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A

Warm

Welcome

Awaits

You!

Dear Parents:
We are pleased to provide you with a copy of the Norfolk State University Preschool
Academy’s Parent Handbook. Our Program is contained within the Department of Early
Childhood/Elementary and Special Education. We are a full service, full-time program
serving children ages 2 ½ through 4 ½ years old.
Strong communication between the home and school is very critical in securing needed
support for every child to be successful in their educational pursuits. We have included
important information regarding your child’s school life, such as policies and regulations
which govern the operation of the program. Please take time to become familiar with
these along with our mission, philosophy, goals, and curriculum.
If you have any questions or concerns about the information included in the Parent
Handbook, please feel free to stop by or call the administration office at (757) 823-8111.
We welcome your thoughts and comments about the handbook and hope that this
academic year will be very successful. Keeping the lines of communication open is the
first critical step in ensuring student success.
We also welcome your active involvement in daily school functions and activities which
are designed to enhance the learning experiences of the children. The research across the
nation is clear; schools that have strong parent support and involvement have higher
levels of student achievement. Again, we wish you and your child a very successful
school year and we will do our best to endure that success.
Sincerely,
Faculty and Staff
NSU Preschool Academy
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The Staff
Our staff and teachers are highly qualified and trained professionals. Their education and experience
show evidence of the University’s commitment to provide the highest quality service to young children
and their families. Some senior-level and graduate students from the Department of Early
Childhood/Elementary and Special Education fulfill their student teaching or practicum experiences at
the program.

PROGRAM DIRECTOR
Mrs. Navine P. Fortune: Ed.D. Early Childhood Education

TEACHER – Pre-Kindergarten
Ms. Myeshia Womack: M.Ed. Urban Education
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The School Program
Mission Statement
The mission of NSU Preschool Academy is to build brighter futures for children by promoting
high quality early education and care while maximizing their highest potential and creating
lifelong learners.

Philosophy
The NSU Preschool Academy is committed to support developmentally appropriate practices to
meet the needs of young children. It is the school’s philosophy that children:
•
Learn through concrete and sensory experiences that are tangible and
child focused.
•
Need and deserve a creative and stimulating atmosphere and environment
conducive for learning.
•
Need a nurturing staff who understands and promotes activities that meet
their social, emotional, physical, psychological, and intellectual needs.
•
Need developmentally appropriate materials and supplies to nurture a
variety of learning styles.
•
Need research based and developmentally appropriate experiences that are
stimulating and child focused.
•
Need activities that are geared to the individual ages and learning styles of
each child.
In general, the school assures through this philosophy that learning experiences will be hands-on
and children will be exposed to the child-focused learning experiences described in the above
statement.

Goals
It is the goal of the NSU Preschool Academy to assist each child in developing:
•
A sense of self-worth.
•
Individual learning styles.
•
A sense of independence.
•
The “whole” self.
•
An awareness and appreciation of their own and the cultures/lifestyles of others.
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Objectives
The NSU Preschool Academy will assist children to be successful with the following:
o
o
o
o
o
o

o
o
o
o

Making choices, solving problems, and listening with understanding.
Initiating and carrying through with a variety of learning experiences.
Participating independently in daily activities.
Participating socially with other children.
Developing habits and attitudes that promote and maintain an interest in learning.
Developing good language skills through stories, games, songs and positive
communication with peers and adults and gain competence in their home language as
well as in a second language.
Learning/play experiences with sizes, shapes, measuring, comparing, one- to-one
correspondence and rote and rational counting.
Developing fine motor skills through manipulating small objects, table puzzles, blocks,
pegs and art activities.
Developing gross motor skills through activities and equipment that includes pulling,
climbing, pushing, throwing, running, and riding.
Developing creative expression and appreciation for art and music through a
variety of art, music, building blocks, sand and water activities, creative dramatics,
computer, and technology.

Curriculum and Instruction
Curriculum and instruction at the early childhood level reflect a developmental approach
that is centered on concepts, skills, and processes in individual subject areas. Each child
is viewed as a unique person with an individual pattern and timing of growth.
Curriculum and instruction are responsive to individual differences in ability and
interests. Different levels of ability, development and learning styles are expected,
accepted, and used to plan and design appropriate learning experiences for each child.
Our Curriculum is based on Core and Stream Skills, Virginia’s Foundation Blocks for
Early Learning: Comprehensive Standards for Four-Year-Olds, and NAEYC guidelines
to provide the framework for what is to be taught at each level. STREAMin3 is a
comprehensive curriculum that focuses on 5 Core Skills that form the building blocks for
later learning and 6 STREAM Skills to prepare your child for success in kindergarten and
beyond. The curricula used emphasize basic skills and are rich in informational facts,
along with problem solving and decision-making techniques. Our eclectic curriculum
provides meaningful, child-centered experiences that are geared to children’s interests, as
well as their developmental, and cultural needs. The teachers provide materials and
interactions to simulate the emergence of children’s ideas and understandings. As the
children engage with the materials provided, the teachers observe, offer guidance, and
use data to individualize instruction.
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Accreditation and Licensing
The NSU Preschool Academy is accredited by the National Association for the Education
of Young Children (NAEYC) – the nation’s leading organization for early childhood
professionals. The NAEYC’s effort is to improve quality of early childhood education
programs.
Our program is licensed by the Virginia Department of Social Services for child day
center program. Licensing assures parents that program provides sound supervision,
protection, and well-being of children.
Standards for licensed child day centers require the program to meet all applicable
guidelines for operation. Compliance with standards is determined by inspection report
produced by the licensing inspector within the Department of Social Services Licensing.
Our program also participates in Virginia Quality Program.

Operating Hours
The school is open from 7:30 a.m. to 5:30 p.m. We encourage that your child arrives by
9:00 a.m. to receive full benefit of the program.
The school closes at 5:30 p.m. and children must be picked up before the closing time.
There is a late pick-up charge of $2.00 per minute during the first five minutes after 5:30
p.m. and $5.00 for each additional minute after 5:35p.m. The charge is due within 3 days.
If your child is picked up late more than three times over the course of the fiscal year, the
school reserve the right to terminate your child from the program.
In the event a child is still at the school at 6 p.m. and we are unable to contact the parent
or authorized emergency contacts, we will alert the police and Virginia Department of
Social Services.
Child will be released to only authorize individuals listed on Authorized to Pick-up List,
on the Emergency Form.
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NSU Preschool Academy
Daily Schedule

7/2021

7:30 – 8:30

Arrival/Interactive Center Play

8:30 – 9:00

Morning Discussion/Independent Activity

9:00 – 9:30

Morning Snack

9:30 – 10:00

Whole Group/Storytime

10:00 – 11:00

Small Group/Interest Center Activities

11:00 – 11:30

Music Movement/Ready for Outdoor Time

11:30 – 12:15

Playground/Gross Motor Activities

12:15 – 1:15

Lunch

1:15 – 2:45

Rest time

2:45 – 3:15

Bathroom/Afternoon Snack

3:15 – 3:30

Whole Group/Music Movement/Storytime

3:30 – 4:30

Interest Center Activities

4:30 – 4:45

Ready for Outdoor Time

4:45 – 5:15

Outdoor Time

5:15 – 5:30

Quiet activity/Dismissal
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Regulations and Procedures
Admission/Placement
Admission to the program is open to faculty, staff, students, and community families. Parents
who are interested in enrolling their child at the Preschool Academy should complete the forms
in the registration packet and submit to the Preschool Academy. The registration fee of $100.00
(non-refundable) must be submitted with an enrollment packet. Admissions are based on
availability of spaces, age, and developmental readiness for the placement. Parents will be
contacted when a space is available for their child and will be given a 72-hour window to accept
or decline the acceptance to admission.
Enrollment Requirement
Immunizations must remain current, and the medical form must be renewed annually.
•
•
•
•
•
•
•
•

All required documents in registration packet must be completed prior to admission. All
other necessary forms will be given to the parents during the orientation to complete.
Submit one-time non-refundable registration fee of $100.00 with registration form.
Fully toilet trained. Pull-Ups (training pants) are not permitted.
Between the ages of 2 ½ to 4 ½ by the beginning of academic school year.
Proof of required immunizations.
Provide original copy of the birth certificate.
A copy of a School Entrance Physical form completed by physician not earlier than
twelve months prior to enrollment.
Orientation prior to enrollment to ease the transition and review all documents pertaining
to school.

Waiting List Policy
The purpose of the Waiting List Policy is to ensure that a fair process is followed and
communicated to all involved. When the Preschool Academy receives an application for
admission, Preschool Academy administration files the application on the waiting list.
The waitlist is organized using the following information:
A. Registration date
B. Space Required date
C. Age group
1) Preschooler (3 yrs.)
2) Pre-K (4 years onwards)

D. Priority group
1) Children already enrolled (e.g., part time waiting for full time)
2) Siblings of children already enrolled.
3) Children of staff working at NSU.
7/2021
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4) Children not affiliated with NSU.
When a space becomes available within the NSU Preschool Academy, administration assigns the
space to the first child on the waiting list. NOTE: The NSU Preschool Academy’s Program
Director reserves the right to manage the waitlist in the best interest of program.

Waiting Times:
It is impossible for us to predict how quickly our waiting list will progress. Therefore, we cannot
give an approximate entry date.
When a space is available, every effort will be made to contact the parent through telephone or
email. Telephone or email notification must be returned within 5 business days after which, we
will contact the next family on the list. Parents who decline a space or do not return notification
within 5 business days, will be removed from the waiting list.
It is vital that the parent ensure all information is current. If the offered space (required date or
days) does not meet your criteria and you subsequently decline, you will remain on the waitlist
list as is. Please let us know if you find alternative care and would like your name removed from
our list.
Returning Parents:
Returning parents will not be given priority. Current parents who withdraw their child/children
from the program for an unspecified period, must re-apply for admission.
During the month of April, all current parents will have the opportunity to enroll their children
for the summer program and upcoming school year.
Orientation
The NSU Preschool Academy aims to foster a smooth transition from home to school.
Orientation is an important process for children, parents, and staff. It enables the children to
become familiar and comfortable with their environment and gives an opportunity for parents to
meet the staff and ask questions. It also allows the staff to develop relationships with the children
and gain information regarding children and their families. We recommend that all new children
have the opportunity to become acquainted with their environment, teachers, and staff before
their first day of school.
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Tuition and Fees Policy
The NSU Preschool Academy operates primarily from the funds generated by the tuition
paid by the children enrolled. It is therefore imperative that all fees be paid in full and on
time. The program operates 11 months, from September through July, which includes the
optional Summer Session during the months of June and July.
1. The tuition for each school year is assessed on an annual basis. It is payable in
eleven (11) payments of $600.00 for full time and $400.00 for part time each month.
Each monthly payment can be paid twice a month with authorization from the Program
Director. The payment cannot be broken down more than twice a month and postdated
checks are not accepted.
2. The $400.00 per month part time care service is consist of:
 Child is allowed to attend up to 25 hours per week included snacks and lunches.
 Three full days per week (Monday, Wednesday, and Friday) or
 Half day (8 am – 1 pm) five days a week.
3. Monthly tuition fee must be paid on the first school day of each month.
A. Once a month payment:
 The full month payment must be submitted within five days of the due
date.
 The late charge of $40.00 will be applied to the tuition after the five days
grace period.
 Child will not be admitted to the program if the payment has not been
submitted after the five days grace period.
B. Twice a month payment:
 The parent who submits payment twice a month must submit first payment
on the first school day of the month.
 The second payment must be submitted within two weeks from the first
payment due date.
 There will be no five-day grace period for the second payment.
 The late fee of $40.00 will be applied to second payment the day after
second payment is due.
 The child will not be admitted to the program if the second payment has
not been submitted on the due date.
4. Tuition discount of $50.00 for the second child for the multiple children enrollment.
5. The payments can be made with personal checks, certified checks, cash, or money orders.
Postdated checks will not be accepted.
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6. A non-refundable registration fee of $100.00 is required at the time of enrollment for
each child.
7. An activity fee of $85.00 for the fall and spring semester is due in September.
8. A Summer Activity fee of $90.00 is due in May for each child enrolled in the summer
session.
9. Activity fees will cover all admission charges for the fieldtrips and
scheduled/unscheduled special activity costs.
10. If a parent submits the payment to the Cashier’s Office directly, the copy of receipt must
be presented to the Program Director or the child’s teacher. A copy of the receipt will be
filed to verify tuition payment.
11. Tuition payment checks must be verified through the university’s check authorization
system.
12. Checks declined through check authorization system will be returned to the parent.
13. All parents must provide their Driver’s License information to process checks.
14. Parent(s) or Guardian(s) of a child must sign the Tuition and Fee Agreement at the time
of enrollment.
15. There will be a charge of $50.00 for all returned checks and parent will not be permitted
to submit personal checks for future payments.
16. Norfolk State University employees may pay tuition directly at the Cashier’s Office (submit
receipt to program director).
17. Referral Incentive:
The New Student Referral Incentive Program is for parents or guardians who are currently
paying tuition to our program.
a. $50.00 incentive credit towards one month of tuition payment for each new family who
commits to enroll for the entire year with all fees current.
b. The current family refers by filling out and submitting the referral form. Upon receipt of
the form NSU Preschool Academy will contact the prospective family.
c. The prospective family must enroll in the NSU Preschool Academy and must remain for
the school year with all fees current.
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d. Tuition referral credit consideration is limited to the referral of new families never
enrolled at the NSU Preschool Academy.

Communication with Parents and Guardians
Open House, Parent Group meetings, school newsletters, e-mails and brief notes or
telephone calls are important components of the communicating system. Additionally,
the “Parent Board” outside the Preschool Academy’s door contains vital information.
Parents/Guardians and teachers exchange useful information through these procedures.
In many instances, a quick phone call or short note can alert the teacher or parent to a
possible problem or clarify some misunderstanding. Informal reporting practices
strengthen the bonds between home and school.
Open Door Policy/Visitation
The NSU Preschool Academy promotes an “OPEN DOOR POLICY”. Parents/guardians
may visit their children any time they wish. We do ask parents/guardians who plan to
visit their children to follow the classroom routine, to avoid disturbing classroom
schedules and activities. If you wish to meet with the Director or a staff member, please
make an appointment so that arrangements can be made. Parent/guardians are not only
welcomed, but also highly encouraged to volunteer and become involved in the program.
We welcome brief visitation from previous enrolled children. We want children to continue the
relationship and connect with their teachers. However, the visitation cannot be longer than 30
minutes to prevent interference with the class schedule and to meet our licensing requirement.
Parents/Guardians must remain with child during the visit. The NSU Preschool Academy is
licensed for the preschool age children and can only provide the care for the children who are
currently enrolled.
Attendance and Tardiness
Regular and prompt attendance is necessary for your child to maintain satisfactory
progress. Illnesses of the child, death in the family, exposure to contagious disease or
religious holidays are reasonable absences. Please notify the administrative office (757)
823-8111 if your child is absent.
Our instructional day begins at 9:00 a.m. and we encourage children to be on time to
receive instructions for morning activities. Excessive tardiness or absenteeism may result
in removal of the child from the program. 9:30 a.m. is arrival cut-off for admittance.
Doctor appointments require a return to school note after 9:30am.
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Change of Information
Any change of information (name, address, telephone numbers – home, business, cell,
emergency contact persons, job, persons authorized to pick child up) during the school
year should be given to the administrative office. Parents enrolled in NSU are asked to
provide a copy of their current class schedule and to notify the school of any changes.
Emergency cards must be maintained with current information.
Evaluations and Assessments
Age-appropriate evaluations and assessments are given by each child’s teacher to
establish developmental progress. Some assessments are designed to identify specific
areas in which children may need additional assistance. The assessments are administered
three times per year.
Other evaluations and assessments are administered throughout the year based on children’s
needs, interests, and progress. Evaluations/assessments may include, but are not limited to work
samples, projects, checklists, home activities, and observations.
Interim progress reports are designed to inform parents of their child’s academic and
developmental progress. Progress reports are distributed three times during the school
term.
All teaching staff who will be assessing children will receive training on procedures for
implementing the STREAMin3 Curriculum.
Parent-Teacher Conference
Parent–Teacher conferences are offered in November and May. November conference is
to discuss initial assessment of the children. May conference will provide an opportunity
for parents and teachers to discuss children’s progress throughout the year. Parents are
encouraged to participate in scheduled conferences and parents also may request the
conference anytime to discuss concerns and questions about their child. Conference
should be scheduled at a time mutually agreed upon by the parents and the teacher and
should not interfere with instruction of the class. Parents may call the school; send an email or a note to the child’s teacher to schedule a conference. At various times during the
school year, your child’s teacher may ask you to come in to discuss your child’s progress
and concerns.

Confidentiality
Our program stresses the importance of protecting the rights and privacy of children, families,
and staff. The practice of maintaining the confidentiality of verbal information and written
records is a basic policy of our program. It is program policy that staff and participating students
should not repeat or share private information they received from the children.
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It is also the program’s policy that families must not share or post other children’s information or
photos on the social media without an authorization from the school or children’s parents.
All children’s information is kept confidential and locked. Information is accessible to
authorized program staff only. The NSU Preschool Academy will only release the child’s
information to those individuals, agencies, schools, or facilities authorized by the child’s
parent/guardian.
Family Home Activities
Teachers periodically assign additional work to be done outside of school to reinforce
skills and concepts. Family Activities is viewed as one part of the teaching/learning
process. When used effectively, it helps students use what they have learned, develop
responsibly, and demonstrate commitment to learning. The activities provide an
opportunity for students and families to spend quality learning time, reinforce skills and
concepts, and foster the student’s early childhood development.
Inclement Weather/Early Dismissal
In the event of an emergency or extreme weather conditions, the NSU Preschool
Academy will follow Norfolk Public Schools closings. Regarding the early closings and
emergency evacuation during school hours, the Academy will follow the University’s
evacuation and closings. However, some events will be left to the discretion of Program
Administrators.
Field Trips
As an extension of the learning environment field trips are scheduled on- and offcampus. Parents will be informed and sign approval forms for off-campus field
trips/events. All field trips/events will be posted on the Parents Board prior to the field
trip. For all off-campus field trips transportation will be provided by qualified
experienced drivers from the University Motor Pool Department in the Physical Facility.
Withdrawal Procedures
Thirty days written notice is required prior to withdrawing your child from the program.
Please include the reason for withdrawal, final day of attendance and what your family’s
next arrangement will be (other center, public school, home daycare, etc.). This
information will allow us to help your child make a smooth transition.
Parent Conduct
Families must be aware that adults serve as role models for children. Additionally, the NSU
Preschool Academy is responsible for protecting the children in our care and for providing a safe
workplace for staff members. Therefore, it is critical that while on program property and during
field trips, families always conduct themselves in a professional and rational manner. The NSU
Preschool Academy reserves the right to immediately terminate the enrollment agreement if a
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family member behaves inappropriately. The following actions are grounds for immediate
dismissal (please note, however, that this is not an exhaustive list of inappropriate behaviors):
1. Acts of violence, including assault and battery

2. Harassment of or threats against the staff, other parents, or children
3. Possession of illegal substances or firearms
4. Verbal or physical abuse of any child
5. Profanity or indecent exposure

Parent Group
The NSU Preschool Academy and families work closely in partnership to ensure high
quality care and education for children. Parents are welcome to visit and are encouraged
to be involved in the program.
Our Parent Group plays an important role in the decision-making process as it pertains to
school improvement. Our Parent Group consists of elected officers: President, Vice
President, Treasurer and Secretary. The Parent Group participates in various University
programs and special events. The Parent Group also conducts several fundraising
projects to enhance the Educational Philosophy of the NSU Preschool Academy. We are
very proud of our Parent Group and their involvement and commitment to quality
education.

Health/Medication
The health of each child is of paramount interest and concern to our staff. The following
policies are designed to promote the wellbeing of children. Parents are responsible for
bringing their children to the program in good health and capable of participating in all
activities. Outside play is an integral part of a healthy day at the program. If children are
well enough to come to the program, they are well enough to play outside. Please do not
ask that your child be kept inside.
Parents should call the program’s office if a child is absent due to an illness.
Accident and Medical Treatment
Parents/Guardians must sign Emergency Medical Care permission and provide current
health insurance coverage information which allows the child to receive medical
treatment at the nearest hospital in the event of an incident or accident requiring
professional medical treatment. Parents/Guardians will be notified and are expected to
meet child/staff at the hospital. The steps for receiving emergency medical care may
include but are not limited to the following.
1. Attempt to contact the parent(s).
2. Attempt contact the physician.
3. Attempt to contact the persons listed on the emergency contact list.
7/2021
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4. If all contacts fail, the school will do any or all the following.
• Call another physician.
• Call an ambulance.
• Have a child taken to the emergency facility by NSU campus police or
emergency services.
Communicable Diseases and Conditions
Any child with a suspected communicable disease, including ringworm, impetigo, lice, or
conjunctivitis (pink eye), will be excluded from school. To return to school, the Program
Director or teacher must receive a written notice from the physician that a child has
received treatment.
Parents/Guardians are required to notify the school within 24 hours or the next business
day after a child or immediate family member has been exposed to or has experienced a
contagious disease.
Parents/Guardians will be notified when other children at the school have experienced or
been exposed to contagious or communicable diseases.
Inadequately Immunized Children
Children who have not received all their shots are at risk of serious illness, and they pose a risk
to the health of other children in the program. Child Care providers must ensure that children
have gotten certain vaccines or have filed appropriate exemptions as allowed by Virginia law. In
the event of an outbreak children who are under immunized may be required to be excluded for
an extended amount of time as determined by the health department. This may require a loss of
income for the parent and tuition will still be required.
Illness
If your child becomes ill during the school day (i.e., fever, throwing up etc.): he/she will
be isolated, and an attempt will be made to reach the parent/guardian by phone.
Parents/guardian or authorized person must pick up a child within one hour of
notification. Parents are expected to keep children at home who have a fever, bad colds,
or diarrhea at least 24 hours from onset of symptoms. Please, do not bring your child to
program if he/she has the following symptoms.
•
•
•
•
•
•
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Temperature of more than 100 degrees in the last 24 hours.(to attend, he/she must
be fever free for 24 hours without the benefit of medication)
Intestinal disturbance accompanied by diarrhea or vomiting.
Any undiagnosed rash
Persistent cough
Sore or discharging eyes, ears, or throat.
Any contagious childhood ailments such as ringworm, pink eye, impetigo
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Screening for Illness:
The program staff will conduct daily health check on all children when they enter the program in
the morning or during the greeting time. Children, staff, and students shall be sent home or
denied admission if one or more of the following conditions exist:
 Shows signs of an illness that prevents him/her from participating in activities,
 Illness results in greater care needed than the staff can provide without compromising the
health and safety of the other children.
 Has a temperature greater than 100ºF
 Symptoms and signs of possible severe illness (such as unusual lethargy, uncontrolled
coughing, irritability, persistent crying, difficult breathing, wheezing, or other unusual
signs).
 Uncontrolled diarrhea
 Vomiting illness: two or more episodes
 Rash with fever or joint pain
 Purulent conjunctivitis (defined as pink or red conjunctive with or yellow eye discharge),
cannot return until 24 hours after treatment has been initiated
 Scabies, head lice, or other infestation-cannot return to school until 24 hours after
treatment has been initiated.
 Tuberculosis-cannot return until a health care provider or health official states that the
child can return to the program.
 Impetigo-cannot return until 24 hours after treatment has been initiated.
 Haemophilus influenzae type B (HIB) and meningococcal infection-cannot return until
approved by health care provider.
 Strep throat or other streptococcal infection-cannot return until 24 hours after initial
antibiotic treatment and cessation of fever.
 Chicken pox-cannot return until at least 6 days after onset of rash, but in any event not
until all sores have dried and crusted.
 Pertussis-cannot return until 5 days of appropriated antibiotic treatment has been
received.
 Mumps-cannot return until 9 days after onset of parotid gland swelling.
 Hepatitis A virus-directed by the appropriate health official
 Measles-cannot return until 6 days after onset of rash.
 Rubella-cannot return until 6 days after onset of rash.

Parents or individual specified in writing shall be notified to pick up the ill child immediately.
Child shall be isolated until leaving the school and shall not return until sufficient time/treatment
has elapsed.
The ill child will be placed in front of the Director’s office and a staff member will provide
supervision and comfort until child has been picked up by parent or guardian.
Emergency medical care and ambulance telephone numbers shall be posted in a conspicuous
place near the telephone.
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Whenever exposure to a communicable disease has occurred, the school’s designated person
(Administrator) notifies parents and contact local health authority for recommendations
regarding control measures.
Parents of all children shall be notified when children have been exposed to the following:










Bacterial meningitis (H flu)
Neisseria meningitis
Pertussis
Streptococcal infections
Scarlet fever
Chicken pox
Lice or scabies
Giardia lamblia diarrhea
Hepatitis A virus infections

Medication
NSU Preschool Academy has made the following decision regarding the administration
of medication: Authorized staff WILL ONLY administer prescription medications. The
Preschool Academy will administer prescription medication by all routes covered in the
MAT course (oral, topical, eye, ear, patches, and inhaled, medications and epinephrine
via an auto-injector device).
The Preschool Academy will administer medication in accordance with VDSS child day
program regulations pertaining to the administration of medication in a child day
program. Only a staff member who has completed the appropriate training or has
appropriate licensure and is listed as a medication administrator in the Program’s
Decision Regarding Medication Plan will be permitted to administer medication in the
program.
Parents/Guardians must complete Medication Authorization Form for prescription and
non-prescriptions and ointments. All medications and ointments must be in original
containers (including medication administration tools) marked with the child’s first and
last name, dosage, and the hours to be given. Medication and ointments must be given to
the staff and may not be left in child’s backpack or cubby.
For short term medication the Medication Authorization Form must be completed in
every 10 working days. For long-term medication and “As Needed” medication, the
Medication Authorization Form must be completed every 6 months.
Parents must notify staff when medication is given to the child prior to arrival at school.
Smoking
Smoking is prohibited inside the building, 25 feet within the playground and building,
and in the presence of children.
7/2021
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Special Needs
The goal of the NSU Preschool Academy is to provide services to children of all needs.
Documentation of special care instructions from a physician must be provided for any
child requires special medical attention such as asthma, allergies, or chronic illness.
Parents of children who require special diets for family religion, preference etc. must
provide documentation. The parent must also complete the Permission to Post Child’s
Information form for the special needs.
When the staff suspects that a child has a developmental delay, serious behavior
problems or other special needs, the program will ensure that communication with the
family is in a sensitive, supportive, and confidential manner. Parents will be provided
with documentation and explanation for the concerns, action plan and resources for
obtaining additional information, services and supports.
Managing Food Allergies
To the extent possible, children with food allergies and intolerances will eat foods similar
to those served to the other children. Classrooms will be identified with a special poster.
It is a community effort to protect our children who have these potential deadly allergies.
Parents of children with allergies must provide the following:
•
•

•
•

Documentation of allergies and medical concerns by a physician.
An Allergy Management Plan that includes:
o A detailed description of items which your child is allergic.
o Symptoms of a reaction
o Emergency actions
o Emergency contacts and phone numbers
Epinephrine (Epipen Jr.) and/or Benadryl or other required medications along
with a completed doctor and parent authorization form
Parents should also
o Educate child about symptoms
 How/ways to avoid exposure
 When/who to tell if symptoms appear

All parents are expected to:
•
•
•
•
•
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Take an active role in helping to keep our school safe for children who have potentially
fatal allergies.
Contact administration or your child’s teacher for guidance in selecting foods to be used
for classroom celebrations.
Avoid bringing anything into the classroom that contains the deadly allergen.
Wash hands thoroughly immediately after entering the classroom.
Monitor the child to thoroughly wash hands immediately after entering the classroom.
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Asthma
The NSU Preschool Academy recognizes the importance of keeping all children safe.
Parents of children diagnosed with asthma must provide the following:
• Documentation by a physician.
• A completed written asthma action plan
• Medication to be kept at school (if applicable)
• Proper authorization forms completed by pediatrician and parent to administer the
medication.
• Must meet with your child’s teacher to review and demonstrate equipment
use/medication administration.
Children with Disabilities
The Americans with Disabilities Act (ADA) requires child care programs to make their programs
as physically accessible as possible and to make modifications in their policies, practices, and
procedures to assure that these do not discriminate against people with disabilities.
The NSU Preschool Academy does not discriminate against children with disabilities. We assess
each potential student and decide on a case-by-case basis the appropriate placement. We will
make every effort to accommodate any child with a disability who applies for admission without
fundamentally altering the operation of the program.
•
•
•
•
•
•
•

Parents must complete program’s Individual Health Care Plan for a child with special needs.
The education of children with disabilities is based on a complete and individual evaluation
and assessment of specific, unique needs of each child.
An Individualized Education Program (IEP) is drawn up for every child found eligible for
special education or early intervention services.
All children with disabilities are educated in the regular education environment to the
maximum extent possible.
Parents have the right to participate in every decision related to the identification, evaluation,
and placement of their children.
There must be parental consent for any initial evaluation, assessment, or placement. Parents
must be notified of any change in placement it may occur.
Parents have the right to confidentiality of information. No one may see a child’s records
unless the parents give their written permission. The exception to this is school personnel
with legitimate education interests.

Biting Policy
Program Philosophy
Biting is a natural, developmental behavior in which many young children engage, especially during
their second and third years of life. We recognize that biting is a distressing activity for parents, staff,
and the child who has been bitten. Because biting is so disturbing, everyone involved would like to
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eliminate it quickly. Unfortunately, a “quick fix” is not usually available. However, biting does require
immediate action by staff to comfort the child who has been bitten, express disapproval to the biter, and
to find the cause of the biting.
Children bite for a variety of reasons, so it is essential for adults to get to the cause of the behavior.
Most of the reasons for biting are not related to behavior problems nor does biting make the biter a “bad
child.” Since biting is developmentally related, it is more common for toddlers to bite than for older
preschool age children.
How staff respond
Staff members respond to biting as they would other aggressive behavior – by:
• Calmly, yet firmly telling the biter that biting hurts and is not allowed.
• By comforting the victim immediately and providing first aid if needed
• Wash the bite with soap and water.
• Apply ice to reduce swelling.
• If the skin is broken, universal precautions are followed, and an injury report is written.
• By documenting the biting in an incident report
When a particular child bites regularly, the center staff attempt to find the cause of the biting and take
action to prevent future incidents. The staff look at:
• The precipitating factors such as time of day, area of the classroom, the activity, other children
involved, etc.
• Changes in the child’s life, such as health problems, teething, the absence of a family member,
the birth of a sibling, transitions, etc.
The staff then develop strategies to help prevent further biting. These might include:
• Ensuring that there are enough materials, including duplicates, for the children to use.
• Ensuring that there is enough space in the classroom and that there are quiet times in the
schedule.
• Shadowing a biter in situations and times when the child has bitten before.
• Providing teething toys for children who are getting new teeth.
• Showing disapproval of biting
• Working collaboratively with parents to reduce or eliminate biting.
How parents are informed
The parents of a bitten child are notified of the incident the day the incident occurred. If a bite breaks
the skin, the child will be referred to a healthcare provider. Confidentiality prohibits the staff from
divulging the name of the biter. The parents of the biter are informed personally and privately the same
day. *The child who bites may be sent home at the discretion of program director*
How biting is documented
All biting incidents are documented by the teacher(s) in an incident report which is reviewed and
approved by the center director. A copy of the incident report is given to the parents. The other copy is
kept in the center’s incident report file.
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Safety
The NSU Preschool Academy takes great strides to ensure the safety of each child. The
following policies have been established to promote our statement of “Safety First”.
Authorization for Pick-Up
All parents/guardians must sign their name and the time when children are dropped off
and picked up. The children should be escorted to the classroom each morning. NEVER
allow your child to come into the building unattended. Be sure that a teacher is aware of
your child’s presence.
Parents/Guardians must notify the school if anyone other than the parent/guardian is
picking up the child. Persons authorized to pick up your child must be on the emergency
form under the authorization to pick up list. If you are planning to have your child
picked up by someone not listed under the pick-up list, please notify the school in
advance, and inform the person picking up the child that he/she will be asked to present
identification. If an authorized person picks up a child for the first time, he/she will be
asked to present identification (driver’s license or another picture identification).
Intoxicated/Impaired Policy
If any staff believes that an adult who is picking up a child is impaired and not in a
condition to drive or adequately care of the child’s safety, the staff will not release the
child to the adult until the child’s safety is assured. Staff will offer to call a taxi at the
adult’s expenses or call another authorized adult to assist in picking up the child.
Determining whether to release a child in this situation is difficult for the staff member.
However, our primary obligation is to protect the safety and well-being of the child. The
Campus Police will be stand by to assist us, if necessary.
Dress Code
Children should wear washable play clothes to allow them the freedom to play without
restrictions. Our equipment and material are designed for children discovery and
exploration. Children will be given the opportunity to experiment with water, sand,
paints, to freely move, walk, run, climb, jump, roll, sit on carpet/grassy areas, etc.
Children must wear closed-toe shoes during school hours. Exception: Children may
bring sandals/water shoes on designated water days during the Summer Program.
Outdoor Activities
It is mandated by the program’s licensing and accreditation that children must have one
hour of outside activity daily. As per class schedule, this is broken up into two 30 minutes
segments in the morning and in the afternoon. When the outdoor temperature is below 32
degrees, the children will remain indoors, and large motor activities will be provided.
Before allowing the children to go outdoors, various weather factors will be considered by
the staff for the outdoor activity. This includes air quality, temperature, wind chill factor,
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and other weather elements. Staff will ensure that all children are appropriately dressed and
protected according to the weather before leading children outdoors. Please send in weather
appropriate clothing and update as needed.
Emergency Preparedness
The school will retain the responsibility of all children on premises (campus) until they
are released to a parent/guardian, or other designated person, or until they have been
transported to an official evacuation center; in which case university officials will remain
with children until all have been united with their families.
In an actual case of an Emergency Evacuation during the school hours, the program will
follow Norfolk State University’s emergency procedures.
All employees will remain on the premises with children as designated by law. All
teachers may not leave the premises until the assigned person in charge gives them
official permission to do so.
Parents/Guardians should not telephone the school. They should listen to the NSU radio
station WNSB 91.1 FM for progress reports during the emergency event. When it is safe
for parents to travel and safe to release children from the premises, the school will contact
parents/guardians or authorized person to pick up children.

Food Policy
Meals and Snacks
The Preschool Academy provides USDA approved morning snack, milk, and afternoon
snack each day. The morning snack will be served at 9:00 a.m., the lunch will be served
at 12:15 p.m. and the afternoon snack will be served at 3:00 p.m.
Our menu is posted monthly on the parent board. If a child requires a special diet, the
family will need to supply an alternate lunch and snack. If a child has a food allergy or
restriction, the center must be notified of such, in writing (by both parent/guardian and
doctor). Snack and milk costs are part of the tuition rate. If a family opts to provide their
own meal, the tuition rate will not be altered.
The following items must meet USDA’s CACFP food guidelines: juice (100 %),
unflavored low-fat milk (1 %), unflavored fat-free (skim), and yogurt (plain or flavored
or sweetened). Yogurt must contain no more than 23 grams of total sugars per 6 ounces.
Do not send potato chips, soda, cookies, and candies for breakfast. All unused foods will
be disposed of.
Lunch brought from home must be labeled with your child’s name.
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Refrigerators will be provided, but microwaves are not available for warm-ups. If you
wish to send a hot item for your child’s lunch, it must be heated at home and sent to the
Preschool Academy in a thermos.
Please send plastic containers or baggies to hold food. Please keep all glass containers at
home unless you are providing lunch in a thermos. We will be happy to help children
open containers; however, to foster independence in preschool age (and older) children,
please send food in containers that children can easily open. Please be sure to label all
containers for them to be returned. Many containers look alike, and we do not always
remember which one belongs to you.
All lunches must consist of nutritious foods that your child can feed him/herself.
The USDA recommends that your child’s lunch contain the following items in serving
sizes appropriate to their age group (see Appendix C):
 One whole-grain or enriched product (bread, crackers, rice, etc.).
 One protein product (meat, yogurt, cheese, eggs, dried beans); and
 One fruits and One vegetable.
Packing these foods in your child’s lunch will guarantee that your child’s daily lunchtime
nutritional needs are being met.

Birthdays
A child’s birthday is a wonderful reason to celebrate! However, when done at school, it
should be inclusive, respectful of everyone’s beliefs, and aligned with our policies. For
the safety of all children including those with food allergies, we are beginning a healthier
birthday initiative. Instead of food items, we are offering students an opportunity to
choose an item from our “Birthday Menu” to celebrate their special day.
Please see information on Parent Board. Read through the menu choices and help your
child decide which he/she would like to do for his/her birthday celebration. We want to
honor each student in a special way! If there is something your child would like to do that
is not listed, please contact the teacher (at least 5 days in advance). Most activities that
can be completed within a 15–30-minute time frame is fine!

Discipline Policy
We believe that discipline helps children to take responsibility for their actions and
should be handled in a manner that assists children in acquiring mastery. The NSU
Preschool Academy approves of two methods: (1) Re-directing behavior and (2) Timeaway.
It is the policy of the NSU Preschool Academy that children are treated with respect and
dignity. We DO NOT and WILL NOT discipline with corporal punishment. We believe
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that children respond best to positive reinforcement. When behavioral problems occur,
they are handled positively to help children toward self-discipline.
Teachers and staff are expected to plan proactively to assure a developmentally
appropriate environment and activities designed to allow children a balance of activities
and individual freedom to meet their needs. The planning and structure of the
environment and materials, foster variety of quiet and active, small, and large group,
teacher-led and free-play experiences that tends to prevent most discipline challenges.
However, when discipline challenges occur, some of our strategies are:
o We allow children to help us determine acceptable and unacceptable
behavior in the classroom.
o We help children to identify and verbalize their feelings to themselves and
to others.
o We redirect children to more appropriate activities/materials.
o As a last resort, we use “time-away” to allow children the opportunity to
“sort-out” their feelings and to seek control of their behavior. We are
consistent and responsible in our implementation of “time-away.”
Children are never in the “time-away” period longer than their age. For
example, three minutes or less for a three-year-old, four minutes or less for
a four-year-old, and five minutes or less for a five-year-old. Children and
staff verbalize and determine when they are ready to return to the group
from “time-away.”
If the above methods prove unsuccessful the staff will work with the parent(s) to find
resources to meet the child’s individual needs. Our goal is to help children move toward
self-control, self-direction, and self-discipline.

Termination of Enrollment
The NSU Preschool Academy provides an environment that encourages growth in
discipline, self-control, and respecting the rights of others. The Preschool Academy staff
works hard to prevent negative behavior by practicing techniques that are fair, consistent,
and respectful of children and their needs.
The goal of the program’s guidance and discipline is to help children gain inner control.
Our staff will do everything in their power to correct and work with a child’s behavior. If
the behavior is more serious and becomes a physical threat to others or him/her, the staff
will complete an “Incident Report” for parents to review and sign. If another child’s
safety and well-being is affected by a child’s behavior or the child’s behavior is
impacting negatively on the overall program, the parents will be notified, and a
conference will be held.
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The child’s teacher will share observation information about child’s behavior with parent
during the conference. Every attempt will be made to assist child and parent to improve
the child’s behavior. However, if all possible techniques have been applied and there is
still a problem, the program will recommend the parent find an alternate program or short
suspension may be recommended as an alternative.
Before suspension/dismissal is recommended, the following steps will be followed:
1. Gather documentation for a minimum of two weeks about the concern.
2. Meet with the parents, teacher, director, and the ECE/EED/SPE department head to
discuss the concern.
3. Meet with the department head and faculty committee to discuss strategies.
4. Attempt implementation of suggested intervention.
5. Continue to document child’s behavior.
6. Meet with director, department head and faculty for consideration of
discontinuance/suspension from the program.
In the event the parent is not in agreement, the parent may file a grievance and follow the
grievance procedures as stated in the parent handbook.
It is the goal of the program to help parents/guardians and children when they must be removed
from the program to understand the problem and help parents seek an alternative
program/solution for their child. The staff is expected to assist parents/guardians who are
seeking alternative professional help for their children with appropriate professional referrals.
The program also may terminate enrollment for the following reasons including but not
limited to:
o Parent failure to pay tuition.
o Disturbance to the program by a parent
o Continued disagreement or dissatisfaction of a parent that causes disruption to
teachers and/or children.
o Not able to assist parent and child after sincere attempts have been made to
resolve the problem.
o Extreme separation anxiety. If after a period while working with the parents and
child to relieve anxiety, and the anxiety level is still high causing the child to
experience severe stress, we will recommend removing the child from the
program.
o If at any time a child exhibits behavior that puts other children at risk, we reserve
the right to automatically terminate a child’s enrollment in the program without
advance notice.

Parent Grievance Procedures
The NSU Preschool Academy will provide problem-solving mechanisms that will attempt to
resolve issues at the lowest level of authority. When situations arise that are not covered by any
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existing policy and/or procedure, the situation would be addressed, in most cases, by the
development of new policies and procedures that would apply to that situation in the future.
a. Before a parent files a grievance, a direct discussion should take place between the
person(s) whom the complaint involves. Each party involved should note the date, time,
and outcome of the informal discussion.
b. Failing resolution at this level, the person with the complaint must attempt to resolve
problems or concerns at the Academy with the area supervisor. More than one meeting
must occur prior to the issue becoming a grievance. If this level of discussion fails, the
grievance must be prepared in writing and given to the Director of the Program, who has
five working days to hold at least one meeting and to make a recommendation.
c. Failing resolution at this level, within five working days, the complaint must be presented
in writing to the Department Head of Early Childhood, Elementary and Special
Education who will have five working days to review the matter and make a
recommendation.
d. If the above resolution has failed, or no action has taken place within five working days,
the complaint must be presented, in writing, to the Dean of the School of Education.
e. If a satisfactory resolution is not attained at this level the complaint must be presented, in
writing, to the Provost and Vice President of Academic Affairs. The Provost and Vice
President of Academic Affairs will review the grievance with university administrators
and will take the necessary procedures/actions to resolve the grievance.
f. The following concepts must be used for the written grievance procedure:
i. Information is submitted, in writing, signed and dated.
ii. Supporting information is submitted.
g. For in-person grievance, up to two (2) witnesses may be called at the discretion of the
parties involved. Supporting information is submitted.
h. The content of all meetings is kept confidential unless complainant discusses the process
with persons outside of the process.

Releasing Child’s Records and Transition
1. The NSU Preschool Academy will not release or transfer any information
regarding the child without the parent’s authorization or consent.
2. The program will only release the child’s information to those individuals,
agencies, schools, or facilities that provides the signed documents by the child’s
parent/guardian to release the child’s information.
3. When the child is transferring within the program from one group to another:
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•
•
•
•
•
•
•

Director and the child’s teacher will review the development of a child in
all areas.
The parent will be notified.
Director, teacher, and parents will discuss the development of a child.
Allow the parent to make decision regarding the child’s transition.
When it is necessary the program will conduct the group, meeting with
parent(s), teacher, director and/or specialist that will assist deciding the
child’s transition.
Official transitioning letter will be given to the parent.
Child’s records will be transfer to new teacher(s) to review and gain
information about the child.

4. The program will provide the information on the child’s transition to kindergarten
through:
• Group meetings
• Letters
• Open house fliers from other schools
• Kindergarten preparation checklist form
• Parent-teacher conference

Pictures/Videotaping
The photograph and video of children to be taken during any school event or activity will
be used for the purpose of internal publicity. These photographs, videos and sound bites
may be used for program brochures, media productions, advertisement, photo albums, or
news articles throughout the Commonwealth of Virginia and the United States.
Parents or guardians will be given photo/videotaping permission form for their children
during the enrollment.
School Pictures
School pictures are taken twice per year; Fall pictures before Thanksgiving and
Spring/Pre-K Graduation pictures in April. Parents have options for their children to
participate but are not obligated to purchase pictures.
Social Media
If you receive photographs of your child with other children in his/her class or school,
you may not post those pictures on any social media site. This policy includes family web
sites, without the express written permission of the parent/guardian of EACH child
pictured.
You and any family members may not post videos or sound bites of other children
enrolled in the program, on any social media sites.
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Toys
We discourage children bringing toys to the school, since this often causes conflicts,
misplaced, lost or broken toys. NO TOY GUNS or WEAPONS are allowed at any time.
Children may bring special toys/games to share at times designated by teachers.

Transportation
The NSU Preschool Academy plans interesting on-and off-campus field trips to expand
children’s horizons. Parents will be informed and sign approval forms for off-campus
field trips/events. All field trip events will be posted on the Parent Board prior to the
field trip. Qualified experienced drivers from the Motor Pool Department at the
university will provide transportation. Buses are insured through the State of Virginia.

Volunteers
We welcome parents and university volunteers. All volunteers must submit appropriate
documentation such as TB screening, federal background checks, Child Abuse Registry
Search etc. Activities in which volunteers have been involved include the following:
(1) Assisting with educational field trips
(2) Assisting in special activities or programs such as plays, holiday observances,
school parties, Week of the Young Child, and Homecoming.
(3) Serving as a resource person by sharing special skills, talents, and interests.
(4) Assisting teachers by making materials to be used in the classroom and
working with individual children.
To volunteer, call the administrative office at (757) 823-8111.

School Supplies
All basic school supplies will be provided by the program. However, each child will
need following supplies.
Full- size backpack (to hold 8 ½” x 11” paper)
1 Pocket folder
4 boxes Kleenex
2 boxes of Ziploc bags (Gallon)
2 boxes of Ziploc bags (Quart)
2 boxes of Ziploc bags (Sandwich)
2 packs Flushable Wipes
2 complete sets of extra clothing labeled in a bag (pants, shirt, underwear, socks, and 1
pair shoes)
1 container Clorox disinfectant wipes
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1 composition notebook (Pre-K Only)
Rest Time: All children MUST have the following items daily.
1 travel size pillow (small) and (must have a removable pillowcase). Pillows without
pillowcases will be returned home.
1 travel size blanket (small)
1 cot sheet (purchase at Preschool Academy $10.00) *Crib sheets are not allowed*
*The bottom sheet and a pillowcase will be sent home on Friday to be washed and should
be returned on the following school day. All belongings should be labeled with the
child’s name.

How to Help Your Child
Every parent/guardian is interested in their child’s health, safety, and progress. The
progress your child will make in the NSU Preschool Academy is dependent on what you
do for him/her. To gain confidence and for a successful school experience follow these
suggestions:
Teach your child to:
Manage toileting tasks.
Use a cleaning tissue, dispose of it and wash hands.
Put toys and work materials away.
Tie shoestrings, buttons, and snap fasteners.
Put on, take off and hang up coats/wraps.
See that your child:
Goes to bed at a reasonable hour each night.
Eats regularly and properly.
Has needed supplies.
Is read to regularly.
Uses good speech habits.
Views appropriate television shows and for limited periods.
Goes to interesting places.
Take time to:
Listen and show interest in your child’s daily experiences.
Be involved with your child as a family unit.
Report any unsettling experiences which may help the staff understand
and respond to unusual behavior.
Know your child’s teacher and work with him/her as situations occur.
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Child Abuse/Neglect
The school is mandated by the Commonwealth of Virginia to report suspicion of child
abuse or neglect to the Child Abuse Hotline of the Department of Social Services.
Anytime you suspect that a child is being abuse or neglected, report your concerns to the
local Department of Social Services or to the Child Abuse and Neglect Hotline 1-800552-7096.
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