 
POLICY FOR PETS 
Pets may be brought to the center only after the proper paperwork has been completed.  This 
can be obtained from the teacher. 
 
POLICY FOR VISITATION 
A parent or legal guardian of a child is allowed access to his or her child any time the child is in 
attendance at Little Lambs. 
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POLICY FOR FIELD TRIPS (WALKING ONLY) 
1.​ A written consent form will be obtained from the parent before a child is taken on a field 

trip. 
2.​ The parent will be informed of the purpose and destination of the field trip. 
3.​ A qualified first aid person must accompany the group. 
4.​ A first aid kit and emergency numbers will be taken along. 

 
BEHAVIORAL GUIDANCE POLICIES 

1.​ The children will be provided with a positive model of acceptable behavior. 
2.​ The behavioral procedures will be at the developmental level of the children in the center. 
3.​ Children will be redirected away from problems toward constructive activity in order to 

reduce conflict. 
4.​ The children will be taught how to use acceptable alternatives to problem behavior in 

order to reduce conflict. 
5.​ The children's and staff persons' safety will be protected. 
6.​ The children will be provided with immediate and directly-related consequences for their 

unacceptable behavior. 
7.​ Persistent unacceptable behavior will be observed and a record kept of the child's 

persistent unacceptable behavior and the staff response to it. 
8.​ A consultation will be held with the parent and other staff members and professionals 

when a child displays persistent unacceptable behavior to develop a plan to address the 
persistent unacceptable behavior. 

9.​ A child will not be subjected to corporal punishment such as, but not limited to, rough 
handling, shoving, hair pulling, ear pulling, shaking, slapping, kicking, biting, pinching, 
hitting, and spanking. 

10.​A child will not be subjected to emotional abuse, such as, but not limited to, name calling, 
ostracism, shaming, making derogatory remarks about the child or the child's family, and 
using language that threatens, humiliates, or frightens the child. 

11.​A child will not be punished for lapses in toilet habits. 
12.​Food, light, warmth, clothing, or medical care will not be withheld as a punishment for 

unacceptable behavior. 
13.​Physical restraint will not be used with a child unless it becomes necessary to hold the 

child to protect that child or others from harm. 
14.​The use of mechanical restraints, such as tying, will not be used.​  
15.​No child will be separated from the group unless other less-intrusive methods of guiding 

the child's behavior have been ineffective and the child's behavior threatens the 
well-being of the child or other children in the center.  If a child must be separated from 
the group, he/she will remain within the non-enclosed part of the classroom where the 
child can be continuously seen and heard by the staff person.  When the child stops or 
brings under control the behavior that precipitated the separation, the child will be 
returned to the group. 

16.​All separations from the group will be noted on a daily log.  The log will contain the child's 
name, the staff person's name, time, date, and indication of what less-intrusive methods 
were used to guide the child's behavior and how the child's behavior continued to 
threaten the well being of the child or other children in the group.  If a child is separated 
from the group three times or more in one day, the child's parent will be notified and 
notation of the parent notification shall be indicated on the daily log.  If the child is 
separated five times or more in one week or eight times or more in two weeks, the child 
will be observed and a record will be made of the behavior of the child and the staff 
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person's response to that behavior.  Then a consultation will be held with the child's 
parent and staff member to develop a plan to address the persistent unacceptable 
behavior. 

17.​Behavior will also be guided using the religious teachings of the Wisconsin Evangelical 
Lutheran Synod.  These teachings do not conflict with any of the above policies. 

 
SUSPENSION AND EXPULSION POLICY 

Little Lambs, guided by the love and teachings of Jesus Christ, strives to create a nurturing, 
safe, and developmentally-appropriate environment for all children. We believe in fostering a 
community built on respect, kindness, and understanding. While our goal is to support each 
child's growth within our program, there may be rare circumstances where suspension or 
expulsion becomes a necessary measure to ensure the well-being and safety of all students and 
staff. This policy outlines the procedures and grounds for such actions. 

Guiding Principles: 

●​ Best Interests of the Child: All decisions regarding suspension or expulsion will 
prioritize the safety and well-being of the child and the preschool community. 

●​ Fundamental Fairness: Families will be treated with fairness and respect, and 
provided with opportunities to discuss concerns and understand the reasons for any 
disciplinary action. 

●​ Developmental Appropriateness: Disciplinary measures will be age-appropriate and 
consider the child's developmental stage. 

●​ Collaboration: We believe in working collaboratively with families to address 
behavioral challenges and find positive solutions. Suspension or expulsion will be 
considered only after other interventions have been attempted and proven ineffective. 

Grounds for Suspension: Suspension is a temporary exclusion from the preschool program. It 
may be considered for, but not limited to, the following behaviors: 

●​ Physical Aggression: Hitting, kicking, biting, scratching, or other actions that cause or 
have the potential to cause physical harm to others. 

●​ Endangering Behavior: Actions that significantly compromise the safety of oneself or 
others (e.g., running into the street, misuse of equipment). 

●​ Persistent Disruptive Behavior: Ongoing behaviors that significantly disrupt the 
learning environment and the well-being of other children, despite documented 
interventions and communication with parents. 

●​ Damage to Property: Intentional destruction or significant damage to preschool 
property. 

●​ Disrespectful or Harmful Language: Repeated use of offensive, hurtful, or 
inappropriate language. 

Grounds for Expulsion: Expulsion is the permanent termination of a child's enrollment in the 
preschool program. It will be considered only in more serious or persistent situations, including 
but not limited to: 
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●​ Serious Physical Harm: Actions that result in significant physical injury to another 
child or staff member. 

●​ Repeated Endangering Behavior: Persistent actions that demonstrate a clear and 
ongoing threat to the safety of the child or others. 

●​ Ongoing Disruptive Behavior: Chronic and severe disruptive behaviors that persist 
despite multiple interventions, parent conferences, and documented efforts to support 
the child. 

●​ Failure to Cooperate: Lack of parental cooperation in addressing significant 
behavioral concerns, hindering the preschool's ability to provide a safe and positive 
environment. 

●​ Behavior Requiring Specialized Support: Situations where the child's needs 
consistently exceed the resources and expertise of the preschool staff, and the family 
is unwilling or unable to seek appropriate external support. 

●​ Violation of Enrollment Agreement: Significant and unaddressed breaches of the 
preschool's enrollment agreement. 

Procedures for Suspension and Expulsion: 

1.​ Observation and Documentation: Staff will carefully observe and document the 
concerning behavior, including dates, times, specific actions, and any interventions 
attempted. 

2.​ Communication with Parents: The preschool staff will promptly communicate with the 
parents/guardians to discuss the observed behavior and collaboratively develop 
strategies for addressing it. This may involve phone calls, emails, or in-person 
meetings. 

3.​ Intervention and Support: The preschool will implement appropriate interventions and 
provide support to the child, which may include redirection, positive reinforcement, 
social-emotional learning activities, and collaboration with parents on strategies to use 
at home. 

4.​ Formal Warning (for potential expulsion): If concerning behaviors persist despite 
interventions, a formal written warning may be issued to the parents/guardians. This 
warning will clearly outline the specific behaviors of concern, the interventions 
attempted, the potential consequences (including expulsion), and a timeline for 
improvement. 

5.​ Administrative Review: In cases where suspension or expulsion is being considered, 
the Director will review all documentation, meet with the staff involved, and 
communicate with the parents/guardians to gather all relevant information. 

6.​ Decision: The final decision regarding suspension or expulsion will be made by the 
Director in consultation with relevant staff. This decision will be based on the severity 
and frequency of the behavior, the effectiveness of previous interventions, and the 
overall impact on the preschool community. 

7.​ Notification: Parents/guardians will be notified in writing of the decision regarding 
suspension or expulsion. The notification will clearly state the reasons for the action, 
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the duration of a suspension (if applicable), and any conditions for the child's return (if 
applicable). In the case of expulsion, the effective date of termination will be provided. 

8.​ Meeting with Parents: Following a decision of suspension or expulsion, a meeting will 
be scheduled with the parents/guardians to discuss the decision, answer questions, 
and outline any necessary steps. 

Readmission After Suspension: The conditions for a child's return after a suspension will be 
determined on a case-by-case basis in collaboration with the parents/guardians. This may 
include a meeting to discuss strategies for future behavior, a behavior plan, or recommendations 
for external support. 

Tuition and Fees: Tuition and fees are non-refundable in the event of suspension or expulsion. 

Review and Amendment: This policy will be reviewed periodically and may be amended as 
deemed necessary by the Director. Parents will be notified of any significant changes. 

Acknowledgement: By enrolling your child at Little Lambs, you acknowledge that you have 
read, understood, and agree to abide by this Suspension and Expulsion Policy. 

 
OUTDOOR ACTIVITY AREA 
The center uses the public playground across the street from the center as its outdoor play area.  
The name of the park is Gorman Park.  It is equipped with an assortment of playground 
equipment and a large area for the playing of group games and activities.  There are bathrooms 
and drinking fountains located in the park. 
 
JOB DESCRIPTIONS 
All staff will operate under the following job descriptions: 

1.​ Director 
a.​ Administers the preschool program. 
b.​ Ensures that the best possible physical environment, equipment, and supplies are 

provided for the program. 
c.​ Supervises the teaching staff. 
d.​ Represents the school at community meetings and activities when necessary. 
e.​ Orients the staff to the center and its program. 
f.​ Submits to a background check.  (All staff must have a background check before 

working in the preschool.) 
2.​ Teachers 

a.​ Participates in a 3 to 3 ½ hour teaching session not including preparation times. 
b.​ Responsible for clean-up and set-up for the next session or day. 
c.​ Meets with the director to review enrollment and inventory and order supplies at 

the end of the previous year. 
d.​ Prepares the classroom for the first day. 
e.​ Keeps student files up to date. 
f.​ Offers and sets up a parent-teacher-child conference at the beginning of the year. 
g.​ Offers and sets up at least two conferences a year with the parents. 
h.​ Prepares teaching units and daily lesson plans, evaluations, curriculum changes, 

and adjustments. 
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i.​ Prepares newsletters and calendars for information for the parents. 
j.​ Attends workshops and conferences in accordance with state requirements for 

licensing. 
k.​ Maintains communication and professional working relationships with other Early 

Childhood programs in our community. 
l.​ Undergoes training in first aid and CPR. 
m.​Submits to a background check.  (All staff must have a background check before 

working in the preschool.) 
3.​ Classroom Assistants 

a.​ Assists with the execution of the program as planned by the teacher. 
b.​ Assists with the observations of the children, handling of illness and emergencies, 

accident prevention, and emergency procedures. 
c.​ Assumes responsibility for the above if the teacher is absent. 
d.​ Attends meetings and conferences relating to preschool if so desired. 
e.​ Submits to a background check.  (All staff must have a background check before 

working in the preschool.) 
 
 
CHILDCARE PROGRAM 

1.​ The children will always be under direct supervision of the teacher and may be assisted 
by a classroom aide. 

2.​ This program serves children from three years of age up to admittance to the public or 
private school kindergarten.  The program is licensed for 10 children in each session.  
The Christian Education Committee; however, can limit the number of children in each 
day's group. 

3.​ The program has two three-day groups which meet on Monday, Wednesday, and Friday 
mornings or Tuesday, Wednesday and Thursday afternoons.  These groups are for four- 
and five-year olds.  A two-day group for three-year-olds meets on Tuesday and Thursday 
mornings.   This two-day group meets from 8:00 to 11:00 AM.  The three-day groups 
meet from 8:00 – 11:30 AM or from 12:00 to 3:00 PM.   

4.​ The teacher will develop a teaching unit for each area of study.  The teaching unit will 
include the educational goals of the study, daily lesson plans that include concepts to be 
learned, skills, art and music activities that correlate with the study, and a bibliography of 
stories that are appropriate to the study.  There will be an evaluation at the end of each 
study unit. Religion will coordinate with the study units, presenting basic tenets of the 
Christian faith.  Throughout the school year, the children will learn about their relationship 
with God and how they are included in His plan of salvation. 

5.​ The program plan will be developed and evaluated in writing annually by the teacher(s) 
on staff. 

 
GOALS AND OBJECTIVES OF THE PRESCHOOL 

1.​ Physical Growth and Development 
a.​ The children will have on record a physician's report of current health status, 

including any special problems to monitor. 
b.​ Children will be provided with equipment that will promote the use of both large 

and small muscle development, and be supervised during its use. 
c.​ Children will be taught physical education skills such as simple ball handling, 

walking a balance beam, use of a tumbling mat for activities, and movement skills 
such as skipping. 
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d.​ Children will be taught basic health and sanitation procedures appropriate to their 
age (3-5) and safety procedures appropriate to indoor and outdoor play.  

e.​ Good nutrition will be emphasized with regard to snack time in the preschool. 
f.​ A balanced lifestyle including nutrition, sleeping habits, and exercise will be taught 

to the children, and they will be encouraged to make these a part of their daily life. 
2.​ Intellectual Growth and Development 

a.​ The curriculum of the programs has been developed to present concepts 
appropriate to the preschooler's ability to learn and understand.  This curriculum 
will be flexible enough to include or delete units of study at the discretion of the 
teacher to take advantage of learning opportunities. 

b.​ Study units will allow the preschool child to question, seek, and inquire through 
exposure to new ideas and experiences, and to develop independent thinking. 

c.​ Ecological studies will be provided to develop an awareness in the preschooler of 
his environment and the necessity of the preservation of his world. 

d.​ The program will provide experiences that reinforce and build the preschooler's 
creative use of language, art, and music through the use of story books, flannel 
board, storytelling, a variety of art materials, musical instruments, singing, and 
computer programs. 

e.​ The children will be acquainted with basic letter and number concepts, geometric 
shapes, colors and spatial relationships as provided for in the individual study 
units. 

f.​ The preschoolers' use of readiness skills such as cutting, gluing, use of crayons, 
paints and other art materials will be developed throughout the year. 

3.​ Social Growth and Development​  
a.​ The preschool will provide an environment of social learning experiences that 

teach the children the rights of their peers, sharing and taking turns, likenesses 
and differences of their peers, and social skills that allow them to make friends. 

b.​ The preschool will provide an environment that teaches preschoolers the rights 
and responsibilities of being a friend and a classmate. 

c.​ The preschool will provide enrichment experiences that give the children a sense 
of self-esteem and self-confidence, and encourage independence. 

4.​ Emotional Development 
a.​ The teacher will recognize that no two children are alike in any of their growth 

patterns, and will not expect the same development, behavior, and achievement 
from all the children in the group.  The teacher will come to know each child 
individually, recognizing any special needs or areas of development that should 
have individual attention. 

b.​ The teacher will help and direct the child through problems or needs that may 
occur in a positive manner to help the child succeed. 

c.​ The teacher will develop within the children their self-worth as an individual and as 
part of their peer group. 

5.​ Spiritual Growth and Development 
a.​ From the Bible the children will become acquainted with Jesus as their personal 

Savior and Good Shepherd. 
b.​ The children will be taught the circumstances of creation, to instill in them an 

appreciation of the beauty and wonders of the universe. 
c.​ The children will study the life of Jesus: from His birth in Bethlehem, through 

boyhood, through His ministry, and through His passion and resurrection. 
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d.​ The children will be led to develop personal habits of Christian life, including 
prayer, worship, and devotion. 

 
ACTIVITIES AND TEACHING METHODS OF THE PRESCHOOL 

1.​ Physical Activities 
a.​ Exercise will be part of the large motor skills development. 
b.​ Activity-directed recordings will be used periodically with the children (e.g. SPARK 

Curriculum) 
c.​ Bean bag activities will be used periodically. 
d.​ Equipment such as climbing apparatus, balance beam, tumbling mat, and balls will 

be used in teacher-directed activities to develop large muscle skills.  
e.​ Nutrition study units will be taught and health habits implemented. 
f.​ Learning centers equipped with manipulative toys and activities to develop small 

muscle skills will be available.   
2.​ Intellectual Growth and Development Activities 

a.​ Prescribed teaching units of study will be used. 
b.​ Teaching materials such as audiovisual aids, resource books, maps and globes, 

posters, and teaching video media will be incorporated into the daily study unit. 
c.​ A library section will be provided for preschoolers, consisting of chairs, a book 

display shelf, and a rotating supply of student level books.  Both teacher-led 
activities and self-discovery student materials will be available. 

d.​ The center will offer a book club to put these materials into children's hands and 
homes. 

e.​ Learning games, educational toys, and self-directed activities for preschoolers will 
be available for children at learning centers in the classroom. 

f.​ A computer is available for the students to explore basic computer skills. 
3.​ Social Growth Activities 

a.​ The daily schedule will provide for free play activities each day, when preschoolers 
may choose a learning center or activity in which to participate.  This may be 
individual, small group, or large group.  Free play activities will be overseen by the 
teacher. 

b.​ Seating arrangements at work tables and group learning activities will provide for 
children's interaction and cooperation. 

c.​ Art projects, musical and physical education activities used in correlation with the 
study unit will require preschoolers to work together in large or small groups, 
and/or independently. 

d.​ Snack time will provide preschoolers with daily opportunities for quiet 
conversation, use of table manners, host and hostess serving skills, and courtesy 
and manners. 

e.​ The teacher and aide will express appreciation for student efforts and encourage 
appropriate behavior toward peers and adults. 

4.​ Emotional Growth Activities 
a.​ Classroom games and self-directed activities for preschoolers will be supervised 

by the teacher and aide to enable children to enjoy a measure of success and 
self-confidence. 

b.​ Individual attention and encouragement will be given to each preschooler to try 
new activities, to take responsibility for caring for equipment, to learn to master 
skills requiring independence in class work. 
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c.​ Rapport will be established with each child so the preschooler will be confident 
that the environment is safe and caring. 

5.​ Spiritual Growth Activities 
a.​ Circle time activities will include prayer and devotion, story, songs and/or 

discussion on a spiritual topic. 
b.​ Storybooks, pictures, posters, flannel boards and other AV equipment will be 

correlated into the teaching plan. 
c.​ Examples of Christian behavior will be provided by the staff, as will recognition and 

encouragement of children's expressions of faith and behavior. 
d.​ Storytelling and discussion will be used to introduce and teach Christian concepts. 
e.​ Singing times will include religious songs, and will incorporate records, CDs, 

tapes, and piano music. 
f.​ Art projects and materials may include activities correlated with religious themes 

(for example, Christmas and Easter). 
g.​ The intellectual, physical, social, emotional, and spiritual progress of each child will 

be documented in the child's record and conveyed to the parent during specified 
conferences, or upon the request of the parent, or at the discretion of the teacher 
and/or director. 

h.​ Attached is a suggested daily schedule for the two-day group and the three-day 
groups which will be provided to parents and posted in the classroom. 

i.​ The activities as outlined above and included in the study units and lesson plans 
will be both quiet and active, teacher-directed and child-initiated. 

j.​ The activities as outlined above and included in the study units and lesson plans 
will require the use of varied equipment and materials. 

k.​ The childcare program plan will be available to parents for review on request. 
 
 
Revised:  July 24, 2023 
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MALTREATMENT OF MINORS MANDATED REPORTING  POLICY FOR DHS LICENSED 
PROGRAMS  
 
Who Should Report Child Abuse and Neglect  

●​ Any person may voluntarily report abuse or neglect.   
●​ If you work with children in a licensed facility, you are legally required or mandated to 

report and cannot shift the responsibility of reporting to your supervisor or to anyone else 
at your licensed  facility. If you know or have reason to believe a child is being or has 
been neglected or physically  or sexually abused within the preceding three years you 
must immediately (within 24 hours) make  a report to an outside agency.  

 
Where to Report  

●​ If you know or suspect that a child is in immediate danger, call 911.  
●​ Reports concerning suspected abuse or neglect of children occurring in a licensed child 

foster  care or family child care facility should be made to county child protection services  
●​ Reports concerning suspected abuse or neglect of children occurring in all other facilities 

licensed  by the Minnesota Department of Human Services should be made to the 
Department of Human  Services, Licensing Division’s Maltreatment Intake line at (651) 
431-6600.  

●​ Reports regarding incidents of suspected abuse or neglect of children occurring within a 
family or  in the community should be made to the local county social services agency at 
507-386-4517 or local law enforcement at 507-931-1550.   

●​ If your report does not involve possible abuse or neglect, but does involve possible 
violations of  Minnesota Statutes or Rules that govern the facility, you should call the 
Department of Human  Services Licensing Division at (651) 431-6500.  

●​ What to Report  
●​ Definitions of maltreatment are contained in the Reporting of Maltreatment of Minors Act  

(Minnesota Statutes, section 626.556) and is attached to this policy.  
●​ A report to any of the above agencies should contain enough information to identify the 

child  involved, any persons responsible for the abuse or neglect (if known), and the 
nature and extent of  the maltreatment and/or possible licensing violations. For reports 
concerning suspected abuse or  neglect occurring within a licensed facility, the report 
should include any actions taken by the  facility in response to the incident.   

●​ An oral report of suspected abuse or neglect made to one of the above agencies by a 
mandated  reporter must be followed by a written report to the same agency within 72 
hours, exclusive of  weekends and holidays.   

 
Failure to Report  

●​ A mandated reporter who knows or has reason to believe a child is or has been 
neglected or  physically or sexually abused and fails to report is guilty of a misdemeanor. 
In addition, a mandated  reporter who fails to report maltreatment that is found to be 
serious or recurring maltreatment may be  disqualified from employment in positions 
allowing direct contact with persons receiving services from programs licensed by the 
Department of Human Services and by the Minnesota Department of  Health, and 
unlicensed Personal Care Provider Organizations.  

 
Retaliation Prohibited  

●​ An employer of any mandated reporter shall not retaliate against the mandated reporter 
for reports  made in good faith or against a child with respect to whom the report is made. 
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The Reporting of  Maltreatment of Minors Act contains specific provisions regarding civil 
actions that can be initiated by  mandated reporters who believe that retaliation has 
occurred.  

 
Internal Review  

●​ When the facility has reason to know that an internal or external report of alleged or 
suspected  maltreatment has been made, the facility must complete an internal review 
within 30 calendar days  and take corrective action, if necessary, to protect the health and 
safety of children in care. The  internal review must include an evaluation of whether:  

1.​ related policies and procedures were followed;   
2.​ the policies and procedures were adequate;   
3.​ there is a need for additional staff training;   
4.​ the reported event is similar to past events with the children or the services 

involved; and   
5.​ there is a need for corrective action by the license holder to protect the health and  

safety of children in care.  
   
Primary and Secondary Person or Position to Ensure Internal Reviews are Completed  

●​ The internal review will be completed by Matthew Horak, Education Chair.  If this 
individual is involved in the alleged or suspected maltreatment, Katherine Voss, interim 
principal, will be responsible for completing the internal review.  

 
Documentation of the Internal Review  
The facility must document completion of the internal review and make internal reviews 
accessible to  the commissioner immediately upon the commissioner's request.   
 
Corrective Action Plan  
Based on the results of the internal review, the license holder must develop, document, and  
implement a corrective action plan designed to correct current lapses and prevent future lapses 
in  performance by individuals or the license holder, if any.  
 
Staff Training  
The license holder must provide training to all staff related to the mandated reporting 
responsibilities  as specified in the Reporting of Maltreatment of Minors Act (Minnesota Statutes, 
section 626.556).  The license holder must document the provision of this training in individual 
personnel records,  monitor implementation by staff, and ensure that the policy is readily 
accessible to staff, as specified  under Minnesota Statutes, section 245A.04, subdivision 14. 
 MN Department of Human Services Division of Licensing  
December 2016  
 
*The mandated reporting policy must be provided to parents of all children at the time  of 
enrollment in the child care program and must be made available upon request.  
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Little Lambs Preschool Schedule 

  3’s T, TH   
       8:00-8:30  ​ Arrival and Free Choice Time 

8:30-8:45 ​ Clean-up/ Bathroom/Table Activities/Work Time 
8:45-9:15​            Circle-time and Jesus time/Thrive Time 
9:15-9:45​            Art/Science/Social Studies 
9:45-10:00           Puzzles/Books/Manipulatives 
10:00-10:20         Bathroom/Snack 
10:20-10:30         Music/SPARK 
10:30-10:55 ​ Prayer/Outside 
11:00 ​ ​ Dismissal 

A.M. 4’s M, W, F 

8:00-8:30​            Arrival and Free Choice Time 
8:30--9:00            Clean-up/Bathroom/Table Activities/ Work Time 
9:00-9:30             Circle-time /Jesus time/ Thrive Time 
9:30-10:00           Art/Science/ Social Studies 
10:00-10:20 ​ Bathroom/Snack 
10:20-10:30 ​ SPARK 
10:30-10:45 ​ Music 
10:45-11:00 ​ Puzzles/Books/Manipulatives 
11:00-11:25 ​ Prayer/Outside 
11:30 ​ ​ Dismissal 

 

P.M. 4’s T, W, TH 

12:00-12:30 ​ Arrival and Free Choice Time 
12:30-1:00 ​ Clean-up, /Bathroom/Table Activities/ Work Time 
1:00-1:30  ​ Circle-time and Jesus time/ Thrive Time 
1:30-1:45             Art/Science /Social Studies   
1::45-2:00 ​ Bathroom/Snack 
2:00-2:10 ​ Puzzles/Books/Manipulatives 
2:10-2:25     ​ SPARK/Music 
2:25-2:55 ​ Prayer/Outside 
3:00 ​ ​ Dismissal 
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