
 



Willow Creek Preschool is a Christ-centered preschool committed to 
faithfully building children through truth and love. 

Willow Creek Preschool was established in 1995. As we have grown through the years, we 
continue to maintain the high standards of care and teaching with which we began.  Our 
hearts and arms are open as we care, teach and minister to God's precious little ones. 

We believe that children learn best and appropriately at their individual 
God-given developmental level. 

Our program provides a loving, Christian environment that fosters learning through play, 
exploration and creativity. We believe this approach is important as this is the time in a 
child's life when they learn most of what they need for the future: loving God and each 
other, sharing, showing kindness, honesty, practicing self-control, communication, 
listening, a lifelong love of learning, and school readiness skills. 

Our goal is to come alongside parents and our desire is to develop friendships with them 
as we care for, teach and minister to their precious children.  We also provide 
opportunities for parents to grow in their understanding and knowledge of child growth 
and development.  

ADMISSION PROCEDURES:  
Willow Creek Preschool offers classes for children who are 2, 3 and 4 years of age by 
September 1 of that school year.  Parents must complete an application packet (available 
online or in our office), and turn it in (or mail it in) to our Preschool Office. 
Children will be placed in the appropriate class on a first come/first serve basis.   

NON-DISCRIMINATION POLICY: 
Willow Creek Preschool welcomes all of God’s children with open arms!  We do not and 
shall not discriminate on the basis of race, color, religion (creed), gender, national origin 
(ancestry), or disability, in any of its activities or operations. 

LATE PICKUP FEES: 
For the sake of our students and our teachers and staff, we request that you arrive on 
time to pick up your students.  We understand that sometimes unavoidable things come 



up that will cause you to be a few minutes late.  Please call or text the Director or 
Assistant Director to let us know and we will do our best to work with you. 

Two staff will need to stay with any child not picked up.  If we have not heard from the 
parent, the Director will call emergency contacts on file for the student.  Due to the 
staffing costs incurred when a parent is late, a late fee of $1.00 per minute (after 1:10) 
will be charged.   

“NORMAL” SICK POLICY: 
We want our school to be a healthy one for your child and every other one too!  
Therefore, we ask that you keep sick children home until they are no longer contagious.  
A child may not attend school when they have: 

• Fever: Children will be sent home if their temperature is 100.0 or higher and must 
stay home the next day for observation. Children must be free of fever (any 
temperature above 98.6 degrees) for at least 24 hours without the use of fever 
reducing medication. The same policy applies if your child develops a fever at 
home.  (**SEE BELOW FOR THIS YEAR’S RULE) 

• Rash: Any rash other than a common diaper rash or skin irritation will require that 
child to be sent home for an evaluation and diagnosis from their doctor in writing 
of exactly what it is. They may return to school based on that written doctor’s 
evaluation, and clearance that it is not contagious. 

• Conjunctivitis (pink eye): Children will be sent home if there appears to be an 
unusual amount of discharge from or irritation to their eye(s) and must stay home 
the next day for observation.  
If the diagnosis is BACTERIAL CONJUNCTIVITIS children must have received 
at least 24 hours of treatment. 
If the diagnosis is VIRAL CONJUNCTIVITIS your child may return AS LONG AS 
THERE IS NO DISCHARGE. 
If in fact they do not have “pink eye” we need a doctor’s note with a diagnosis and 
a clearance that it is not contagious. 

• Thick White, Green or Yellow Nasal Discharge: Children will be sent home if 
they appear to have any thick white, green or yellow nasal discharge. This is often 
indicative of an infection and they must stay home the next day for observation. 
Before returning to school they will need an evaluation and diagnosis from their 
doctor in writing and at least 24 hours of treatment if needed.   

• Diarrhea: Children will be sent home if they have diarrhea and must stay home the 
next day for observation. Before returning to school children must be free from 
diarrhea for 24 hours with at least 1 regular bowel movement. If your child has 



one or more loose bowel movements on their first day back, they will again be sent 
home. 

• Vomiting: Children will be sent home if they vomit and must stay home the next 
day for observation. Before returning to school (after the day of observation) 
children must symptom free with no vomiting for at least 24 hours. 

“COVID-19” SICK POLICY: 

We are imploring parents to be safe rather than sorry when it comes to children’s 
health. By coming to school, families are attesting each day that their students DO NOT 
have any of these symptoms: 

• Temperature greater than 100.4 without taking fever reducing medicines 
• Persistent cough (not allergy or asthma related) 
• Difficulty breathing / shortness of breath 
• Sudden loss of taste or smell 
• Nausea / vomiting / diarrhea 
• Bacterial infection such as pink eye or strep throat for which you have not been on 

antibiotic for at least 24 hours 
• Chills or body aches 
• Sore throat 
• New onset of headache  

Additionally, by coming to school, families are attesting each day that they or their 
students have not been asked to self-quarantine or been in close contact with someone 
who has been diagnosed with COVID or been asked to self-quarantine.   

If a parent is called to pick up a sick child, they must come within 30 minutes.     

If a student or any family member tests positive, or if a family member has signs of 
COVID but was not tested, all students in that family will stay home for at least 10 
calendar days from when the first symptoms appeared.  Students may return at that 
point if they are symptom free.   

ABSENCE: 
If your student is absent, please notify the front office via email or phone call.  You may 
also notify the teacher in whatever way you wish (text, email).  The Assistant Director 
will notify the teacher of student’s absence.   
If you know in advance of a trip or vacation, please let us know (via email or in writing) in 
advance of your travel plans. 



MEDICATION POLICY: 
If a student has an allergy or some medication (epi pen for example) that needs to be 
kept on site, parents and/or doctors must complete Willow Creek Preschool’s 
Authorization for Medicine form.  This form will be kept on file near the medications.  
All medications will be well labeled and kept in a high cabinet in the Director’s office. 

Willow Creek Preschool Behavior Policy 

Willow Creek preschool is committed to teaching children through truth and love.  We 
believe that each child is precious and deserves the guidance and direction to become all 
that God has planned for them to be. If loving boundaries and direction are given 
through the early years, self-discipline will naturally become the outcome.  Children need 
and desire help in developing a sense of responsibility and inner discipline.  Our desire is 
to offer these precious little ones the tools they need for healthy, safe and responsible 
behavior. We strongly believe that it is best for the child if the parents and school work 
together when discipline issues and concerns come up so the child is receiving consistent 
rules and consequences.   

Many behaviors and/or struggles that children experience are necessary phases of a 
child’s development.  It is the responsibility of the adults involved in that child’s life to 
teach them what behaviors are acceptable and what are unacceptable.  The adults in a 
child’s life are called to teach good moral values and problem solving skills with both 
words and actions.  When children are given reasonable, age appropriate rules, they can 
be expected to follow them and when the rules are not obeyed children should be given 
logical consequences. 

We believe that all discipline in life must ultimately come from within, not through 
external rewards or punishments.  Our teachers use a positive approach to problem 
solving, redirection and if necessary a supervised time apart from the situation.  The 
rules are consistent, clear and predictable at every age level.  All students are treated 
with respect and dignity at all times.  We believe that discipline is a loving act designed 
by God (Hebrews 12:6). To shy away from teaching a child what they need to learn is 
ultimately unfair to the child.   

Here are some of the classroom techniques we use: 

❖ Our	behavior	models	what	we	ask	them	to	do.	

❖ We	are	consistent	in	enforcing	rules	

❖ We	set	age	appropriate,	reasonable	expecta<ons	

❖ We	become	familiar	with	each	child’s	individual	needs	



❖ We	will	redirect	/	distract	to	avoid	confronta<ons		

❖ We	offer	sugges<ons	in	problem	solving	(we	call	the	children	“problem	solvers”)	

❖ Children	are	praised	when	they	are	able	to	solve	problems,	use	their	words	and	when	good	choices	re	
made.	

❖ We	do	not	reward	for	expected	behavior.	

❖ We	save	our	loud	firm	voice	for	dangerous	situa<ons.	

❖ We	strive	to	NEVER	embarrass	a	child	by	singling	them	out	before	the	group.	

If a child has offended, hurt, or been unkind to another student, these are the steps we 
use: 

❖ We	come	alongside	them	and	talk	it	through,	listening	to	both	sides	of	the	story.		We	have	the	offender	apologize	
for	what	they	did	(not	just	“sorry”),	say	they	were	wrong,	and	then	ask	“will	you	forgive	me?”.		The	offended	
child	will	be	asked	to	say	“I	forgive	you”.		We	will	walk	the	students	through	this	process	un<l	they	are	able	to	do	
it	on	their	own.	

❖ We	lovingly	offer	them	a	cool	down	<me	if	needed.		NO	TIME	OUTS.	If	needed,	they	will	sit	beside	the	teacher	
and	be	able	to	calm	down	or	think	it	through.	

❖ We	may	need	to	remove	the	child	from	the	classroom	if	the	child	is	behaving	in	a	way	that	is	crea<ng	nega<ve	
aSen<on	from	others	and/or	behaving	in	a	way	that	is	disrup<ve	and	upseTng	to	other	children.	

If a child exhibits inappropriate behavior that either threatens the health and safety 
of other children or staff or continues to show an inability to conform to the rules and 
guidelines of the program, then these steps will be put into place: 

❖ The	child’s	inappropriate	behavior	is	observed	and	recorded.	

❖ Documenta<on	will	show	what	we	have	done	to	try	to	change	the	behavior.	

❖ We	will	ask	for	a	conference	with	parents,	teacher	and	director	present	

❖ The	Director	may	suggest	resources	outside	of	Willow	Creek	Preschool	

❖ If	Willow	Creek	Preschool	is	unable	to	meet	the	child’s	needs,	the	family	will	be	asked	to	find	another	program	
that	best	suits	that	student.	

Guidelines for Immediate Dismissal: 

Willow Creek Preschool may immediately dismiss a child from the program when their 
behaviors may cause significant risk of harm to the health and safety of other children, 
staff or themselves.  For example: Physical assault, attempted physical assault, bringing 
weapons to school, and/or substantial damage to property. 

Neither corporal punishment nor the withholding of food or water is ever in any way a 
part of our discipline routine.  Please know that if there is ever a home situation, major 
life changes or any problem that may affect your child’s behavior, communication is vital.  



Our goal is to work with families as advocates for what is best for a child, not against 
circumstantial struggles a child may be facing.   

Willow Creek Preschool never dismisses a child for reasons of race, creed, color, sex, 
national origin, physical or mental handicaps.  

BITING POLICY: 
Although it is not uncommon for very young children to bite, it is a behavior that Willow 
Creek Preschool takes very seriously, and we work to strongly discourage it.   Any time a 
child is bitten, the teacher’s first task is to comfort the hurt child.  Our goal is always 
to take steps to keep all children safe, as well as help the child who bit learn that 
behavior is unacceptable.   

• The parents of both children will be notified of the biting incident. Appropriate forms 
will be filled out (Incident Report).  
• Repeat offenders will require a conference with parents, teachers, and Director to 
determine the next steps for the child.     

CHILD ABUSE POLICY: 
Parents are given the huge responsibility of loving and caring for the precious gifts that 
God has given them.  We encourage parents to reach out for help if needed. We are 
here to support you and help you if and when needed. 

As Child Care providers, all Willow Creek Preschool staff are mandated by law to report 
suspicions of child abuse, neglect or abandonment to the state of Florida.  All staff has 
been trained to be alert to physical and behavioral indicators of abuse and neglect.  This 
includes physical, emotional and sexual abuse and physical and emotional neglect.  
Corporal punishment (any act causing deliberate physical pain or discomfort to a minor 
child) that results in harm will be reported as abuse.  Examples of severe forms of 
corporal punishment include kicking, biting, scalding and burning.  
We also are also required to report the withholding of necessities to children, for 
example food, sleep, and rest.   

LUNCH AND SNACKS: 
Each family provides a snack and a lunch for their student every day.  The lunch box will 
be stored in the classroom so a small ice pack in the lunch box is recommended.  
Teachers and students will all wash their hands thoroughly before eating, and teachers 
will wipe down the tables with disinfectant type spray before lunches are taken out.  In 
order to limit the number of people handling your child’s food, please provide, as much as 



possible, lunch boxes and containers which are easily opened by your child.  All students 
are also asked to bring a water bottle, containing only water, which can be refilled if 
necessary. 

CLOTHING / DRESS REQUIREMENTS 
Students are to come to school each day ready to play and quite possibly get messy!  
Each class goes out every day even in HOT and COLD weather, so please dress your child 
accordingly.   All students must wear comfortable, well-fitting, age-appropriate shoes to 
school.  Please label all extra clothes, sweaters, and jackets with the student’s first and 
last name with a permanent marker. Please do not allow your student to wear fancy/
costly jewelry or rings to school (we are not responsible for lost items). Clothing that 
has suggestive, inappropriate or gang related insignia or writing is not allowed.   
On the first day of school, please return the labeled bag that your teacher will give you 
with a change of clothes for your child.  This includes shirt, shorts, underwear and 
socks.  The teacher will store this in the classroom in case of accident of any kind.   

BIRTHDAY CELEBRATIONS: 
It is an honor and privilege to celebrate the life of each child in our program!  We do 
this annually with a special birthday celebration on or near their birthday (or half 
birthday for summer babies).  Teachers will schedule a mutually agreeable time with the 
parent(s) to bring in a birthday treat to share with the class.  We ask that all parents 
keep in mind the food allergies of all students in the class, and if possible, provide a 
birthday treat that every student can partake.  If that is not possible, the parent of 
the birthday child is to let the teacher know what the treat is, and the teacher will 
inform the parents of children with allergies.  They may opt to send in a similar, but 
child friendly treat.   
Please note that this time is not to be seen as a Birthday Party.  There will be no 
presents, decorations, and no goodie bags.  This is simply a time to honor the birthday 
child with a shared snack.  Also, if birthday party invitations are handed out in the 
classroom, ALL students must be invited. 

VACATIONS: 
If you have a scheduled family vacation, please let us know for attendance purposes via 
email.  Because monthly tuition covers costs that are still incurred while you are gone, 
there will be no reimbursements for vacation times.  

ITEMS BROUGHT FROM HOME: 
Students are not allowed to bring toys from home.  We encourage school time to be a 
time where all of the fun, different toys at school are enjoyed!  If an item does find its 



way to school, we will ask the child to leave the toy in his/her tote bag, where is it not 
visible to other students.  This would apply to “lovies” for students of all ages.   
If there is a special “show and tell” day, the teacher will notify parents. 

ARRIVAL AND PICK UP 
Each morning, parents will walk their child into the classroom door in the courtyard and 
sign their child in on the sign in sheet outside the room.  This is an important time for 
teachers and caregivers to connect, but it is not a time for a “mini conference”.  Parents 
whose children have classrooms that open inside the building may also walk them to the 
door of their room.   

Pick up will be done in a similar way.  Parents are to walk their child to their classrooms 
in the morning, and at the end of the day, beginning at 12:50, parents may pick their 
child up at the door of their classroom.  We ask that parents do not enter the classroom 
but say goodbye at the door during drop off and wait outside during pick up.    

Parents must complete a Permission for Dismissal Form that will be kept in the student’s 
folder.  This form lists people who have permission to pick up their child at any time 
from school.  NO ONE other than the listed people will be permitted to do so.  Should an 
emergency arise and someone other than those on the approved list will be picking up the 
child, written permission will be given to the director of the preschool.  (Phone calls will 
not be accepted). 

EMERGENCY CONTACTS:  
It is the parent’s responsibility to keep emergency contacts current.  Please notify the 
Director or Assistant Director if you wish to add, delete or change a name.  We will 
always try to contact the parents first in an emergency.  In our experience it is best to 
have 2-3 emergency contacts.  This way, they could work together, or if one is 
unavailable, the other can take charge. 

VOLUNTEERS/FAMILY INVOLVEMENT: (as we can…) 
We do not require, but encourage family involvement in our program!  We have many 
special days where parents are strongly encouraged to come, or to have a friend or 
family member come to be with their child.  Room moms will notify all parents of needs 
and opportunities for parent help on special days.  Check calendar insert for dates and 
times for this school year.  

EMERGENCY PROCEDURES: 
While we hope and pray no emergencies will happen in our area, we at Willow Creek 
Preschool want you to take comfort in the fact that we are prepared with written plans 



for many types of emergencies.  Some of these we practice with the students, some 
without. 

• Fire drills will be conducted and documented monthly.  Every teacher is trained in 
using a fire extinguisher.   

• Our entire staff is certified in CPR and First Aid. Parents will be notified of any 
minor injuries by Willow Creek Preschool’s Boo Boo report.  If we have any 
questions or concerns at all, parents will be called so they can make any further 
medical decisions for their child.  In case of emergency, 911 would first be called 
followed immediately by a call to the parents. 

• Inclement Weather Drills will take place annually with students present. 
Willow Creek Preschool follows Seminole County Schools for closings for inclement 
weather.   

• Staff will practice annually an intruder on site drill without the students present.  
We would update/communicate with parents via our website as soon as we could 
should such a situation occur. 

• All other threats – we would immediately call 911 and refer to police experts for 
directions. 

COMMUNICATION: 
Every student will receive a tote bag with their name and a picture of their classroom 
theme.  Please use your child’s tote bag to carry their lunch and water bottle to school 
and those items will be returned in the same way at the end of the day.  There will be a 
diaper pin attached to the bag and all communications between you and your child’s 
teacher or the office can be pinned to the outside of the tote bag.  We ask that you use 
only the tote bag and no other back packs or bags for your child’s things. 

FIELD TRIPS: 
Willow Creek Preschool does not leave the school’s campus for any field trips.  We do 
have many special events/days on site to enrich the units for the students.  Here is our 
calendar for this year.  



Willow Creek Preschool Calendar 
2021/2022 

Parent Orientation     (7:00 pm)……..…..………………………… August 12 
Student Open House…………………………………………………………… August 13 
First Day of School………………………………………………….……..… August 16 
Room Parent Meeting……………………………………………….………… September 1 
*No School……………………………………………………………….…….……… September 6 
*No School……………………………………..……………………………………… October 8  
Spirit Day……………………………………………………………….…….………… October 25 
Fall Fun, Pumpkin Patch……………………………………….……….………October 26 
Thanksgiving Feast …………………………………………….…………… November 16 
*No School……………………………………………………….………………..… November 22-26 
Christmas Shoppe………………………………………..…….……………….. November 29-December 2 
Gingerbread Houses…………………………………………….………………. December 7 
Christmas Program……………………………………………………………….. December 15 
*No School………………………………………………………………………… December 17-January 4 
Classes Resume……………………………………………………..……………….January 5 
Parent Teacher Conferences (4’s Only) ……………………… January 10-14 
*No School……………………………………………………………………….…… January 17 
Open Registration……………………………………………………………….  January 31 
Olympic Day ………………………………………….………………………… February 8 
*No School……………………………………………………………………………. February 21 
Donuts with Dads……………………………………..………………….…….. February 23 
*No School………………………………………………..…………………………… March 14-21 
Classes Resume…………………………………………..………………………… March 22 
Easter Celebration………………………………………………..……………… April 12, 13 
*No School……………………………………………….………………………….… April 15 
Teacher Appreciation…………………………………………………………. April 25-29 
Mother’s Day Tea ………………………………………………….…… May 3 
Water Day……………………………………………………………….…..………. May 11  
Graduation/Last Day of School ………………………..……………… May 19 



*Indicates non-attendance days (Please know that Willow Creek Preschool follows 
Seminole County for Inclement weather or emergency closings). 




