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 "We are joining hands to help young children grow" 
    
St. Bernadette Catholic School 
1100 Upham St . 
Lakewood , CO 80214 
Office:     303-237-0401  Preschool:  303-238-2064 
Fax:        303-237-0608 
  
Catholic Faith, Nurturing Community, Family Environment, Rigorous Academics 
St. Bernadette Catholic School is an Archdiocesan Catholic School operated under the supervision of the Office of Catholic Schools of the Roman Catholic Archdiocese of Denver and is governed by the Archdiocesan Administrators’ Handbook.  
  
School Governance 
The ultimate authority in the school is the pastor.  He has placed the principal in charge of the day in and day out activities of the school.  The principal has supervision of and responsibility for the entire school program including all grades, preschool, childcare and all extra-curricular activities. 
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                                          Miranda Lucero             303-238-2064 
Sunrise Sunset Program 
    Julia West

   303-238-2064 
   Director 
Administrative Assistants:     Chere Lyles
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           303-237-0401 
  
Mission Statement 
St. Bernadette Catholic School of the Archdiocese of Denver provides students with a strong spiritual and academic foundation in a Christ-centered community, for the greater glory of God. 
  
Philosophy 
We are a Christ-centered community, committed to creating a nurturing environment in both words and actions.  We recognize the strength in each child and fostering his or her continuing spiritual, intellectual, emotional, social and physical growth as preparation for live long learning and responsible citizens.  
  
Learning Goals
A  Student is CHRIST CENTERED and: 
1.  Knows Jesus and about Jesus through knowledge of the Bible and Catholic   
    Church teachings, through prayer, Sacraments, and liturgy. 
 2. Makes Jesus known to others through stewardship in church, school, and 
     community. 
  
A  Student is LIFE LONG LEARNER who can: 
1         Be accountable  through active listening, speaking clearly, demonstrating, correct writing skills. 
2       Solve  problems by using critical thinking, organizational. Research and study skills. 
3       Assimilate ideas by mastering subject areas, developing creativity, and appreciation for the arts. 
  
A  Student is RESPONSIBLE STUDENT who: 
1         Accepts responsibility and consequences for his/her actions. 
2       Values and respects self, authority, and individual similarities /differences  
3       Respects and cares for the environment 
  
Curriculum 
The curriculum for our Preschool children must be concerned with the child's spiritual, cognitive, social, emotional, physical, and sensor motor development.  It is planned to meet the needs of each individual child as they grow in their ability to think and communicate. 
  
We believe in active and integrated learning.  Children will be given the opportunity to develop trust in their own initiatives and creativity, confidence in the value of the ideas, and realistic assessment of their abilities and talents. 
  
Center Operating Policies 
If your child arrives before school begins at 8:00 am we ask that you walk them into the Sunrise/Sunset Program and sign them in.  Their teacher will walk down and walk with them to their classroom about 7:30 am.
-Early Morning Extended Care:  Child care is provided starting at 6:15 am  for students in preschool - 8th grade 
-Preschool Full Day Program:  Monday – Friday 8:00 am – 2:30 pm 
-Preschool Half Day Program: Wed., Thurs. and Fri.  8:00 – 12:00 noon 
-After School Extended Care:  Monday – Friday 2:30 pm – 6:00 pm 
 -Minimal Days:  Minimal Days occur for faculty in-service meetings and on certain school days.  Dismissal is at 11:30, if children are not picked up by that time they will be walked over to the after school program, Sunrise/Sunset. 
-Office Hours:  The school office is open between 7:30 am and 3:30 pm on the days when school is in session.  There are limited office hours during the summer months. 
After Hours 
If your child has not been picked up by 6:00 pm we will attempt to call the parent or guardian immediately.  If there is no response by the parent or guardian, we will contact the emergency contacts listed.  Cost is $4.50 per hour and there will also be a late charge to your account.  If you are more than 5 minutes late the charge will be $1.00 per minute.   
Center Closings 
On inclement weather please refer to your local radio and television news for reports of possible school closings.  School closings will also be posted on Fast Direct, St. Bernadette Catholic School website and on the school phone system. 
Admissions/Financial Policies 
We accept children ages 3 and 4 and must be potty learned.  Potty learned means they must be dry on a daily basis with the occasional accident.  If a child’s accidents become excessive, other arrangements for preschool may have to be made.  We do not have the facilities to change diapers or pull-ups.  Please do not bring your child in them.  They need to be able to wipe themselves and change clothes with assistance.  
 We are committed to limiting our class size to 20 students.  Our maximum ratio is 10:1 (10 students with one teacher).  Students meeting age requirements are admitted on a space available basis.   Parents have the option of a full day or half day program.                                                  
Tuition is determined and published at the time of registration.  The enrollment contract will clearly state the tuition and parents may select a payment plan that suits their financial need. 
 Special Need Students 
(7.702.41 U) In accordance with the Americans with Disabilities Act, St. Bernadette Catholic Preschool does not discriminate against children with special needs.  Admittance will be evaluated on a case-by-case basis.  After the evaluation we will admit students on a trial basis for one month.  During this period of time the Director will work closely with the child's parent and any other person(s) responsible for the child's growth and well-being.  At the end of the month, we will meet with the parent to determine if we are able to adequately care for the child within our current staffing patters.  If we are unable to meet the needs of the child, we will give the parent's time and assistance to find more appropriate placement.  If your child has special needs, please indicate that on the registration form so that we may try our best to accommodate your child's specific needs. 
Full Day/Part Time Schedule 
 6:15 am – 8:00 am 
Before School Program 
 8:00 am – 11:30 am
Class time * Circle time, inside/outside learning centers 
11:30 am – 12:00 noon  Lunch time (Part time children will be picked up at that time in the lunch room or in classroom) 
12:00 noon – 12:30 pm  Outside activity 
12:30 pm – 2:15 pm 
Rest time 
 2:15 pm – 2:30 pm 
Children will clean up 
 2:30 pm – 3:15 pm 
 Self selection (inside learning centers) 
 3:15 pm – 6:00 pm
Teacher will walk children down to the Sunrise Sunset Program where children will wait for their parents to arrive 
  
· Children will attend mass once a month, on Friday at 8:00 am with their class/buddy 
· Registration for before/after school program will take place on meet to greet night or the first week of school, cost is $4.50 an hour.  Register early because space is limited. 
School Supplies/Belongings 
A supply list will be given to you at the time of registration.  There is no required uniform for preschool, although it is optional.  All children will have access to a personally labeled coat hook and cubby for their school work and belongings.  Please be sure to check it daily.  We ask that you do not allow your child to bring toys from home unless it is for Show-n-Tell, and that is only on Fridays. Children may bring a stuff animal to rest with, which will stay at school.  Please be sure to label everything with your child's first/last name. 
Lunch 
Students bring a lunch box/sack lunch each day.  If your child has forgotten his/her lunch we will call you immediately to see if you wish to bring one in or if you are unable to then a small healthy sack lunch will be provided at a cost to you of $2.50 (fruit cup, protein, bread and dairy).  On most Fridays, a hot lunch will be served by volunteer parents.  There is a cost for this lunch of $3.00 although; there are some children who would prefer bringing their own lunch.

Milk may be purchased for the entire year.  A School Milk form is distributed with complete details of this plan.  Students may also choose to purchase milk later in the year and the cost will be prorated.  Milk may not be purchased on a daily basis, but must be purchased for the entire year or a portion of the year.  
Classroom Celebrations 
Special events are marked though out the year by school wide or classroom celebrations. (e.g. holy days, certain saint days, and seasonal holidays) These are special sharing times that foster a spirit of Christian celebration. Families may be asked to assist in planning these festivities by the St. Bernadette Catholic School and or classroom teacher. 
Birthdays 
Birthdays are important celebration in the life of our school and students. Students are welcome to bring in a birthday snack to share with classmates. The snack should be simple and nutritious. Please coordinate in advance with the teacher if you plan to bring a birthday snack. Be sure to check with your child’s teacher about any student who might have a food allergy. A birthday celebration is not a “birthday party.” No special decorations or party favors will be permitted in school for birthday celebration. 
If your family is planning a birthday celebration or any party for your child outside of school and you are not inviting all children in the classroom DO NOT hand out invitations or follow-up “thank you notes” at school. Presents for missed parties must be given directly to the family, not through the school. You may use the school directory for mailing party invitations to school friends. Children are very sensitive, and we do not want the children hurt because they were not invited. 
Snacks 
Unfortunately we do not provide a morning snack this is why children need to eat a good breakfast at home.  If a parent would like to bring in a healthy nutritious snack for the children we ask that you check with one of the teachers.  For those children in the full day program they will be given a snack in the afternoon.  A snack calendar will be posted on the Parent Information Board located by the stairs. 
Food Allergies 
If your child has any allergy to any foods or drinks there will be a form for you to fill out at the beginning of the school year.  We keep informed of all children's allergies by the information you provide to us.   We highly recommend that you send a sack lunch for your child on School Hot Lunch Days if your child has severe food allergies. 
 Naptime 
A rest or nap time is required by state regulations for all children staying for more than 8 hours.  Nap is from 12:30 pm to 2:15 pm. Some children are developmentally past the need for a nap.  After 30 minutes of quiet rest time, children are allowed to get up and participate in quiet activities if they have rested for 30 min.  
Each child who naps will need to bring a small child size sleeping bag, a small travel size pillow, that will fit in a white pillow case.  Children can bring a stuffed animal she/he normally takes to bed.  Please bring these items marked with their name.  The bedding can be taken home weekly or biweekly to be washed and then returned to school on Monday.  
 Show-n-Tell (Sharing Time) 
Fridays will be our Show-n-Tell day.  Children may bring things from home only on this day or they may choose to simply share information about their weekend with the class.  Remember parents this day is very special to the children because they get to share a special item of theirs from home.  Guns, war toys and other toys of destruction are not appropriate. 
Parent Participation
Our program is a partnership between families and staff, and family participation is encouraged.  Daily contact between parents and teachers is a very important part of our program.   Monthly newsletters, weekly assignments will be placed in your child's folder.  There will also be a personal notebook each child will have, where the teachers will write in.  The information within these notebooks does not constitute formal educational or developmental assessments or evaluations but shares with you your child's experience and progress in the classroom.  Additionally, there will be  a "Parent Information Board" (which you should check daily for messages) with information and messages which will be important to your child's participation.  
  
Parents or family members with special talents, skills or experiences are invited to share with our children.  We encourage you to take part in sharing activities in your child's classroom.  If you would like to do an activity or spend some time in the classroom, please make arrangements with your child's teacher.  
Field Trips and Transportation 
Field trips will be announced in advance.  We will ask you to sign a permission slip in order for your child to attend the field trip.  If we do not receive written approval, your child will not attend the field trip, and will stay at the school in the main office with the Administrative Assistant.  Also, if a parent does not provide a car seat for their child on field trip days, their child will not be allowed to attend.  
We will follow the Archdiocese of Denver Catholic School guidelines and the Colorado State Law for children in car seats for field trips.  If you want to volunteer, make sure you have taken the VIRUS Safe Environment Training, completed a background check and proof of insurance.  
Emergency medical and contact numbers will be taken for all children attending the field trip.  A first aid kit will also be taken.  Teachers and parents will be able to contact the school by use of cell phones.  
Child Abuse/Neglect 
We are required by Colorado Law to report any suspected signs of child abuse or neglect.  We may question a parent if we have concerns, so it is important for parents to communicate with the staff to inform them of incidences at home that may have left a child with a bruise or reason to talk about a situation.  If we choose to file a report it should be seen as a cause for concern, not an accusation.  After a report is made, it is proper for authorities to investigate.  Social Services number is 303-271-HELP (4357). 
 Procedure for Lost Children 
If a child should get lost or separated from the group and the group is unable to find that child, the teacher will contact 911, contact the School Principle at St. Bernadette and then contact the parents.  
Sign In/Sign Out 
Sign in/out forms for our preschool students are in the classroom and are required by state law.  Please be sure to sign your child in and out on the form provided by the teacher each day your child is in school.   It is mandatory for any person picking up your child to show proper picture identification or if a person is no longer asked to pick up your child from school, please notify St. Bernadette Catholic School Office at 303-237-0401 or the Preschool at 300-238-2064.  We are responsible for your child once you drop your child off in the classroom and sign him/her in.  We are instructed never to leave a child unsupervised at anytime and to always know how many children we have in our care throughout the day.  Children are supervised by sight and sound at all times. 
Child Injury/Accident Policy 
Everyone who works at St. Bernadette Catholic School and Preschool has current CPR and First Aid certifications. 
-Minor Injury:  
 1. We will determine if first aid is necessary by attending to the child and assessing the situation.                                                          
2. We will immediately notify the parent or guardian of the injury if necessary. 
3. We will write all injuries/accidents in our injury log book and inform the parent when child is          picked up. 
-Serious Injury/Accident:   
1. We will determine if immediate care is necessary by attending to the child and assessing the   situation. 
2. Immediate care is defined by contacting 911 or the child's parent or guardian. 
3. We will notify a second adult on hand. 
4.  We will continue to attend to the child to the best of our ability until the      parents and/or emergency personnel arrive. 
5. We will transport the child to the hospital if necessary with the child's file. 
6. We will complete any documentation required for the Department of Child Care. 
Illnesses 
The health of the children is very important to the staff at St. Bernadette Catholic School and Preschool.  Children who are ill cannot participate fully in the curriculum and should not attend.  We understand that it may be difficult to make arrangements for an ill child for our working parents.  However, cooperation in keeping a child home when they are showing symptoms of illness is essential to maintain the health of the entire class of children and staff.  
If a child arrives in the morning showing symptoms of ill health, we will be unable to accept them into the classroom.  This might include: 
-the illness prevents them from participating comfortably in center activities 
-the illness results in more care than the staff can provide with compromising 
 the health and safety of the other children 
-the child shows any symptom of any illness such as; fever, ear pain, sore throat, diarrhea, vomiting, rash, headache, pink eye, head lice, chicken pox, measles rubella, etc. 
Should a child become ill during the day, the parent will be immediately notified.  The child will be given the opportunity to rest in a separate area with an adult until a designed release person arrives.  
Children who are sent home due to an illness or show symptoms of the above illnesses, will not be readmitted until they are symptom free for 24 hours.  The exception to this requirement would be that a licensed physician has indicated in writing that the child does not present a health threat to others and is able to participate in all school activities.  
 Medication 
Should a medication for asthma or other on-going treatment be necessary, it shall be stored in the locked first aid cabinet and labeled with the child’s name, dosage and doctor’s name.  All medication (including non-prescription medication) should be in its original container and marked with the child’s name, emergency phone number, and contact person.  The child’s family shall provide all necessary information and training or instruction to the school personnel who might be responsible for administering the medication or carrying out such medial procedures.  Staff members who will administer medication have taken the Medication Administration Training course and are current in First aid/CPR and Universal Precautions.  All medications administered during school hours will be recorded in a medication log form.  If possible, please administer medications at home.   
Dressing for the Weather 
Please dress your child appropriately for the weather.  In the event that the weather does not permit outdoor play, children will be provided with an indoor activity.  Please apply sunscreen to your child on sunny days.    
For the safety of your child, we ask that your child wear appropriate shoes to play outside on the play equipment.  Flip flops, open-toed shoes and some sandals can be unsafe when playing outdoors. 
 Absences, Tardiness and Withdrawals 
In the event of family vacation, prolonged illness or other extended absences, we ask that you call us on your child’s absence; the number is 300-238-2064.  If a child cannot attend on the day for which he/she is scheduled, please do not bring him/her on other days, unless arranged otherwise.                                           10 
Out of respect for your child's teacher, please try to bring your child to school by the time class begins at 8:00 am.  Tardiness is stressful for your child, transition time is sacred.  Children who arrive in class late are often disoriented.  Transitions into their school day usually takes about 15 min.  Children who are late miss sharing time or class activities.  Arriving late gives a child the message that it's okay to be late to school. 
If you child must be withdrawn from school, please give two weeks advance notice.  You must also fill out a Notice of Withdrawal Form.  Tuition will be recalculated and adjusted on actual attendance and you will be notified of any balance due.   
Emergency Evacuations/Fire Drills and Natural Disaster Safety Procedures 
We value the safety of our children and staff. During the course of the school year, safety rules will be reviewed regularly. Fire drills and emergency evacuations will be held regularly to develop safety practices what will help children move quickly and orderly to assigned areas should an emergency occur.  If we cannot return to our building for an extended length of time the teachers and children will walk to The Court Yard by Marriott located on Teller Street .   
Visitors Policy 
St. Bernadette Catholic School and Preschool are secured facilities that remain locked throughout the school day.  Visitors must sign in at the main school office and be issued a visitors badge before visiting any classroom.  This includes all parents, grandparents and anyone else that is not a St. Bernadette staff member.  
Discipline/Behavior Policy/Procedure 
Every person in the St. Bernadette Catholic School community is expected to treat others with respect and courtesy, and deserves to be treated in a like manner. It is our hope that by our own good example, and by reinforcing our children’s positive behaviors and qualities we will assist them in dealing with the challenges and conflicts that they face, empower them to deal with these, and thus encourage accountability, responsibility and a positive attitude.  
Positive reinforcement and positive redirection will be used to manage inappropriate behavior.  Positive discipline instructs children as to what is acceptable.  For example, "We use walking feet" vs. "No running!"  Children learn best in an environment where love, guidance and encouragement promote the development of self-esteem.                                                               
Aggressive physical behavior by a child toward another child or adult is unacceptable.  Teaching staff will intervene immediately should this type of situation occur in order to protect all of the children and encourage more acceptable behavior.  Physical restraint (a teacher holding a child) will not be used except as necessary to ensure a child's safety or that of others, and then only for as long as necessary for control of the situation.  Children will be shown positive alternatives rather than just being told "no".  Parents will be informed if such an incident occurs.  
In the event a child's behavior should escalate to endanger the health and safety of themselves, other classmates or faculty the following procedure will be implemented. 

1. Parent Conference- The parents of the child, teacher's), and Director will meet to discuss the behaviors of concern the child is exhibiting.  We will form a plan that is mutually agreeable to all parties in order to alter the inappropriate behavior.  A determined amount of time will be given for improvement before further action may be taken. 

2. Early Dismissal - If the child continues to be disruptive and/or the inappropriate behavior continues after the parent conference has occurred, the parent will be called to pick up his/her child and the child will be sent home for the remainder of that day. 

3. Suspension - Should the behavior continue, the child may be suspended from attending school for a period determined by the Principle and Director.  It will be the parent’s responsibility to arrange for alternate care during the suspension period. 

4. Disenrollment - The School Principle has the authority to disenroll child if the inappropriate behavior continues after the above procedures have been exhausted.  
Grievance Procedure and Conflict Resolution 
Every attempt should be made to resolve conflicts between the parties directly involved in a matter.  Occasionally a situation may arise that requires the objective review of a third party in order to assure the maintenance of positive relationships within the school community.  To facilitate reconciliation, communication and strengthen of the community of faith, the following guidelines shall be followed: 
-In any conflict, an effort shall first be made to resolve the issue in a spirit   of fairness and justice by following the regular communication channels between the people involved. 
-If the conflict cannot be resolved to the satisfaction of the parties involved, recourse may be made to the person with the next higher level of accountability up to and including the Preschool Director, School Principle and Pastor. 
Disenrollment of a Child 
St. Bernadette Catholic School reserves the right to cancel the enrollment of a child for the following reasons: 

-Non-payment of fees 

-Not observing the rules of the school as outlined in the handbook 

-Child has special needs which we cannot adequately meet with our current staffing pattern.

-Physical and/or verbal abuse of staff or children by parent or child. 
 Staff Professional Development 
We are required by the State of Colorado Division of Child Care to complete a minimum of 9 hours of training per year, to be fingerprinted for a Criminal Background Check and to participate in various Archdiocesan planned in-services.  All employees are trained in the Praesidium Safe Environment Training as well as certified in First Aid and CPR and Universal Precautions.  
 Miscellaneous 
Parent/Teacher Conferences 
Regular parent/teacher conferences will be scheduled at least twice a year to share information regarding your child's experience and progress in the classroom. 
We have an "open door" policy at our facility.  We want parents to feel comfortable about talking with the teachers about your child and his/her progress.  Please remember that it is not always appropriate for a teacher to hold a conference with a parent regarding a child's progress or any other subject matter during class hours.  We ask that you set a time with the teacher when both of you can meet to discuss your child. 
  
Parent in Action (PIA) 
The St. Bernadette Parent School Association (PIA)  is a support organization for the children, faculty, and staff of St. Bernadette Catholic School.  All school families, students and faculty and staff are included in PIA . The main purpose of PIA is to build community (plan and prepare social events, to participate in fundraising projects, and other activities that benefit the students).  We encourage everyone to become active in the PIA. 
School Advisory Council 
The St. Bernadette Catholic School Advisory Council (SAC) is an advisory group to the administration of the school.  The group addresses school-related issues, as these issues are brought up for discussion by any member of the school community, and suggests possible plans of action.  Parents are urged to contact any Committee member with questions, concerns, or comments.  According to Archdiocesan policies, anyone wishing to personally address the Advisory Committee in session must contact the President in advance of the meeting to request being included on the agenda. There is no discussion or debate among the visitors and council members at the time of the presentation. 
Volunteers   
Parents, parishioners, and persons in the community are encouraged to support the school through a variety of volunteer efforts.  Volunteers help in the school office, clinic, library, classrooms, cafeteria, and on the playground.  In addition, many volunteers support the art, music, physical education, and technology programs, the fund raising efforts, teacher appreciation, and the many efforts to promote community and spiritual development.  All volunteers must have completed the Safe Environment Training and have done a background check.  Volunteers are required to sign in and out at the front desk so that we can acknowledge the many hours they have contributed to the school and to receive an identification badge. 
Fund raising 
Fundraising at St. Bernadette Catholic School is done to supplement school programs and to contribute to capital improvements of the school facility.  All fund raising is done under the supervision of the pastor and school principal.  
        1.    At the beginning of the school year, the school principal will specify what types of school fund raising events will be planned each year. 
       2.   The school principal and the pastor will decide, after consultation with the School Advisory Council and Parent In Action, how monies raised will be used and will announce to the school community before the drive or event. 
       3.  All fund raising within the school must follow these guidelines.  No committee or groups may raise funds independently or specify how funds are to be distributed. 
       4.   Any person or outside group (i.e. scouts) must have specific permission from the school principal to sell anything to school families and personnel. 
       5.   The school principal must approve the information in any request to parents for collection of any kind.  The school principal’s signature and date of approval of the information must be on the information sent to parents for sales, collections, and fund raising requests. 
