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Hawaii Kai Church Early Learning Center
265 Lunalilo Home Rd., Honolulu, HI 96825
Tel: (808) 395-7854 Fax: (808) 395-9492
Email: info@hawaiikaichurch.org
Website: www.hawaiikaichurch.org

Dear Parents,
Welcome to Hawaii Kai Church Early Learning Center (HKCELC). We are so excited
to have your child and family be a part of our school this year! Since our beginning
in 1968, our purpose has been to serve the families in Hawaii Kai and our
neighboring communities by providing the best in childcare. Our prayer is that your
family will experience God’s love through our church and Early Learning Center.
Our dedicated teachers will provide your child with a variety of age appropriate
learning experiences and the love for learning. The children will also learn about
God and Jesus, how much He loves them and His unconditional love.
If at any time you have any questions or concerns, please do not hesitate to stop by
the office or give us a call at 395-7854.
Thank you for sharing your child with us. We look forward to partnering with you
in laying your child’s early educational and spiritual foundation.
Blessings,
Char Sato and the ELC Staff
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Welcome to Hawaii Kai Church’s Early Learning Center!
We are so thankful for the opportunity and the privilege of being a part of your child’s
life. We understand how important it is for your child to be in an ideal setting to thrive.
Our teachers and our staff partner with you to create a developmentally appropriate
environment to help each child build academic knowledge, social skills, and a love for
learning. It is our hope that your child will not only grow academically and socially, but
also that they would be able to come to know the good news of Jesus Christ as they
attend chapel daily, where songs are sung and God’s Word is heard. We seek to provide
a Christian environment in the classroom setting and the playground as well.
Hawaii Kai Church is committed to offering your child ways to continue to grow
spiritually while they are attending the ELC and also as they grow up in the church. We
have several ways that we can serve you:
Sunday Morning Services (8:45 am and 10:30 am)
Sunday Nursery (Infant through age 2)
Sunday School (Age 3 to Grade 6)
AWANA Program (Age 3 to Grade 6 on Friday nights)
Youth Sunday School (10:30 am, Grade 7 to 12)
Wednesday Night Youth (Grades 7 to 12) and Preteen (Grades 4 to 6) ministries
Many of our programs are focused on community outreach, especially to those who do
not attend church, so we apologize in advance if enrollment may be limited. If that were
the case, we would still love to be a blessing to you. Please feel free to speak to any of
our children’s ministry volunteers, our children’s director, our Youth Pastor, or myself
and any of the elders.
If you are already a member of Hawaii Kai Church, we are glad that you can take part of
the program offered by the Early Learning Center. If you are not currently attending a
church, I encourage you to visit us on a Sunday and meet with any one of our elders so
that we might welcome you! We would be glad to hear from you, to learn how our
church might serve you in building your faith, and how we might be an encouragement to
your family!
In Christ,
Pastor Dan Wong
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Contact Information:
Director: Char Sato
Assistant Director: Danielle Cunha
School Office Telephone: 395-7854
Email: csato@hawaiikaichurch.org
dcunha@hawaiikaichurch.org
Website: www.hawaiikaichurch.org

Senior Pastor: Dan Wong
Church Office Telephone: 395-9494
Fax: 395-9492
Email: info@hawaiikaichurch.org
Church Website: www.hawaiikaichurch.org
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HAWAII KAI CHURCH EARLY LEARNING CENTER
MISSION STATEMENT
The Mission of Hawaii Kai Church Early Learning Center (HKCELC) is to be of
service to the families and children of Hawaii Kai and its surrounding communities
by providing a loving, learning environment where Christian values are the guiding
principles and families are always welcome.

HAWAII KAI CHURCH EARLY LEARNING CENTER
PHILOSOPHY
As a vital ministry of Hawaii Kai Church, we believe the Bible is our authority in all
matters of faith, truth, and practice. (John 17:17). We believe Christ died and rose
again for our salvation and that “He is patient, not wanting any to perish “
(2 Peter 3:9). We also believe God greatly cares for children and families and it is
our desire to share that love.
It is our goal to offer a safe and healthy place where children can grow and develop
physically, intellectually, socially, emotionally, creatively, and spiritually. It is also
our goal to involve families and provide a developmentally appropriate setting. It is
our desire to help each child achieve success while working at his/her own pace.
Understanding that children learn most effectively through hands on activities and
play, we strive to encourage learning through interaction with materials and other
people.
Most importantly, we recognize that each child is precious and unique in God’s eyes
and therefore, is valued as such in our program.
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OUR SCHOOL OBJECTIVES
SPIRITUAL: To help the child…
ü Develop awareness of God’s presence in His world and of God’s love.
ü Develop a desire and a way to thank God.
ü Relate the love of God and His world with the love toward all people of God’s
world.
ü Think of the church as a special place to learn about God, Jesus, and worship.
COGNITIVE: To help the child…
ü Be alert to the world of people, places and things.
ü Develop kindergarten readiness skills such as basics for numbers, art,
reading, and writing skills (employment of left to right techniques, number
recognition, etc.).
ü Develop language abilities.
PHYSICAL: To help the child…
ü Develop fine motor skills by strengthening fingers and hands through
appropriate use of materials (e.g. scissors, writing tools, manipulatives, etc.)
ü Develop large motor skills through a variety of activities including dance,
physical exercise and outdoor play.
SOCIAL/EMOTIONAL: To help the child…
ü Accept appropriate individual and social responsibility in age group (e.g.
sharing, respectfulness, following instructions).
ü Learn, explore, and appreciate ethnic backgrounds.
ü Build meaningful relationships and friendships.
ü Develop individual personality. Learn to appropriately identify and express
emotions.
CREATIVITY: To help the child…
ü Use a variety of materials to express themselves.
ü To use their imagination to carry out various thought processes (e.g.
dramatic play and storytelling).
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OUR PRESCHOOL DAY
Our center opens at 7:00 am. Children are signed in by a parent/guardian upon
arrival by marking the appropriate space with an initial and the time of arrival.
Please have your child in their classroom no later than 7:55 am. This helps
keep classrooms from distractions (as they begin circle time learning at 8 am),
and allows for consistency in the beginning of each day. If you are running
late and arrive after 8:00 am, a teacher will greet your child at the door and
take them into the classroom to complete their morning duties.
Please call our office between 7:15-7:45 am each day and leave a message if
your child will be arriving late or not attending at all.
HEALTH INSPECTION: The teacher will conduct a health inspection of each child
upon arrival. According to State licensing, children are to be kept at home when
they show any of the following symptoms: cold, sore throat, earache, swollen
glands, runny nose, fever or rash. A doctor must examine a child who has been
absent because of a contagious disease. A written statement from the doctor must
be brought to the teacher upon the child’s return to school stating the child is past
the contagious stage and is well enough to attend school.
WORKING/PLAYING/LEARNING: Each child has an opportunity throughout the
day to choose from various centers including: dramatic play, blocks, science, free art,
manipulatives, reading library, computer, or music. In addition, teachers will work
one-on-one or in small groups to implement a learning activity. Participating in
structured experiences help prepare your child to advance toward their next
academic year.
CHAPEL: A special time is held Tuesday- Friday in our chapel from 8:30 am- 9:00
am for all classes. It is a time of sharing Bible stories, singing, praying, special
recognitions, etc. Reciting of the Pledge of Allegiance and birthday recognitions are
also part of this daily experience. Parents are always welcome to join us for chapel!
CLEANING UP: There is a specific place for all materials and equipment in the
preschool; and after their use they are put back in their places. Each child assumes
responsibility for putting away the materials he/she has used as well as cleaning up
the area in which he/she is working.
DEVELOPING PHYSICALLY: Using playground equipment and playing games aids
in physical development. Classroom music and movement activities can also help
develop coordination.
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EATING TOGETHER: Eating together gives each child an opportunity to learn
desirable table manners, good eating habits, and conversing with their peers and
teachers. Snacks and hot lunches are provided (lunch is served family style) and
included within the cost of tuition. Those remaining after 2:30 pm are served an
afternoon snack as well. Foods are prepared and served in accordance with USDA
childcare food guidelines. Non-school provided food is not allowed without a
documented food allergy from your child’s pediatrician.
NAP/QUIET REST TIME: Naptime is a time for relaxation and quiet. The children
rest on cots after lunch.
GROUP EXPERIENCES: Singing, listening to music, responding to rhythms, taking
nature walks, going on excursions, listening to stories and poems, talking together,
and acting out stories all contribute to making preschool a place for fun learning
experiences!
DISMISSAL: Notify the teacher before taking your child home and sign your child
out of school in their classroom. Children will only be released to those individuals
listed on their registration forms. In the event someone not listed on the form needs
to pick up your child, WRITTEN documentation must be received from the child’s
parent or legal guardian prior to release. Permission via phone call will not be
accepted unless accompanied by written documentation.
Note: At pickup time, please PARK and pick up your child at his/her classroom. You
are required by state law to sign your child in and out each day. This will be
strictly enforced. Only the parent or guardian and other ADULTS authorized by the
parent or guardian will be allowed to sign a child in/out.
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HKCELC SCHOOL DAYS & SESSIONS
HKCELC is open Mondays through Fridays from 7:00 am - 5:30 p.m.
HKCELC is CLOSED on all Federal and State holidays, for Fall Break (October 7-11),
the Friday after Thanksgiving, Christmas Break (December 19 - January 6), Spring
Break (March 16 - 20), Summer Break (May 25 - May 29), and for all other Staff Inservice training days. For a comprehensive list, please refer to the school calendar
and/or newsletters. HKCELC will also be closed during local or national
emergencies, and natural emergencies.
HKCELC’s 2019-20 School Year Session will run from August 12/13, 2019 to
July 15/16, 2020. ENROLLMENT IN OUR PROGRAM IS BASED ON A 12-MONTH
COMMITMENT.

ADMISSION REQUIREMENTS
CURRENT AGE REQUIREMENTS:
Children who are toilet trained and are two years and eight months by September
1st of the year they enter the program.
MAXIMUM ENROLLMENT:
The maximum enrollment Hawaii Kai Church Early Learning Center is licensed to
provide care to is 80 children. Children shall be over two (2) years and (8) months
of age and under six (6) years of age.
Enrollment preference may be given to Hawaii Kai Church members, parents with
siblings who have attended within the past five years, or are attending presently,
and employee/staff’s children. Otherwise all applications are reviewed based on the
date of application to the program. Generally, spaces are offered on a first come,
first served basis.
Children who are invited into our program, will be notified in writing by the end of
March. Further information concerning enrollment procedures will be enclosed
with the notification letter to better help and guide you through the school entry
process.
All children entering into our program must be fully toilet trained; and must be
able to go on his/her own to the toilet, undress, use the toilet, clean self and redress. For sanitary and licensing reasons, Disposable Pull-ups are not allowed.
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Each child entering to attend Hawaii Kai Church Early Learning Center must meet all
State, Department of Health, and school requirements. The following documents
must be submitted before the first day of school:
1. A completed General Registration Form with $50 fee. (This fee is nonrefundable, non-transferable, and not applicable towards tuition)
2. Copy of original birth certificate
3. TB clearance/screening completed within one year of start date
4. A physical exam completed within one year of start date
5. Health Form 14 and Supplemental form 908A (completed by a State licensed
medical physician.) Form 14 must have an immunization record verifying that
all State regulations regarding immunizations have been completed.
Failure to submit any of these items listed above will result in the child’s exclusion
from school until all of the State’s health childcare requirements are met.

SCHOOL TUITION, PAYMENT PLANS, AND OTHER COSTS
For payment purposes, our school year is broken down into two semesters.
Semester 1 runs from August through January. Semester 2 runs from February
through July.
HKCELC TIME SCHEDULES AND TUITION:
ENROLLMENT TIME

FULL YEAR

SEMESTER

MONTHLY

7-2:30

$10,608

$5,304

$884

7-5:30

$12,660

$6,330

$1,055

TUITION AND PAYMENT PROCEDURES:
Annual tuition is based on a 12- month school year (August 2019 – July 2020).
Payment plans are available in 12 equal monthly installments, by semester or full
year remittance. All payments are made through the FACTS Tuition Management
Program, and all families are required to sign up for a FACTS account once accepted
as part of the required registration process. Payments are no longer accepted
through our ELC office. There is no proration of tuition. By making your tuition
payments through FACTS, you will pre-authorize a bank to bank transfer of funds
from your bank account (or credit card for an additional fee).
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Payments are made by automatic deduction on the 5th of each month. For semester
payments, deductions are made on August 5th and February 5th. A 10% late fee will
apply to tuition payments that are returned due to NSF.
A $30 service fee will be applied to all returned checks.
All students will need to have their financial payments up to date in order to
continue on to the next year’s program and/or participate in our graduation
ceremony. Students who have delinquent tuition payments may be suspended or
asked to withdraw from our program.
There are NO refunds for temporary absences, illnesses, or family vacations.
Please keep in mind that our school year is based on a 12- month educational
period. Acceptance to our program is dependent upon your families’
commitment to the entire school year.
ENROLLMENT TIMES – Students are enrolled in the 7-2:30 or 7-5:30 time slot for
the entire school year. Requests for changes in enrollment times will only be
accepted in writing with a one month’s advance notice, and only if space is available.
Enrollment times will not be pro-rated for mid-month changes.
APPLICATION FEE - $50
This fee is non-refundable and non-transferable.
This fee is paid upon submission of the General Registration Form. The fee is not
applicable towards tuition and cannot be transferred to another child.
KEIKI SPIRIT PACK – COMPREHENSIVE FEE $200
This is a one-time annual fee, payable at the start of each school year, for school
excursions, a school t-shirt and FACTS Tuition Management account set-up fees.
This non-refundable fee should be submitted with Child’s Acceptance Confirmation
Reply Form.
LATE PICKUP CHARGES:
Late pick-up charge is $5 for each 15-minute increment or any fraction thereof
beyond the registered time for pick-up. After 5:30 pm, the late pick-up charge is $5
for each 5-minute increment or any fraction thereof. (Exception: If arrangements
are made at least one day in advance, your child may stay at a rate of $5 per half
hour, or any fraction thereof.) The minimum charge will be $10. This is intended to
be on rare occasions. Should your requests become regular in nature, you will be
asked to change the enrolled time of your child and pay the higher enrollment fee.
THIS DOES NOT INCLUDE THE 5:30PM PICKUP. All late charges are to be paid at
the time they are incurred.
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WITHDRAWAL:
When your child enrolls, it is for the entire school year. Budgeting and staffing
are based on a 12-month commitment from our families. No provisions are made
regarding tuition when your child is away from school because of vacations, illness,
etc. TUITION IS REQUIRED for any time the child is away.
In the event of an unforeseen reason which would include the following: loss of
employment, relocation, family or medical emergency, our withdrawal policy will
apply. A “Notification of Withdrawal” form must be completed. The form must be
submitted a minimum of 30 days in advance or the following month’s tuition will
be required to be paid in full. Again, we will not pro-rate tuition for partial month
withdrawals.
Families who fail to abide by our withdrawal policy will be required to pay the full
year tuition option for any returning student.
HAWAII KAI CHURCH EARLY LEARNING CENTER IS A NON-PROFIT ORGANIZATION.

IMPORTANT INFORMATION
ARRIVAL & ABSENCES:
Please have your child in the classroom no later than 7:55 am. This minimizes
disruptions and starts the children off in a more relaxed atmosphere. It is extremely
important and necessary that you sign your child in and out each day. This is to
ensure the safety and well-being of our children at all times while they are on our
premises. If your child will be absent from school for any reason, we ask that you
call and leave a message at 395-7854 before 7:45 am on each day of absence.
SUPPLIES NEEDED:
A supply list is sent out with your acceptance packet. Please send a light -weight
blanket with your child for napping. Please do not send any heavy or bulky blankets
and pillows. A plastic basket no larger than 10” w x 18” l x 8”h will be needed to
keep your child’s belongings in their assigned cubby.
PICK-UP AUTHORIZATION:
Only authorized adults may pick-up your child from our center. If a staff member
does not recognize an adult who is picking up a child, that person(s) will be asked to
produce their photo ID. This will be checked against your child’s registration form,
which includes those authorized to pick-up. Please be patient, if you or a family
member is asked for ID, while our staff is getting to know you. Please send a
written note authorizing who will be picking up your child if that person is not
already listed on the registration form. Phone calls will not be accepted. We must
receive authorization in writing.
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Once your child has been signed out for the day, he/she becomes the responsibility
of the parent or authorized adult. Please do not allow children to run around
campus or disturb other classes still in session. Use of campus facilities are reserved
for school activities under the direct supervision of HKCELC or authorized staff.
BIRTHDAYS:
Children’s birthdays are special times that are recognized in class and in chapel. If
you wish to add to what we do, you may. If bringing something to eat, please bring a
nutritious snack, i.e. blueberry muffins, cornbread, fresh fruit, yogurt, etc. Please
see your child’s teacher for other healthy choice ideas. Please remember our
classrooms are NUT FREE during school hours.
If you wish, you may choose to purchase a book for your child’s class library, which
will be read as part of the birthday celebration.
Please let your child’s teacher know at least two days in advance if you will be
bringing a snack. Goodie bags are permitted but must be age appropriate and will be
sent home.
In the interest of not having any child feel left out or excluded, teachers will not pass
out birthday invitations unless the entire class is invited. You are welcome to pass
out birthday party invitations directly to families, outside of the campus setting.
CLOTHING GUIDELINES:
Your child should wear washable and comfortable play clothes to school. Elastic
waistbands are easier for children to manage themselves than those with zippers.
Soft footwear, such as sandals or sneakers are much safer during playtime than
slippers. Shoes with Velcro closures allow your child to be more independent.
Raised heel footwear are prohibited as they hamper running and climbing. As a
reminder, an extra pair of footwear should be kept in your child’s cubby at all times
in the event their slippers, shoes or sandals break. In addition, teachers may ask
children to change their footwear if their safety becomes a concern.
For safety reasons, footwear whether slippers, sneakers, covered shoes or crocs
with straps must be worn at all times during the school day. The only exception will
be at naptime.
Each child should have a complete change of clothing (shorts, shirt, underwear and
a pair of slippers in their cubby at all times). If your child comes home with a bag of
wet clothing, please send a replacement the following day. Please send a jacket to
be kept in the cubby in case of severe unexpected weather. Please mark your child’s
name on all clothing and personal items.

14

SCHOOL T-SHIRTS:
You will receive a school t-shirt. School t-shirts and athletic style closed toe shoes
must be worn on all excursions. In the event the school t-shirt is misplaced, an
additional one may be purchased from the office for $10. A limited supply is
available. No slippers or crocs are to be worn on excursions for safety reasons.
TRANSPORTATION:
Transportation for excursions and outside activities will be on chartered buses
driven by chartered company drivers. The children may walk to
neighborhood/community excursions with ample adult supervision. City buses may
also be used on occasion.
EXCURSIONS:
All admission and transportation fees for excursions are included and paid for
through the Keiki Spirit Pack. Parents are asked to give permission for their child to
go on all excursions when they complete the registration form. Parents will also be
asked to sign a specific excursion permission slip before each excursion. An
excursion may be cancelled on the day of the trip due to the weather or unforeseen
circumstances. Field trips may be rescheduled if the situation permits.
Parent volunteers may sign up to help chaperone the excursions. Lead teachers will
notify the selected parents before the excursion occurs. Volunteers cannot, and will
not, be monetarily compensated in any manner.
One parent per family may participate if selected. Parents who have not been on a
field trip will be given first preference. Others may sign up as alternatives.
Unregistered children are NOT allowed on excursions. Parent volunteers must
provide alternate childcare for their child’s unregistered siblings.
In house excursions are also provided. The Early Learning Center provides plays,
storytellers, community helpers, etc. to come on campus and enrich our children’s
knowledge.
CONFIDENTIALITY AND INFORMATION DISCLOSURE:
Information pertaining to an individual child, parent, or guardian of the child will
not be disclosed to persons other than HKC/HKCELC unless the child’s parents or
guardians grant written permission for the disclosure, or an emergency arises. A
‘Release of Information’ Form is available for signature in the school office.
Confidentiality of each student’s records (General Registration Form, Form 14, Form
908, CACFP forms, and assessment results) are very important to us. Information
pertaining to an individual child, parent or guardian of the child, will not be
disclosed to any person other than HKCELC and regulatory authorities unless the
child’s parent or legal guardian grant permission for the disclosure, or unless an
emergency arises. A release of information form may be obtained from the office.
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CURRICULUM
Hawaii Kai Church Early Learning Center has adopted the Creative Curriculum, as
well as the Big Day for Pre-K program. These are comprehensive curriculums
designed to address all areas of young children’s development: social/emotional,
physical, cognitive, and language. The Creative Curriculum aligns closely with the
Hawaii Early Learning and Development Standards, the foundation of our
curriculum. The Big Day for Pre-K also corresponds to Department of Education
standards, with the desired goal of preschoolers being well prepared for
kindergarten. The Creative Curriculum provides a method of teaching content in
each of these areas.
-Literacy
-Math
-Science
-Social Studies
-The Arts
The classroom and outside environments are critical in giving children
opportunities to grow in all these areas. Learning centers may include science,
math, dramatic play, manipulatives, puppets, reading, writing, blocks, free art, and
sensory play. Whole group activities include music, cooking, creative movement,
stories and circle time. Curriculum is taught within a theme (e.g. All About Me,
Transportation, Community Helpers, Seasons and Holidays, Recycling, Ocean and
Multicultural events). Enriching field trips, in-house excursions, and community
visits are a valuable part of our curriculum, as well.
Spiritual development is a key component of our program. We believe
developmentally appropriate activities such as reading, telling, and discussion of
Bible stories, as well as praying and singing praise songs are important to the faith
journey of each child.
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ELECTIVES
Hawaii Kai Church Early Learning Center provides elective programs during the
school year. The cost for these programs are in addition to the tuition and is paid
directly to the individual companies.

CLASSROOM SCHEDULES
Each classroom schedule may vary in time but the content areas are the same.
7:00 am - 8:00 am

Morning Arrivals; Free play

8:00 am - 8:25 am

Group Time (Prayer, calendar, discussion of unit study)

8:30 am - 8:45 am

Chapel (Flag Pledge, Singing, Bible Story)

8:50 am - 9:10 am

Morning Snack

9:10 am - 10:10 am

Learning Activities
Center Times: Math, Language. Science,
Art, Home Living, Manipulatives, Library, Writing

10: 10 am - 10:20 am

Clean up

10:25 am - 11:10 am

Playground

11:10 am - 11:45 am

Lunch

11:45 am - 12:00 pm

Story Time

12:00 pm - 2:00 pm

Naptime

2:00 pm - 2:30 pm

Wake up time, Story and Game Time

2:30 pm - 3:30 pm

Transition into afternoon care/Electives
Snack Time, Story, Free Play (Puzzles, Books,
Manipulatives)

3:30 pm - 4:30 pm

Playground

4:30 pm - 5:30 pm

Free Play: Puzzles, Books, Art, Manipulatives

5:30 pm

School Closes
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PARTNERING WITH PARENTS
SCHOOL INVOLVEMENT:
Being part of your child’s preschool experience will enrich this time for both you
and your child. Parents are invited to be involved in their child’s school experience.
There will be many opportunities to assist with programs, to chaperone excursions,
to visit the classroom as a resource person, or to assist the teacher with a special
event. Adults interested in chaperoning may sign up in the child’s classroom prior
to the excursion. (Please note, excursions are for enrolled students and chaperones
only, siblings are not permitted.) In addition, you will receive an annual school
evaluation form in July. These questionnaires will help the quality of our school, by
giving us input as to which areas we may need to work on for improvement.
PARENT MEETINGS AND WORKSHOPS:
Parents are highly encouraged to attend all information meetings (e.g. Parent
Orientation, Open House, Conferences). In addition, HKCELC hosts parent
workshops throughout the year on topics developmentally appropriate for your
child. Attendance at these events is optional, yet highly recommended.
‘OHANA GROUP:
Our ‘Ohana Group is comprised of parents, staff, and all other interested parties who
want to make decisions about the future and well-being of our school. Meetings are
held once a year, and topics of discussion include fundraising, special events, parent
workshop topics, and community service options.
FUNDRAISING:
Children and teachers are highly encouraged to participate in any fund-raising
activities. Fundraising helps the school to purchase new equipment, and fund
special activities. All staff and children shall not be exploited in activities, which
may be detrimental to the program or the children.
TOYS AND THINGS BROUGHT FROM HOME:
It is very upsetting for a child to have a new or favorite toy lost or broken. To
prevent this, we ask that toys and personal items be left at home except on specified
“Sharing” days. On these days, all items will be collected upon the child’s arrival or
put in their cubbyhole, brought out at the sharing time, and then put away until the
child goes home. Please do not send anything valuable or irreplaceable.
NEWSLETTER/COMMUNICATION:
Our monthly school newsletter will be emailed to the email address(s) provided on
your registration form. Newsletters are also available online on our school website
(www.hawaiikaichurch.org). This newsletter will keep you informed of important
information and school wide activities for the month. Monthly menus are included
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in the newsletter. In addition, teachers will email parents their weekly classroom
newsletters. Please be sure to review all communication so you won’t miss out on
important excursions or special activities.
Another important way we communicate with parents is through Remind’s text
messaging system. Signing up for these text messages will be the primary means for
notifying parents in case of a school-wide emergency or closure due to natural
circumstances such as hurricane or tsunami warning.
You may sign up to receive text message updates by texting: @hkcelc to
81010. Standard text messaging rates apply.
COMMUNICATION FOLDER:
Each day your child will bring home a communication folder which shares with you
how your child interacted with others, how well he/she enjoyed the lunch, and if
he/she rested or took a nap. There is also a space for teachers and parents to share
thoughts, concerns and reminders to each other. If you have a concern about your
child, please refrain from discussing the situation in front of your child. Your
teacher will be happy to step outside for a brief moment to discuss your concerns.
The teacher cannot accept verbal messages brought by children. Please send a note
instead.
Please initial the folder daily as you check your child’s progress.
CONFERENCES:
Conferences will be held twice a year. Your child’s teacher will be discussing the
child’s progress and sharing assessments with you. It is highly recommended that
parents attend both conferences. Please feel free, however, to request a conference
at any time should a concern arise.
If the teacher and parents have concerns about the child’s development, HKCELC
will work with the parent and seek community resources. Referrals to appropriate
professionals will also be discussed.
SPECIAL NEEDS/FOOD ALLERGIES:
Children with allergies requiring special accommodations/omissions must have on
file a note from their child’s doctor stating the specific allergies and plan of action
should a child be exposed and exhibit a reaction. This must be due to a medical
condition. Preferences without a medical condition and doctor note do not qualify
for special accommodations. Each child with an allergy will have an HKCELC
Individual Care Plan on file. Specific details of your child’s allergy should be
discussed in detail with your child’s teacher as well as office staff. Allergies will be
clearly posted in your child’s classroom. Should a child require medication (e.g. EpiPen, Benadryl), such medication will be kept in the child’s file and will accompany
them each time a child leaves campus during school hours (e.g. fieldtrips). Such
medication must be in its original packaging with specific dosage and dispensing
instructions.
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*HKCELC does not serve nut products. We ask families to please avoid
bringing any nut products on campus to avoid the possibility of an allergic
reaction in students with allergies. While we cannot guarantee a completely
nut-free environment since other activities and programs occur at Hawaii Kai
Church within the preschool space outside of school hours, we will maintain a
no-nut environment in our classrooms during preschool hours.
Children with documented food allergies may be asked to supplement snack and
lunch items from home. Parents will be asked to furnish a doctor’s note when a
child requires a special diet.
Our school provides skim milk in compliance with CACFP guidelines. If your child
has a specific milk allergy, a doctor’s note is required.
It is our Center’s policy to operate within State and Federal law of following the ADA
law, and accept children with disabilities within reasonable boundaries by
considering whether the acceptance would result in undue hardship to Hawaii Kai
Church Early Learning Center.
CHILD CUSTODY:
Any parent or legal guardian restricting a parent or spouse from having custody of
their child must submit a certified court copy of the court order.
VISITORS:
Parents, guardians, and adult family members of HKCELC students are welcome to
visit our campus during school hours. Please keep in mind that naptime is from 12
pm - 2 pm. All adults who visit the Early Learning Center campus must first
stop by the Early Learning Center office, sign in, and receive a visitor’s badge.
Please also return the visitor’s badge and sign out in the office before leaving our
campus. If possible, visitors should notify the Early Learning Center prior to their
visit.
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GET INVOLVED
*Help your child anticipate happy experiences in preschool.
*Teach your child self-reliance by encouraging the child to do things for
themselves and allow plenty of time.
*Show interest in your child’s school and whatever is brought home.
*Take time to listen to your child’s daily experiences and discuss them with real
interest.
*Help your child attend regularly unless ill.
*Make every effort to attend parent/teacher conferences and parent meetings.
*Feel free to ask for a conference any time you feel it is needed. You may also
make arrangements to observe class sessions.
*Have a TB test on file so you may participate in excursions and other special
events held throughout the year.
*Volunteer to help in your child’s classroom or chaperone an excursion or special
activity.
*Be an active member of our ‘Ohana group.
* Read and sign your communication folder daily.
*Sign-up for text message updates and reminders.
*Read the monthly online newsletter to keep abreast of school activities

REDIRECTION POLICY
GUIDANCE:
When children come to preschool, there will be many times when teachers will need
to guide them in their behavior. Children of this age are in the process of learning
self-control and self-direction. With the help of their teachers, the children will be
learning how to behave in a social setting, and gain self-confidence by showing
positive and acceptable behaviors.
When a child’s behavior needs to be corrected or modified, the teachers will keep
the following guidelines in mind:
ü Every child has different characteristics and may benefit from different
methods of guidance.
ü Positive behaviors will be encouraged and accentuated.
ü Undesirable behaviors can sometimes be re-directed by offering alternative
activity choices.
ü Rules and limits will be set only according to the appropriate developmental
stage and abilities of the children.
ü In order for guidance to be a positive learning experience, children will be
encouraged to express their feelings verbally when they are upset, and talk
with teachers about appropriate solutions.
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ü Consequences for undesirable behaviors will be related to that behavior.
ü For example, using toys in an unsafe manner might result in a child being told
that he must choose something else instead.
ü Our policy is never to use any kind of physical force on a child to control
behavior. Should an undesirable behavior continue after all other methods
have been tried, we will consult with the parents to work out an acceptable
plan for helping their child to be successful.
ü We do not withhold food as a form of discipline.
DISMISSAL OF A CHILD:
If a behavior, such as biting, hitting, or otherwise hurting another child persists,
causing disruption to the classroom, the following plan will be put into effect by
Hawaii Kai Church Early Center, to ensure the safety and well-being of the entire
class.
1st/2nd offense: Parent verbally informed or notified via communication
folder. Incident report sent home.
3rd offense: Parent conference required. Teachers and families will work
as a team to develop an individualized behavior plan so the child can be
successful. Assistance from community resources may be suggested.
4th offense: Child suspended from school for that day. In the event the
incident occurs after 2:30 pm, the child will be asked to stay home the
following day.
5th offense: Parents will meet with teacher and director for further review.
Decisions regarding probation/termination will be made on an individual
case basis.
We also reserve the right to dismiss a child if the family is unwilling to support the
school’s philosophy and policies. Chronic un-excused absences and tardiness are
also cause for dismissal. The school also reserves the right to dismiss any child
delinquent in payment of fees.
NON-DISCRIMINATION POLICY:
We welcome children and families from all ethnic, racial, religious, and national
backgrounds. Hawaii Kai Church Early Learning Center’s staff ensures that all
families, regardless of family structure, socioeconomic, racial, religious, and cultural
backgrounds; gender; abilities; or preferred language are included in all aspects of
the program, including volunteer opportunities.
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Health & Safety Policies
Parents are responsible to help keep the children healthy by:
Attending school regularly unless ill.
Calling HKCELC immediately of their child’s absence and description of any illness
or changes in the child’s life.
Reporting to the HKCELC director immediately if their child contracted a contagious
illness so that a “Health Alert” can be sent home and HKCELC will be able to contact
its Health Consultant for further instructions.
Please help us keep illness from spreading to others. Children are to be kept at
home when they show signs of any communicable symptoms such as redness
and/or swelling of the eye, conjunctivitis, impetigo, sore throat, vomiting, diarrhea,
lethargy, excessive coughing, excessive runny nose (mucus: yellowish/green color),
sore stomach, fever 100.3 degree F or higher, had a fever within the last 24 hours,
and/or any contagious or aggravating skin and/or gland disorders (such as measles,
chicken pox, mumps, rashes, hives and swelling), and /or any contagious illness.
If your child is out of school because of a communicable disease, please bring a
physician’s release to re-enter your child in school. If your child has missed school
due to fever, they must remain fever-free for 24 hours (without medication) before
returning.
If your child becomes ill (fever of 100.3 or higher, two (2) or more episodes of
diarrhea, or vomiting, or simply unable to participate in activities at school) you will
be called and asked to take him/her home. In the interim, the child will be isolated
from classroom activities and kept in the school office or a room away from other
children.
In the event a child is found to have head lice and/or nits (head lice eggs), a parent
or guardian will be notified to pick up the child from school. The child must be
properly treated at home, and may return when all live bugs and eggs have been
removed. Hawaii Kai Church Early Learning Center reserves the right to inspect a
child to ensure they are free of lice bugs and eggs before allowing a child to return.
Bed bugs are small insects that, like head lice, do not pose a significant health risk.
However, infestations are difficult to control and must be dealt with quickly and
comprehensively to prevent it’s spread. If a bed bug is found on or near a student
the ELC will follow an escalating inspection and treatment process starting with a
discreet but careful check of the student and his/her belongings. Parents will be
notified and home inspections may be required. Repeated occurrences of bed bugs
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may result in temporary suspension until the infestation is properly and completely
treated. A copy of the ELC’s bed bug policy can be obtained from the office upon
request.
To ensure your child’s comfort and safety, we ask that an authorized adult pick up
your child within 30 minutes of being notified of any illness or situation that
requires a child to be picked up from school.
HKCELC consults with Dr. Lorene Ng, a pediatrician at Kapiolani Medical Center for
Women and Children when health issues arise.
ACCIDENT:
Should an accident occur, a staff member will administer first aid care and the
preschool will immediately fill out an “Accident/Incident” form, and notify one of
the parents. If a parent is not available, an emergency contact person provided by
the parents will be notified. Instructions given by parents/contact person will be
followed in caring for the child. As authorized on the current registration form, if
the preschool is unable to contact parents or emergency contact, and emergency
medical attention deemed necessary, the child will be taken to Kapiolani Children’s
Hospital, or the nearest medical facility by ambulance. The school will NOT be
responsible for any fees related to emergency medical care.
MEDICATION ADMINISTRATION:
OVER THE COUNTER MEDICATIONS WILL NOT BE ADMINISTERED AND SHOULD
NOT BE SENT TO PRESCHOOL. It is the parent’s responsibility to administer any and
all medications to their child, with the exception of administering medicine upon
crisis to a child with a permanent medical condition or allergy. In this case, the
medication must be supplied by the parent, come packaged in its original packaging
and come with approval from the child’s pediatrician with specific dosage
instructions. (e.g. Benadryl/Epi-pen to a child with severe allergies)
INSURANCE COVERAGE:
Hawaii Kai Church Early Learning Center has liability insurance coverage with State
Farm Insurance Company for each student according to the rules governing
licensing of group day care centers in Hawaii.
REPORTING OF CHILD ABUSE AND NEGLECT:
According to Hawaii State Laws, teachers (and other health professionals) are
required to report any suspected cases of abuse or neglect to the appropriate
agencies. We do not take this responsibility lightly, but with much prayer and
consideration. Our primary concern must be for the welfare of the child first.
Children will not be released to anyone who appears unable to safely care for the
child. “Appears” means the immediate supervisory noticed that the individual
exhibits any of the following signs or symptoms that may not be the norm for a
particular individual and a reasonable explanation cannot be established, such as:
24

incoherence, unsteady walk, shaky hand movements, lethargy, unusually loud use of
speech, use of abusive language, and/or odor of alcohol on breath. A HKCELC staff
will notify the police by calling 911 immediately to manage an adult or an individual
who may pose a safety risk to self, child, other and /or staff. Jesus said, “Let the little
children come to me, and do not hinder them, for the Kingdom of Heaven belongs to
such as these.” (Matthew 19:14). If you have any questions concerning child abuse
please feel free to ask for further information available at the office.
ALL TEACHING STAFF ARE CPR & PEDIATRIC FIRST AID CERTIFIED.
ENSURING SAFETY FOR ALL CHILDREN:
ü Staff supervise children primarily by sight; supervision for short intervals
may be by sound (e.g. while a child is in the restroom).
ü There is to be no smoking on the campus and at events held at HKCELC.
ü We are committed to maintaining a healthy and safe environment by:
o Following strict sanitizing procedures in our classrooms and in the
kitchen.
o All food handlers will wash their hands and wear protective gloves
before serving, along with being free of illness and open wounds.
o Teachers and children will wash their hands upon arriving in the
classroom.
o Children will wash their hands prior to playing in the water trough
and the water will be changed after each class is done.
o Toys, which are placed in a child’s mouth, will be removed and placed
in a separate container to be cleaned and sanitized before being
reused.
o Carpets are spot cleaned and disinfected when soiled, along with
being professionally cleaned at designated times.
ü HKCELC is a pet free campus. Pets are not allowed on campus to prevent
children who have allergic reactions to animals, and the possible risk of
salmonella infection from reptiles.

EMERGENCY SCHOOL PLANS
FOR A COMPLETE LISTING OF OUR EMERGENCY RESPONSE PROCEDURES,
PLEASE SEE COPIES PROVIDED IN EACH CLASSROOM AND THE EARLY
LEARNING CENTER OFFICE.
FIRE DRILLS:
Will be held once a month on a day and time determined by the Director. Children
will leave their classroom in an orderly fashion, under the supervision of teachers,
and will rapidly (not running) walk to the place designated in our posted evacuation
plan. Once all HKCELC staff and children have reached the designated area, each
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lead teacher will re-take attendance to ensure that all children and their staff are
present.
The HKCELC Director/Assistant Director will time all departures, check premises,
and give the all clear sign for the staff and children to return.
In the event of a real fire, parents or authorized persons will be called and asked to
pick up their child as soon as possible. A HKCELC staff member will remain with the
children until the last child is picked up.
LOCK DOWN PROCEDURE:
Your child’s safety is of utmost importance to us. In the event of an emergency or an
intruder (visitor who poses a threat to the safety and welfare of children and
employees) arises, our lock down procedure will take effect.
TSUNAMI WARNING:
A tsunami is a series of waves generally caused by earthquakes on or near the ocean
floor, anywhere in the Pacific Basin. A tsunami WARNING is enacted when waves
have been confirmed. All coastal areas of Oahu, which are identified on the maps in
the front of the telephone book, must be evacuated. The following procedures have
been adopted in the event of a TSUNAMI WARNING:
ü If a WARNING is issued while school is in session, our teachers will remain
with the children, feeding and taking care of them until you are able to safely
pick them up. If you are in, or can get to a safe area close to where you work,
it is recommended you remain in the safe area until the “all clear” is
announced in order to avoid contributing to unnecessary traffic.
ü If a WARNING is issued before school begins, classes will be canceled and the
school will be closed.
Tsunami warnings are announced over radio and television, and will be
accompanied by the sounding of the civil Defense sirens (steady tone), or by Police,
Fire or Civil Defense volunteers using mobile sirens and public address systems.
When you hear the sirens, immediately turn on your radio and/or television, and
listen for Civil Defense Instructions.
HURRICANE/TROPICAL STORM:
Hurricane or Tropical storm WATCHES are issued by the National Weather Service
36 hours prior to the arrival of storm effects. Hurricane or Tropical Storm
WARNINGS are issued when one of these storms could affect Oahu in 24 hours or
less. When a WATCH is issued, we will monitor the storm and make decisions to
close the school before the issuance of a WARNING. The timing of the closure will
generally coincide with the end of a normal school day and should not
inconvenience you if you are at work.
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EARTHQUAKE:
Should an earthquake of significant magnitude occur on Oahu, we could anticipate
possible damage to our facilities, the loss of electrical power, telephones and water,
and considerable disruption to our road networks. If we are indoors when an
earthquake occurs, we will stay indoors and immediately take cover under desks,
tables, in supported doorways, etc. If students are outdoors, all will move away
from electrical lines, tall buildings and trees. If our facility is damaged or could
sustained damage as a result of an aftershock, we will attempt to move to Koko
Head Elementary School or an open area in the neighborhood. Public evacuation
shelters will not be opened until they have been inspected for structural integrity.
Although such inspections have a high priority, delays because of damaged road
systems or other hazards can be expected. If your children are at school, you may
not be able to get them even though you live close by. Please be assured that we will
take care of the children until you can safely pick them up. As recommended by
Oahu Civil defense, we have made preparations to survive for up to 72 hours
without outside assistance.
FLOODING:
Hawaii Kai Church Early Learning Center is not located in an identified flood zone.

WEATHER POLICIES:
RAINY DAY SCHEDULE:
On rainy days, all students are to remain in their classrooms, with their doors and
windows shut and the air conditioner operating.
If the rain subsides, teachers may take their students to the worship center to do
large motor activities e.g. skipping, hopping, games involving the use of hula hoops,
parachutes, beanbag games, music movement etc.
In the event that the rain continues, Rooms 201 and 202 may go to the worship
center to do gross motor/music activities provided they walk carefully through the
covered lanai area.
Rooms 101 and 102 may use the worship center only if the rain has subsided and
extreme caution (walking slowly) is used.
WINDY/COLD WEATHER SCHEDULE:
In the events of high winds, all children will remain in their classrooms so as to
avoid flying debris, falling trees and cold weather. Classrooms will keep their doors
closed so no debris will enter the rooms. Teachers will monitor the weather before
allowing their children to leave their classroom. Children will have opportunities to
wear a jacket (one will be kept in their cubby) if they need it. If the children do go
out to play, teachers will remind them to keep warm with jackets and sweaters.
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**Each child shall keep a jacket in its cubby in case of severe unexpected cold
weather. The jacket will be occasionally sent home to be laundered.
SMOG/VOG DAY SCHEDULE:
On days when there is a large amount of smog/vog present, teachers will keep their
students inside the classroom and hydrated. If they go outside of the classroom, the
amount of vog will be monitored and the children will be kept hydrated by offering
water often.
HOT WEATHER SCHEDULE:
In case of hot weather, the children will be reminded to stay in shady areas of the
playground and to hydrate often. Our school policy does not permit our staff to
apply sunscreen or insect repellants containing DEET on any of our students. Please
apply these items on your child before they arrive at school.
IN SUMMARY:
Please be assured that we will take good care of our children during any emergency
or disaster. Further, we will rely on Police, Fire, Ambulance, or other Civil Defense
support in accomplishing any evacuations deemed necessary by the Oahu Civil
Defense.
Several suggestions are appropriate:
A good rule of thumb for school closures: if the public school’s closure is announced
over radio or television, we will also be closing. Under no circumstance will we
close until all children are picked up by their parents or designee.
Do not call us during emergencies. Please keep the telephone lines open and
available for those who have urgent needs. However, we highly recommend that
you subscribe to our text messaging system to be notified by mass text if there
is an emergency. This can be done by texting @hkcelc to 81010.
It is essential that you establish individual and family plans for a tsunami,
earthquake, or flood. These plans should identify what preparatory actions should
be taken for each hazard. They should include where shelters are located and how
you will travel to them if evacuation advisories are issued, what you plan to do if
your family is separated, what type of survival supplies you will need, etc. Such
information can be obtained from the Oahu Civil Defense Agency at 523-4121.
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GRIEVANCE PROCEDURE:
In the event parents have a grievance or concern in relation to the care being given
to their child; the following procedure is outlined to assist you in communicating
appropriately and rectifying the issue.
Please be aware that for issues to be resolved in a manner that is satisfactory to all
parties, an attitude of openness to varying points of view is important. Your
concerns are important to us and we will strive to ensure you receive maximum
satisfaction in all aspects of your involvement with Hawaii Kai Church Early
Learning Center.
Care being given to your child:
If you feel comfortable in doing so, please speak directly with the person concerned
or the Teacher(s) of your child’s class.
If you feel this is inappropriate, or that your concern would not be given due
consideration, request time to address the issue with the Early Learning Center
Director.
If you still feel dissatisfied with the outcome you may refer the matter to the Senior
Pastor, or elder, of Hawaii Kai Church & Early Learning Center.
If you feel you would like advice concerning this issue from specialist in the field of
childcare, you may call The Parent Line at (808) 526-1222.
In accordance with Federal civil rights law and U.S. Department of Agriculture
(USDA) civil rights regulations and policies, the USDA, its Agencies, offices, and
employees, and institutions participating in or administering USDA programs are
prohibited from discriminating based on race, color, national origin, sex, disability,
age, or reprisal or retaliation for prior civil rights activity in any program or activity
conducted or funded by USDA.
Persons with disabilities who require alternative means of communication for
program information (e.g. Braille, large print, audiotape, American Sign Language,
etc.), should contact the Agency (State or local) where they applied for benefits.
Individuals who are deaf, hard of hearing or have speech disabilities may contact
USDA through the Federal Relay Service at (800) 877-8339. Additionally, program
information may be made available in languages other than English.

29

USDA Nondiscrimination Statement
In accordance with Federal civil rights law and U.S. Department of Agriculture
(USDA) civil rights regulations and policies, the USDA, its Agencies, offices, and
employees, and institutions participating in or administering USDA programs are
prohibited from discriminating based on race,
color, national origin, sex, disability, age, or reprisal or retaliation for prior civil
rights activity in any program or activity conducted or funded by USDA.
Persons with disabilities who require alternative means of communication for
program information (e.g. Braille, large print, audiotape, American Sign Language,
etc.), should contact the Agency (State or local) where they applied for benefits.
Individuals who are deaf, hard of hearing or have speech disabilities may contact
USDA through the Federal Relay Service at (800) 877-8339. Additionally, program
information may be made available in languages other than English.
To file a program complaint of discrimination, complete the USDA Program
Discrimination Complaint Form, (AD-3027) found online at:
http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or
write a letter addressed to USDA and provide in the letter all of the information
requested in the form. To request a copy of the complaint form, call (866) 632-9992.
Submit your completed form or letter to USDA by:
(1)

mail: U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410;

(2)

fax: (202) 690-7442; or

(3)

email: program.intake@usda.gov.

This institution is an equal opportunity provider.
Hawaii Kai Church Early Learning Center is operated by Hawaii Kai Church and is an
extension of the church’s ministry in Christian Education.
HKCELC teachers are Christians with a heart for young children, and have the
necessary qualifications to guide children in all areas of their development.
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Other Ministries of Hawaii Kai Church:
AWANA Clubs, Friday 6:15-8:30 pm (September-May):
The goal of AWANA is to reach boys and girls with the Gospel of Christ and to train
them to serve Him. There are separate clubs with age appropriate materials and fun
activities. For more information about AWANA, contact Cyndy Goto at
cgoto@hawaiikaichurch.org.
Small Groups:
The purpose of Small Groups is to study God’s Word while incorporating prayer,
accountability, and fellowship with one another. Additionally, each small group
incorporates sermon discussion where we can intimately discuss how we may apply
the Word of God to our lives. To join a small group, please contact Danielle Cunha at
dcunha@hawaiikaichurch.org.
Sunday Morning Worship:
Hawaii Kai Church’s morning worship services are at 8:45 am & 10:30 am. The
church has a nursery for infants and toddlers and Sunday school classes for all ages.
Sunday school for preschool age children meet in room 201. Youth meet in the
“hale” beside the playground during second service. The adult Sunday school class
meets during the 8:45 am service in room 301.
Pre-teens Ministry
For children in grades 4-6, boys and girls meet separately on Wednesday nights
from 6:00 - 7:30 pm. For more information, contact Darci Steiner at
dsteiner@hawaiikaichurch.org.
Youth Group:
HKC youth group is for teens in grades 7-12. Youth group meets every Wednesday
night from 6:00 - 8:00 pm. For more information, contact Amel Dominguez at
adominguez@hawaiikaichurch.org.
We are delighted to be able to offer a variety of ministries, small groups and
special events for your whole family! Please call us at 395-7854 or talk to the
church/ELC office for additional information about the church ministries.
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If You Want
If you want a child to be trusting,
Meet his needs upon demand when he is helpless.
If you want him to be open,
Listen non-judgmentally to what he says.
If you want him to be honest,
Accept what he says. Don’t deny what is real to him.
If you want him to be decisive,
Give him choices within reasonable limits.
If you want him to be confident,
Be firm and consistent, yet tolerant. Avoid shaming him.
If you want him to be industrious,
Let him do the chores he can do: water plants, feed the dog, set the
table, and put the toys away.
If you want him to learn for a lifetime,
Teach him how to learn and to think.
Make learning a joyful discovery.
If you want him to love God,
Love him unconditionally - that's the way God loves you.
If you have done these things,
Then you have prepared him so that when he is ready,
He will transfer from your authority and guidance
To the authority and guidance of God, his Heavenly Father.
Excerpt From:
Called To Teach Children
Muriel Fontenot Blackwell
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