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WELCOME!

All aboardKids ExpressWe aregoingto havemanyadventureshis yearandwe areso
gladthatyour family would like to join uson ourjourney! Our schoolyearwill befilled

with thrilling learningexperiencesndtherearesureto be growing opportunitiesaround
eachbend! To ensurethata fun andsuccessfujourneyis hadby all, we askthatyou
readthroughthe entireParentHandbookandthatyou join usin carryingout the policies
and procedures.Thankyou for your supportand enthusiasmit is truly a privilege to

serveyou andyour child! If you haveany commentsor questionspleasefeel free to

contact us at any time.

Kids Express Director, Carolyn Stewart: carolyns@hoffmantown.orgr 858-8602

Administrative Assistant, Peggy Tencza: peggyt@hoffmantown.orgr 858-8613

MISSION

The Kids Expressmissionis to provide quality carein a positive, Christianatmosphere
which will promotethe spiritual, cognitive, and socio-emotionalgrowth of children
through the participation in educationally sound learning activities.

PHILOSOPHY

We believe that, for eachchild, it is vital to foster not only healthy growth and
developmentin educationbut also healthy growth and developmentin God. Our

curriculumaddressesducationafundamentalsn correspondenceith Bible storiesand
activities. We believethatanearly exposureo reallife applicationof Biblical principles
provides children with sound moral developmentand a starting place for faith.

Developmentallyappropriate curriculum helps teachersto provide educational
fundamentalsand social experiencegshat preparethe children for greatersuccessn

Kindergarten. Teachergguide the learning processby using clear, encouragingand
developmentallyappropriatecommunicationthat fosters understandingand self-

confidence. Teachersalso use fun and exciting curriculum-basedessonplansthat
encouragehe childrento enjoy learning. In addition,eachclassroonmprovidesan array
of playing and learning centerswhere children can participatein individual or group
educationaplay sothateachchild hasanopportunityto learnabouttheir world through
exploration.



CURRICULUM

The learningprocessds setin motion very early in life sowe strive to providelearning

experienceghat promote spiritual, cognitive, and socio-emotionalgrowth that are

appropriatefor the developmentahge of eachclassroom.Teachersencourageactive

engagementnd participationduring structuredclasstime and teachersencourage
experimentationand exploration during unstructuredclasstime. Learningis most

effectivewhenit is fun andwhenchildrenhavean opportunityto makechoices,so play

is a primary resource and mode for learning.

PROGRAM INFORMATION

Kids Express is licensed by the State of New Mexico and is a component of the
ChildrenOs Ministry at Hoffmantown Church in Albuquerque. Our preschool program
provides early childhood education for two, three, four and five year olds.

Address:

Hoffmantown Church/Kids Express
8888 Harper Dr. NE

Albuquerque, NM 87111

School Hours:

9:00am B 1:00pm
Monday-Thursday

Class Days:
Young 20s: Mondays/Wednesdays OR Tuesdays/Thursdays

Older 20s:  Mondays/Wednesdays OR Tuesdays/Thursdays
Young 30s: Mondays/Wednesdays OR Mondays/Tuesdays/Wednesdays

Older 30s: Mondays/Wednesdays OR Tuesdays/Thursdays OR Mondays/Tuesdays/Wednesdays

Pre-K: Mondays/Tuesdays/Wednesdays OR Mondays/Tuesdays/Wednesdays/Thursdays

Student to Teacher Ratios:

Young 20s and Older 20s:12 students to 2 teachers
Young 30s and Older 30s:12 students to 2 teachers
Pre-K (40s and 50s): 14 students to 2 teachers

TUITION AND FEES

Reqistration Fee:

20s and 30s $100.00 per child
Pre-K (40s and 50s) $125.00 per child




The registration fee is a one time payment that is due upon application to the program. It
is only refundable when a child is not placed into a classroom due to lack of availability
or qualification.

Standard Tuition: Discounted for Younger Siblings
2 day program: $165.00/month 2 day program: $145.00/month
3 day program: $240.00/month 3 day program: $210.00/month
4 day program: $310.00/month 4 day program: $275.00/month

Tuition is dueon thefirst of everymonth;paymentdeginwith Septembeandendwith
May. A $10.00late fee will be appliedtowardany paymentanadeafterthe tenthof the
month. Failing to pay tuition or to adhereto our tuition policies may resultin the
dismissalof your child(ren) from the program.No tuition credit will be given for
holidaysor absenceslueto illnessor vacation.If APS cancelsor delaysclassegdueto
inclementweatherthenthe Kids Expressschooldayis cancelled!f a cancellatioroccurs,
therewill be no make-updaysor tuition credits.Therewill bea $15.00processindee for
any changes made to your childOs program placement after September 1, 2007.

Payment Options:

Set up automatic tuition payments from your checking account

Set up automatic tuition payments from your credit card account

Mail a check by the first of each month

Deposit cash or check into the Kids Express tuition drop box at the first of each month

Checks must be made out to Kids Express and must have the childOs full name written in
the memo section.

Late Pick-up Fee

Parents will be considered OlateO if they pick up their child ten or more minutes after
1:00pm. Late parents will be charged $1.00 for each minute after 1:10pm. Please speak to
the Director if unavoidable circumstances cause you to be late so that the fee may be
waived.

TYPICAL DAILY SCHEDULES

TwoOs Classroom
9:00 Welcome
9:15 Circle Time
9:30 Snack

10:15 Outside Play
11:00 Projects
11:30 Center Time
12:00 Lunch

12:45 Show and Tell
1:00 Dismissal

ThreeOs Classroom




9:00 Welcome

9:30 Snack
10:00 Circle Time
10:30 Outside Play
11:00 Art Project
11:30 Classroom Activity
11:45 Lunch
12:15 Classroom Activity
12:45 Clean up

1:00 Dismissal

Pre-K Classroom

9:00 Welcome

9:15 Circle Time/Bible Time/Memory Verse
9:45 Snack
10:00 Phonics/Story Time
10:25 Handwriting
10:45 Outside Play
11:05 Numbers
11:30 Centers/Projects
12:00 Lunch
12:30 Activity Time/Show and Tell
12:55 Clean Up

1:00 Dismissal

WHAT DO | NEED TO DO EVERYDAY?

Pack your child a sack lunch that does not require refrigeration or heating up and will
stay fresh inside a thermal lunch box. Please label the lunch box.

Dress your child in loose, comfortable clothing.

Pack a complete change of clothes for your child. Sometimes clothes get dirty or soiled
so we ask that you do this for older preschoolers as well. Please label the clothes.

Bring your child to school at 9:00am. The classroom will begin accepting children no
earlier than 8:55am.

Sign in your child using the electronic kiosks at the front counter.
Escort your child to the classroom.
Go do boring Oadult thingsO while your child has tons of fun at school.

Sign out your child at 1:00pm using the electronic kiosk at the front.



Go to the classroom and pick up your child (and any fun art projects that they bring
home) from the classroom.

SCHOOL CANCELLATIONS AND ABSENCES

If APS cancels or delays classes due to inclement weather then the Kids Express school
day is cancelled. If a cancellation occurs then there will be no make-up days or tuition
credits.

If your child will not be attending school due to iliness then please notify the Director by
9:00am and refer to the Well-Child policy.

WELL-CHILD POLICY

For the safety and well-being of everyone at Kids Express, children with symptoms of
illness will not be accepted into the classroom. Symptoms include but are not limited to
green/yellow discharge from the nose, heavy coughing, fever (100.4 degrees or greater),
diarrhea, vomiting, rash, and pink eye. If a child contracts symptoms of illness during the
school day then the child will be isolated and the parents will be notified to pick up their
child.

If your child will not be attending school due to iliness then please notify the Director by
9:00am. If your child contracts a contagious disease following a school session then
please notify the Director so that everyone who comes into contact with that classroom
may be notified. Children must be symptom free for at least 24 hours before they will be
accepted into the classroom. Children in need of antibiotics must use them for at least 24
hours before they will be accepted into the classroom. No exceptions.

It is against Kids Express policy to dispense any kind of medication to children. If,
however, your child has a special need (asthma, diabetes, severe peanut allergy, etc.) then
please consult with the Director so that those needs may be accommodated.

DISCIPLINE POLICY

We believe that children are a gift from God and should be handled with love and
understanding. Teachers must guide the children in cooperative behavior by using
preventive and responsive discipline.

Preventive discipline stops poor behavior before it happens and includes:
Maintaining proper student to teacher ratios

Providing a comfortable room arrangement

Providing a consistent and efficient schedule

Using age-appropriate lesson plans that include hands-on learning activities
Providing consistent communication of simple classroom rules

Setting a good example

Observing and staying alert

Providing positive attention and direction

Praising good behavior



Responsive discipline appropriately reacts to poor behavior after it has occurred. Poor
behavior includes but is not limited to interrupting the lesson, disrespecting another
person, hurting others, endangering oneself, or damaging the classroom. It is never
acceptable for a teacher to discipline by hitting, spanking, using abusive language,
ridiculing, or any other harsh or humiliating treatment. Instead, Kids Express teachers use
the techniques outlined below.

Redirect behavior: The teacher replaces the source of the poor behavior with another
activity. This technique is especially effective with our younger preschoolers.

Explain: The teacher briefly explains the poor behavior, describes a more appropriate
way to for the child to behave, and helps the child begin more appropriate behavior.

Logical Consequences: The teacher uses natural consequences of the childOs actions to
dictate the discipline. For example, if the child throws the pencils on the floor then the
natural consequence is for the child to pick up all of the pencils.

Intervention: The teacher helps to resolve a conflict between the children when they are
unable to resolve the problem themselves by recognizing the childrenOs feelings, setting
limits, and providing possible alternatives.

Thinking Chair: The thinking chair is used to give a child the chance to calm down and
regroup. As the child sits in the chair and faces the classroom he/she is encouraged to
think about the good work he/she would like to do. The child will sit in the chair no
longer than one minute per year of age. At the end, the teacher will talk with the child
about what the child has decided would be appropriate behavior and invite the child to
rejoin the classroom activities.

Contact Parent: The teacher contacts the parents to come pick up their child when he/she
continues to display unacceptable behavior.

Consistent and severe behavioral issues may result in a temporary or permanent dismissal
from the program. Tuition and fees are non-refundable if your child is asked to take time
off.

Our biting policy is to dismiss a child for one month if he/she bites another child on three
occasions. Parents are notified when their child bites another child and the teachers will
work with the parents to prevent reoccurrence.

We believe that family is very important to each child and we encourage parent input,
observation, and participation. We always desire to work with and support parents in
helping their child grow to understand acceptable and unacceptable behavior.

TEACHERS AND THEIR QUALIFICATIONS
Our teachers are the reason that Kids Express is a step above the rest. Every teacher
passionately pursues excellence in the classroom so that the students receive the best



possible learning experiences. They consider it a privilege to nurture each young life and
they never fail to go the extra mile to do so. The most important qualification that our
teachers offer is a contagious love for Jesus!

All of our teachers are trained in Early Childhood Education or have a BachelorOs degree
in a related field. Each year, teachers are required to receive 12 hours of continuing
education in Early Childhood Education. Every teacher must maintain current

certification in CPR and First Aid. Our teachers are hired only after an extensive
interviewing process that includes fingerprinting and a background check run by the
Children, Youth, and Families Department of New Mexico.

SAFTEY AND SECURITY
Your childOs well-being is our first priority and there are many steps that we take to
ensure that your child is safe.

We go beyond what the State of New Mexico requires for student to teacher ratios. In
our younger classrooms there are two teachers for every twelve students and in our Pre-K
classrooms there are two teachers for every fourteen students.

All of our teachers are required to have current certification in CPR and First Aid.
We enforce our Well-Child policy.

Parents use the electronic kiosks to ensure that only authorized people are able to drop-
off and pick-up your child.

We abide by fire code and state licensing regulations

All teachers and volunteers are required to have their fingerprints taken and to get
background check clearance from the Children, Youth, and Families Department of New
Mexico.

EMERGENCIES

In the event of a medical emergency, natural disaster, or a missing child, Kids Express
will take immediate actions to secure the safety of the chiljiinvolved and to notify

the parents as soon as possible.

CONFIDENTIALITY

Any and all information and file material regarding all clients of Kids Express are strictly
confidential and will not be transferred or discussed with anyone outside of the program
nor with anyone inside the program other than the childOs parents, the childOs teachers,
and the Kids Express administration.

PARENT INVOLVEMENT
We greatly encourage parent participation because we want everyone to be involved in
the childrenOs learning process! Each classroom will provide their own unique



opportunities to participate in birthday parties, holidays, or other events. Joining the
Puppet Ministry and the Prayer Ministry are especially great ways to get involved. Please
visit our website for more information about these ministries.

SNACKS AND FOOD

In each classroom, parents take turns bringing snack for the entire class. All snacks must
be nutritious and all juice must be 100% real fruit juice. We ask that you reserve special
treats, such as cupcakes or cookies, for birthdays or special occasions. Please be aware
that some students have severe allergies to certain foods so it is important to adhere to
specific diet requests made by your teacher. For snack ideas, please visit our website or
speak with your childOs teacher.

HOLIDAYS, BIRTHDAYS, AND SPECIAL EVENTS

Kids Express celebrates Christian holidays as well as many national holidays. For a
childOs birthday, he/she will bring a special snack for the entire class to enjoy. Kids
Express celebrates many special events including but not limited to Homecoming, Thank
You Jesus Feast, Birthday Party for Jesus, Easter, and MotherOs Day.

FIELD TRIPS

Kids Express students do not go on field trips; instead, we bring the field trips to us. We
bring special guests such as firemen, storytellers, homebuilders, OZoo to YouO, and more,
to the school. For more information, please visit the monthly visitors section of our

website. Please note that our visitors may vary.

REGISTRATION
HOW DO | REGISTER MY CHILD?

FIRST: Look at the Qualification Regulations. These are the rules that we use to
determine your childOs placement in a classroom

Qualification Reqgulations

1. Children are placed in the program strictly according to their birth date. See this
yearOs age placement chart below:

Young 20s: 8/06 7/06 6/06 5/06 4/06 3/06
Older 20s: 2/06 1/06 12/05 11/05 10/05 9/05
Young 30s: 8/05 7/05 6/05 5/05 4/05 3/05
Older 30s: 2/05 1/05 12/04 11/04 10/04 9/04
Pre-K: 8/04 7/04 6/04 5/04 4/04 3/04
2/04 1/04 12/03 11/03 10/03 9/03
Placement in the program is first come, first serve.
Children in the three year old classrooms must be potty trained.
Current Kids Express families may patrticipate in In-house Registration.
New families as well as current Kids Express families rpasticipate in Open
Registration.
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9.

10.

Registration Packets will not be accepted before the appropriate registration
date. Early packets will be dated as received on the first appropriate
registration date.

Incomplete Registration Packets will not be processed. You will be notified if
your packet does not qualify for processing.

All teacher and program preferences made during registration will be honored to
the best of our ability during placement but no guarantees are made.
Parents will receive a placement letter when their child has been placed in a
classroom.

Changes made to program placement after SeptertilvéH tesult in a

$15.00 processing fee.

SECOND: Carefully read through the entire Registration Procedures. These are the
guidelines you need to follow to ensure your childOs registration process goes smoothly.

Reaqistration Procedure

1.

DOWNLOAD a registration packet by goinguavw.hoffmantownkids.com

clicking on OKids ExpressO and then clicking on ORegistrationO at the bottom of
the page. Your computer must have Adobe Acrobat to download the registration
packet. If you do not have this program on your computer then click on the Adobe
Acrobat link to download it for free. If you have trouble downloading a

registration packet then feel free to stop by the Kids Express offices and we will
download one for you.

COMPLETE the registration packet. Do not forget to include a copy of your
childOsurrent immunization records and the registration fee. *** Please note that
incomplete registration packets will not be processed. You will be notified if

your packet does not qualify for processing***

DOUBLE CHECK that the application is complete by using the Kids Express
Registration Checklist on the last page.

TURN IN your completed packet to the Kids Express offices. In-house
Registration begins on February 4, 2008; this is the day that we will begin
accepting registration packets from families who have attended Kids Express
before. Open Registration begins on February 11, 2008; this is the day that we
will begin accepting registration packets from families who are new to the
program.

THIRD: Kids Express will process the application, place your child in a classroom and
then send you a placement letter that will inform you about the placement, the tuition,
and tuition payment options.

DISENROLLMENT PROCESS



We require a two week written notice if you intend to withdraw your child from Kids
Express. Tuition is due for this two week period whether or not your child attends.

CHILD ABUSE AND NEGLECT REPORTING PROCEDURE

Any person who suspects child abuse or neglect is under legal obligation to report to the
Child Abuse and Neglect Department of the Children, Youth, and Families Department
of New Mexico at th4-hour hotline (505) 841-6100r toll free at 1-800-797-3260

One must report all known demographic information on the child and the family, any
allegations of suspected child abuse and neglect, the location of the family, any safety
factors involving the child, an assessment of the familyOs needs and strengths, and any
potential risks to the investigator. Confidentiality laws will protect those who report child
abuse and neglect from civil or criminal liability.

COPY OF FORMS FOR CHILDRENOS RECORDS . )
Find the registration packetatvw.hoffmantownkids.comclick on OKids ExpressO and
then click on ORegistrationO.

Kids Express Registration
2008-2009

**EFriendly Reminder** Your registration packet MUST _be complete or it will NOT
be processed. There is a checklist on the last page to help.

ChildOs Name Age as of 9/1/08
DOB BOY / GIRL (Circle One) Home Phone

Home Address Zip
Mailing Address Zip

Parent/GuardianOs Name

Occupation/Employer

Business Address Zip

Cell Phone Work Phone Email

Parent/GuardianOs Name

Occupation/Employer

Business Address Zip

Cell Phone Work Phone Email




List TWO people (other than parent/guardian) who are authorized to drop-off and
pick-up your child and can be contacted in case of an emergency:

1. Name Phone #0s

Relationship to the child

2. Name Phone #0s

Relationship to the child
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e rmation
08-2009

Child®s Doctor Phone
Preferred Hospital
Medication regularly used Condition

Food Allergies

Medicinal Allergies

Other Medical Conditions

l, , hereby grant Hoffmantown Church and Kids

Print Parent/Guardian®s Name

Express permission to administer first aid to my child,

Print ChildOs Name
in case of an emergency. If the child is in need of immediate medical attention and

neither the parents nor the emergency contacts can be reached, | grant Hoffmantown
Church and Kids Express permission to select the medical services that will provide

transport and proper medical treatment for my child.



Parent/Guardian Signature Date

Parent Handbook Acknowledgement
2008-2009

| acknowledge that | have access to and have read the Kids Express Parent Handbook. |

agree to abide by all of the policies and procedures set forth therein and | understand that
failure to do so may result in the dismissal of my child(ren).

ChildOs Name (print)

ParentOs Name (print)

ParentOs Signature Date

oY

gram Placement
2008-2009

*Children are placed in the program strictly according to their birth date.
*Placement in the program is first come, first serve.

*Kids Express will honor your program preferences to the best of our ability;
however, we cannot guarantee your first choice.

Please circle your childOs birth month to determine your childOs age group
placement:

Young 20s: 8/06 7/06 6/06 5/06 4/06 3/06
Older 20s: 2/06 1/06 12/05 11/05 10/05 9/05
Young 30s: 8/05 7/05 6/05 5/05 4/05 3/05

Older 30s: 2/05 1/05 12/04 11/04 10/04 9/04



Pre-K: 8/04 7/04 6/04 5/04 4/04 3/04
2/04 1/04 12/03 11/03 10/03 9/03

Please circle your preferred classroom program according to your childOs age
group:

Young 20s: Mondays/Wednesdays Tuesdays/Thursdays
Older 20s:  Mondays/Wednesdays Tuesdays/Thursdays
Young 30s: Mondays/Wednesdays Mondays/Tuesdays/Wednesdays

Older 30s: Mondays/Wednesdays Tuesdays/Thursdays Mondays/Tuesdays/Wednesdays

Pre-K: Mondays/Tuesdays/WednesdaysMondays/Tuesdays/Wednesdays/Thursdays

Is there anything special you would like Kids Expgess to consider when placing your

child in a classroom?

Tuition and Fee Agreement
2008-2009
Registration Fee:
TwoOs and ThreeOs $100.00 per child
Pre-K (FourOs and FiveOs¥$125.00 per child

The registration fee is a one time payment that is due upon application to the program. It
is only refundable when a child is not placed into a classroom due to lack of availability
or qualification.

Standard Tuition: Discounted for Younger Siblings:
2 days: $165.00/month 2 days: $145.00/month
3 days: $240.00/month 3 days: $210.00/month
4 days: $310.00/month 4 days: $275.00/month

Tuition is due on the first of every month; payments begin with September and end with
May. A $10.00 late fee will be applied toward any payments made after the tenth of the
month. Failing to pay tuition or to adhere to our tuition policies may result in the

dismissal of your child(ren) from the program. No tuition credit will be given for

holidays or absences due to illness or vacation. If APS is cancels or delays classes due to
inclement weather then Kids Express is also cancelled. If a cancellation occurs, there will



be no make-up days or tuition credits. There will be a $15.00 processing fee for any
changes made to your childOs program placement after September 1, 2008.

Payment Options:

Set up automatic tuition payments from your checking account

Set up automatic tuition payments from your credit card account

Mail a check by the first of each month

Deposit cash or check into the Kids Express tuition drop box at the first of each month

Checks must be made out to Kids Express and must have the childOs full name written in
the memo section.

Late Pick-up Fee:
Parents will be considered OlateO if they pick up their child ten or more minutes after
1:00pm. Late parents will be charged $1.00 for eachgminute after 1:10pm. Please speak to
the Director if unavoidable circumstances caus to be late so that the fee may be
waived.

adhere to the above tuition and fee regulations.

Print Parent/GuardianOs Name

Parent/GuardianOs Signature Date

Kids Express Registration Checklist
Kids Express Registration form (p. 1)
Medical Information and Parent Handbook Acknowledgement form (p. 2)
Program Placement form (p.3)
Tuition and Fee Agreement form (p.4)
Copy of current immunization records or a conscientious objection letter
Registration Fee (20s and 30s: $100) (Pre-K: $125)

Optional: Automatic Tuition Payment form (downloaded from the website)



