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Welcome!
Dear Parents/Guardians,
Welcome to [Preschool Name]! We are delighted to partner with you in your child's early education journey. This handbook outlines our policies and procedures to ensure a safe, healthy, and nurturing environment for all children. Please read it carefully and keep it for future reference.
1. About Our Preschool
· Mission and Philosophy: [Insert your preschool's mission statement and philosophy here. This should reflect your core values and approach to early childhood education. Example: "Our mission is to provide a stimulating and culturally rich environment where children can learn through play, develop a love of learning, and celebrate their unique identities within the diverse South African context."]
· Curriculum: [Describe your preschool's curriculum. Mention if you follow the National Curriculum Framework (NCF) or any other specific approach. Highlight key learning areas.]
· Staff: [Introduce the teaching staff, their qualifications, and experience. Emphasize their commitment to the children's well-being and development.]
· Centre Hours: [Specify the preschool's operating hours, including drop-off and pick-up times.]
· Public Holidays and School Calendar: [Provide a calendar of the school year, including term dates, holidays, and special events.]
2. Admission and Enrollment
· Age Requirements: [State the age requirements for admission to each class/group.]
· Application Process: [Explain the steps involved in the application process, including required documents and any fees.]
· Enrollment Forms: [List all required enrollment forms (e.g., registration form, health information, emergency contacts). You may want to include a checklist.]
· Waiting List Policy: [If applicable, explain how the waiting list is managed.]
· Fees and Payment: [Clearly outline the school fees, payment schedule, and accepted methods of payment. Include information on any deposit, late payment fees, or refund policies.]

3. Daily Procedures
· Arrival and Departure:
· [Specify drop-off and pick-up procedures. Emphasize the importance of punctuality and signing children in and out.]
· [State who is authorized to pick up children. Include procedures for when someone other than the usual person is collecting a child (e.g., prior notification, ID verification).]
· What to Bring: [List what children need to bring to preschool daily (e.g., backpack, lunchbox, water bottle, change of clothes). Specify any items that should be labeled.]
· Meals and Snacks:
· [Describe the preschool's policy on meals and snacks. If meals are provided, state what they include and any dietary guidelines. If parents provide meals, give guidelines on healthy options and any restrictions (e.g., no sugary drinks, no nuts). Address how you handle children with allergies.]
· Rest Time: [Explain the rest time policy, including the time, what children should bring, and how you ensure a comfortable environment.]
· Toilet Training: [Outline your approach to toilet training and how you work with parents to support this process.]
· Clothing: [Specify appropriate clothing for preschool, emphasizing comfort, practicality, and weather suitability. You may want to specify types of shoes. Also, state the policy on labeling clothing.]
4. Health and Safety
· Immunizations: [State the required immunizations for children attending the preschool, in line with South African Department of Health guidelines.]
· Illness Policy:
· [Clearly define when a child should stay home (e.g., fever, contagious illness). List specific symptoms.]
· [Explain the procedure if a child becomes ill at preschool.]
· [State the requirements for a child returning to preschool after an illness (e.g., doctor's note).]
· Medication Administration:
· [Outline the policy on administering medication, including prescription and non-prescription drugs. Specify required forms, labeling requirements, and storage procedures.]
· Accidents and Emergencies:
· [Describe how the preschool handles accidents and emergencies. Include procedures for first aid, contacting parents, and emergency medical care. State if you have any tie-ups with local hospitals.]
· Safety Procedures:
· [Describe measures taken to ensure children's safety within the preschool, including supervision, playground safety, and security procedures (e.g., controlled access, visitor policy). Also include fire safety and emergency evacuation plans and drills.]
· COVID-19 Policy: [Include your preschool's policy regarding COVID-19, including protocols for symptoms, positive cases, and any other relevant safety measures. This section needs to be updated regularly.]
5. Behaviour Management
· Positive Discipline: [Explain your preschool's approach to behaviour management. Emphasize positive reinforcement, redirection, and setting clear expectations. State that physical punishment is prohibited.]
· Guiding Principles: [Outline the principles you use to guide children's behaviour (e.g., respect, responsibility, cooperation). You may want to refer to "Ubuntu".]
· Procedures for Challenging Behaviour: [Describe how the preschool addresses challenging behaviour, including steps taken to work with the child and parents. State that the preschool will work with parents and children with challenging behaviors and when the preschool might ask the parent to seek outside professional help.]
· Prohibited Behaviour: [List behaviours that are not acceptable (e.g., hitting, biting, verbal abuse).]
6. Communication
· Parent-Teacher Communication: [Explain how parents and teachers will communicate (e.g., daily communication books, regular meetings, emails, phone calls).]
· Parent Meetings: [State how often parent-teacher meetings are held and their purpose.]
· Newsletters and Notices: [Describe how the preschool will keep parents informed about important information, events, and updates (e.g., newsletters, website, social media, notice boards).]
· Open Door Policy: [Explain your preschool's open-door policy and what it means for parents.]
· Addressing Concerns: [Outline the procedure for parents to raise concerns or complaints. Include who to contact first and the steps for resolution.]
7. Parent Involvement
· Volunteer Opportunities: [If applicable, describe opportunities for parents to volunteer at the preschool (e.g., helping in the classroom, assisting with events).]
· Parent Participation: [Explain how parents can be involved in their child's learning and the preschool community.]
· Fundraising: [If applicable, describe any fundraising activities and how parents can contribute.]
8. General Information
· Insurance: [State the preschool's insurance coverage and whether parents are required to have their own insurance for their children.]
· Liability: [Include a statement regarding the preschool's liability.]
· Changes to Policies: [Explain how parents will be notified of any changes to the policies and procedures outlined in the handbook.]
9. Cultural Considerations
· Diversity and Inclusion: [Explain how the preschool celebrates and embraces South Africa's cultural diversity. Describe how you create an inclusive environment for all children and families, respecting different languages, religions, and traditions.]
· Language Policy: [State the language(s) of instruction and how you support children who are learning a new language.]
· Cultural Events: [Mention if the preschool celebrates specific cultural events and how parents are involved.]
10. Acknowledgment
· Parent Agreement: [Include a section for parents to sign, acknowledging that they have read and understood the policies and procedures outlined in the handbook.]
11. Contact Information
· Preschool Address:
· Phone Number:
· Email Address:
· Website:
· Principal's Name and Contact Information:

We look forward to a happy and successful year with your child!
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