
 0 

 

 
Table of Contents 

 
Welcome/Philosophy and Goals     3 
 
 
Preschool Administrative Procedures   5 
 

     
Curriculum/Judaica/Daily Class Activities  9 
 
    
Policies and Preschool Procedures    11 
 
   
Health and Safety        17 
 
 
Family Involvement       22 
  
  
Reasons for Dismissal       24 
 
 
 
 
 
 
 
 
 
 
 
 
 



1 

 

 
 

Introduction 
 
Welcome to our APJCC Family! The APJCC Preschool is a program of the Addison- 
Penzak Jewish Community Center of Silicon Valley. The Addison-Penzak Jewish 
Community Center of Silicon Valley is dedicated to the enhancement of Jewish life by 
providing for the social, cultural, educational, recreational, health and wellness needs of 
our community. We provide a common meeting place and extend these services as a 
resource for the entire Jewish and general community in the town of Los Gatos and 
greater Silicon Valley.  
 
We are delighted you have chosen the APJCC Preschool for your child. The APJCC 

Preschool provides a developmentally appropriate program that is inspired by Jewish 

values, traditions and celebrations while welcoming families and staff of all ethnic, cultural 

and religious backgrounds. Together we create a safe and healthy school environment 

that encourages children to wonder, explore, inquire, discover and collaborate in their 

own learning. We build a community that is caring, nurturing and supportive for all 

families. 

Our teachers are qualified and nurturing professionals who are committed to enriching 
the development of each child at the APJCC Preschool. We promote a connection 
between families creating a community of learners. During this unprecedented time, our 
teachers have stepped up with even more creativity and professionalism to provide your 
child with a safe, developmentally appropriate and enriching experience. 
 
We are pleased to provide this handbook, which describes our program, goals, and 
policies, as well as a myriad of practical details that make the school days for your children 
happy, successful and secure.  
 
Please read this handbook and keep it for reference. The information in this handbook is 
subject to change. Parents will be informed when changes are made.   
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Developmental Philosophy Statement 

The Addison-Penzak Jewish Community Center Preschool is a Developmental Program 
with a play-based curriculum.  We believe that play is the work of children.  Through play, 
children explore the world and form connections and relationships between people and 
objects in their environment.  These connections and relationships are the basis of more 
formal education and learning in the future. 
 
We are dedicated to providing an engaging and stimulating hands-on experience for the 
children of the APJCC Preschool.  In all activities, we emphasize the process of inquiry and 
discovery. 
 
Developmental Philosophy involves a three-way partnership between staff, parents and 
children.  It is based on the following assumptions: 
Staff: 

 Is knowledgeable of child development and child learning. 
 Gets to know each individual child, understanding his/her needs, strengths and 

interests and is skilled in incorporating that knowledge into the classroom 
program. 

 Understands and is sensitive to the cultural and social contexts of the children 
in the class. 

 Maintains an emotionally and physically safe environment. 
 Works as a team with colleagues, parents and administrators as well as 

consultants that may be called for specific situations. 
 Plans and maintains an enriching, stimulating curriculum and environment. 
 Understands the value of childhood as an important stage in life unto itself and 

not just as preparation for the next stage. 
Parents: 

 Are welcome to visit the classroom (as well as grandparents, siblings, and other 
visiting relatives). 

 Are encouraged to share skills and interests with the children. 
 Are encouraged to share family traditions with the teacher and the class. 
 Work as a team with teachers and administrators by sharing information and 

concerns about their child(ren). 
Children: 

 Are treated with respect and dignity at all times by staff and administration. 
 Are nurtured in warm, caring relationships with staff. 
 Are provided with a maximum of free choice experience in the classroom and 

outdoors. 
 Are viewed as capable and competent learners. 
 Are appreciated as individuals. 

 
Developmental philosophy and practice supports the growth and learning of children in a 
safe and nurturing environment.  We are committed to providing a developmentally 
appropriate program for the children of the APJCC preschool.   
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Sheva Learning Community 
 
Our preschool is a Sheva Learning Community. Sheva (the number seven in Hebrew) has 
an important place in Jewish thought and practice. It is the name of the JCC’s of North 
America Early Learning Framework, and signifies the seven core elements of exemplary 
early childhood practice deeply rooted in the latest research on child development seen 
through a Jewish lens. We are engaged in a process of fully embracing and exemplifying 
the Sheva Framework. Join us on our Sheva Journey. 
 
The Seven Core Elements are: 

1. Children as Constructivist Learners – We construct learning with young children 
when we understand and view children as capable and competent, co-creating 
meaningful experiences that are relevant to each child as an individual learner. This 
compels us to listen and observe them carefully to co-construct learning, leading to 
their social-emotional and academic success. 

2. Early Childhood Directors as Visionaries – A director who is a visionary galvanizes 
a process for creating and living a shared vision for the school. This vision focuses 
on nurturing the minds, souls and hearts of our entire community. 

3. Early Childhood Educators as Professionals – When teachers are part of an 
ongoing learning community, afforded the sacred time for personal and 
professional development, and are viewed by the JCC as part of the professional 
staff, their education, knowledge, experience and passion enriches the lives of 
young children and their families 

4. Families as Engaged Partners – We invite families to partner with us in the 
education and social-emotional growth of their children. . We value families as 
competent thinkers and learners and offer opportunities to understand our 
educational philosophy. We support families’ parenting and together joyfully 
celebrate Jewish life. 

5. Environments as Inspiration for Inquiry – If our classrooms, hallways, indoor and 
outdoor spaces are an intentional place for children that provoke wonder, 
curiosity, intellectual engagement, creativity and fun, our schools will be a place 
that engages children in meaningful ways. Our spaces are flexible; materials are 
open ended. Children have the freedom to interact with quality materials in their 
environment. 

6. Discover C.A.T.C.H. and Healthy Adult engagement as Sh’mirat HaGuf (taking care 
of our bodies) – When we nurture a love of physical activity and encourage young 
children and their families to develop life-long healthy eating habits, they are able 
to learn, study, and play in more meaningful ways. 

7. Israel as a Key Component of Early Childhood Jewish Education – We create 
powerful images and meaning about Israel for young children to make ancient and 
modern Israel come alive through stories, music, dance and art and real-time 
connections (using technology) to children across the sea. We celebrate everyday 
life with values we view through a Jewish lens. 
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Preschool Administrative Procedures 

Phone Numbers 

Preschool Office 408.357.7417 
Preschool Fax 408.827.9671 

 
Hours of Operation 

Office Hours   8:00am – 5:00pm 
 
Preschool Hours for the 2020-21 school year to be determined.  

Half day    8:30am to 12:00pm 

Extended morning   8:30am to 1:30pm (PreK and TK only) 

Full day    8:30am to 4:00pm   

  
Preschool Summer Camp hours (July 20 to August 20) 

Half day   9:00am to 12:30pm 

Full day   9:00am to 4:30pm 

 
Morning Preschool Drop-off 
Preschool Camp morning drop off will begin at 9:00 for Preschool Summer Camp and will 
be staggered to allow for the maximum of physical distancing. You will be notified of your 
child’s drop off time before camp begins. In general, the process will be; 

1. Park in a designated spot in the parking lot. 
2. Remove your child from the car at your appointed drop off time. 
3. Proceed to the outside door of your child’s classroom. 
4. Form a line on the designate spots that will be placed six feet apart.  
5. You will be greeted at the door by one of the teachers. 
6. A daily health check will be performed, including taking a temperature, observing 

the child and answering a few questions. 
7. When your child is accepted for the day, you will sign them in and say good-bye at 

the door. 
8. Return to your car. 
9. In order to keep the sign-in process flowing smoothly, we request that you make 

every effort to arrive at your designated drop off time. If you miss the time, you will 
have to wait until the process is over. At that time, you will call the preschool office 
at 408.357.7417 and a preschool staff member will meet you in front of the school 
doors, do a health check and walk your child to class. 
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In order to provide your child the maximum opportunity to develop social skills, it’s 
important to bring him/her to school on time. It’s especially difficult for a young child to 
join in activities that have already begun. We ask that you refrain from cell phone use 
when dropping off and picking up your child. He/she deserves your full attention and 
assistance in making transitions smoother.  

 
Safety and Security 
The staff of the APJCC Preschool has been chosen quite carefully for its sense of 
responsibility and commitment to the development of our community’s children. Safety 
and security are the top priorities of the preschool and each staff member has been 
trained with this in mind. 
 
Campus management, on the recommendations of security advisors, has put several 
security measures in place. These include, but are not limited to security cameras, alarms 
and trained and licensed armed personnel.   
You can help keep our children safe by complying with instructions from the security 
guards and other security personnel. We appreciate your cooperation. 

 
Sign-in/Sign-out Procedures 
It is very important for your child’s safety to sign your child (and any other children in your 
care) in and out of Preschool every day. This simple procedure, required by law, helps us 
ensure that your child is accounted for in the event of an emergency. To sign your child in 
or out, sign your full name and time of drop off or pick up next to your child’s name on the 
sign-in sheet. The morning health screening sheet will serve as the sign in and out sheet. 
This is a licensing regulation.   

 
Payments/Tuition for Preschool, not Camp 
Annual tuition for your child is based on school days in the year, and for your convenience, 
is billed in 10 equal payments.  Therefore, the payment is the same each month even if the 
school is open only part of the month.  We do not offer make-ups for missed class time due 
to illness or vacations.  Each monthly payment is due on or before the 15th of each month 
beginning in August and ending in May.  Payments received after the 15th of each month 
are considered late and a $25.00 Late Fee may be added.  Your $350 deposit is applicable 
to your May 15th tuition payment.  If you leave the program before the end of the school 
year, your deposit is forfeited and your last tuition payment will be prorated based on how 
many days your child attended school. This prorating requires a 30-day written notice.  If 
you choose to leave the program before the end of the school year, your family will no 
longer be considered an existing preschool family and will therefore forfeit its priority 
enrollment status for the following year. 
 
Please bring all payments (tuition, Kif Kef contracts, etc.) to the Preschool Office.   
 
Preschool Summer Camp – All camp fees will be paid in advance of child attending camp. 
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Credit Card Payments 
If you wish to have your monthly tuition automatically billed to your credit card each 
month, please fill out the back side of the Early Childhood Service Agreement with credit 
card information and initial.  This form MUST be returned to the Preschool Office. We can 
have up to three credit cards on file.  If you choose not to have your credit card on file, you 
may still use your credit card to make other payments by writing your credit card number, 
exp. date, amount and signature on all forms EACH time.   

 
Class Grouping 
Minimum ages for placement in classes are the following: 
 
Our Toddlers Group - accept children who are 18 months by the start of school.  Younger 
children may be admitted after they turn 18 months old if the Preschool administration 
and teaching staff believe it is a developmentally appropriate placement and there is 
space available. 
Our Older 2’s Group - accept children turning two by September 1st of the current school 
year.  
Our 3’s Group - accept children turning age 3 by September 1st of the current school year. 
Our PreK Group - accept children turning age 4 by September 1st of the current school 
year. 
Our TK group (Transitional Kindergarten) accepts children turning age 5 by January 31st 
of the current school year.   
 
Exceptions may be made in consultation with parents, teachers and the Preschool 
Director.  The APJCC Preschool reserves the right to deny admission of a child to a 
particular class if the Preschool feels it is not a developmentally appropriate placement 
for the child. 

 
Required Paperwork 
The following forms must be complete and on file at the Preschool in order for your child 
to participate in the preschool program: 

 Identification and Emergency Information Form – complete both sides 
(annually)*  

 Child’s Preadmission Health History (at first admission) * 
 Physician’s Report (at first admission) * 
 copy of child’s immunization records (at first admission- then updated as 

necessary) * 
 Current Early Childhood Service Agreement (annually)* 
 Signed and dated receipt of Notification of Parent’s Rights (at first admission) * 
 Signed and dated receipt of Notification of Personal Rights (at first admission) * 
 Signed and dated receipt of Emergency Policies and Procedures (at first 

admission) * 
 Enrollment Application (annually)* 
 Parent questionnaire (annually) 
 Authorizations (annually) 
 Photo permissions form (annually) 
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*Having these forms on file is a licensing regulation.  Failure to complete and submit the 
above forms may jeopardize your child’s enrollment in the preschool. Thank you for 
helping us comply.   
In addition, parents are asked to sign and comply with the Code of Conduct below: 
 

Preschool Family Code of Conduct Agreement 
As we move forward in these challenging times, our community's health and safety is our 
priority. We want to emphasize your role in helping to protect your child's classmates, our 
teachers and our families' vulnerable members.  
Our Early Childhood Education Committee met to talk about a shared vision for the 
outside behavior of families that could impact the health of our community. 
The committee believes that we are a kehillah (community) with similar values and a 
strong commitment to each other. To that effect, they wrote the following code of 
conduct. We ask you to initial the points and sign the bottom of this document as an 
indication that you agree to abide by the following: 

 We are all in the Covid-19 fight together and we believe that we can all do our part 
to keep our community safe. ______ 

 Parents will adhere to sick child policies and other protocols. ______ 
 Families will continue to shelter in place, to the best of their ability and follow face 

covering and physical distancing directives when out in public. _____ 
 Children will not attend other group programs while they are attending Preschool 

(this is a directive form the Santa Clara County department of Public Health). 
_____ 

 Parents will make sure children are not displaying possible symptoms of Covid-19 
when they are dropped off at preschool. _____ 

 Parents will not bring a child to preschool when anyone in their household has 
possible symptoms of Covid-19. _____ 

 Parents agree to keep their child home for two school weeks, after a trip, if the 
child has flown in an airplane. _____ 

 Parents will consider, understand and acknowledge that every decision they make 
for their family in terms of safety has the potential to affect every family in their 
child's class. _____ 

Thank you for your cooperation in allowing all of us to have a fun, safe, healthy and 
uninterrupted school year.  
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Curriculum/Judaica/Daily Class Activities 

 
General Education 
At the APJCC Preschool, we believe that young children are capable and competent.  They 
learn about themselves and the world around them as they participate in a wide range of 
multi-sensory, hands-on activities that are based on anti-bias multi-cultural curriculum.  
Attractive manipulative materials are available so that a child can understand abstract 
ideas in concrete ways.  High self-esteem and self-regulation skills are promoted through 
positive social interactions and skill mastery in a caring and stimulating environment. 

 

The first five years of a child’s life are crucial to the development of relationships.  We 
recognize the importance of this stage by assuring that teachers develop an authentic 
relationship with each child that is based on mutual trust and respect.  Teachers also 
facilitate relationships amongst children that are socially and developmentally 
appropriate.  
 

The classroom is structured so that the children can choose from a myriad of activities 
that introduce concepts in early literacy, language, Jewish values and holidays, science 
and math.  The teachers reinforce these concepts through art, movement, cooking 
projects, and free choice.  In following our developmental philosophy and the facilitation 
of self-regulation, we offer children the individual choice of participating in any or all 
activities each day. 
 

Jewish Education 
Jewish learning is an integral part of the APJCC Preschool program.  Holiday and Shabbat 
celebrations help children understand Jewish traditions, customs, and ceremonies. As 
part of our Sheva journey, Jewish ethics and values are incorporated into our daily 
activities and our connection to Israel and its history are introduced at various times 
throughout the school year.  In addition, children in our Pre-k classes are exposed to Pirkei 
Avot (Ethics of the Sages Jewish text) through implementation of the Jewish Community 
Center Association’s An Ethical Start program.  
 

The families at the APJCC Preschool represent a broad range of Jewish and non-Jewish 
observance.  The Preschool provides study materials to all parents upon request. 
Information about upcoming Jewish holidays is also included in our weekly e-newsletter 
so that parents may reinforce the child’s school learning. 

 

An important part of the young child’s developing sense of self is awareness of his/her 
cultural heritage.  Our goal is to deepen each child’s understanding and appreciation of 
Jewish tradition and culture.  We welcome children and families of all beliefs and 
denominations, and believe that children learn from one another.  Understanding that 
people have different beliefs is an important concept for children, and is openly discussed 
and validated in the classroom.  The values taught through the Jewish Holiday cycle, the 
Sheva Framework, and An Ethical Start are universal and appropriate for all. 
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Values through a Jewish Lens 
Throughout the year, opportunities arise to have discussions with children about values.  
The common values that come up are: 

 Loving kindness (Chesed) 

 Charity/justice (Tzedakah) 

 Building character (Derech Eretz) 

 Repairing the world/social justice (Tikkun olam) 

 Welcoming guests (Hachnasat orchim) 

 Gratitude (Hoda’ah) 

 Respect (Kavod) 

 Taking care of our bodies – (Sh’mirat ha guf) 

 Community (Kehillah) 

 Respecting differences (Adam yehidi nivrah) 

 Wisdom (Chochmah) 

 These, of course are universal, humanistic values, but we describe them through a Jewish 

lens. 

 

Sheva Jewish Lenses  
As part of our Sheva journey, we are embracing the seven Jewish lenses as a resource to 

help us experience increased sanctity in an increasingly confusing, commercial, and difficult 

world and a language through which we can articulate a shared vision and values. 

 Masa - Journey (Reflection, Return, and Renewal) 

 B’rit – Covenant  (Belonging and Commitment) 

 Tzelem Elohim – Divine Image  (Dignity and Potential) 

 K’dusha – Holiness (Intentionality and Presence) 

 Hit’orerut – Awakening (Amazement and Gratitude) 

 Drash – Interpretation (Inquiry, Dialogue, and Transmission) 

 Tikkun Olam – Repair of the World (Responsibility) 

    

Shabbat 
The APJCC Preschool celebrates Shabbat (the day of rest, beginning Friday at sundown 
and ending Saturday at sundown) on Fridays.  The children join for the lighting of the 
candles and blessings over grape juice and challah (Sabbath bread.)  Other special Shabbat 
activities happen in the classrooms. 

 
Tzedakah (Charity), Tikkun Olam (repair of the world) and Mitzvot (Good 
Deeds) 
Jewish tradition values acts of kindness. Children may bring a few coins to donate to 
charity each Friday.  At the end of the school year, each classroom will donate the money 
to an organization/cause chosen by the children. We also incorporate special Tzedakah, 
tikkun olam and mitzvah projects as part of our daily activities and throughout the year. 
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Policies and Preschool Procedures 

Apparel 
Children should dress in what is comfortable, simple, easy to toilet in, and suitable for the 
weather.  We suggest that an extra sweatshirt be left in your child’s cubby in case of an 
unexpected weather change.   
 
The children do a great deal of running, climbing, jumping and playing. For their safety and 
comfort, we require that children wear footwear at all times while at school.  The 
exception is that we allow children to go barefoot while playing in the sandbox.  Children 
should wear age appropriate, rubber soled footwear (i.e., no clogs, Crocs, flip-flops, boots 
with high heels, etc.) that fit securely on their feet that children will be wearing when 
outside. We are requiring children to remove shoes in the classroom. Please send a 
separate pair of new or clean shoes to be left at preschool for the children to change into 
when they arrive at school for the day.  
 
We engage in a number of “messy activities” both indoors and outdoors.  Because we do 
not want to inhibit the child’s creativity or stifle his/her participation, we offer, but do not 
require the wearing of smocks, if the child is resistant. Therefore, we ask that you send 
your children in comfortable clothes that you know will get dirty.   
Each child needs a complete set of extra clothes (labeled with his/her name) in a labeled 
bag in their classroom at all times. This includes extra socks, shoes, and underwear. When 
these clothes have been used, please replace them promptly. If your child does not have a 
change of clothes and he/she needs one, you may be called to bring clothes in or pick your 
child up.  Soiled clothes will be bagged and sent home. If your child has a potty accident in 
his/her underwear, staff will attempt to remove solid waste, if it is not imbedded in the 
fabric.   

 
Items from Home 
We request that you do not send items from home (i.e. toys) to school with your child. The 
only items allowed to travel between home and school is lunch box, water bottle, jacket, 
extra clothes, and bedding (for nappers). Please label all items with your child’s name. We 
will not be responsible for lost or broken treasures. 

 
Super Hero Play 
In this time of increasing violence, both real and media driven, we would like to provide an 
atmosphere of safety, concern for others and friendship.  To help establish this 
environment, teachers will redirect super hero or any violence imitating play into more 
pro-social activities, such as sports and running games.  We again request that no toys be 
sent from home.  Please see the paragraph above. 

 
Pets 
The Levy Family Campus is pet-free.  Only service animals are permitted.  Pets will not be 
allowed in the preschool, unless it is a special prearranged activity. 
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Pacifiers and Bottles 
The use of bottles and pacifiers can interfere with the social development of young 
children.  We ask that you leave them at home or in the car when dropping your child off 
at preschool.  The use of a pacifier for self-soothing may be evaluated by the Preschool 
Director and Barvazim and Keshet teachers on an individual basis for children enrolled in 
our Barvazim or Keshet (toddler) classes only.  Older children may be allowed to use 
pacifiers for naptime.   

 
Confidential Evaluations and Consultant Observations 
We are happy to accommodate requests for evaluations and observations.  These 
evaluations must remain confidential and will be sent directly to the institution or 
practitioner who made the request.  Please fill out an authorization for release of 
information located in preschool office prior to giving the form to a teacher or 
administrator.  This same form must be completed for an observation and a time and date 
approved by your teachers and the administration. The forms are available in the 
preschool office. 

 
Parking Policy 
Upon arrival in the morning you may park in the APJCC parking lot or on the street and 
walk your child to class.  Do not park in any emergency (red) zones or in front of the fire 
lane gate at the playground. 
 

Children in Cars 
For the safety of all children, it is the policy of the APJCC Preschool that no child under 6 
years of age be left unattended in a vehicle parked in the parking lot of the Levy Family 
Campus unless accompanied by a person at least 12 years of age. 

 
Pick-up Policy 
If your child will be picked up by someone other than a parent or an established car-pool 
driver or caregiver, you must deliver a signed and dated note to the teacher or office 
giving permission to release your child to this person.  Preschool staff will ask for photo 
identification from pick-up people whom they do not recognize. 
 
Children will be picked up in a similar system to our drop off procedure. You will be given a 
pick up time and we ask that you wait in the six foot distanced line to greet your child. If 
you are late or must pick a child up outside of your designated time, please call the 
preschool office at 408.357.7417 and staff member will bring your child to you outside of 
the building. 
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Late Pick Up and Pick-up After Closing 
Due to the mandate to keep groups of children separated from each other, Kif Kef 
(aftercare) will not be available. Children not picked-up when their class ends at 12:00, 
1:30 or 4:00 for Preschool or Summer Camp will be supervised and you will be charged a 
fee of $15.00 for the first 5 minutes, or any fraction thereof, and $2.00 for every minute 
thereafter.  If your child is not picked up 45 minutes after the preschool office closes, we 
will call CPS. Their telephone number is (408) 299-2071. 

 
Food Policies  
Each class has designated snack time in the mid-morning and mid-afternoon in full day 
classes. During this summer and school, we will not be providing snack. Please send extra 
food in your child’s lunch box for snack(s). Please see lunch section below for food policies. 
 

Lunch 
Children whose class is in session after 12:00 will eat lunch together in their classrooms.  
We recommend an insulated lunch box and ice pack to keep food fresh.  We are unable to 
refrigerate or microwave children’s lunches. 
The preschool lunch is a good place to start developing good nutrition habits in children.  
Therefore, we encourage parents to pack protein foods, fruits, and vegetables, and to 
strictly minimize chips, cookies and sweets.  Please do not send candy, soda, or glass 
containers to school.  We do not place restrictions on the order in which your child eats 
the foods placed in his/her lunch box.   
Because of individual dietary restrictions, children are not permitted to share food from 
their lunches.   
The Preschool will provide a lunch for children who have forgotten.  $6.00 will be charged 
to your credit card on file for each lunch provided.  If you do not have a card on file, you 
will receive a bill.  Prompt payment is expected. 

 
Children with Allergies 
We discourage children from sharing food because of allergies.  If your child has an 
allergy, it is essential to include that information on your child’s health form.  Because we 
have children with life threatening peanut and tree nut allergies enrolled in the preschool, 
we require that you refrain from sending peanuts, tree nuts, peanut/nut butter or 
products made with peanuts or tree nuts in your child’s lunch.  Foods other than peanuts 
and tree nuts may be restricted in your class. If a child in your child’s class has a life 
threatening allergy to another food, you will be informed.  If your child has a serious 
allergy, you will be asked to fill out an allergy plan form.  We encourage you to meet with 
or speak to your child’s teachers about his/her allergies before school starts.  
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Kashrut Policy 
The APJCC Preschool observes Jewish dietary laws (Kashrut.)  Therefore, we require 
lunches be dairy or parve (NO MEAT.)  Fish (NOT SHELLFISH) is permitted. 
Some suggestions for lunches include the following: 

 Egg Salad     Beans 
 Fruits      Cottage Cheese 

 Hard-Boiled Egg    Sunflower butter 
 Yogurt     Cheese 

 Gefilte Fish Balls    Raw Vegetables 
Tuna Fish     soy based “cold cuts” 
 
If you want to send a hot lunch item use a thermos (we do not warm these foods).  Some of 
the foods you might want to pack include: 
Macaroni and Cheese  “Soy” Hotdogs/Meat   
Tuna Noodle Casserole   Pasta and Meatless Sauce 

 
Happy Birthday 
Birthday celebrations are a highlight of the preschooler’s social life.  Children enjoy having 
their birthday celebrated at Preschool.  If your child would like to celebrate his/her 
birthday during preschool speak to your child’s teachers about appropriate time and 
procedure. We are practicing non-food oriented celebrations for children’s birthdays. 
Each class will create a birthday ritual. Discuss any ideas you have with the teachers prior 
to your child’s birthday.  Please save goodie bags, stickers, toys, or party favors for parties 
held outside of the Preschool.  Because of the choking hazard, we do not use latex 
balloons in the preschool. 
Some children enjoy giving the class a present on their birthday.  Please consult your 
child’s teacher for ideas, such as books.  

 
Diapering and Supplies 
If your child is in diapers, be sure to keep your child’s diaper supply well stocked.  If your 
child regularly attends our Kif Kef program, please keep a supply of diapers and wipes in 
the Kif Kef classroom. Bring the following supplies (labeled) to class the first day of 
preschool: 
If your child is in: 

Disposable Diapers 
 Two Week Supply 
 Wipes 
 Cloth Diapers 
 One Week Supply 
 Wipes 
 Velcro-closure wraps labeled with child’s name 
 Labeled zip-lock bags or well sealing container in which we can return soiled 

diapers.   
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Toilet Learning 
Toilet learning is both an exciting and a challenging time for children and parents.  As 
teachers, we are committed to facilitating each stage of your child’s growth and 
development with a positive attitude and approach. 

Your child may be ready for toilet learning if he or she: 
 

 Can sense that his/her bladder and bowels are full 
 Can let you know when he/she has to go potty 
 Understands what is expected 
 Cooperates with your requests 

 
When your child displays most of these signs it may be an indication that he/she is ready 
to begin toilet learning.  Your child’s desire to wear underwear is not an indication of toilet 
learning readiness.  Please let his/her teachers know when you are beginning this process 
so they can support you in your endeavor. 

 

Send your child to school in underwear only after he/she has been able to stay dry at home 
for a minimum of 1 week.  If your child has a potty accident in his/her underwear, staff will 
attempt to remove solid waste, if it is not imbedded in the fabric.  The Preschool does not 
have the facilities to do a thorough cleaning of soiled clothes. 

 

If a child has repeated accidents in his/her underwear at preschool, the teacher and/or the 
director will meet with you to determine a more helpful plan.  We may require you to put 
your child in pull up diapers or regular diapers if he/she has repeated potty accidents.  This 
is for health and sanitary reasons.  Be patient with your child during this process.  Each 
child will be toilet trained when he/she is ready.  Due to licensing regulations, we cannot 
allow potty chairs or potty seat adaptors.   
 

Positive Behavior Management  
It is our goal to help children develop the conflict-resolution and self-regulation skills they 
need to function effectively.  We foster these skills through modeling, facilitation, 
conversation, redirection and reflection always demonstrating respect for the child as a 
valued member of our preschool community.  We clearly and consistently set limits that 
ensure the safety and well-being of each person at preschool, as well as encourage respect 
for materials and the environment.  If a child has difficulty observing the limits, we assist 
him or her by following one or more of the corrective steps below: 

1. Prevent the child from committing a behavior that might harm himself/herself, 
another child, a teacher or property.  

2. Explain the inappropriate behavior 

3. Suggest alternative appropriate verbal and behavioral responses 

4. Redirect him/her to alternative activities if he/she cannot handle the current 
activity appropriately. Then the teacher will invite him or her to return in a 
more appropriate manner. 

5. Notify the parents of the child’s difficulty and develop a plan of action for home 
and preschool. 
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6. With permission from the parents, request a specialist or childcare consultant 
(at parents’ expense) to assist staff and parents in working with the child. 
   

7. If none of these steps are successful, we may ask the family to find alternative 
placement for the child. 

 

Biting Policy 
At the APJCC Preschool, we recognize that biting, while it may not be acceptable, is 
normal and natural for toddlers, and not unusual for 2's and preschoolers.  Biting 
frequently occurs in groups of children just on the verge of fluent language.  Because 
biting is a part of the young child’s normal developmental process, we take a proactive, 
rather than a reactive, approach.  We structure the environment and schedule to reduce 
frustration and encourage pro-social behavior.  The teachers will carefully observe the 
children at all times.  The teachers will model gentle behavior and pro-social play. 

When a biting incident does occur, the following steps are taken: 
1. The teacher will comfort the “Bitee. He/she will wash the bite with soap and water 

and apply ice.  A Band-Aid, and/or TLC will be dispensed as needed. The teacher 
will convey messages of comfort: “I’m so sorry you were hurt.”  “I hope it feels 
better soon.” 

2. The teacher will quickly respond with a clear message to the biter: “NO!  Biting is 
not OK!  Biting Hurts”.  Tone of voice, body language, and facial expression all 
clearly express disapproval.  The teacher will recognize the biter’s feelings.  “I know 
you are angry, but I can’t let you bite.” 

3. The teacher suggests alternatives to biting behavior, as appropriate for the age of 
the child; “Next time you can say, “Please move.”  The seriousness of the incident 
may need to be reinforced: “NO!  Biting hurts!  No biting!” 

4. The individual families of the children involved will be informed of the incident. It is 
our policy to only discuss a child’s behavior with his/her own family. 

 
The teachers and director will monitor the frequency and severity of bites.  If the biting 
persists, our next step is to have the teachers and administration meet with parents to 
work together to find strategies to help the child who is biting work through this phase.  
One strategy may be the hiring, at the parent’s expense, of a shadow to prevent further 
incidents.  In extreme cases of high frequency and severity of bites or noncompliance with 
agreed upon strategies, we may ask parents to withdraw the child from the center. 
 
Biting can be of concern to parents, but is considered a normal part of most children’s 
development, and we ask you to trust that each biting incident will be handled in a 
developmentally appropriate and professional manner. 

 
Taking Photos at Preschool and Preschool Events 
You are welcome to take pictures and video of your children at the preschool. We ask that 
you not post on the internet or any social media site (e.g. Facebook, Instragram) 
information about or photos of other people’s children taken at the school. You are 
responsible for informing any friends or family members who may attend school events of 
this policy.  This policy is established solely for the safety and well-being of the children in 
the program and the privacy of our families. 
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Procedure Regarding Preschool Concerns 
In the event that you have a concern regarding the preschool or your child’s classroom, 
please address the staff member directly involved. If you feel the need to take further 
action, please see our Director.  In the unlikely event that further action is necessary, 
please share your concern with our APJCC Chief Executive Officer.’ 
 

Health and Safety 
 

Face Coverings  
In compliance with the State Department of Health and Human Services directive all 
adults in the preschool environment will be wearing protective face coverings. Parents 
and caregivers must wear a mask during drop off and pick up or anytime they are on 
campus. Children over age 2 will be strongly encouraged to wear face masks, but will not 
be forced. All children must have a clean face mask with them every day at preschool or 
camp. In keeping with our values, we will be discussing mask wearing as a mitzvah, a good 
deed; one that will help keep them and their friends safe and healthy.  

 
When to Keep Your Child Home 
Do not send your child to school when he/she is ill.  A sick child does not enjoy preschool 
and endangers the health of other children and staff.  If your child can not fully participate 
in regular preschool activities, please keep him/her at home.  If you decide to keep a child 
home, please contact the preschool office by email- preschool@apjcc.org. It will be up to 
APJCC Preschool Staff to determine if you need to pick your child up for any concerns we 
have with his/her health or well-being. 
 
According to the Santa Clara County Health Department, the APJCC Preschool is 
required to send your child home or call one of your emergency contacts if your child has 
any of the following symptoms.  The list may change as we receive updates from the Santa 
Clara County Health Department and has been amended to reflect changes in policy due 
to the Covid-19 pandemic. 
 

Symptoms Observed While at Preschool: 
Unusual Behavior-child is cranky or less active than usual-child cries more than 
usual-child feels general discomfort or just seems unwell or has a loss of appetite 
Excessive Runny Nose with abnormal behavior (Runny nose due to allergy is 
acceptable with a Doctor’s note on file in the Preschool Office.) 
Fever 100 degrees or above –Few exceptions will be decided by the Preschool 
Director.  Example: Immunization with normal behavior.  The child can return to 
school 72 hours after the fever subsides without medication. 
Diarrhea- (More than one abnormal, loose stool.)  This is mandated by the Center 
of Disease Control.  The child can return to Preschool after 72 hours of normal 
stool.  There are NO EXCEPTIONS to this RULE. 
Vomiting-The child may return to Preschool after 72 hours of no vomiting. 
Eye Discharge-Pink or red eyes, tears, redness of eyelid lining, irritation, swelling or 

mailto:preschool@apjcc.org
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discharge or puss.  Child may return to Preschool with visible symptoms ONLY 
with a doctor’s note stating the condition is not contagious. 
Severe Coughing-child gets red or blue in the face–child makes high-pitched 
croupy or whooping sound after he/she coughs or the cough is so persistent that 
they cannot participate in normal class activities. 
Difficult or Rapid breathing 
Skin Rash-Unusual spots or rashes that are so uncomfortable that the child cannot 
participate or that is accompanied by a fever or unusual behavior. Child may return 
to Preschool with visible symptoms ONLY with a doctor’s note stating the 
condition is not contagious. 
Severe Itching of body or scalp or scratching of the scalp 
Infected Skin Patch(es)-crusty, bright yellow, dry or gummy areas of skin 
Pain-Headache and stiff neck 
White or Gray Stool 
Unusually dark, tea-colored urine 
Any signs of Covid-19 including dry cough, sore throat, fever of 100 degrees or 
more, runny nose, diarrhea or vomiting -child may return to school 72 hours after 
symptoms have subsided. 
 
It is the Preschool administration’s right to request that you to pick up your child if there 
are any concerns. 
 

If we notice your child has any of these symptoms, he or she will be brought to the office, 
you will be called and your child must be picked up right away. A Preschool representative 
will attempt to contact a parent first. If the parent is not available or does not pick up the 
child within 45 minutes, we will begin calling other emergency contacts listed on your 
child’s emergency form. 
 

Daily Health Check 
1. No child shall be accepted for the day without contact between Preschool staff and the 
person bringing your child to preschool.  
2. You must remain outside of the classroom until your child is accepted by a Preschool 
staff member.  
3. After your child has had their temperature taken, you have answered the daily health 
questionnaire, and he/she has been determined to be without obvious signs of illness 
including, but not limited to, cough, runny nose, fever or vomiting and has been accepted, 
the Preschool requires that the person sign the child in. 
4. The behavior and health of the children will be continually observed throughout their 
period of attendance. 
 

COVID-19 Exposure Response 
In the event of a direct COVID-19 exposure at Camp or preschool, the following measures 
will be taken:  
Details regarding the COVID positive person’s location in the building will be reported to 
the JCC Director of Operations and the JCC Human Resources Director in order to 
facilitate proper communication, and a report will then be made to the Levy Family 
Campus Facility Director to begin disinfecting of spaces and equipment. 
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Families of children who may have been exposed to the virus due to being in the same 
classroom with the person who tested positive for the virus will be informed of the 
exposure. No personal details regarding the infected person’s identity will be shared. 
Any space occupied by the COVID positive individual and any equipment that they used 
will be placed off-limits for 24 hours in order to properly clean and disinfect. 
If a child or staff member has been diagnosed with or in close contact with someone 
diagnosed with COVID-19, we will follow guidance from the Santa Clara County Public 
Health Department to determine when the child or staff member can return to the JCC. 

 
Contagious Diseases 
If your child contracts a contagious disease, or if your child has vomiting or diarrhea 
please contact the Preschool Office as soon as you receive the diagnosis.  Preschool can 
then send an exposure notice to all the parents in your child’s class. The notice lists 
symptoms of the illness so that parents can be alerted. This policy is for protection of all 
children and is mandated by the State of California. 
 

Hand Washing 
To reduce the risk of introducing new germs into the preschool environment, we require 
that your child wash their hands with soap and water or hand sanitizer as they enter the 
classroom for the day.  Children are also directed and assisted in hand washing routinely 
throughout the day. We will be teaching proper 20 second handwashing and will be 
closely supervising as child wash their hands. 

 
Emergency Forms 
You must complete and return all medical information and emergency forms before the 
first day of Preschool.  Emergency forms must have at least two contacts listed in addition 
to the child’s parents.  Remember to read and sign the back of the emergency form. This 
policy is mandated by the State of California. 

 
Accident Reports 
If a child is injured, the staff person attending the accident will complete a report and 
inform an administrator who will sign it and put it in your child’s file. You will be emailed 
the completed and signed report. Please note that we do not give out the names of other 
children involved in incidences that cause injury. The Preschool staff handles altercations 
and incidences causing accidental injury in an appropriate manner at the time they occur.  
Please refer to page 16 and 17 in this handbook.  

 
First Aid Procedures 
APJCC Preschool Staff members are certified in First Aid and CPR. 
Scrapes are cleaned with soap and water, and then covered with a bandage if there is 
bleeding.  Bites are cleaned with soap and water and then ice is applied. 
 
Any accident resulting in a fall or bump to the body or head will have a cold pack applied to 
it. The child will be watched for any change in symptoms for the time the child is at 
preschool.  In the event of a continuation of symptoms (swelling, redness of injured area, 
crying or noticeable discomfort) the parent will be notified.  If the parent is not available 
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or reachable the emergency contacts will be called. 
 
If an injury needs medical attention, but is not an emergency, we will call the child’s 
parents.  If a parent cannot be reached, we will call the emergency contacts listed on the 
child’s Emergency form. 
 
If the injury requires immediate emergency treatment, 911 will be called.  We will also call 
our aquatics department and a highly trained life guard will be dispatched immediately. 
The life guard will take over first aid from the preschool staff until EMS arrives. We will 
then call the parents.  An APJCC Preschool staff member will accompany the child to the 
hospital, if emergency personnel deem transport to the hospital is necessary before a 
parent or guardian arrives.  

 
Disaster and Evacuation Drills 
We conduct monthly evacuation drills to support the children in understanding and 
remembering what to do in case of a real emergency.  During a drill, the teachers proceed 
as if it is a real emergency.  We help the children to quickly and quietly evacuate the 
building to the back of our playground area.  We do not take the time to gather personal 
items or to put jackets on the children.  After the drill, we emphasize the “practice” nature 
of the drill and acknowledge the children’s efforts in learning how to stay safe.  Please 
reinforce these concepts at home. 
 
If you are on campus during a drill, please comply with the requests of Preschool or 
security staff.  Do not remove your child from his or her group until the evacuation drill is 
complete. 
 

Child Protective Services (C.P.S.) 
According to State Penal Code 11166, all teachers and childcare workers are mandated to 
report suspected child abuse. Failure to report may result in criminal action. Child abuse 
includes physical, sexual, or emotional abuse, as well as physical neglect. The APJCC staff 
is trained to assess situations which may lead them to make a child abuse referral.  

 
Emergency Kits 
You should assemble or purchase an emergency kit for your child that includes the 
following items: 

An emergency/survival blanket 
Pictures of the child’s parents (optional) 
Flashlight with one set of batteries, or light stick 
Non-perishable survival food packets and emergency water for 1 day 
 

Emergency Kits may be purchased through the Preschool Office at a cost of $15.00 per 
kit. 
 
If you choose to assemble your child’s emergency kit, please use proper “survival” 
supplies.  It should fit into a small box.  Do not send juice, snack foods or a regular blanket 
in Emergency Kits. 
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Allergies 
Please record your child’s allergies; including foods, medicine, and fabrics, on the medical 
information form.  The Preschool Office prepares a list of all children who have allergies 
and posts it in your child’s classroom and Kif Kef room.  Children with severe allergies, will 
have an individualized allergy plan. 

 
Car Seat Law 
In accordance with California Law, any child under eight years old MUST use a child safety 
or booster seat. 
 
 Policy for Administration of Medication 
 I. The parent is urged, with the help of the physician, to work out a schedule of 

giving medication outside of Preschool hours whenever possible. 
 II. The form “Parent Consent for Administration of Medication” must be 

completed and signed by the parent or the physician. No medication, even 
over the counter medications, will be administered by Preschool staff 
without a completed form.   

 III. Medication must be brought to the Preschool office in the original container 
clearly labeled with the child’s name, the name of the medication, the 
dosage, and name of the prescribing physician (if it is a prescription). 

 IV. Bring the medication to the Preschool office, not the classroom.  DO NOT 
give your child medicine to self-administer during the day. 

 V. We will refrigerate medications that need to remain cool.  
 VI. Preschool staff will not administer fever reducing medications or cold 

medications with fever reducers.  Children with fevers are not permitted to 
attend school. 

 VII. Inform the preschool immediately of any change or discontinuation of the 
prescription. 

VIII. No medication, including vitamins, is allowed in the child’s lunch box, 
backpack, or anywhere in the classroom.  This is for the safety of your child 
and the other children.  We will strictly enforce this safety policy by 
removing any medication found, and returning it to you at pick-up time. 

IX.   Diaper cream is considered a medication and needs a signed “Parent 
Consent for Administration of Medication”.  If your child needs diaper 
cream, bring it to the office and fill out the form.  We will bring the cream to 
the classroom.  If your child regularly goes to Kif Kef, please bring a second 
container.  Diaper cream is the only medication allowed in the classrooms.  It 
is stored out of reach of the children. 

 
 
 
 
 
 
 



21 

 

 
 

Immunization Policy  
Senate Bill 277 requires all children entering preschool or child care to have up to date 
immunizations. Personal exemptions are no longer permitted, therefore all children 
entering the Preschool will be required to be current on their immunizations. Medical 
exemptions are the only exception. A statement from a licensed physician is required 
detailing the condition for which the child is exempted, the immunization(s) he/she is 
exempted from and if the exemption is permanent or temporary. Temporary medical 
exemptions are only valid for up to twelve months from the date of signing. If the Santa 
Clara County Department of Health determines that there is an outbreak of any diseases 
for which immunization is required or if a case is confirmed in a preschool family, the 
under or unvaccinated child will be excluded from preschool for at least the incubation 
period for the specific disease to protect themselves and to limit further spread. Longer 
exclusion may be recommended by the Heath Department, in which case we will follow 
their recommendation. There will be no refund or pro-rating of tuition for the excluded 
period. 
 

Rest Time and Bedding 
All children under 3 years’ old who are enrolled in our full time program, will have a nap 
time from 1:00-3:00pm.  
Each child who naps is required to bring a crib sheet and small blanket. The bedding will be 
sent home at the end of each week to be laundered, per State Licensing requirements.  
Large pillows, quilts, sleeping bags and large stuffed animals will not be allowed due to 
space limitations.  For health reasons, we do not allow children to have bottles at 
preschool.  Pacifiers for naptime will be evaluated on an individual basis.  Please talk to 
your child’s teacher if your child needs a pacifier for nap. Children who fall asleep will be 
allowed to remain sleeping until wake up time (3:00pm.) It is the APJCC Preschool Policy 
that we will not wake up children early per your request.  

 
Family Involvement  

 
We strive to make our Preschool welcoming to both children and parents. Your comfort in 
the program is an essential factor in your child’s success at the Preschool. Please know 
that your comments, suggestions and feedback are always welcome.  
We invite your participation in our Preschool program. There are several ways that you 
can get involved on an ongoing basis. Due to limiting contact because of the Covid-19 
pandemic, we will not be having parents, grandparents or other people visiting 
classrooms. We hope to be able to provide physically distanced, but socially connected 
ways for families to be involved and to create community with each other. Our Early 
Childhood Committee will be sending out notices of virtual opportunities. All parents are 
welcome to serve on the ECE Committee. 
 
 
 
 
 



22 

 

 
Email Communications 
In order to be more environmentally responsible, we are using email as our primary means 
of communication.  Parents will receive periodic classroom, and school wide newsletters. 
These communications will be delivered electronically via email. If you do not have access 
to email, notify the preschool office and you will be provided hard copies of 
communications. 

 
Calls to Staff 
The staff is committed to keeping you updated on your child’s progress. Pick-up and drop-
off are not appropriate times to speak with your child’s teachers at length. If you need to 
speak with your child’s teachers, please arrange a meeting time with them, or call the 
Preschool Office.  We will make certain that the teachers receive the message.  The 
teachers will return your call as soon as they are able.  Please do not call staff at home or 
on their cell phones. 

 
Parent-Teacher Conferences 
Parent-teacher conferences are held formally twice a year, unless your child’s teacher 
feels more frequent conferences are appropriate. If you have a concern that you want to 
discuss with your child’s teachers at other times during the year, please feel free to 
approach your child’s teachers directly to set up an appointment. 

 
Paper Family Communications  
Most communication will be through email. Information that cannot be emailed will be 
handed to you at pick by your child’s teacher 

 
Holidays not Celebrated by the Preschool 
While teachers always validate the events and activities in children’s lives, the APJCC 
Preschool does not celebrate Halloween, Valentine’s Day, Christmas, St. Patrick’s Day and 
Easter. Please keep this in mind around each of these holidays. Conversations about these 
holidays may happen in the classrooms, but they will not become part of the curriculum 
beyond that.  

 
Daily Emails 
All teachers will email some information about what the children did that day at school.  
You can use that information to ask your child specific questions about their day.   This is a 
good way to reinforce for your child some of what they did at school and engage with 
them about their day. 
 

Ongoing Communication 
For ongoing relationships and to help your child through family transitions, it is important 
to keep us informed of any change in your child’s life.  Things that seem like “grown-up 
business”, such as a parent’s job change, can affect your child’s behavior and adjustment at 
school.  So, please let us know through email, in person or a note when things come up. 
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Non-Emergency Text or Email Alerts 
You can opt to register for APJCC text or email alerts which will send you a text or email 
when a campus wide situation occurs.  For example, a campus closure due a power outage 
or extra crowded parking lot. To sign up, go to www.apjcc.org/text. 

 
Emergency Communication 
In the event of a major earthquake or other area wide or campus emergency, please do 
not call the preschool.  A text will be sent to all families through an emergency notification 
system. This message will give you instructions about where and when to retrieve your 
child(ren). This system will be tested during the course of the school year. You will be 
notified in advance of the test. The system will be activated for dire emergencies only.  A 
sufficient number of APJCC Preschool staff members will stay onsite until all children are 
picked up. 

Reasons for Dismissal 

 
The Administration reserves the right to dismiss or refuse admission to anyone unwilling 
to comply with the school’s requirements. Reasons for termination shall include (but not 
be limited to) the following: 

 Any account delinquent for more than 30 days 
 Three incidents of Late Tuition payment. 
 If the parent or guardian refuses to complete and sign forms required for the entrance 

or the continued enrollment of their child. 
 Refusal by the parent, guardian or emergency designee to pick up a child deemed 

unable or unwilling to participate cooperatively in classroom activities due to illness, 
possible impending illness, lethargy, or uncontrollable harmful and/or disruptive 
behavior.   

 When a child is causing repeated harm to himself/herself or others due to dangerous 
or unsafe behavior. 

 In the event the APJCC Preschool is unable to meet the needs of the child and/or 
parents or guardians. 

 Failure to provide the APJCC Preschool with current work and home telephone 
numbers and to report any changes which would enable the APJCC Preschool to 
contact parents/guardians in the event of emergency or illness in the most expeditious 
manner. 

 Disregard of mandatory sign-in and out procedures. 
 Behavior of the parent/guardian or caregiver that may be reasonably interpreted as 

harassment, verbal abuse, or physical abuse toward the APJCC Preschool Staff or 
others present at the Center. This behavior will not be tolerated by the APJCC. 

 A parent/guardian or caregiver who is observed physically touching or speaking to a 
child other than their own in a way deemed inappropriate. This type of behavior is 
unacceptable and will not be tolerated by the APJCC. 

 Unescorted arrivals and/or lack of parental supervision of children prior to classroom 
admittance and during pick-up. 

 Refusal to comply with the policies and procedures outlined in the APJCC Preschool 
Family Handbook.
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