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Introduction 
 
Dear Parents, 
 
The teachers and administration at Saratoga Kirk House Preschool are committed to providing a 
quality preschool program that is safe, educational, child-friendly, and fun! 
To do this we want to make sure that all families are well informed on the COVID-19 protocols that 
will be in place for the 2021-22 School year at SKP.  
 
It is our goal to draw out and inspire the best in our students as we provide them with opportunities 
to create and explore and we will do so while prioritizing their health and safety. 
 
This handbook is a supplement to our “SKP Parent Handbook “and will lay out the changes to our 
preschool program during the COVID-19 pandemic. This situation is constantly evolving, so all 
policies followed in this supplemental handbook will remain in place until further notice.  If 
information or policy differs between the two handbooks, information in the COVID-19 
Supplemental Handbook will take precedence over the Saratoga Kirk House Parent Handbook.  
Please read this document and sign and return the last page as soon as possible. 
 
Because of the fluid nature of the information regarding COVID-19, our preschool may receive new 
safety recommendations from the Center for Disease Control, the California and the Santa Clara 
County Department of Public Health, the SCC Office of Education, and the Department of Social 
Services-Community Care Licensing. Saratoga Kirk House Preschool reserves the right to amend 
the procedures and policies in this handbook and parents will receive advance notification of these 
changes.  
 
Please feel free to contact me if you have any questions about the policies and procedures that are 
outlined in the COVID-19 Supplemental Handbook. They are in place to ensure that Saratoga Kirk 
House Preschool is a safe and enjoyable place for your family. 
 
 
 
 
 
Sheri Smartt, Director 
Saratoga Kirk House Preschool 
 
 
 
 



A. Enrollment 
Saratoga Kirk House Preschool will offer in-person learning for children turning three by December 
31 of this year to children turning five.  The school runs Monday through Friday and two classes 
are being offered. 
 

Three’s and Young Fours class is offered for children who turn four after 9/1/21 and 
children who turn three by 12/31/21.  Children can attend two to five days per week and the 
class runs from 9:00 – 12:00. Starting in October or when it is safe, a lunch program from 
12:00-1:00 is offered for families who are interested.  
 
Pre K/Jr K class is offered for children who turn four by 9/1/21.  The class runs 9:00 – 1:00 
and students can attend 4 or 5 days a week. 

 
When you enroll your child in Saratoga Kirk House Preschool, you are committing to be a part of 
our preschool community.  Communities are built on respect and being responsible to its members. 
Teachers, students, and families deserve as much protection from the COVID-19 virus as possible.  

• If your child is not feeling well, please keep them home  
• Practice good hand hygiene at home  
• Follow rules for masks and social distancing when out in the community  
• Limit indoor and/or large group gatherings 
• Limit travel when possible and follow the current Menlo Church/SKP travel Policy when you 

do need to travel.   
• Travel policy as of August 24, 2021: If children or staff travel outside the state of 

California, they must remain out of school for 10 days after their return. Alternatively, 
once they have been back home for 5 days, they may get tested for COVID-19. With a 
negative test result from a test taken at least 5 days after their return, they may return to 
school. 

 
Please respect our preschool community and be a responsible member by preventing the spread 
of COVID-19. Every staff member and family are asked to sign a “COVID-19 Community 
Commitment” regarding the above safety measures. Please sign and return the COVID-19 
Community Commitment at the back of this book as soon as possible. 

B. Extra Hygiene Measures and Procedures 
1. Handwashing: As soon as students come into the facility, they will wash their hands thoroughly. 
Hands will be frequently washed throughout the day with soap and water for at least 20 seconds 
and handwashing stations are located throughout our facility. Hand sanitizer for children will be 
dispensed by an adult in some situations. 
 
2. Sanitizing/Disinfecting: Learning materials will be cleaned and/or disinfected often.  The facility 
will be thoroughly cleaned and disinfected by a janitorial service each day when children and staff 
are not present. 
 



3. Mask wearing: The staff will wear a mask at all times during the school day. Each day a 
student must arrive to school in a clean mask, and our staff will encourage them to wear it as 
much as possible.  Our licensing agency expects children to wear masks at all times, except when 
eating. We strongly encourage that student’s masks have ear loops, or elastic that stretches 
around the child’s head, which will enable the children to put them on and take them off 
independently but if a child needs assistance with a mask, staff will provide it.   If a child needs a 
replacement mask during the day, the school will provide a disposable one.  
 
4. Physical distancing:  Staff and children will be outside and be wearing a mask during most of the 
school day, so physical distancing will be encouraged but not be rigidly enforced.  Children will be 
encouraged to be as far apart as feasible from each other when the class is using an indoor space.  
When using the bathroom or shared items such as sensory bins or play house, the number of 
children will be limited.   

C. Fee and Payment Policy 
Saratoga Kirk House Preschool will be following the tuition policies and procedures listed below: 

1. A Registration Fee and one month of tuition are due upon enrollment. 
2. As is standard SKP policy, full tuition is paid each month regardless of sickness, vacations, 

or holiday, including Thanksgiving, Christmas, Winter, and Spring Breaks. 
3. If there is a non-scheduled pandemic or emergency related closure of 2 weeks or less, no 

tuition adjustment will be made for that session. 
4. School closures due to non-scheduled pandemic or other emergencies of longer than 2 

weeks will be billed at 75% of regular tuition fees and distance learning will be offered. 
5. As is standard SKP policy, if you need to terminate your child’s enrollment, a 30-day written 

notice is required to be given to the school director.  Tuition will be due and any pre-paid 
tuition will be applied to this 30-day period. 

6. If you decide to take an extended leave of absence, you must pay full tuition to hold your 
child’s space during the absence.  The extended leave of absence also applies to those 
who chose not to send their child to school after the reopening from a forced closure, like a 
pandemic or emergency-related closure. 

D. Admission/Exclusion due to symptoms of illness 
The Health Policy of Saratoga Kirk House Preschool will be strictly observed.  Please keep sick 
children at home!  Children who are ill with fever, diarrhea, vomiting, runny nose, or a 
communicable disease or condition (e.g. ringworm, head lice, chicken pox, measles, mumps, pink 
eye, fever over 100 degrees, etc.) should not attend school until they are healthy. If the child has a 
non-respiratory related fever, he/she will be permitted to return when his/her temperature is normal 
for at least 24 hours without aid of fever-reducing medication. Your child must have taken any 
prescribed medication, such as antibiotics, for at least 24 hours before returning. See “Health and 
Safety” section in the Saratoga Kirk House Preschool Parent Handbook at 
https://kirkhousepreschool.org/saratoga for more details on illnesses.  If you have any doubts 
about your child’s health, please call us at 408-741-5770 to be sure they may attend. 
 

https://kirkhousepreschool.org/saratoga


For children who have mild congestion, slight clear runny nose, and sniffles ONLY, they will be 
able to return to class 24 hours after they are symptom free or IF they present a negative COVID 
test result.  If the child has any other symptoms, which are more associated with COVID, such as 
significant congestion or nasal discharge, fever, cough, sore throat, shortness of breath, diarrhea 
or vomiting, new loss of taste or smell, they must remain symptom free for 72 hours and present a 
negative COVID test before returning to school. 
 
If your child appears to be sick or has any symptoms of illness while at school, the child will be 
isolated, the parent or guardian will be notified immediately, and the child must be picked up within 
30 minutes of notification.  Because we need to keep the school as germ-free as possible, 
please insure you have an adult who can pick up the child from the school within that half 
hour period. 
 
If a child is showing COVID-19 symptoms (fever or chills, cough, shortness of breath or difficulty 
breathing, fatigue, muscle or body aches, headache, new loss of taste or smell, sore throat, 
congestion or runny nose, nausea or vomiting, diarrhea) OR if anyone in your immediate 
household has been in close contact with someone testing positive for COVID-19, you must keep 
your child home. The child must be isolated for a minimum of 10 days after symptom onset or 
exposure, and 72 hours after their fever resolves without fever-reducing medicine. A negative 
COVID-19 test must be presented for the child to be allowed to return to class. 
 
Parents must let us know of any potential COVID-19 exposure immediately. A potential 
exposure means being a household member OR having close contact within 6 feet of an individual 
with confirmed or suspected COVID-19 for at least 15 minutes. The timeframe for having contact 
with an individual includes the period of 48 hours before the individual became symptomatic and/or 
tested positive for COVID-19. If there is a positive case of COVID-19 in a child or an adult who has 
been present at our preschool, we are required to immediately inform our county health 
department and licensing agency.  Other SKP families will be notified of a confirmed or potential 
exposure without naming or identifying the child or family. 
 
If there is a positive case of COVID-19 in our immediate community (students, staff, or their 
families with which they reside), the school will be closed and cleaned before reopening. If it is a 
student, staff member, or parent/adult who has dropped off or picked up, the school will be closed 
for two weeks. If it is a family member who has not been on campus, the school may possibly 
reopen sooner, depending on circumstances and current Santa Clara County, CDC, and State 
licensing guidelines.  

E. Personal Belongings 
Children should not bring any personal belongings to school aside from what is listed below. 
Approved items include:  

Snack items in disposable wrapping only (see Section on “Food”)  
Reusable lunch boxes are allowed for children staying for lunch since insulation is 

needed to keep food safe for a longer period 
A water bottle your child can easily use without adult assistance 



A tote bag is strongly encouraged (reusable or disposable) instead of a backpack. This 
encourages independence since children won’t need adult help opening or closing it   

A full set of spare clothes should remain at school at all times 
Rainboots that can stay at school are highly encouraged to keep feet and shoes dry 

when playing in the sandbox and other wet areas 
Please clearly label these items with your child’s name 

 
SKP strongly discourages children from bringing any toys from home to school, since toys at 
school are shared with all students.  Contact the school if you feel a special item might help your 
child in transitioning to school.  

F. Arrival and Departure Procedures 
The first entrance gate off the parking lot will be used for the drop off/pick up; the gate closest to 
the Preschool Office. Please socially distance from other families when possible and we have 
staggered drop off to limit the number of families arriving at one time. If it is necessary for you to 
drop off or pick up your child outside of the assigned time periods, please arrange it in advance 
with the teachers or director.  
 
All adults and children over two years of age must wear a face covering during drop off and 
pick up.  If possible, we ask a small set of adults drop off and pick up the child each day. 
 
Only adults who have written permission from the parents may sign in or sign out a child.  Having a 
signed written note or a persons’ name on the “ID and Emergency Information” form are the only 
acceptable forms of written permission; electronic permission is not sufficient. 
 
Drop-Off Procedures 
Thirty to sixty minutes prior to coming to school, parents must take their child’s temperature and 
then fill out and submit an electronic health pre-screening form which will be provided by 
SKP/Menlo Church. If the check-in staff has not received your electronic form by 10-15 minutes of 
when you arrive at preschool, you will be asked to complete a written form with the same 
questions. 

Threes/Young Fours class check in from 8:50-9:00 
Pre K /Jr K class check in from 9:05-9:15 

Masked adults, masked siblings over 2 years, and masked SKP students should line up and 
physically distance at their assigned area.  One family may approach the check in station at a time.  
Parent will sign in the child using their full first and last name and time on the sheet.  An SKP 
staff member will take the child’s temperature and conduct a visual health check.  If child is 
determined to be healthy and their temperature is lower than 100 F, SKP staff will admit the child 
into school.  Please leave any jackets, snack/lunch/water bottle with the staff on the check in table. 
 
Pick-Up Procedures 
Parents should line up and physically distance at their assigned area and one parent may 
approach the check in station at a time.  Parent should let SKP staff member who they are picking 



up and sign out using their full first and last name and time on the sheet.  Child will be handed 
over to the parent with any personal items. 

Threes/Young Fours class check out from 12:00-12:10 
 Students staying for lunch should be picked up between 1:00 to 1:10 PM. 

Pre K /Jr K class and Lunch attenders check out from 1:00-1:10 

G. Visitors 
For COVID-19 safety, we limit the number of people the SKP students and staff come in contact 
with; outside visitors are not permitted on campus while preschool is in session. At this time, 
parents are discouraged from entering the areas that are close to the children. Parents are always 
allowed to visit but ask you to make arrangements with the director in advance; we will arrange the 
visit so the visitor, staff and students remain safe. ssmartt@menlo.church 408-741-5770.    

H. Field Trips/Special Events/Birthdays 
We will offer field trips and Special Events when it is safe to do so, such as if they are held 
outdoors or limits group size.   
 
Please communicate with your teacher at least 1-2 weeks before if your child is celebrating a 
birthday. We will recognize this special day with a crown, singing, and a small present. 

I. Snacks/Food  SKP IS NUT-FREE Until Further Notice 
Food Allergy: Nut products are not permitted at SKP, so all snack and lunch food must be nut-
free.   Please watch ingredients in snack bars and avoid ones containing nuts.  If your child has an 
allergy or sensitivity to any foods, it should be directly communicated to the Director since 
thorough communication and additional paperwork and are required. 
 
Snack: Each child will bring their own food from home in disposable packaging that they can open 
on their own. Please keep snack accessible so the children can put it in a hanging holder 
when they arrive at school without having to get it out of a lunch box or back pack.  Children 
must be able to manage the food and the packaging themselves as much as possible. Please 
practice the skills of opening and closing bags, removing lids and tops, and peeling fruit before 
attending school. Snack must arrive with the child when they are dropped off and the school will 
provide a pre-packaged item if snack is forgotten.  
 
Your child’s snack should contain healthy food items and please avoid dessert items such as 
cookies, candy, gummies, etc.  Food should not require refrigeration or heating. 
 
Lunch food may arrive in an insulated lunchbox, so food can be kept safe from the weather since 
no refrigeration or heating of food will be provided. Please practice opening and closing lunch  
 
While eating, children will be outside whenever and physically distanced as much as possible. 
 



Saratoga Kirk House Preschool 
COVID-19 Supplemental Handbook 

Signed Family Agreement 
 
 
Dear Parents or Guardians, 
 
Please thoroughly review the COVID-19 Supplemental Handbook 2021-22 School Year, which 
contains the policies and procedures for Saratoga Kirk House Preschool. After reading the 
supplement, please complete this form and return it to the school before the first day of 
school. This form will be kept in your child’s file for the duration of the school year. 
 
Thank you in advance for your cooperation. 
 
 
Sincerely, 
Sheri Smartt, Director 
Saratoga Kirk House Preschool 
 
 
 
I, ___________________________________________ , the parent/guardian  
   (Print full name) 
 
 
of ______________________________________________ , 
   (Print child’s name),  
 
 
hereby acknowledge the receipt of Saratoga Kirk House Preschool’s COVID-19 Parent 
Handbook Supplement. I have read and agree to adhere to all the policies and regulations set 
forth in this Supplement.  
 
Parent/Guardian Signature:  
 
__________________________________________________ 
 
 
Date: ____________________________________________ 

 



SKP COVID-19 Community Commitment 
After reading this commitment, please complete this form and return it to the school before 
the first day of school. This form will be kept in your child’s file for the duration of the 
summer. 
 
As a part of the Saratoga Kirk House Preschool Community, I agree to: 

� Keep my child home if they are not feeling well 
� Practice good hand hygiene while at home  
� Have children wear masks when in the community 
� Follow the strictest Public Health Department rules and guidelines 
� Limit travel whenever possible and quarantine if determined in Menlo Church/SKP 

Travel Policy 
� Notify SKP if child or any unvaccinated family member will be traveling out of the state 

or country 
� Notify SKP if child or any unvaccinated family member or visitors will be traveling 

internationally  
� Notify SKP if child or any family member will be attending a large group event  
� Get COVID-19 tested as soon as possible when family members show COVID-19 

symptoms and keep child home until test results are known 
� Notify SKP immediately of test results 
� Notify SKP immediately in case of any potential exposure to COVID-19: 

• A household contact with a confirmed or suspected case of COVID-19 
• Close contact with person with confirmed or suspected case of COVID19 
• Close contact means being within 6 feet of an individual for at least 15 minutes 

and having contact within 48 hours of when the individual became symptomatic. 
� Isolate for a minimum of 10 days after onset AND 72 hours symptom-free with positive 

test results 
� Provide a doctor’s note on letterhead or written negative COVID-19 test to return to 

return to school 
 

 

Child’s Name (Print)                            
 
 
 
 
Parent #1 signature                                 Date 
 

 

Parent #2 signature        Date 
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