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WELCOME! 

 

Welcome to the Naomi Gieser Memorial Highlandtown Preschool at Breath of God Lutheran Church! 

Thank you for choosing to be a part of our program. We are honored that you have entrusted us to help 

meet the needs of your child during these important early years. In order to best serve your child, we are 

looking forward to an open, positive, and supportive partnership with you. 

 

The Parent and Guardian Handbook is intended to provide you with as much information as possible 

regarding our policies and procedures. Again, thank you for choosing the Highlandtown Preschool! 

 

OUR SCHOOL AT A GLANCE 
 

Address: The Highlandtown Preschool 

 Breath of God Lutheran Church 

141 South Clinton Street 

Baltimore, Maryland 21224 

 

Phone:   (667) 212-5623  

Email:   info@thehighlandtownpreschool.org or highlandtownpreschool@gmail.com   

Website:  www.TheHighlandtownPreschool.com  

Tax ID:  #52-0668167 (belongs to our parent organization, Breath of God Lutheran Church) 

Harris Teeter VIC: #4936  

Hours:   Classroom - 8:00 a.m. to 5:30 p.m. (M-F) 

Office Hours - 7:30 a.m. to 4:00 p.m. (M-F) 

 

 

SCHOOL OVERVIEW 

 

Vision:  

The Highlandtown Preschool will help foster a Southeast Baltimore community where young learners from 

all backgrounds are prepared for success in school, where parents are informed and empowered to make 

educational decisions for their children, and where local residents and organizations work together to 

support families and students.  

Mission: The Highlandtown Preschool provides high-quality and accessible early learning opportunities to 

the economically and culturally diverse families of Southeast Baltimore. Through a play based curriculum 

and with a strong focus on community, our students develop their social, emotional, academic, and spiritual 

abilities.  

PHILOSOPHY 

mailto:info@thehighlandtownpreschool.org
mailto:highlandtownpreschool@gmail.com


 
 
 

We believe that when families are engaged in their students’ learning and have access to resources to meet 

their practical and developmental needs, students experience a strong start in their educational and personal 

development. 

LICENSING 

We are a licensed childcare center (3-5 years old) through the Office of Child Care Baltimore City. A copy 

of the licensing rules is available for review in the office. For information on licensing, contact the Office 

of Child Care Region 2 (Baltimore) Maryland State Department of Education at 410-554-8315.  

RELATIONSHIP WITH BREATH OF GOD LUTHERAN CHURCH 

The Highlandtown Preschool is a vital part of the ministry of Breath of God Lutheran Church. The members 

of the church understand that every child, and every person, is made in the image of God. The preschool 

represents one major part of the congregation’s efforts to nurture young people, support families, and 

strengthen our community here in Southeast Baltimore. 

Families of all faith backgrounds are welcome to participate in the school. We are a Christian community 

which is deeply respectful of the diversity of religious belief in our community. 

The Highlandtown Preschool Board of Directors operates under the oversight and authority of the 

Congregation Council. The pastor of the congregation serves as a member of the board, supervises the 

Director of the school, and supports the school staff in carrying forward the vision and mission of the school. 

THE BOARD OF DIRECTORS 

The Highlandtown Preschool Board meets once a month and consists of members from Breath of God 

Lutheran Church, current and past parents, and Southeast Baltimore residents. The Board sets policy, 

makes financial decisions, employs the Director, recruits and elects new board members, and 

communicates with other members of the school community. A list of the current board can be found in 

the directory at the end of this handbook. 

ABOUT NAOMI GIESER 

Naomi Gieser was a lifelong member and long-time professional staff member of Breath of God Lutheran 

Church. One of the first women to exercise professional ministry leadership in the Lutheran church, 

Naomi’s career and service in this congregation, this neighborhood, and around the country was varied and 

transformative. She was particularly dedicated to the education and care of young people, from small 

children up through confirmation students and high school youth. We began this preschool initiative in 

2013, with her support and with an initial gift in her honor. While she has since entered into eternal life, we 

were proud to dedicate the school in her honor and memory in 2018. Her legacy of love and service toward 

young people and families is carried forward every day by our school staff.  

2019-2020 SCHOOL CALENDAR 

The Preschool generally follows the Baltimore City Schools Calendar regarding holidays. Below are 

tentative dates for the preschool calendar. Other dates will be added. 



 
 
 

First day of Fall session: Monday, August 31st, 2020 

● September 7nd, Labor Day (closed) 

● October 16th, Fall Parent/Teacher Conference (closed) 

● Thanksgiving Holiday (November 26th & 27th) (closed) 

● Final day for fall term (December 23rd) 

● Christmas Break (December 24th, 2020- January 3rd, 2021) (closed) 

●  January 4th, Spring Session starts  

● January 18th, The Rev. Dr. Martin Luther King, Jr. Day (closed)  

● February 15th, Presidents’ Day (closed)   

● March 12th, Spring Parent /Teacher Conference (closed) 

● March 29th-April 2nd- Spring Break/Holy Week (closed)  

● April 16th - Field Trip - No regular school, families invited 

● May 31st, Memorial Day (closed) 

● June 15th, Last Full Day of Spring session  

● June 16th, End of Year Celebration - No regular school 

● June 17th-18th, Summer Break for students (closed) 

● June 21st, Summer session starts 

● July 5th, Independence Day observed (closed) 

● August 20th, Summer session ends 

● August 23rd - August 27th, Summer Break 

 

 

 

FAMILY INFORMATION 

We encourage active participation and involvement from all parents. Research has shown that active 

parental involvement encourages children to have a more positive outlook on their overall learning 

experience throughout their school years. 

OPEN DOOR POLICY 

We encourage you or other family members to come into the classroom and spend time by reading, 

storytelling, sharing photos of an educational trip, or having lunch with your child. We are happy for you 

to drop in at any time; however, please be mindful of separation issues that might arise for a younger 

preschooler. We ask that you watch your child’s behavior closely in order to make this a positive 

experience. All exterior doors are always locked. There is a video doorbell at the main preschool 

entrance. 

 

FAMILY INVOLVEMENT  

 



 
 
 

We encourage all parents and guardians to play an active role in our program! Your preschooler counts on 

you for support and encouragement outside of their new world of learning.  

 

Ways to get involved  

● Join the board or a committee on the board 
● Chaperone a field trip 
● Volunteer at events 
● Classroom helper 
● Room Parents 
● Help support recruitment/ open house 
● Fundraising   
● Professional/community helper day 

● Sharing your musical or artistic interests 

   

If you are interested in volunteering in a special way, please speak to the Director or a teacher. 

Information about involvement on the Board and the committees of the Board, please contact the board of 

directors at board@theHighlandtownPreschool.org. 

 

PARENT AND TEACHER CONFERENCES 

This is a great way to stay informed about your child’s progress. We perform on-going assessments of 

physical, social, emotional and cognitive development. We would love to share our thoughts with you! 

Parents and teachers have the opportunity for scheduled conferences twice per year. Conference dates can 

be found on the school calendar and information on how to sign up for conferences will be communicated 

in advance. Conferences may be held face to face or with an alternative platform, depending on 

community health conditions. Conferences are for adults only. If conferences are held face to face, child 

care will be provided.  

COMMUNICATION 

 

Communication between staff and parents/guardians enriches the educational experience of our students. 

We regularly touch base with parents to provide feedback. Staff will always make time to chat with you via 

phone, email or in person during non-instruction times if you have a concern. Please keep the lines of 

communication open with us and let us know of any significant events or changes in your child's life. 

Visitors, moving, new babies, divorce, illness or death can affect children in class. When we are informed 

about these changes we are better equipped to offer support and encouragement for your child. If you notice 

any unexplained change in your child’s behavior, feel free to discuss it with our staff.  

NOTE: The teachers’ first priority is with students when they are present. If you have a concern that needs 

discussion, please request a meeting outside of class time. 

Monthly Board/Church Communication: 

Each month, an e-mail newsletter on behalf of the preschool Board of Directors and Breath of God Lutheran 

Church is sent by the pastor and board chair to parents and other members of the preschool community. 

This e-mail contains information about upcoming events in the church and broader community, resources 

for families, and meeting minutes or other documents pertaining to the activities of the board. 

 

mailto:board@theHighlandtownPreschool.org


 
 
 

Bulletin Boards and Cubbies:  

We often post flyers or sign-ups on the bulletin boards or in cubbies. Please check these spaces to stay 

informed. If you do not regularly drop off/pick up your child and don’t have an opportunity to see these 

items, please contact your child’s teacher. There is a secure drop-box attached to wall outside the preschool 

office. Please use it to make payments as you find that necessary. 

 

Grievances:  

If you would like to make a complaint regarding a school policy or an action taken by a staff member, 

please make direct, initial contact with the Director of the preschool to share your concern. If you are not 

comfortable speaking with the director or do not receive a satisfactory response, please contact the Pastor 

for Breath of God Lutheran Church. If you still do not receive a satisfactory response, please contact the 

Office of Childcare at (410) 554-8315. All feedback and complaints will be addressed in verbal and/or 

written form within a two-week time frame. 

 

TEACHING STAFF QUALIFICATIONS 

Our teaching staff members are qualified, loving, and nurturing people who are committed to the 

education of young children. Each staff member is a resource, a facilitator, a nurturer, an initiator, and one 

who meets the children where they are developmentally to help your child be successful. Only those 

individuals with early childhood experience and/or education will be considered for placement as a 

teacher. All of our staff undergo a background check upon hiring and must remain current with CPR/First 

Aid training. Our staff are excellent role models from whom children learn acceptable behavior as they 

develop and mature. Each member is required to earn hours of continuing education each year in the field 

of early childhood education. 

STRUCTURE OF THE DAY 

Schedule: 

The Teachers and Assistants work cooperatively to create a daily schedule and plan activities that meet 

each child’s developmental abilities and needs. The daily schedule will create a balance between active and 

quiet times, large and small group activities; fine and gross motor skills; indoor and outdoor play times. We 

provide both child-directed and teacher-directed activities throughout the day. 

Nap/Rest Time: 

Students enrolled in the full-day program will be provided a time for resting or napping each day from 

1:15pm to 2:15pm. Children will be encouraged to rest for a period of time. Children will be provided 

alternative quiet activities if unable to sleep. Your child will need to bring a blanket for nap time, and may 

bring a “lovey” or stuffed animal from home. Children use a school-provided mat. 

NON-DISCRIMINATION POLICY 

The Highlandtown Preschool does not discriminate on the basis of race, language, gender identity, sexual 

orientation, or national origin in the administration of its policies. 



 
 
 

CLASSROOM INFORMATION 

 

ARRIVAL AND DEPARTURE 

Parents/guardians must sign in/out their child each day. On the state-required Emergency Form (filled out 

during the enrollment process), parents/guardians will indicate other people who are authorized to pick up 

their child. That form can be updated by checking in with the preschool office at any point during the year. 

We ask that those people bring a government-issued identification card with them to pick up. 

Absence:  

If your child must miss class due to illness or another reason, please let us know so that we can keep an 

accurate record of attendance.  

Late Pick-Up: 

Children must be picked up within 10 minutes of class ending. If you are beyond the 10 minute grace period, 

the preschool will then apply a late fee of $1.00 for every minute thereafter. Late pick-up fees will be 

charged to your account. 

FOOD 

Snacks: 

Healthy snacks are served every morning and every afternoon to all of our students. Snacks include a variety 

of grain-based items as well as fresh fruit and vegetables. 

Water: 

Water is available through a water station in each classroom.We ask that students bring and use their 

reusable water bottles as part of our care for the world.  

Lunch: 

Please provide a boxed or bagged lunch for your child including a drink and an ice pack. Please provide 

only healthy items – no candy or other sweets. Some healthy lunch suggestions are fresh fruits/vegetables, 

cheese cubes, yogurts, raisins, crackers, bagels with cream cheese, and turkey roll-ups. Since we are always 

encouraging self-help skills, we ask that you send easy-open containers and food that is ready for your child 

to eat. Certain foods should be cut lengthwise into small portions prior to being sent to school, such as 

grapes and hot dogs, because they are choking hazards. Please do not send food that needs to be heated. We 

encourage a zero-waste approach to food. Please pack lunch in reusable or recyclable containers. 

CLOTHING 

Please provide an extra set of clothing to leave at school. Extra set of clothing should include: shirt, pants, 

underwear and socks. Be sure to label all items and remember to exchange this clothing as your child grows 



 
 
 

into new sizes and when the seasons change. A light jacket or sweater may be left in cubby--these are often 

needed. 

CURRICULUM AND INSTRUCTION 

 

Curriculum:  

Frog Street, an MSDE certified curriculum, is used as a guide for planning for our classrooms. The 

Highlandtown Preschool draws from a variety of other resources and best practices to shape our classroom 

instruction, and integrates nature, music, and art into educational activities to help meet the needs of each 

young learner for their social-emotional development as well as math and literacy skills. Each week during 

the year centers around a specific theme. Our time outdoors is used as a primary locus for learning and 

exploration. Patterson Park is our best classroom. 

Inclusion: 

Children with special needs will be accepted on an individual assessment basis as we want to make sure 

that we are equipped to help meet their needs. Staff will individualize and support children throughout the 

day based upon developmental, health, and/or disability needs. If we find that our school is unable to meet 

the needs of your child, we will make suggestions to help you find a program better suited to help your 

child meet their potential. 

Screen Time Policy 

At times during the school week, staff members may incorporate developmentally appropriate short 

video/media content which contributes to the exploration of the daily and weekly themes. State of Maryland 

regulations permit no more than thirty minutes of passive screen time per week, with exceptions made for 

special events, holidays, or celebrations. 

Assessments: 

Assessment tools help us gain insight about children’s cognitive, language, social, emotional, physical and 

self-help skills. Teacher journals and written anecdotes track developmental milestones. Portfolios offer a 

collection of work that demonstrates how skills develop over time. This kind of on-going authentic 

assessment, combined with frequent parent dialogue, helps provide insight about progress made over the 

course of a school year.  

Chapel Time: 

On Wednesday mornings during the year, classes participate in thirty-minute chapel sessions facilitated by 

the pastor of the church. Those sessions consist of a story or lesson which connects with the school theme 

for the week, songs (spiritual and silly), and non-sectarian prayer. The story or lesson is drawn from a 

variety of faith traditions—most often from Judaism, Christianity, and Islam. When appropriate, they may 

also draw on the various holidays of those faiths. On occasion, religious professionals from different faith 

traditions may be invited to share with the students. Parents are welcome to come and share an aspect of 

their family’s tradition—contact the pastor in order to make those arrangements. 

Our primary goal for this aspect of our school week is to help students learn about, be curious about, and 

be respectful toward the wide variety of religious belief and practice here in our community and the world. 

If parents have specific questions about chapel time or in general about how religious faith is handled within 



 
 
 

our school community, please contact the pastor. 

Enrichment: 

We work to include a number of great experiences for our students, drawing from the resources of our 

neighborhood. Among many elements throughout the year, one that happens every month is a visit from a 

children’s librarian from the local branch of the Enoch Pratt Free Library. 

FIELD TRIPS 

Field trips can be a valuable way to enrich, extend and reinforce classroom instruction, expose children to 

the outside world and give students and teachers opportunities to relate under different surroundings. 

Teachers are encouraged to conduct short field trips (within walking distance) to help explore our 

community. In addition, teachers may also organize a field trip outside of walking distance, which would 

require parent chaperones and transportation. A general permission form is included in your enrollment 

information packet for our walking field trips. For trips outside of walking distance, permission slips are 

also sent home prior to each specific trip. Parents receive ample notice of the trips and all students are 

expected to accompany their class if they are in school that day. 

BIRTHDAY CELEBRATIONS 

We will be happy to celebrate a child’s birthday while at school. Simple cupcakes/muffins/cookies are 

appropriate for parents to provide (feel free to lean toward creative healthier options, in the spirit of our 

regular school snacks). Please ask your child’s teacher if there are any food allergies in the class. We 

welcome parents; however, balloons/treat bags/presents and extended family members are more 

appropriate for parties outside of school. Children will not be allowed to exchange presents at school. 

Party invitations cannot be given out at school unless the entire class is invited. 

 

OUR POLICIES 

 

DISCIPLINE POLICY 

Our goal is to help each child learn self-discipline. It begins with our efforts to provide an age-appropriate 

environment, to set limits that are easily understood and consistently maintained, and to give students an 

opportunity to make decisions concerning their behavior. We strive to help each child learn to verbalize 

needs, listen respectfully to others, negotiate, solve problems, resolve conflicts peacefully and make amends 

as appropriate. When needed, we use redirection, which is when we seek to lead a child to modify his/her 

behavior by helping him/her to identify more appropriate behavior. The consequences imposed (such as 

cool down period and removal from activity) are reasonable, related, respectful and developmentally 

appropriate. 

If a child’s behavior is adversely affecting the class (e.g., continued hurting of others, self, or property) and 

the above discipline techniques fail, it may be necessary to have a teacher-director-parent conference to 

work together and/or an outside consultation using professional community resources. If the behavioral 



 
 
 

problem persists, the child may be temporarily or permanently removed from the school at the discretion 

of the director. 

SICK POLICY 

 

The Highlandtown Preschool takes precautions to prevent the spread of illness by maintaining a clean 

environment, providing substitutes for staff and setting clear limits on the health of children in attendance. 

Frequent hand washing is also an important habit that prevents the spread of illness. To keep all children 

and staff healthy, we need your cooperation! This means keeping your child home if you suspect he/she is 

sick or if they are experiencing any of the symptoms below. Recovering children are more likely to pick up 

a new illness. If students are exposed to a contagious illness such as chicken pox or strep, notices will be 

posted and sent home within 24 hours of us being notified. We maintain confidentiality as to the contagious 

student to protect your privacy.  

Please keep your child home when any of the following conditions are present:  

● Fever of 100 degrees Fahrenheit;  

● Significant respiratory distress (EX. chronic or continuous coughing/wheezing);  

● Lice or other infestation;  

● Cuts or wounds with bleeding or oozing;  

● Diarrhea, vomiting or stomach complaints; symptoms of unknown origin, such as a rash; 

● Abnormal discharge from any part of the body; an illness during its contagious stage such as “pink 

eye”  

● Your child requires one-on-one care OR more care than staff can provide without compromising 

the health and safety of other children in the class.  

Your child may return to school when he/she has been free of all symptoms for 24 hours without the aid of 

over-the-counter medicine. If your child develops any of the above-mentioned symptoms during the school 

day, we will contact you to make arrangements for your child to go home. 

If any of these symptoms are present during drop off, or if your child is not feeling well, the teacher will 

request that the child go home to prevent the spread of illness. If a child is absent for more than three days, 

licensing requires a doctor’s note stating the child is well enough to return to school. Please give a courtesy 

call if your child is out sick. 

If your child becomes ill during class and requires more care than the staff can provide without 

compromising the health and safety of other children or if a child’s condition is suspected to be contagious 

and requires exclusion, you will be contacted immediately to pick him/her up. If we cannot reach you, we 

will call the other contacts listed with your emergency information.  

COVID-19 POLICIES 

 

Health and safety 

Mask Policies 

All staff members will wear face covering at all times, including outdoors. 



 
 
 

Children will be required to wear face coverings upon arrival to school. Families must provide 

face coverings for the children, one to wear and an extra mask with their change of clothes. 

If the masks come off and become soiled or otherwise unusable, it will be placed in a ziploc bag 

and put in their cubby. Students will then use their backup mask. Students must be able to put 

on the mask themselves. 

Disposable masks are available at the school as necessary. 

 

Hand-washing 

Students wash their hands regularly throughout the day: upon entrance into the school, after 

using the bathroom in the morning, before snack, after returning from the park, before lunch, 

and before afternoon snack--as well as at other times when necessary. 

Hand sanitizer is not allowed by the Office of Child Care for use with children of this age. 

 

Temperature Checks 

While we recognize the limitations of temperature checks for COVID-19 screening, especially in 

children, all staff members and students have their temperature screened each morning before 

entering the building. 

 

 

 

COVID-19 Within the School Community 

In the case of a confirmed COVID-19 exposure or potential infection within the school 

community, the director will contact the Office of Child Care and the Baltimore City Health 

Department for further instructions. Possible outcomes include: temporary suspension of in-

person instruction while awaiting test results, partial suspension of in-person instruction (one 

classroom), full suspension of in-person instruction for two weeks. Parents/guardians have a 

vital role to play by sharing health information (about positive test results in the household, 

known exposure of students to COVID-19 infected persons, and positive test results of students) 

with the director so that our director can take appropriate actions to protect the health of the 

members of our school community. 

 

Other closures 

Normally our school follows Baltimore City Public Schools when they close for inclement 

weather. While public schools continue to do online learning, we will make our own decision 

about inclement weather closings and will communicate those decisions to families via e-mail 

and Remind. 

 

Continuity of Learning 

If a classroom or the school is required to suspend in-person instruction for any period of time, 

the teachers will provide hands-on learning and online learning during that period. 

 

Online learning: Teachers will support through daily morning Zoom calls (recorded for later 

viewing) which will include a story time with students. Teachers will also be available, by 

appointment, for one-on-ones with students in the afternoon. 

 



 
 
 

Hands-on learning: Teachers will prepare lesson plans with materials, hands on activities, and 

resources for books for the children to do at home with their parents. The physical supplies will 

be available for pick-up at the school--the director will share the pick-up information when it is 

available. 

 

Classroom Policies 

We will operate as only one class this fall, with up to thirteen students. Within the classrooms, 

students will spread out as much as possible during educational activities as well as snacks & 

lunch. 

 

We have removed softer toys or other harder-to-sanitize items from the classrooms. Toys and 

other items are sanitized once they have been used by the class for the week (or shorter period of 

time). 

 

When using supplies for learning and creative activities, students are given individual pre-made 

sets of supplies rather than sharing supplies from a common container on each table. 

Snacks and lunch will be served in the classroom. Snacks are individually pre-packaged and 

distributed to the students. Students will replace their masks after eating. 

 

 

 

 

Cleaning 

Teaching staff will clean the classroom throughout the day, paying special attention after meal 

times and small group activities. The school will be professionally cleaned each evening after the 

children have left for the day. 

 

If in-person instruction is suspended due to a suspected or confirmed case, the school will be 

professionally cleaned again multiple times before the classrooms reopen. 

 

 

Tuition  

As always, tuition may be paid on a weekly, monthly, or semester basis. We will invoice for 

tuition on a monthly basis. Payment may be made by check, PayPal, or cash. 

 

In the case that in-person instruction is suspended for two straight weeks due to a COVID-19 

case within the school community, families will receive a 50% tuition credit for those two weeks 

toward their next invoice. For example, over the course of a sixteen week fall term, if we are 

engaged in online learning for four weeks, families will only pay tuition for fourteen weeks. 

 

In the case that in-person instruction is suspended for a short period of time, for example, a day 

or two while waiting for a test result, no credits will be issued and tuition will be invoiced at the 

normal rate. 

 

Drop off/Pick up Policy 



 
 
 

 

Drop off procedures (8am-8:30am): 

Families will be met outside the door by staff. We will take each child's temperature (less than 

100.3 degrees) and the teacher will sign the child in at the front door. A teacher will escort the 

child to their classroom and help them put their belongings in their cubbies. Late arrivals should 

ring the doorbell, give appropriate physical space from the entrance, and wait for a teacher to 

meet them. 

 

Pick up procedures (12pm & 4pm): 

As parents arrive at pick up time, a teacher will help the children to gather their materials and 

meet the parent at the front door of the school. Teachers will sign the child out on the clipboard.  

 

Pick up procedures (after 4pm): 

Parents will ring the doorbell and a teacher will help the child gather their materials and escort 

them to the front door. Teachers will sign their child out on the clipboard.  

 

 

Other Building Users 

The only people accessing the preschool space during the school week will be the school 

students and staff (including Pastor Mark). Saturdays may see some additional volunteers in the 

building to support other ministries of the congregation. Surfaces will be sanitized after use by 

those volunteers, and air will be circulated thoroughly. Only staff members will have access to 

the preschool space on Sundays. 

 

Changes in City & State Policies 

We want to do everything possible to support the development of our students and to keep 

them, our staff, and their households safe. This is a living document, which will be 

adjusted due to changing circumstances during this pandemic. As the City of 

Baltimore and the State of Maryland continue to adjust their policies related to early childhood 

education, we will promptly implement those policy changes in our school--and will fully 

communicate those changes to our school families. We will make changes to this document as 

necessary and make immediately available the newest version. 

 

Decrease in the Number of People per Classroom: One possible change, if conditions 

deteriorate, is that the number of people allowed per classroom may decrease from fifteen to 

some lower number. If that change takes place, we will first consider whether using our second 

classroom is an option (splitting our staff and students between the two classrooms). If that does 

not resolve the issue, then we will prioritize enrollment as follows: extended day students, full 

day students, scholarship students, other students. If students are unable to continue with us 

because of changes in regulations limiting the number of people in the classroom, then they will 

be placed on a waiting list and given priority for readmission as soon as a spot becomes 

available. 

 

 



 
 
 

INJURIES AND FIRST AID 

 

Staff members are trained in First Aid and CPR. In the event of an accident that requires medical attention, 

we will do one of the following: call parents/guardians and emergency contacts to collect the child 

immediately to seek medical attention or, if severe and immediate help is deemed necessary, we will call 

911 and a staff member will accompany the child to the emergency room until parents/guardians arrive. 

 

In the case of injury not requiring outside medical attention, the nature of the injury as well as steps taken 

by the staff to care for the student will be documented in our school records, and a report with that same 

information will be provided to parents/guardians. 

 

SEVERE WEATHER 

Weather related closings and delays are based on concern for the safety of families and staff.  When there 

is inclement weather the decision to delay or close school will be made by the director and the pastor. If the 

school needs to delay or close, we will send families a text through the Remind app and an email. There 

will be no make-up days or refunds in tuition due to closures. In the event of an early closure or after-care 

cancellation we will message families as soon as possible. 

CHILD ABUSE AND NEGLECT 

All staff members are mandatory child abuse reporters. Suspected cases of child abuse or neglect must be 

reported to the Department of Human Services to: CHILD ABUSE HOTLINE, Department of Human 

Services, 410-361-2235 

Staff members may directly report suspected incidents of child abuse or neglect to the Maryland Department 

of Human Services and will complete all necessary paperwork. Highlandtown Preschool will cooperate 

with any DHS investigation. 

ALLERGIC RESPONSE 

The Highlandtown Preschool understands that there is a wide range of allergies and allergic reactions that 

are common to children – examples are peanut, dairy, wheat, and insects. We cannot guarantee an allergy 

free school, but will strive to work with all of our school families to provide a safe environment for their 

child while in our care. A list of all classroom allergies will be posted within the classroom. Please see 

our general medication policy as it relates to allergic response. 

MEDICINE AT SCHOOL 

Please be advised that staff will only administer medication to students when a Medication Authorization 

Form has been provided by the parent, and, in the case of prescription medication, is also signed by the 

prescribing physician. Non-prescription medication must be in the original container with the label intact. 

Parents are required to bring the medication to the school and to pick it up at the end of the authorized 

period, otherwise it will be discarded. 



 
 
 

SUNBLOCK AND INSECT REPELLENT 

Parents should apply necessary sunblock and insect repellent to students prior to the school day. Brimmed 

hats, long sleeved shirts and pants in light colors may provide additional sun protection. Parents must give 

written permission for sunblock or insect repellent to be applied to children while in the care of preschool 

staff. Parents must provide those products themselves and label them clearly with their child’s name. If 

your child needs a re-application of insect repellent or sunblock for the afternoon, please speak to the 

Director in advance to make those arrangements. 

 

EMERGENCY PREPAREDNESS 

We conduct regular safety drills to help prepare students in case of an emergency. Every effort will be made 

to keep these activities straightforward. We do not want to frighten the children, but we do want them to 

feel prepared and calm in case of an emergency. 

In the event of an emergency evacuation we will go to Highlandtown #215 located at the southwest corner 

of Pratt & Clinton Street across from the preschool. If we are unable to return to the preschool building, 

pick up would be from that location. The main school entrance is located on Clinton Street on the street 

level. 

Enrollment and Payment Information 

The Highlandtown Preschool accepts applications for fall, spring, and summer regular enrollment, 

and drop-in summer enrollment if we have space. We are licensed to serve 18 three year olds and 14 four 

years. Children must be three years old by the beginning of the term for which they would be enrolled 

and be toilet-proficient before starting. 

ENROLLMENT TIMELINE 

 

The Highlandtown Preschool prefers to receive applications for admission and a $75 application fee by the 

following target dates for new families who plan to have students start at the beginning of our upcoming 

terms: 

● For June students, a March 1st target application date 

● For September students, an April 1st target application date 

● For January students, a November 1st target application date, with priority given to those who are 

three years old by September 1st. 

 

Applications received by those dates will be processed using our enrollment preferences (see below) and 

the available slots in our classrooms. When we reach those target enrollment dates, we will contact all 

interested families to let them know if their students have been admitted or if they have been placed on a 

wait list. For students who have been admitted, we will send an enrollment information packet (health and 



 
 
 

emergency forms and a general release agreement) and ask that you return that packet within four weeks, 

along with a deposit of first and last month’s tuition, to hold your child’s spot. As soon as a spot for the 

next term becomes available, we will contact the next family on the wait list. 

 

Applications received after those dates will be evaluated on a rolling basis and in consideration of 

classroom space. 

 

ENROLLMENT PRIORITIES 

 

The Highlandtown Preschool is a community-focused school and a ministry of Breath of God Lutheran 

Church. In accordance with the values of the congregation and the vision and mission of our school, when 

we are at full capacity we use enrollment priorities when evaluating our set of applicants for each term to 

ensure that the composition of our student body allows us to fulfill that vision and mission. As such, our 

enrollment priorities are: 

1) Continuing students and siblings of continuing students. 

2) Students who do not speak English at home (up to ¼ of the student body) 

3) Students from families experiencing poverty (up to ¼ of the student body) 

4) Families who live and/or work in Southeast Baltimore (defined as the 21224, 21231, and 

21205 zip codes, within the city limits) 

5) Members of Breath of God Lutheran Church who do not fall into either of the first four 

categories 

6) All other families 

 

Within each of those specific categories, applicants will be considered in the order in which their application 

and registration fee were received. 

 

WAIT LIST 

 

We do our best to place each applicant in our classrooms in accordance with the requested start date. If we 

are unable to do so, we will contact you to offer alternate openings. If we are still unable to enroll your 

child, we will place him or her on a wait list in accordance with the order in which we received application 

forms and registration fees. If an opening arises, we will notify you. 

 

WITHDRAWAL 

 

By enrolling in the Highlandtown Preschool, a family commits to tuition for the school year (not including 

the summer term). We hope your child will be a member of our school family for a long time. We 

understand, however, that there may be a time when a parent may need to terminate a child’s enrollment 

for reasons such as relocation or change in job status. If a parent elects to remove their child from school, 

we ask that written notice be given to the director 30 days in advance. Payment of tuition is expected for 

the notice period. 



 
 
 

 

We value our relationship with you and your child. Unfortunately, there may be times when the 

Highlandtown Preschool must terminate a child’s enrollment. These include nonpayment of tuition by 

parent/guardians, abuse of staff, children, or property of Breath of God Lutheran Church, chronic abuse of 

the school policies, and the inability of the staff to adequately care for or meet the needs of a child in a 

group setting. In all cases except nonpayment of tuition, a two-week notice will be given before terminating 

a child’s enrollment. 

 

CLASS OPTIONS AND TUITION 

 

Tuition is $270 a week for full day (8 am to 4 pm) and $150 a week for half day (8am to 12pm). We have 

subsidized tuition for low income families–please contact our director for more information. After care runs 

from 4pm up to 5:30 pm and is an additional $60 a week. Students who desire to stay for “Lunch Bunch” 

or occasionally for a full day rather than a half day will often be able to do so–but consultation must be 

made in advance with the preschool director. Lunch Bunch costs $10 per day. An afternoon drop in costs 

$25 per day. 

 

The Highlandtown Preschool runs year-round with fall, spring, and summer terms. 

● Fall term includes August 31, 2020 — Dec 23, 2020 

● Spring term includes January 4, 2021 - June 15, 2021 

● Summer term includes June  21, 2021 - August 20, 2021 

 

 

Options Time  Tuition Cost 

Half day morning classes 8:00 a.m.-12:00 p.m. $150 per week 

Full day classes 8:00 a.m.- 4:00p.m. $270 per week 

Extended care 4:00 p.m.-5:30 p.m. $60 per week 

Lunch bunch 12 p.m. - 1 p.m. $10 per day 

Drop in afternoons 12 p.m. - 4 p.m. $25 per day 

 

Subsidized Rates:  

Subsidized rates are available through the school. Each family will indicate household income on their 

application in order to track the diversity of our student body and evaluate for subsidized rate eligibility. If 

you are interested in learning more about our subsidized rate program, please reach out to our Director. 



 
 
 

Options Time  Tuition Cost 

Half day morning classes 8:00 a.m.-12:00 p.m. $80 per week 

Full day classes 8:00 a.m.- 4:00p.m. $130 per week 

 

Other Arrangements: 

We also accept Maryland child care subsidy and foster care payments. Please speak with the Director for 

more information. 

 

PAYMENT 

Each family is responsible for tuition regardless of their child’s attendance. Tuition is due in full even for 

weeks when the week may be less than five days because of holidays, inclement weather, or short breaks. 

Tuition is not due for the week of Spring Break, the week which contains Christmas, nor the week of 

Summer Break (August 30th-September 3rd). 

Tuition can be paid weekly, monthly (calculated as 4.33 weeks), or by the term. 

The school will provide invoices in the last week of each month reminding families of their status. Payment 

is due by the first of the month.  

Please note that term rates vary based on the number of weeks which fall into each term. Payment can be 

made by credit card (via PayPal on our website) or by check (at the office or mailed automatically from 

your bank). Checks should be made payable to the Highlandtown Preschool. Please include your child’s 

name on the memo line and placed in the drop box outside of the office. Contact the Director, via email or 

by phone, if you have questions about billing or payment processing. 

Late Payments/Returned Check Fees:  

Payments received after the 10th of the month are considered delinquent and a late fee of $25 will be 

charged to the account. All checks returned for “non-sufficient funds” are charged a handling fee of $25 

per check. If a family has two returned checks within the same school year, the school will require future 

payments to be made in cash, by money order, or by cashier’s check. If tuition fees are not paid within 30 

days of their due date, the school reserves the right to terminate the child’s enrollment. The Highlandtown 

Preschool will make every effort to work with a family should a financial crisis arise. Please see the director 

for further assistance. 

 

Board & Staff Directory 

 



 
 
 

Main line to the Preschool………………………………………………………………………………667-212-5623 

Preschool Staff: 

Carnesha Banks, Director……………………………………………….........director@thehighlandtownpreschool.org 

Channel Freeman-Johnson, Teacher.………………………………………...channel@thehighlandtownpreschool.org 

Vivian Gross, Teacher …………………………………………………… ..vivian@thehighlandtownpreschool.org 

Church Staff: 

Mark Parker, Pastor…………….……….................................................................................................443-683-2582 

Main line to Breath of God Lutheran Church …………………………………………………………410-675-5616 

 

Board of Directors    board@thehighlandtownpreschool.org 

Allison Hoffman                                                           Jenna Fisher 

Mark Parker, Pastor    Justin Johnson 

Allison Miller     Nancy Newman 

Dinora Mendoza                                             Marylou Fusco 

Lori Conway    

Non-voting members 

Carnesha Banks, Director 
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Acknowledgement of Receipt and Review 

My/our signature(s) and date(s) below indicate that I/we have 

received and thoroughly reviewed the policies and information 

contained in the Family Handbook for the Highlandtown 

Preschool. 

 

____________________________________________________ 

Signature      Signature 

 

______________________________________________________________________________ 

Printed Name      Printed Name 

 

______________________________________________________________________________ 

Date       Date 

 

 


