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 LITTLE FOLKS SCHOOL 

 

WELCOME 

Welcome to Little Folks School. Little Folks is a value-based child care center committed to 

providing a strong developmentally appropriate program and has operated as a mission of First 

Baptist Church since 1975. Our program is for children 2 –12 years and is open from 6:30 a.m. 

until 5:30 p.m. We appreciate your trust and look forward to getting to know you and your child.  

 

MISSION STATEMENT 

Our mission is to provide care in a warm, supportive, Christian-centered, environment and 

nurture young children in our community so that parents know their children are in a safe 

learning environment that will promote a love of life-long learning both cognitively and 

spiritually. 

 

PHILOSOPHY 

We believe children learn best through play in a hands-on environment. We want children to 

experience the fun of learning. We believe that curriculum should be age appropriate and based 

on solid child development principles. We foster critical thinking skills, facilitate the acquisition 

of life-long learning skills, and help children develop problem-solving strategies. We strive to 

give each child an opportunity for social, emotional, physical, cognitive, and spiritual growth.    

 

NON-DISCRIMINATION STATEMENT 

Little Folks School does not discriminate against any child on the basis of race, religion, color, 

national origin, sex, or marital status of the parents.  We do; however, reserve the right to refuse 

enrollment of any child who possesses a disability that we feel requires services that we are 

unequipped to accommodate, for the sole purpose of the health, safety, and well-being of the 

child.  Little Folks may refuse entry to any person who is a convicted or registered sex offender.   

 

SAFE AND HEALTHY SCHOOLS 

There shall be no weapons of any kind permitted on Little Folks grounds except by law 

enforcement.  This includes, guns, knives, and anything else that may be used to intentionally 

inflict harm upon another person.  No exceptions! Use of tobacco, drugs, or alcohol are not 

permitted on Little Folks grounds. 
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LITTLE FOLKS GOALS AND OBJECTIVES 

Social/Emotional 

▪ Playing cooperatively with others 

▪ Separating easily from parents 

▪ Following directions from the teacher 

▪ Expressing choice and decision making 

▪ Demonstrating trust and confidence in their abilities 

 

Gross and Fine Motor Skills 

▪ Using scissors to cut on a straight or curved line 

▪ Copying basic shapes 

▪ Drawing a person with at least two body parts 

▪ Printing a few letters of the alphabet 

▪ Balancing on one foot for five seconds 

▪ Hopping on one foot three or more times 

▪ Catching a ball from five to eight feet 

▪ Walking a straight line 

Cognitive 

▪ Correctly identifying basic colors and shapes 

▪ Correctly identifying numbers out of sequence 

▪ Demonstrating one-to-one correspondence 

▪ Counting from 1 to 10 without skipping numbers 

▪ Identifying the letters of their first name 

▪ Singing the alphabet 

▪ Correctly identifying their name in print 

▪ Verbalizing first and last name and parents’ names 

▪ Correctly using basic concepts (over/under, big/ small) 

▪ Identifying the five senses (sight, smell, touch, hearing, taste) 

▪ Rhyming simple words (fall, ball, tall) 

Spiritual 

▪ Praying before snacks and meals 

▪ Reciting simple Bible verses 

▪ Telling Bible stories 

▪ Saying simple prayers 

▪ Singing Bible songs 

▪ Attending weekly chapel service 

▪ Demonstrating Christian values (love, joy, peace, patience, kindness, goodness, 

faithfulness, gentleness, and self-control 
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GUIDANCE AND DISCIPLINE 

Children need appropriate guidance and discipline as it helps them become self-disciplined, develop 

morally, behave appropriately, and care about others. As a result, guidance and discipline is viewed in 

positive terms. Teachers at Little Folks will provide guidance using a variety of appropriate techniques 

depending on the child’s age and development. 

Some appropriate forms of guidance and discipline include: 

▪ Arranging furniture to meet social/emotional needs 

▪ Adjusting schedule to provide a balance between highly structured periods and free play 

▪ Maintaining a routine 

▪ Modeling positive behaviors, by reminding children about Christian-like behaviors and attitudes. 

▪ Keeping children busy and challenged 

▪ Showing respect 

▪ Making expectations clear; reiterating rules often 

▪ Utilizing positive reinforcement 

▪ Offering appropriate choices 

▪ Staff will be aware of potential issues that may arise by scanning and providing excellent 

supervision. 

▪ Redirecting unwanted behavior 

▪ Time away: Child will spend time away from their peers for the same number of minutes as their 

age.  Ex: A two year old would spend two minutes in time away.   

 

The following actions are the responsibilities of the caregivers as outlined in the “Licensing Rules 

for Child Day Care Centers in Missouri” 

▪ Only constructive methods of discipline shall be used to promote a child’s self-discipline and 

good behavior. There shall be no physical punishment, including spanking, slapping, shaking, 

biting, or pulling hair. Children shall not be subject to child abuse/neglect as defined in 

Section 210.110 RSMo (1978). 

▪ No technique that is humiliating, threatening, or frightening to children shall be used. 

Children shall not be shamed or spoken to abusively or with profanity. 

▪ Punishment or threat of punishment shall not be associated with food, rest, or toilet training. 

▪ Brief, supervised separation from the group may be used. Children shall not be placed in a 

closet, in a locked or unlit room, or any other place that is frightening to the child. 

▪ Children shall not be permitted to threaten, intimidate, or harm other children. 

 

 

*A copy of Licensing Rules for Childcare Centers is available at this facility for review. 
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DAILY ROUTINE 

6:30 a.m.  Free Time/Play  

8:00 a.m.  Breakfast 

8:30 a.m.  Pre-school Time/Bible Study/Chapel  

10:45 a.m.  Recess  

11:30 a.m.  Lunch  

12:00 p.m.  Nap/Rest Time 

2:30 p.m.  Wake-up/Free Play 

3:00 p.m.   Snack 

3:30 p.m.  Free Play/Centers/Parent Pick-Up 

5:30 p.m.  LFS Closes 

*Schedules may vary depending on children’s individual needs and group activities.  Children will be 

provided restroom and drink breaks once per hour, except during nap time, and then only as needed. The 

time spent outdoors is valued by Little Folks and will be incorporated into each day, unless prevented by 

weather extremes or medical reasons. Please be sure that your child has appropriate outdoor clothing for 

all weather.  LFS will use sunscreen on all children who will be outdoors longer than 15 minutes.  If your 

child has an allergy to any sunscreen, please provide sunscreen alternative to LFS.   

Communication 

Parents will receive a Daily Developmental Log in their child’s cubby.  Developmental logs will tell 

parents what their child learned, what their general demeanor was, how well they napped, how well they 

ate, if they had any accidents, and if they had any timeouts. Parents of children that are potty training, will 

receive a Potty Training Log at the end of each week.  Parents may check in with teachers and staff at any 

time to discuss their child’s progress during business hours only.  Please do not contact LFS staff 

outside of normal business hours unless it is a real emergency.   

Diapering   

Children in diapers will be checked frequently for health and sanitation reasons.  Parents are responsible 

to provide diapers for their child.  Your child’s teacher will notify you with plenty of advanced notice 

when diapers are running low, in the event that your child runs out of diapers, you will be charged a fee of 

$1 per diaper that we have to provide.  

Potty Training 

We are happy to help potty-train your child.  We do ask; however, that as we will consistently work with 

your child while they are in our facility, that you also consistently work with them at home.  Please speak 

with your child’s teacher frequently about how potty-training is going at Little Folks, and how it is going 

for you at home.  We have found, in our vast experience with potty-training, that children potty-train 

significantly faster when they are trained in underwear.  We still like to use pull-ups at nap time; however, 

once potty-training starts, we prefer for you to stop sending your child in and with diapers.   
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Closings 

Little Folks School will announce any closings due to inclement weather on KSN, KODE, 

www.fourstateshomepage.com, and our Facebook page: Little Folks School-First Baptist Church.  This 

determination will be made each morning by 6 am at the discretion of the Director.    

Please utilize these resources in regards to inclement weather.  Only call the LFS emergency number in 

case of real emergency. 

The facility will be closed for the holidays listed below, and credit(s) will be assessed to the account the 

following week.  

New Year’s Day  4th of July  Friday after Thanksgiving 

Good Friday   Labor Day  One week for Christmas TBD annually 

Memorial Day   Thanksgiving  Spring Break  

ARRIVAL AND DEPARTURE 

Parents/guardians are required to check their child in upon arrival and check their child out when 

departing at the Procare Check-In Station.  Preschool children, and Summer Camp children should arrive 

prior to 10:00 am, so that we can be sure to have a meal prepared for them.  In the rare event that a child 

will arrive later than 10:00 am, a courtesy call is expected, otherwise, your child may receive an 

alternative meal.   Please check for important messages, as well as projects your child has completed at 

the Communication station, and/or in the child’s cubby.  If you receive Missouri State Assistance, or 

Tribal Assistance, and do not sign your child in and out on the proper forms each day, you will be 

responsible for the fees incurred during the period of time in which you neglected to fill out the forms 

correctly. 

LATE PICK-UP 

The center closes at 5:30 p.m. if you child is picked up later than 5:35 p.m., the following fees will be 

automatically assessed to the parent’s account.  Please communicate with the Director or other staff if you 

expect to be late.  At 6:30 pm, if we have attempted to contact all parents/guardians, and emergency 

contacts on your child’s enrollment, and have still not been able to get ahold of someone to pick up your 

child, then we will have no choice but to take them to the police station, where they will take over trying 

to get ahold of someone to pick the child up. 

5:36 p.m. - 5:45 p.m.- $5 

5:46 p.m. - 6:00 p.m.- $10 

6:01 p.m. – 6:15 p.m. $15  

6:16 p.m. – 6:29 p.m. $20 

 

 

 

http://www.fourstateshomepage.com/
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AUTHORIZED/UNAUTHORIZED PICK UP 

Written authorization from a parent/guardian is required in order to authorize a person to pick up a child. 

Parents/guardians are responsible for letting teachers know when there will be a change in the person 

picking up their child and ensuring that written authorization is in place when possible. Those authorized 

to pick up a child are recorded on the enrollment form. Please ensure that the person picking up your child 

has ID available as teachers will check the ID of unfamiliar persons before releasing your child into their 

care.  

Teachers will take reasonable steps to prevent unauthorized persons from accessing the child. Please 

notify the center of any persons unauthorized to pick up your child. A copy of custody agreements or 

restraining orders is needed by the center and will be kept in the child’s individual file. Little Folks cannot 

deny access of a parent/guardian unless a custody order is in place.  

ALLEGED/IMPAIRED 

Teachers are legally responsible, to the extent that it is possible, for ensuring that children are not released 

to any person unable to adequately care for the child. Persons affected by alcohol, drugs, or other 

substances will be considered a risk to participants and unable to adequately care for the child. If a teacher 

believes that a child will be at risk, the teacher will offer to call emergency contact/family member to 

arrange alternate care and transportation. If the person chooses to leave with the child or get into a car 

with or without the child, teachers are obligated to call the proper authorities. 

HEALTH AND SAFETY 

The following is a list of some prevention strategies that are followed at the center to help minimize the 

spread of illness: 

1. Regular hand washing routines are followed (for example: before eating or food/nutrition 

activities, after using the toilet or blowing noses, or after using messy/moist play materials). 

2. Toys and surfaces are sanitized regularly. 

3. Immunization records are kept on file. 

4. Cuts are covered to minimize contact. 

5. Universal precautions are followed when dealing with any bodily fluids. 

6. Sick children are sent home as soon as possible. 

SICK CHILD/ILLNESS 

The following policies are in place to help keep both your child and other children in the center healthy, 

and to protect them from the spread of illness and disease. 

If your child has a communicable disease or illness your child must not attend until your child is able to 

participate in the program, the illness is no longer contagious, and/or with the approval of a physician. 

In the event that your child becomes ill while attending the program, teachers will move your child to a 

quiet area where they will be monitored and made as comfortable as possible. If your child vomits, they 

will be sent home immediately.  If your child has 3 loose stools, they will be sent home as well.  You will 

be contacted by the center and if you cannot be reached, your emergency contact will be contacted and 

arrangements will be made for your child to go home.  You, or one of your emergency contacts must pick 

your child up within 30 minutes of the first contact being made.  

If your child has head lice or eggs, they will be sent home immediately, and will not be able to return until 

they have been properly treated for lice and eggs.  We will check your child when they come back to our 
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center to make sure they are in fact, lice and egg free.  Additionally, upon any discovery of lice, we treat 

the entire room for lice, washing, spraying and bombing all areas of the child’s classroom as soon as 

possible.  As the state of Missouri no longer classifies head lice as a communicable disease, we are under 

no obligation to notify parents if we have sent other students home for lice.    

If your child becomes ill or is exposed to a communicable disease, please alert the center. The center is 

required to notify both parents/guardians and the Missouri Department of Health and Senior Services. 

Children will not be able to return to the facility until they have been symptom-free for at least 24 

hours. 

MEDICATION 

Accepting Medications: 

1. Little Folks reserves the right to refuse to administer medications to a child at any time (i.e., 

medication administration is beyond the skill or capabilities of the staff). 

2. Little Folks will not furnish any type of over-the-counter medications for children. A child’s 

medication must be brought in by the parent or legal guardian with the proper identification labels 

on the medication and it will only be used for the designated child. Dosage recommendations 

listed cannot be exceeded unless specified by a physician. (Licensing rules require that all 

medications be supplied by the parent). 

3. No medication will be accepted or given to a child without written consent from the parent or 

legal guardian of that child. (Medication Authorization Form). 

4. Prescription medication SHALL be in the original container with the proper labeling. 

5. Over the counter medications SHALL be in the original container and/or box and have the proper 

labeling by the parent or legal guardian taped to the container and/or box. 

6. All medications will be properly stored in the office or refrigerated in a safe location out of reach 

of the children. 

ALLERGIES 

Parents/guardians are responsible for informing the teachers of any allergies. Food allergies will be posted 

in the kitchen. Kitchen staff will refer to the allergies list before baking, preparing, or providing food for a 

child.  Please see also, meals and snacks. 

FIRST AID 

Minor incidents such as a scrape or cut will be cared for by the teachers, recorded on the incident report 

form and parents/guardians will be notified by phone or, if unable to reach, in person. 

In the case of medical emergency parents/guardians will be contacted as soon as possible. An ambulance 

may be called to transport the child to the hospital. If unable to contact the parent or guardian, the 

emergency contact will be called. 

FIRE AND TORNADO PROCEDURES 

Fire and tornado procedures are practiced monthly and recorded for the Missouri Department of Health 

and Senior Services. Escape plans are posted by each classroom. The attendance sheet is taken and the 

teacher leads the children to the designated area.   
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NAP/REST TIME 

Little Folks has a consistent daily rest time to accommodate the children’s need for rest. Those who do 

not sleep will be given the option to participate in quiet activities. Sheets and blankets are provided by the 

facility and washed weekly. Items or blankets that are special to the children may be brought from home 

to be used only at nap time.  It is our preference; however, to leave items used for naptime at Little Folks.  

Please do not pick your child up, or send other authorized pick-up persons to pick your child up during 

nap time, unless absolutely necessary.  This disturbs other napping children in the classroom that need 

their rest.     

MEALS AND SNACKS 

Breakfast, lunch, and afternoon snack are provided daily. Little Folks participates in the Child and Adult 

Care Food Program which requires all children to be registered in the program. The Program provides 

funding which allows the center to provide more nutritious meals and snacks.  If your child has any food 

allergies, please make sure to submit the Food Substitution record so that we can be sure to provide 

approved alternatives. Children are not permitted to bring food or drinks with them to LFS.  Food or 

drinks will have to be thrown away if they are sent.  NO EXCEPTIONS!    

OPEN DOOR POLICY 

Parents/guardians may drop in at any time. Anyone who visits on a regular basis will be required to 

complete a Child Abuse/Neglect screening.  Parents are encouraged to participate in all Little Folks 

functions.  Parents or authorized pick-up persons that plan to remain in the building longer than 15 

minutes at a time must sign in at the office, and receive a visitor’s badge.  All unauthorized persons will 

not be permitted to enter the facility without the permission of the office staff.   

CONFIDENTIALITY 

Information regarding families is regarded as confidential and will be shared only as needed with those 

authorized to receive such information.  Please give all door entry, and check in and out codes to only 

individuals authorized to pick up your child.  If you feel your codes have been compromised, notify office 

staff immediately.  

SUSPECTED CHILD ABUSE/NEGLECT 

When any staff has reasonable cause to suspect that a child has been or may be subjected to abuse or 

neglect or observes a child being subjected to conditions or circumstances which would reasonably result 

in abuse or neglect, that person shall immediately report or cause a report to be made to the Missouri 

Department of Social Services in accordance with the provisions of section 210.109 to 210.183. All child 

care workers are MANDATED reporters and, as such, will report all suspected incident of abuse and 

neglect. Before making the report, the teacher or Director will consider telling the parent/guardian what 

has been observed and that they must make the report.  

CLOTHING AND TOYS 

For your child’s comfort, we ask that you bring a complete change of weather-appropriate clothing 

(underwear, socks and outerwear) clearly marked in some way for identification.  These will be kept in 

the child’s cubby and used when necessary. Please do not send designer clothing, expensive jewelry, 

sandals, or barrettes to school. NO FLIP-FLOPS!  We wish for children to play without worrying that 

their clothes, jewelry, hair accessories, will be lost or damaged.  Clothing loaned by LFS must be returned 

within seven days.  After seven days, if item(s) are not returned a $3.00 fee per item will automatically be 
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assessed to your account.  Clothing returned must be properly labeled with your child’s name.  Toys will 

be provided by the center and may not be brought from home.  School aged children are permitted to 

bring toys, games, electronic devices, movies, etc., allowing your child to bring toys etc. is at your own 

risk!  If an item is lost, damaged, or stolen, LFS will not be responsible for replacing the item. LFS 

reserves the right to disallow toys, games, electronic devices, movies etc. from school aged children if the 

item begins to cause a problem, and/or if the child is not displaying behavior that should allow such a 

privilege.   

ADMISSION, WITHDRAWAL, & DISMISSAL 

Admission to the center will require the following forms to be filled out and on file before the first day of 

attendance: 

▪ Enrollment form 

▪ Notice of Parental Responsibility 

▪ Immunization record 

▪ Income Eligibility 

▪ Physical Examination (Children 2-4 yrs) or Well-Child Statement (Children 5-12 yrs)  

▪ Last page of this Handbook signed and dated 

▪ Enrollment in Tuition Express 

Parents/guardians are required to give two weeks’ notice prior to withdrawing their child. If a child does 

not respond well over time, we may need to ask the parents to withdraw and find alternate care for their 

child.  If you do not give two weeks’ notice, you will be responsible for paying your regular tuition 

fees for those two weeks.  If you have available vacation time to use, we can use available time towards 

your two weeks’ notice.  Refunds will only be given for tuition paid in advance if two weeks is given.  

Refunds will not include tuition for the period of two week’s notice, as tuition is still expected for that 

period of time.  Refunds will be issued as a check, and only for tuition paid in advance.  If parents fall 

behind on more than two weeks’ tuition, without effort to catch-up, or make a payment arrangement to 

become current, their child may be automatically dismissed.  When withdrawing your child, if a balance 

is still owed, Little Folks School may collect the remaining balance via the tuition express method that 

you authorized for payment until the balance is $0.  Discontinuing tuition express payments requires a 10 

day written statement. In the event that you withdrawal your child, or are dismissed from our facility with 

a balance remaining, your account will be turned over to Mid-America Accounts Control Bureau Inc. 

after 30 days of non-payment. 

CHRONIC BEHAVIOR ISSUES  

In the event of chronic behavior difficulties, including, but not limited to, offenses that are violent or 

sexual in nature.   The following procedure will be followed:  

1st offense: Written notice to parent. 

2nd offense: (same or similar offense):  Plan of action between parent(s) and LFS staff. 

3rd offense: (same or similar offense):  Parent conference, and mandatory three day suspension.  Parents 

are still responsible for tuition fees during this time.   

4th offense: (same or similar offense):  Further action to be determined by Director or Assistant Director. 

 

*If your child is responsible for damaging LFS, or private property, you may held responsible for the cost 

of repair of replacement. 
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TUITION POLICY 

PRESCHOOL PROGRAM 

Little Folks School has three options available for preschool schedule. 

▪ Full time children attend 5 days per week at a rate of $ 110.00 

▪ Part time children attend 4 days per week at a rate of $ 100.00 

▪ Half time children attend 3 days per week at a rate of $ 90.00 

▪ Diapering/Potty Training Fee (For children not fully potty trained) $5.00 per week 

(Parents must provide PULL-UPS, or underwear, any diaper creams, and wipes) 

BEFORE AND AFTER SCHOOL CAMP 

During the school year Little Folks offers both before and after school care and care for times when 

school is not in session. We provide transportation to and from Mark Twain, Columbian, Steadley, 

Fairview, Pleasant Valley, Carthage Middle School, and St.Ann’s Catholic School. Weekly rates are as 

follows: 

   5 days  4 days  3 days 

Before school only: $30.00  $25.00  $20.00 

After school only: $40.00  $35.00  $30.00 

Before and after: $55.00  $50.00  $45.00 

SUMMER CAMP PROGRAM 

Little Folks also offers a summer program suited to the school aged child. Many activities are available 

for the children both at the center and away from the center. As soon as the program is available parents 

are notified of the activities.  Little Folks provides all meals for children enrolled in Summer Camp. 

Little Folks has three options available for the summer program. 

▪ Full time children attend 5 days per week at a rate of $ 110.00 

▪ Part time children attend 4 days per week at a rate of $100.00 

▪ Half time children attend 3 days per week at a rate of $90.00 

▪ Activity fee per week at a rate of $10.00 

*Payments must be made via Tuition Express, using ACH, Credit, Debit, or Online payment. 
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ADDITIONAL FEES, ADJUSTMENTS, & ALLOWANCES 

▪ Beginning 8/1/2017, a registration deposit of $20.00 per family will be assessed at the time of 

enrollment.  This fee must be paid before your child can start.  The deposit will be credited back 

to your account after 30 days of continuous enrollment.  If your account is negative, then the 

deposit will be applied towards that balance.   

▪ Daily rate for dismissal at 1:00 p.m.:  $5.00 early out fee 

▪ Daily rate for school closing:  $10.00 school out fee  

▪ Insufficient funds charge of $5.00 will be assessed for returned checks, and ACH payments. 

▪ If a family has more than one child enrolled full time at Little Folks, a discount of $10.00 will be 

offered per week for each additional child. This discount is not provided to those receiving State 

assistance.   

▪ Parents will be given two weeks’ of vacation time to use at any time during the year, this vacation 

is not applicable to parents who un-enroll their child for Summer Break.  Please notify either the 

Director or Assistant Director in advance of the week(s) that you plan to use vacation.  Vacation 

time must be used an entire week at a time; therefore if your child attends just once in a week, 

you may not use that week as vacation.  You will not be charged for the week(s) that you use 

vacation.  

▪ See also, late-pick up fees  

▪ See also, diapering fees   

 

*Tuition is expected for days your child may be absent due to illness, family emergencies, doctor 

visits, hospitalizations, vacations, or any other reason. Because our costs remain the same 

throughout the year, we rely on the specified tuition to be paid each week in order to meet our 

expenses. Consequently, as much as we might like to, we cannot make allowances for any days 

missed in your regular attendance schedule, except in regards to planned vacation.   

 

LATE FEE POLICY 

All fees are due on the first day of the child’s weekly schedule. A late payment fee of $5.00 will be 

assessed if current tuition is not paid within the week.   

 

 

*Please retain this handbook for your reference.   
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PARENT CONTRACT 

 

I,____________________________ the parent/s of________________________, 

(Parent/legal guardian first and last name)                                (Child’s first and last name) 

agree to abide by Little Folks School’s Policies and Procedures as outlined in the Parent 

Handbook.  I consent for my child’s image to be used for promotional and communication 

purposes on the LFS Facebook page, class apps, the LFS Website.  I agree to conduct myself, 

while on LFS premises in a Christian-like manner.  I understand that in not doing so, my child’s 

enrollment may be withdrawn.    

 

 

 

Parent Signature_____________________________   Date__________________________ 

 

 

 

 

 

 

 

*Please return this page only with additional enrollment forms.  No services will 
be rendered until this contract is on-file in our office.   
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