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The MISD, in partnership with parents and the community, will create a safe environment  
 
Preschool Program Philosophy 
We believe the children are our future. We have a vision of a world where people learn to 
respect, accept, and embrace the differences between us. Our role is to give children the tools 
with which to cultivate their own gardens of knowledge. Our classrooms will be caring, safe, 
equitable environments where each child can blossom and grow. We will teach to the needs of 
each child so that all of them will feel capable and successful. We will provide a curriculum that 
involves the interests of the children and makes learning relevant to life, through active, hands 
on learning. 
 
Who We Are 
MISD Preschool is staffed by certified early childhood education teachers and trained 
educational associates.  The curriculum used is Creative Curriculum and is designed to 
provide students with experiences in school routines, (including following directions and basic 
academic knowledge) self-esteem, social interactions and respect for all learners. 
 
Eligible Student 
A child must be 4 years of age by September 15 of the year attending.  
Children must also be toilet trained unless a doctor identifies a medical reason. 
 
Goals and Objectives  
MISD Preschool goals and objectives are found at the end of this handbook.  These goals and 
objectives were taken from a research-based early childhood curriculum (Creative Curriculum) 
covering the following the areas:  

❖ Social/emotional  
❖ Physical  
❖ Cognitive  
❖ Language development 

 
Goals for Children 

● Children will show competency in social/emotional, physical, cognitive, and language. 
development skills. 

● Children will be responsible, respectful, safe and kind. 
● Children will be safe and healthy. 

 
Goals for Families 

● Families will feel welcome in the classroom and school. 
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● Families will work with the school in a meaningful partnership to help their children be 

better prepared to learn. 
● Families will be advocates for their children. 

Assessment 
Preschool staff will conduct ongoing observations using Creative Curriculum objectives daily 
for each child.  Staff will ask for input from families to help assess developmental progress of 
their child as well.  The assessment information is then used to guide lesson planning and 
report progress to parents/guardians. 
 
Location and Hours of Operation 
MISD Preschool is a state funded program that offers free preschool for all of our 
students in the following location: 
 
Marion Preschool at Longfellow Elementary 
2900 8th Avenue 
Marion, IA 
Phone: 319-377-0183 

Teachers: 
Amanda Heim (aheim@marion-isd.org) 
Jenni Ringwald (jringwald@marion-isd.org)  
Ann Wilson (awilson@marion-isd.org) 
Jessica Bagg (jbagg@marion-isd.org)  
Natalie Kocour (nkocour@marion-isd.org)  

 
Hours 
Full Day Session 
8:20 AM-2:30 PM Monday-Friday 
Morning Session 
8:20-10:50 AM Monday-Friday  
Afternoon Session 
12:50-3:20 PM Monday-Friday 
 
Arrival & Dismissal 
Parents dropping off and picking up students in cars are to use the edge of the parking lot that 
enters off of 8th Avenue.  Please pull all the way around near the main entrance to keep cars 
off of 8th Avenue as much as possible. Please do not leave your car unattended  Students will 
be unloaded and loaded by staff members in the car line. Students will line up and dismiss 
from the main entrance facing the parking lot.  Staff will be outside at 8:05 AM for the AM and 
full day programs, and 12:35 PM for the PM class to assist in arrival.  Staff will also accompany 
students at dismissal (10:50 for AM, 2:30 PM for full day and 3:20 PM for PM). 
 
Please try to arrive at school on time.  Late arrival means missing the beginning of an activity 
and disruption for other children. 
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Attendance 
Parents should notify the Longfellow office to report an absence prior to the start of the 
preschool session.  Please inform the staff if your child will be absent due to illness or an 
appointment.  If you need to pick up your child from school early, please inform the office as 
soon as possible.  You will be required to sign your child in/out in the office when you arrive. 
 
Failure to attend preschool without a doctor’s excuse for eight days out of a preschool month 
will result in the child being dropped from the preschool program. 

 
School Cancellations 
The preschool will follow the Marion Independent School District’s decision to dismiss classes 
due to inclement weather.  If there is a two-hour late start, the morning class will be cancelled. 
The full day program will begin at 10:20 AM.  If there is an early dismissal due to inclement 
weather, the afternoon class will be cancelled.  The full day program will be dismissed at 1:20 
PM.  We will be closed if the Marion Independent Schools are closed.  Please watch KCRG 
TV9 or check the district website at http://www.marion-isd.org for an update of late or early 
dismissals and cancellation of classes.  You may sign up for notifications of cancellations and 
dismissals through PowerSchool and School Messenger. 
 
Health 
Hand washing  
All staff, students, volunteers, and visitors (including parents) must wash their hands when 
staying for classroom activities. 
 
Required Forms 
A physical form and immunization form are required by the State of Iowa at the time of 
enrollment.  A child who does not have the necessary immunizations will not be admitted in the 
preschool program.  Immunization forms must be received before school starts.  Physical 
forms must be received within the first six weeks of school. 
 
Communicable Disease 
Any contagious disease should be reported to the preschool immediately.  The staff will inform 
parents when there has been a possible exposure to a communicable disease.  Colds, flu, and 
other contagious diseases seem to occur frequently and spread easily among preschool 
children.  To help protect your own child’s health and to minimize the possibility of the spread 
of disease at school, please keep your child at home, even on open house events, if you 
observe any of the following symptoms: 

● Eyes that are pink, burning, itching, or producing discharge 
● Diarrhea or vomiting (incident free for 24 hrs. before returning to school). 
● Fever of 100 degrees or more (children need to be fever free, without 

medication, for 24 hrs. before returning to school) 
If these symptoms of possibly contagious conditions are observed in your child during the day, 
you will be called to come pick up your child.  While your child is waiting to be picked up s/he 
will be able to lie down in a comfortable location away from other children. 
 
 

3 
 



 
Illness at School 
If your child becomes ill or hurt while at school, every attempt to notify a parent will be made. 
In the event this is not possible, an emergency contact will be called.  Arrangements should be 
made to pick up your child.  Children will not be transported by staff members.  If a dental 
emergency occurs, a similar procedure will be followed.  Children who are sent home ill cannot 
come to school the next day (including open houses, field trips, special events, etc.) 
 
Medication 
If a child is required to take medication while at preschool, it will be administered by the health 
associate in the nurse’s office.  Emergency medications provided by the family, for example, 
Epi-pens or Inhalers, will be stored in a locked cabinet for use in an emergency.  Staff will need 
the signed health form and Medication Administration Certification to give these medications. 
 
Sunscreen Policy 
Children will be outside daily, weather permitting.  In circumstances when students will be 
exposed to the sun for longer than 20 minutes, sunscreen can be applied by staff with written 
permission from parents.  Coppertone sunscreen will be provided by the preschool.  
Children allergic to Coppertone can bring their own sunscreen.  Parents will need to fill out a  
form to indicate allergies to sunscreen and give permission for staff to apply sunscreen. 
 
Biting Insect-borne Diseases 
Parents will be notified if children may be exposed to mosquitoes and/or ticks during a school 
activity.  You are welcome to send bug spray containing DEET, Picaridin, IR3535, or Oil of 
Lemon Eucalyptus for those activities and give permission for staff to apply the bug spray. 
 
Outside Temperature 
Guidelines established by the building will be used to determine appropriate temperatures for             
outside play. Students will go outside if the temperature and/or wind chill is above zero.               
Teacher discretion will be used when needed. 
 
Pets and Visiting Animals 
Please contact the teacher before bringing pets to school.  All classroom pets or visiting 
animals must appear to be in good health and have documentation from a veterinarian or an 
animal shelter to show that they are fully immunized and that the animal is suitable for contact 
with children.  Teaching staff will supervise all interactions between children and animals and 
instruct children on safe behavior when in close proximity to animals.  Any pet brought to 
school must be housed in a proper cage, container, or be restrained in such a way so as to 
prevent harm to anyone.  After viewing, the visiting pet should be taken home.  If your child is 
allergic to animals, please let your teacher know so s/he will not be exposed to that animal. 
 
Reptiles (snakes, lizards, frogs, turtles) are not allowed in the classroom because of the risk 
for salmonella infection.  Dalmations, Pitbulls, and Siamese cats are not generally 
recommended for preschool classrooms because of their dispositions.  These decisions will be 
made on a case-by-case basis. 
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Latex Allergies/Balloons 
For the safety of our students, staff and the general public who use our buildings, the district 
does not permit the use of latex balloons in any capacity, in any school building, at any time of 
the day.  However, Mylar (foil) balloons are still allowed.  Latex (rubber) is a substance that 
can have an immediate or life-threatening impact when a person is exposed to it.  The district 
has already implemented alternatives for latex, in items such as gloves, for years. 
 
Family Involvement 
Access to Center 
While your child is at preschool, we will ensure that your child is not exposed to people who 
may pose a risk of harm to them. Only persons who have been through the formal background 
check process and who have been cleared for involvement with childcare may be directly 
responsible for childcare or alone with a child. A person who has “direct responsibility for 
children” will need to have a background check and approved through the volunteer process. 
 
If a person has not been cleared through the formal background check and volunteer process, 
staff will monitor the person while in the center and that person may have interaction only with 
his/her own child. Records will be kept in the form of a sign in/out form for adults to fill out 
when at the school. 
 
Parental Participation 
Parents have unlimited access to their children and to the provider caring for their children 
during the preschool hours, unless parental contact is prohibited by court order.  Parent 
volunteers will be required to fill out an online district volunteer application and background 
check depending on your level of duties (counted in ratio).  Parents/guardians will also need to 
complete this process if they are directly supervising students on field trips.  
 
Field Trips 
Several field trips will be scheduled throughout the school year as an extension of our units. A 
form is completed during online registration, which will cover permission for your child to 
participate in field trips.  You will be given prior notice of each trip on the bus. Children will 
always be transported on Marion Independent School District busses.  One family member per 
student is welcome on most field trips.  No younger siblings are allowed on field trips. 
 
Parties at Preschool 
There will be three organized parties throughout the school year: a fall party, a winter party, 
and a Valentine’s party.  All parents will be asked to donate items for each party well in 
advance of the date. Specific directions will be given to honor the children’s dietary needs.  
 
Events 

o Open House: Before the school year begins, you are invited to visit the classroom and 
bring classroom supplies. 

o Parent Meetings: Throughout the school year, we will have informative meetings about 
the preschool program and children’s development.  We also use this time to gather 
feedback from parents on how to better our program.  
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o Family Fun Night:  Once during the school year, your family will be invited to participate 

in a themed night for preschool.  
o Graduation/End of Year Celebration: At the end of the year (May), we will have a 

graduation night. 
 
 
 
Home Visits 
Home visits are made at the beginning of the school year.  This is an opportunity for the 
preschool teacher to get to know you, your child, and your family. This meeting begins a 
partnership between home and school in order to best meet your child’s needs.  This is a great 
time for you to share what makes your family unique, how you prefer to communicate with the 
teacher, and share your knowledge about your child’s interests, approaches to learning, and 
developmental needs.  You can help the teacher understand what your goals are for your child 
and whether you have any concerns you’d like addressed.  Parents are encouraged to share 
these preferences, concerns, and questions at any time with either the classroom teacher or 
administrator.  
 
Parent-Teacher Conferences 
The teacher will schedule two in-school conferences for your child with one being in the fall 
and one in the spring of the year.  This will be a time for the staff to talk with families about our 
shared goals for your child throughout the school year.  If you would like more frequent 
conferences, please contact your child’s teacher.  
 
Child’s Day 
Daily Activities 
Each center follows their own schedule with the following activities to meet curriculum 
objectives in the developmental areas of physical, social/emotional, cognitive, and language. 

● Table Activities 
● Large and Small Group 
● Story Time 
● Snack 
● Centers (Art, Blocks, Discovery, Dramatic Play, Literacy, Music, Sensory) 
● Large Motor Play (Indoor/Outdoor Play) 

 
Snack 
All students will receive a monthly snack calendar showing the date when your child is 
expected to provide a healthy snack for the class. The provided snack needs to be from the 
specified food group for that day.  Snack ideas will be given to parents at home visits. 
Attached to the snack calendar is a sheet asking what you will be bringing for snack.  Please 
fill it out and send back.  Milk will be provided by the preschool.  Full day students will have 
milk with their morning snack and lunch, and water will be served with their afternoon snack. 
Half day snack will include milk. Please keep whatever item(s) you provide in the original 
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containers so the staff can make sure the food does not contain allergens, which may be 
harmful to students.  

● According to the state guidelines we cannot serve homemade treats, only 
commercially prepared food.  

● Food that needs to be prepared before consumption MUST be done at the preschool. 
(ex. Ants on a log: Raisins, peanut butter, and celery sent in original containers.  Fruits 
such as apples and oranges must be cleaned, peeled, and sliced at preschool.) 

Parents of children with significant allergies are encouraged to send appropriate snacks for 
their children. Birthdays and parties are the exceptions to the healthy snack days.  You may 
provide special treats on those days but remember we cannot serve homemade items. 
 
Birthdays 
We recognize birthdays at the preschool as close to the date as possible.  Summer birthdays 
will be celebrated on the half birthday.  As stated previously, your child may bring a special 
treat to share on that date, just not homemade treats. 
 
Discipline 
Discipline 
When a discipline issue arises, the preschool staff will work through three cues for student 
compliance. This includes talking with the child to resolve the issue and to set limits. If the 
behavior continues, the teacher will count to three to give the child a chance to make an 
appropriate choice or be sent to a “Time-Out” area.  The length of time is determined by 
multiplying one minute by the age of the child. If the behavior continues, the family will be 
notified in writing or by phone.  A conference will be set up with the family to resolve the 
behavior if it is deemed necessary.  After three incidents, the families will be advised that 
removal of the child from the preschool should be considered.  
 
Biting/Aggressive Behavior 
Children may bite for many different reasons.  Some of those reasons include: the 
developmental stage of the child (for example, experimenting to see what will happen), 
individual differences, the environment (for example, overwhelmed by the sounds, light, or 
activity level), the child does not know something yet (for example, lack of language skills 
necessary for expressing needs and/or feelings), and any unmet emotional needs (for 
example, do not have a strong attachment with a constant, responsive caregiver).  
 
Children demonstrating aggressive and behavior will be dealt with in a calm and kind manner 
and removed to a safe location away from other children. In discussion with the child following 
time-out, s/he will be taught in a caring and firm way that the behavior is not acceptable, as 
well as alternative behaviors. Ongoing aggressive behavior by a particular child will be 
observed and documented to determine appropriate future action.  Immediate caring attention 
and needed first aid procedures will be given to the child who was hurt.  First aid procedures 
will include washing any wounds with warm soapy water and application of band-aids if 
bleeding occurs.  Ice packs may be used to reduce swelling and/or manage pain. 
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Incident/Accident Report 
If your child is involved in an incident (including biting)/accident while at preschool, a report will 
be filled out and sent home. Parents/guardians will be asked to sign the report and return it to 
school. The original will be kept in your child’s file in a locked filing cabinet and you will receive 
a copy. An example of a report form is included as an appendix in this handbook. The only 
child’s name appearing on the incident/accident report will be the name of the child whose 
parents receive the form. 
 
 
Student/Parental Complaints 
Concerns arise occasionally regarding relationships between staff and students, staff and 
parents, or student to student.  Any concern should be brought to the attention of the teacher. 
Families are welcome to contact the teacher about holding a conference at any time during the 
school year.  If you are not comfortable with discussing issues with the teachers at the 
preschool, please contact our principal, Nicole Harmer at 377-0183. 
 
Early discussion can often prevent a small problem from becoming a big one, so please take 
every opportunity to be proactive in looking for solutions. 
 
 
Support Programs and Services 
AEA Services 
Grant Wood AEA provides a variety of support services to Marion Independent Schools. 
Available staff include: OT (Occupational Therapist), PT (Physical Therapist), Speech and 
Language Pathologist, Social Worker, Psychologist, Special Education Consultant. The 
support staff are available to work with teachers and students when there are concerns about 
developmental levels of children. 
 
Special Education (IEP) 
Students may need additional assistance through Special Education Services. Parents and 
school staff collaborate closely with the AEA to meet qualifying criteria and to provide special 
education services.  All preschool teachers are dual certified as Early Childhood and Special 
Ed. 
 
English Language Learner (ELL) 
Students may qualify to receive extra assistance if they are identified as English Learners. 
 
Miscellaneous 
Toy Policy 
Personal toys need to stay at home as they may become damaged or lost if brought to 
preschool.  Some preschool classrooms may have a sharing time.  We ask that this be the 
only time your child bring something from home. 

 
Transportation 
All motor vehicle transportation provided by parents, legal guardians or others designated by 
them or legal guardians to and from school will include the use of age-appropriate and 
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size-appropriate seat restraints.  Students who attend Marion Preschool will have free 
transportation available by the Marion Independent School District.  Bus forms must be filled 
out and submitted to the business office or completed online.  Field trip transportation will be 
provided by Marion Independent School District.  
 
 
Clothing 
We request that children wear play clothes that are washable and comfortable while at the 
preschool.  Outerwear should be provided to allow the children to go outside whenever the 
weather permits.  (Jackets in fall and spring and winter coats, snow pants, boots, mittens, and 
hats in the winter.) Your child should be able to manage all outer clothing except zipping by 
himself/herself.  Open-toed shoes are not safe on the playground.  Closed-toe shoes are 
required.  Your child can wear sandals if shoes are brought to wear outside.  
 
Please mark all clothing with your child’s name.  The preschool is not responsible for 
lost items.  
 
In the event of a spill or bathroom accident, please consider leaving an extra set of clothing in 
your child’s school bag.  
 
Change in Information 
If your child’s information changes (address, phone, marital status of parent, etc.), please 
inform the main office as soon as possible.  Updated records are for the safety and well being 
of your child. 
 
Emergency Procedures 
Emergency charts are located at all Marion schools. This chart provides details for 
handling emergency situations.  
 
Fire/Tornado Drills are practiced monthly. In the event of a tornado warning, please do not 
call the school. Parents will be contacted if the need arises.  
 
Evacuation- The principal/preschool staff determines if students and staff should be 
evacuated outside of the building or to relocation centers according to the Emergency 
Plan. 
Our evacuation site is: 

Marion YMCA, 3100 10th Avenue, Marion IA 
St. Paul’s Lutheran Church, 915 27th Street, Marion, IA (alternate site) 

 
Infectious Disease Control- The school will inform parents of any infectious diseases 
reported to the preschool within 24 hours either through postings or letters home. 

 
Flood or water hazard-The administrative staff determines if students and staff should 
be evacuated outside of the building or to relocation centers.  See above for a listing of 
where children will be. 
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Intruder within the Center-If an intruder enters the building, 911 will be called. The other 
students will be moved to a safe distance away as another adult monitors the intruder’s 
actions.  
  
Intoxicated parent or visitor-If a parent/visitor shows up intoxicated, we will call an 
emergency number. If no emergency contact can be reached, the police will be notified.  
 
Lost or abducted children- If a child is missing, 911 will be called.  Other children will be kept 
inside following normal school procedures. Principal or designee will give the necessary 
information to the authorities when they arrive. Parents will be notified by phone. 
 
Blizzards- The preschool will follow the Marion Independent School District’s decision to 
dismiss classes due to inclement weather. If there is a two-hour late start, the morning class 
will be cancelled and the full day class will begin at 10:20 AM.   If there is an early dismissal 
the afternoon class will be cancelled and the full day class will dismiss at 1:20 PM. We will be 
closed if the Marion Independent Schools are closed.  Please watch KCRG-TV9 or check the 
district website at http://www.marion-isd.org for an update of late starts, early dismissals and 
cancellation of classes. 
 
Power Failures- In the event of a power failure, the principal or designee will call the 
superintendent’s office and determine when or if the school will need to be canceled. If the 
school is canceled the same procedures as school closing for inclement weather will be 
followed. (See Blizzards) Please check the local media or our district website for updates. 
 
Bomb Threats- If the school receives a bomb threat, 911 will be called and the principal will 
inform staff to move to a relocation area. No one will reenter the building until declared safe by 
fire or police personnel.  
 
Chemical Spills- Call 911. Evacuate and seal off area of leak or spill. Notify principal or 
designee. Principal or designee notifies the superintendent. Emergency responders will 
recommend shelter or evacuation.  
 
Earthquake or structural damage- Call 911. Notify principal or designee. Principal or 
designee notifies the superintendent. Emergency responders will recommend shelter or 
evacuation. (See description of evacuation procedures.) 
 
Nuclear Evacuation- Schools within 10-mile radius of Duane Arnold Nuclear Power Station: 
Listen for 3 to 5 minute steady siren blast. This signals public to tune their radios to an 
Emergency Alert Station (EAS). Schools will be notified if radiological release requires 
protective action. There are two basic protective actions: sheltering and evacuation. Sheltering 
follows the same procedure of a tornado drill in addition to turning off any ventilation leading 
outdoors. Staff will follow procedures from the Emergency Flip Charts.  
 
Board Policies 
An information guide and handbook from the district will be posted on the MISD website.  This 
includes legal rights available to students and the public.  A hard copy of this may be obtained 
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by requesting one from Stephanie Viner at the administrative offices.  She can be contacted at 
sviner@marion-isd.org or by calling 377-4691.  
 
This handbook includes: 
Protection of Pupil Rights  
Family Education Rights and Privacy Act  
Safe and Effective use of Seclusion and Restraints-Chapter 103  
Healthy Kids Act  
Human Growth and Development Curriculum  
Parent/Guardian Rights of Title One  
Post-Secondary Enrollment  
Special Education  
Homeless Children and Youth (Board Policy 501.16)  
Private Instruction (Board Policy 604.1)  
Student Absences (Board Policy 501.9)  
Administration of Medication (Board Policy 507.2)  
Student Progress and Conferences (Board Policy 505.1)  
Student Directory Information (Board Policy 506.2)  
Student Records Access (Board Policy 506.1) 
Appropriate use of Computers, Network, and Internet (Board Policy 605.6)  
Class Size (Board Policy 606.1)  
Equal Education Opportunity (Board Policy 102)  
Instructional Materials Inspection (Board Policy 605.2)  
Notice of Nondiscrimination (Board Policy 102.E1)  
Multicultural and Non-Sexist (Board Policy 603.4)  
Student Goals (Board Policy 600)  
Anti-Bullying/Harassment Policy (Board Policy 104)  
Student Conduct on School Transportation (Board Policy 711.1R1)  
Good Conduct Rule (Board Policy 503.4)  
Child Abuse Reporting (Board Policy 402.2)  
Tobacco/Nicotine Free Environment (Board Policy 905.2)  
Weapons in School (Board Policy 502.6)  
Search and Seizure (Board Policy 502.8)  
Hazardous Chemical Disclosure (Board Policy 403.4)  
Asbestos Containing Materials (Board Policy 804.4)  
Volunteer Policy (903.2) 
 

Appendix 
 
 

Creative Curriculum Objectives 
 
Incident/Accident Report Form 
 
Fire/Tornado Procedures & Diagrams 
 
Universal Precautions 
 
Child Care Weather Watch Chart 
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