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WHERE LEARNING IS FUN
Parent’s Handbook of Policies & Procedures



Philosophy
Welcome to Sunrise Christian Preschool. 

   We are a division of Orangewood Academy, a WASC accredited 
co-educational school in the heart of Orange County, under the 
auspices of the Department of Education of the Southeastern 
California Conference of Seventh-day Adventist. Our purpose is to 
provide excellent child care for children ages 2-5, of all ethnic, 
religious, social, and developmental backgrounds.  We provide early 
educational experiences that help children develop socially, 
physically, emotionally, cognitively and spiritually. We work towards 
building a child’s self-esteem through encouraging self-expression and 
encouraging them to develop competence at their own level. We want 
children to be actively involved in their own learning as they explore 
their environment.  We provide opportunities for being with others in 
a setting conducive to the development of wholesome social 
relationships. We realize each child’s uniqueness, and as a Christian 
School we emphasize to develop a concept of God as loving and 
caring and interested in each child.  
   We understand the parent as the child’s first teacher,having a 
unique role to play in a child’s development.We work to support and 
extend that parental role. Parents are encouraged to participate in 
their child’s school experience by keeping communication ongoing, 
participating in fundraisers, attending school functions (i.e. field trips, 
Back to School Night, Music Programs), visiting your child’s classroom 
and interacting with your child’s teacher.

Sunrise Christian Preschool teachers are 
chosen for their love and interest in 
teaching and nurturing young children.  
All lead teachers must have a minimum 
of 12   Early Childhood  Education units 
and hold either a two year or four year 
college degree.   Teacher assistants also 

have between 6 and 12 Early Childhood Education units or are 
currently enrolled in classes.  All staff is encouraged to continue 
taking classes in Early Childhood Education for professional growth. 

Come Learn With Us!



Hours
The center hours are: 
Monday - Thursday            7:00 a.m. to 6:00 p.m.
Friday                                  7:00 a.m. to 5:00 p.m.

Late Pick-Up
We appreciate your cooperation in picking up your child on time.In 
consideration of staff commitments, after the scheduled close of the 
school day, Sunrise Christian Preschool has established a late fee 
policy to address the inconvenience of a child being picked up after 
closing time. There is a late fee of $1.00 for every minute after the 6:00 
p.m. (5:00 p.m. Friday) that your child remains after closing.  The fee 
will be billed to your monthly statement.  

If you have an emergency, please call the school promptly at 
714 534-4694 ext. 107 to notify the closing staff. 

 
A half day schedule is over at 12:45 p.m. Please pick up your child no 
later than 1:00 p.m. If you need special arrangements for your child to 
stay later in an emergency, please see the director.

WHERE LEARNING IS FUN



Registration Fee    

The Registration Fee is $125. 
This fee is payable upon enrollment and annually during re-enrollment 
in July and is non-refundable. 

Tuition
Depending on your needs for your child’s schedule, tuition varies. 
If there are extenuating circumstances the director can work out a 
schedule that fits your needs, however we feel it is in the best interest 
of the child that they have a morning routine rather than exclusively 
afternoon.  
 
      Monthly 
     5 Full Days      $662.00 
     4 Full Days       $570.00   
     5 Half Days     $513.00 
     3 Full Days     $513.00 
             3 Half Days      $393.00
            *2 Full Days     $393.00        
      *excludes children in the Pre-K class

Tuition is subject to change annually.

Security Deposit is $50.00. 
Two weeks advance notice of withdrawal from the school is required. 
The security deposit of $50.00 will be used at this time, or a refund 
will be given.  Please see director for a “withdraw form.”

Family discounts are given for children enrolled in the preschool as 
well as Orangewood, and for more than one child enrolled at the 
preschool.  Discount is on tuition only, it does not apply to the security 
deposit or registration fee. Please see director for family discounts. 
Please note that tuition payments are due on 1st of every month, and 
past due on the 10th.  If payment is made in full before the 10th of the 
month, you may receive $10.00 credit.

PLEASE MAKE CHECKS PAYABLE TO 
ORANGEWOODACADEMY.



Enrollment  
All enrollment forms must be turned in the day the child begins school.  
If your child begins school in the middle of the month your tuition will 
be adjusted. California state law requires that all students present 
evidence of immunizations before enrolling in school. The yellow 
immunization card, or another type of immunization documentation is 
required. A copy will be made to be kept in your child’s file at school.  
The physician’s form must be submitted to the school within 30 days of 
the child enrolling.

Vacation
Each child is entitled to one week vacation in the fiscal year 
(July 1 to June 30). A “vacation notice” must be turned in prior to the 
time taken. Additional weeks taken, beyond oneweek will be billed at 
the regular tuition rate. You may hold your child’s place in the school 
for extended time taken by paying a $75.00 holding fee.

Past Due Accounts
If an account is more than 30 days delinquent the student may be 
asked to withdraw until the account is brought current.  When a parent 
gets too far behind in paying their child’s tuition, it puts a strain on the 
preschool which we want to avoid.  If there is an emergency, please 
contact the director to work out payment arrangements which must be 
adhered to.  

Potty Training
There is not an extra fee for potty training however, we do ask that 
parents work in conjunction with the school in potty training at home 
as well. This way the child has consistency.



Health and Medication
The school seeks to promote and encourage good health and hygiene 
for all children in our care.  In the event that your child becomes ill 
during the school day, a parent will be called to come pick the child up 
immediately.  These are the following reasons when a parent will be 
called: children with a temperature, vomiting, diarrhea, oozing sores 
or what appears to be conjunctivitis (pink eye) head lice, or severe 
coughing where it interferes with the child’s normal activity.   

IF YOUR CHILD SHOULD ACQUIRE AN INFECTIOUS 
DISEASE, PLEASE INFORM THE PRESCHOOL IMMEDIATELY.

Medication which is prescribed by a physician will be administered to 
the child during school hours.  Over the counter medication must have 
a doctor’s prescription as well.  Children may not take medication of 
any kind on their own! Parents must fill out a “Medication Release” 
form authorizing the school to administer prescription medication. 
Please see a teacher or the director for this form.

Emergencies      

If a serious personal accident occurs the parent will be contacted 
immediately and the necessary action will be taken. In the case of an 
extreme emergency, unless otherwise indicated, the child will be taken 
to Garden Grove Medical Center which is the nearest 
emergency room.  

Emergency telephone numbers are extremely important, 
and must be updated on emergency cards every school year. 

In the event of an earthquake or other major disaster, children will 
remain at school until a parent or other authorized adult comes to 
pick up the child. Anyone who picks up a child must present photo 
identification and will sign the child out. The school has water and food 
supplies for children up to three days.
Lockdown Drills Procedure: Lockdown drills are held throughout the 
school year. Doors are locked, blinds are shut, and students are very 
quiet and still. Teachers wait until an authorized person unlocks the 
door. If a parent is dropping off a child while “lockdown drill” is taking 
place, please wait in your car until you are given the “all clear” sign. 
Teachers are not allowed to open the door, or answer the phone for 
safety precautions. If there is an emergency, parents will be notified as 
soon as possible. 

Your child’s safety and care are our first priority.



Meals & Snacks
We ask you to bring a nutritious lunch for your child.  We have
vegetarian options for lunch Monday through Thursday.  Every Friday 
the school provides Pizza, fresh fruit & popsicle or ice cream for $2.50. 
The menu and cost for lunches will be posted.  We will provide juice or 
milk for lunch if children would like.  All parents are asked to pay $5.00 
each month to help cover the cost of  snacks. Our AM & PM snacks will 
be foods from two basic food groups. A.M Snack is at 8:15 a.m.and 
P.M. Snack is at 4:00 p.m. Coming to school with having had a good 
breakfast is important for children.  If your child comes to school before 
8:00 a.m. and did not eat breakfast before coming to school, you may 
send breakfast with them and we will see that they eat. If your child 
comes to school later than 9:00 they should have already eaten, please 
do not bring snacks at this time as this interferes with the morning 
schedule the teacher has for her students. If your child is lactose 
intolerant or cannot drink cow’s milk, please bring in an alternative drink 
with your child’s name clearly marked on the carton.

Birthdays & Holidays
Due to children’s allergies, we are a nut free school. Peanut or nut 
containing products are not permitted 
to share at birthday parties. No home 
baked goods, only store bought bakery 
items with ingredients clearly listed will 
be permitted. Sometimes families are 
vegetarian, so only vegetarian food items 
should be shared for birthday 
celebrations. Please check with the 
director before making birthday plans for your child.  

No tuition adjustment is made when the preschool is closed due to 
official holidays.  The official holiday list is: New Years Day, Martin 
Luther King Jr.Day, President’s Day, Memorial Day, Independence Day, 
Labor Day, 3 days for Thanksgiving break, & Christmas Day. The school 
will close the week between Christmas and New Year’s, and 5 days in 
August for school preparation.  We reserve the right to close additional 
days for facility maintenance or teachers’ in-service meetings not to 
exceed 4 days per year. 



Napping  (1:00-3:00 p.m.)

Every child present during naptime is required to either rest or nap 
during this time. Each child will have their own cot to nap on. Parents 
are asked to provide a crib sheet and blanket.  A small pillow is also 
okay.  Please take your child’s napping things home every Friday for 
washing.  If your child comes to school on the part time schedule 
(2 or 3 days) you may take their napping items home every other 
week for washing. 

Activities
Children should be dressed in play clothes so 
that stains from paint, food, and dirt will not 
be a problem.  The school will provide aprons 
and children will be encouraged to wear them, 
however some children get more involved in 
their projects which can be very messy. 
Remember young children learn when they are 
actively involved in play.  Please keep extra 
clothes at school for your child. Thongs are 
acceptable foot wear only during the summer 
months; July & August.

Personal Belongings
Please label your child’s items.  Clothing does get misplaced, please 
check with a teacher, or check the Lost & Found bin for lost items. 
Sometimes an item will go home with another student, we ask all 
parents to be aware of what you take home, and if it is not yours, 
please return immediately. 

Field Trips
The school takes two field trips a year provided by transportation on 
a bus.  A permission slip signed by a parent is required before the 
child can participate. All children are encouraged to attend since we 
feel the field trips are an educational extension to our curriculum. 
Parents are welcome to go as well.
   



TV
Television viewing is kept to a minimum. There are times when the TV 
may be used for the early morning time or during rainy days. Teachers 
will use good judgment in the amount of time and quality of what is 
shown.  Friday is the official “movie” day.

Discipline       

We view discipline as an ongoing 
process for helping children 
develop competence, self-control 
and appropriate behaviors.  The 
teachers will use a variety of 
discipline techniques for changing 
unacceptable behavior, such as 
redirection, distraction, giving 

choices and letting the child feel natural consequences. “Time out” 
or what we like to call the “thinking chair” will be used in situations 
where the child blatantly refuses to comply with directions. These are 
the main rules that children are given with this focus behind each rule: 
We want a safe school for all who are here. I will not hurt 
myself, I will not hurt others, I will not destroy property or 
play items. 

If we feel a child is dangerous to the other children’s 
environment, we reserve the right to require the removal of that 

child. Parents will be contacted first, and the school and parent will 
work together to solve the issue.  This withdrawal may be temporary 
or permanent depending on the director and teacher’s assessments. 

Biting
Biting is not acceptable nor tolerated at any age, however it is a 
normal response to frustration for a two-year old. If this happens, the 
child will be told he/she cannot bite, biting hurts and explained that it 
is unacceptable behavior.  The parent will be notified if their child bites 
or gets bitten.  Some children are more prone than others to handle 
their frustration this way.  If this is the case, and the child continues to 
bite, the director will use her own judgment as to ask that the child be 
kept home for two days to reinforce this important rule.  Children don’t 
learn to tame their aggressive instincts naturally.  Stopping aggression 
requires the care-taker and parent to be prompt, firm and most of all, 
consistent.



Toys
Bringing toys from home can be a problem for 
your child in terms of breakage or losing them.  
If your child brings a toy from home but chooses 
not to share he/she will be asked to put it away 
in their cubby. This eliminates problems that arise 
concerning ownership and sharing.  These are 
good learning experiences for young children as 
well as good teachable moments for parents.

Curriculum
Curriculum guidelines are based on long-range goals and objectives 
that reflect a Developmental and Christ-centered philosophy.  Each 
class and age group has varying activities throughout their morning 
routine which is a balance of indoor/outdoor, quiet/active, 
individual-small group/large group, large muscle/small muscle, child 
directed/teacher directed.  Please see the director for the Learning 
Goals sheet or the Daily Schedule if you would like further 
information. We encourage you to keep communication ongoing 
between you and your child’s teacher.  If you need to see a teacher, 
please contact the director so that she can make time available.

Absence
We are concerned when a child is out and would appreciate knowing 
when a child is sick.  If your child will be out for some reason, please 
inform the school. Call (714) 534-4694  ext. 107 and leave a 
message with the morning teacher.



Message Board
The “Message” board located over the sign-in book is available for 
parents to leave a message for the director or your child’s teacher, 
such as:  if someone different will be picking up your child, lost item, 
awareness of a specific concern etc.  This is a helpful communication 
tool, please use it.

Sign in/Sign out book
It is the state law that every child be signed in and signed out daily 
by an adult person 18 years or older.  Full legal signature is required.
 

Concerns
All concerns or problems should be brought to the attention of the 
director at any time.  She will cooperate and work with 
parents to solve or eliminate difficulties. 

Disclaimer
Since this handbook is for informational purposes, it does not 
directly or indirectly constitute a contract between you as a 
parent and the preschool. Also, the contents are subject to change at 
any time at the discretion of the School Board.  

It is our commitment to nurture the whole child. The staff 
depends on parent’s input to meet your child’s individual 

needs.  We encourage parents to share any information that 
can help the staff be effective with your child’s 

development or temperament.



Mission Statement:
To provide creative 

learning experiences for
young children in a safe 
and playful environment.

Sunrise Christian Preschool

A division of
Orangewood Academy

A Seventh-day Preparatory School

13732 Clinton Street. 
Garden Grove, Calif.

714-534-4694 ext. 661

www.orangewoodacademy.com

Sunrise Christian Preschool


