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Mission Statement 
The Little Big Foot Day school exists to provide a safe,

educational learning environment for children 6 weeks

to 12 years of age. We believe that each child possesses

a marvelous capacity to learn and is best accomplished

in a place that is emotionally secure, physically safe, 

and fun!

Little Big Foot Day School 
3210 Menaul Blvd. NE

 Albuquerque, NM 87107

Phone (505) 888-8995

E-mail: learning@littlebigfootdayschool.com
Revised 2020
Welcome to Little Big Foot Day School
“Where children’s learning adventures begin....”

We are delighted that you have chosen our center to provide for the needs of your child. You and your family are encouraged to visit our center prior to the first day of enrollment to give our teachers, and your child an opportunity to meet and become better acquainted. It will make separating on the first day a bit easier. 

Who We Are:  

Little Big Foot began in 2009 as a storybook for children written by Center’s Owner, Phillip Maestas and as of 2015 it has grown into what is now known as Little Big Foot Day School. With almost 20 years of experience working with children, Center’s owners, Phillip Maestas and Rendee Maestas wanted a place for children that would be dedicated to providing a warm and loving family environment for children and would turn learning into a fun adventure just like the stories so many children came to love... 

The Center’s leadership consists of the following individuals and positions and can be reached during business hours M-F 7:00am - 6:00pm @ (505)-888-8995:  

Program Administrators: Phillip 

-Director & Licensee: Rendee 




- Manager: Esperanza 
The Parent Handbook has been written to describe our program, philosophy, policies, and all the practical details that go into making each day as happy and successful as possible. Please carefully read this handbook keep it for future reference. The staff at Little Big Foot would be glad to address any of your questions or concerns. Once again, welcome!

Our Philosophy
We believe...
● That children are precious and must receive care from adults who are capable and caring– whose values enable them to be excellent role models. 

● That children should experience numerous positive learning milestones, leading to an increased sense of competence and independence. 

● That children’s play is extremely vital to healthy physical development, acceptable social skills, and cognitive grown. 

● That teachers, drawing upon their training and experience, must create an appropriate educational environment which carefully guides children from one developmental and cognitive, level to another.

● That parents contribute to and enhance the quality of care offered at Little Big Foot Day School.

Goals  

The following are the basic goals for the children who are in our care: 

Emotional: 

• to become independent and learn to be in control of their emotions 

• to be able to express and deal with the emotions they have 

• to learn how others, express and deal with emotions 

• to develop empathy with others  

Social: 

• to be able to interact effectively with others, regardless of perceived differences 

• to be able to respect others and the property of others 

• to be able to function well in a group setting 

• to be able to understand why they should cooperate with others 

• to be able to develop meaningful friendships  

Physical: 

• to develop large and small motor skills 

• to learn the importance of good nutrition and good hygiene 

• to develop lifelong, healthy habits   

Intellectual: 

• to develop a lifetime love of learning 

• to learn observation and discussion skills 

• to build a love for reading 

• to build upon natural curiosity 

• to develop the foundation needed to advance in the primary grades 
Little Big Foot Day School does not discriminate against, (race, color, religion, gender, etc.) 
Enrollment and Tuition
Children between the ages 6 weeks and 12 years are eligible for enrollment at Little Big

Foot Day School. We have a no drop off policy after 10:30am do to disrupting the learning process. The center is open from 7:00 am to 6:00 pm, Monday

though Friday. 

Documents to be completed and returned before enrollment are:

● Child Enrollment Form

● Policy Agreement 

● Non-Prescription 

● Health Form/ Immunization Record

   A registration fee of $100 is due once the director has assigned a start date. This is a one-time, non-refundable charge. If a child is withdrawn then re-enrolls at a later date, a second enrollment fee will be expected. Tuition for full or part time childcare is based on one of the three following options:

● Monthly Payment- due the 1st day of 

each month. Late after the 4th day.

● Semi- Monthly Payment- due the 1st 

and 15th of each month. Late after the 

4th and 18th day.

● Weekly Payment- due by 6 pm child’s

first scheduled day. Late after 6 pm second

day. 

Part time care is a total of 25 hours per week. 
Fees
   A$20 fee is charged for late tuition payment on the 12th of the month. This Late fee will be applied for every week thereafter until the tuition is paid in full. Special payment arrangements may be made in advance with the director. A service fee of $50 will be charged for any returned checks. 
   We offer family discount prices for families with more than one child enrolled. This applies to full-time enrollment only. 

   Tuition is expected for days your child may be absent due to illness, family emergencies, doctor visits, hospitalization, vacations, or any other reason. Please note that tuition rates do not 

change for toddler or preschool children in the event of a week including a holiday. After extensive research, we have found our policy to be consistent with other schools and child day care centers. Because our costs remain the same throughout the year, we rely on the specified tuition to be paid each week in order to meet our expenses. Consequently, as much as we might like to, we cannot make allowance for any days missed in your regular attendance schedule. 

Peace of mind Payment


We offer a worry-free auto charge; we understand that sometimes you’re in a hurry or might not have any cash/card on hand to make your payment but with this option you won’t have to worry anymore. Just put your credit card information down and have it automatically charged weekly, bi-weekly or monthly on a set day. Please understand that when using this service, you will be held fully responsible for its terms and charges and that you agree that all sales are final and that there are no refunds whatsoever for any balances owed or due for weekly charges, late fees, registration fees, etc.. Also, when using this service that any outstanding charges due at time of disenrollment are your full responsibility and will be charged either an agreed upon extended amount of time or for the full remaining balance owed and any set charges that may occur. If all outstanding charges are not paid, I understand that any remaining balance owed will be turned over to collections and any CYFD state contracted families on uses this option, that your caseworker will be notified of any remaining balance due. (There is also a $2.00 processing fee for this option for all transactions)
Refunds

We do not issue refunds of any kind for any amounts overpaid. If you have an overpayment to your account, your account will be credited the overpaid amount. No refunds of any kind will be issued. Same rule applies if you are on CYFD state contract, any overpayments made on your contract co pay will also only be credited, unless the copay amount changes to zero dollars owed monthly. If you are a cash paying parent and then change to a CYFD state contract and have already paid any weekly amounts that the contract covers, your account will only be credited for the amount that you paid and were covered through CYFD. If you have a zero co pay only, then will a refund be issued. 
   Parents who are receiving CYFD will need to have a contract before starting. In order to hold our spot, full payment of the registration fee must be paid. You are responsible to directly pay us your CYFD co-pay each month. If CYFD contract lapses it is your responsibility to pay the full tuition amount until CYFD notifies us otherwise.

   A two-week notice is required before withdrawing a child from our center. Account must be paid in full before withdrawing- including your child’s tuition for that two-week period. Any account past due at time of disenrollment will be sent to a collection agency.
   The director at Little Big Foot Day School reserves the right to cancel the enrollment of a child at his/her discretion, or for the following possible reason:

●   Non-payment or excessive late payments of tuition and fees.

●   Not observing the rules of the center as outlined in the parent agreement.

●   Child has special needs that we cannot adequately meet with our current staffing patterns.

●   Physical and /or verbal abuse of staff or children by parent or child.

●   Expired immunizations

Any disenrollment by Little Big Foot Day School will be charged a $30 termination fee and will be applied to all past due or due payments. 

Communication
   Proper communication between our parents and the teachers and staff of Little Big Foot Day School is extremely important. Teachers will be sending information on a regular basis through our childcare app. Parents will receive daily reports, pictures, videos and always have direct communication with the teachers throughout the day using our app interface system. Once enrolled you will be given access to our app system and setup with your own personal code. You are welcome to call to arrange a meeting with your child’s teacher-even just to become better acquainted Concerns about any aspect of our program, or your child’s care, may be expressed to the center director. Each child is provided with a mailbox and /or cubby. Please check these daily for notes, newsletters and daily reports. 
   Remember to communicate in writing any changes in your child’s schedule. We must be informed, in writing, regarding any changes in the person picking up your child. You may add or delete names of authorized adults to pick-up your child on the Child Information Record, remember by law they must be 18 or older to pick up. If any parent/legal guardian has been identified during a previous pick-up we cannot deny pick-up unless a court order has been issued, see details under Custody Orders in our Handbook. Director must be informed of any of the following changes: 

● Address and /or phone numbers or e-mail address

● Insurance coverage

● Parent/guardian employment

● Health/immunizations up-dates

● Other pertinent information related to your child.

Complaints and Grievance Policy: 
Family childcare licensing law, licensed providers must maintain a grievance policy. 

Parents and/or guardians of enrolled children must first express their complaints concerns and grievances with our facility, Rendee Maestas, Phillip Maestas. Parents are encouraged to bring any issues to the provider’s attention so that we can make every successful attempt to resolve the issue between both parent and provider. The following are the steps parents/ guardians will need to take in trying to resolve issues that come up. Most issues can be resolved right away but, in an event, that it can’t please refer to these steps. 

● Either discuss the issue with Rendee/Phillip in person, by phone, or by email. 

● Provide Rendee/Phillip with a written letter of grievance. In order to respect the privacy of everyone enrolled, we never discuss any person issues in front of other parents or children. 

● Schedule a meeting by phone or in person to discuss the grievance.

● In an event that your grievance cannot be successfully resolved with your Little Big Foot Day School provider, you have the right to contact Child Youth and Families Department (CYFD). 

Children Youth and Families Department (CYFD): (505)-841-4800

CYFD are available to ensure that licensed facilities are following the minimum state guidelines. 

Drop-off and Pick-up Policies 

Parents are expected to accompany their child into the center. The teachers are glad to assist you and your child at your drop-off time. Teaches, however will not assume direct 

responsibility for your child until you are ready to walk out of the building. It is important for the teacher to keep a watchful eye on all the children in his or her care. You are welcome to stay for a short while and assist your child through this transition. Simply notify the classroom teacher when you are ready to leave, and the teacher will assist.

We will no longer except drop off’s any time after 10:30am due to staffing, meal count and disruption of the class. (unless arrangements have been made prior)
Before and After school care students must be here before 7:30am to ensure they can get to school on time. 
   Only the individuals listed on the child information record, or on a written permission note from the parent, will be allowed to leave with a child. The staff I expected to request a picture I.D. from any unfamiliar person (including grandparents). If there is any concern, the staff of Little Big Foot Day School reserves the right to deny a person’s request to pick-up a child. 
    Your child’s classroom teacher may be available at pick-up time for short questions. For longer discussions or particular concerns please schedule an appointment.

   Parents are expected to assume full responsibility of their child once they enter the classroom. Do not allow your child to touch the exit door handles or open the doors. We work very hard at teaching the children not to touch the exit doors. 

   Children enrolled on a part-time basis are expected to be picked-up at the agreed upon daily time. The parent or guardian of a child not picked-up until after the agreed time or past closing (6:00 p.m.), you will be charged $15.00 automatically after 6 pm and then charged an additional $15.00 every 15 minutes. All late fees are expected by 6:00 p.m. the following day. This fee applies per family. Payment should be given directly to the director. If a child is left at the Center for 1 hour after closing time and neither parents or guardians or emergency contacts can be reached, by law we are obligated to call child protective services. 
Custody Orders
   Until custody has been established by a court action, one parent may not limit the other from picking-up a child in our care. The center must be notified immediately of any changes in custody orders. Certified custody orders must be given to the center director.

Holidays
   Little Big Foot Day School will be closed on the following holidays:
Martin Luther King 
Presidents Day 
Memorial Day 
Labor Day 
4th of July 
Thanksgiving break

Winter break
If any of the above holidays fall on a weekend, the closest Friday and/or Monday will be selected. Regular tuition is expected. dates are subject to change.

In-service Day
   It is important for the staff to have time to prepare lessons, gather information from a guest speaker or attend a conference. To accomplish this, we include several in-service days per year. During these staff training/in-service days the center will be closed to children. Tuition is expected. 
Unexpected Closings 

   Little Big Foot Day School will open on public school designated “snow days” – we may open late if necessary. On rare occasion our center may be forced to close due to a situation beyond our control. (E.g., ice storm, electrical outage, no water service, etc.) Please follow APS closers or delays or go to our Facebook page or website www.littlebigfootdayschool.com any info regarding a closer or delay thank you. 
Other Emergencies:
Other situations, including but not limited to electrical power failure, lack of water, lack of heat or air conditioning, hazardous road conditions, or other situations which could endanger the safety or health of children and employees, may result in Little Big Foot Day School being closed at the sole discretion of the Director.

Emergencies Procedures:
CHILD SAFETY  

Little Big Foot Day School does everything possible to provide a safe environment for our employees and the children in our care. As such, some items are prohibited from being used at or brought to the Center. Other policies and procedures govern specific situations dealing with safety before, during, or after an incident has occurred.  

Prohibited Items Certain items are prohibited from being brought into our classrooms and the Center: 

• Glass containers (except in the kitchen area and other areas designated by the Director) 

• Weapons 

• Any other item which might reasonably compromise the safety or health of the children in our care, employees, or visitors to the Center  

Emergency Evacuation Procedures Evacuation routes are posted in each classroom, noting the specific exits for that room in case of an emergency that requires staff and children to leave the Center. While an emergency situation can be quite chaotic, you need to maintain a calm and level head, regardless of the situation.   

Emergency Fire (Leaving the Center) In the event of an emergency which requires leaving the Center (during a fire, for instance), we will: 

• Gather up the classroom binder and emergency backpack 

• Take the children through the emergency exits outside to the front next to Sofa Mart sidewalk.

• Place babies/toddlers in the fire crib and wheel the children to the same sidewalk 

• Take attendance and report any missing children or staff to the Director/Assistant Director immediately  

This procedure should be followed in the event of any real or perceived emergency, even if the event is a scheduled drill. 

                                                                                                                                                                                 General Duties 

Lock Down (Remaining at the Center) For emergencies where leaving the Center would be unsafe (such as during a tornado warning, fugitive hunt), you should: 

• Gather up the classroom binder and emergency backpack 

• Go to the designated Safe Area listed for the particular emergency  

• Take attendance and report any missing children or staff to the Director/Assistant Director immediately

Emergency (Leaving the Center) In the event of an emergency which requires leaving the Center (during a bomb threat or gun threat, for instance), you should:

• Gather up the classroom binder and emergency backpack

• Take the children through the playground and out through the gates and get to the baseball fields.

• Place babies/toddlers in the stroller and wheel the children to the same location.

• Take attendance and report any missing children or staff to the Director/Assistant Director immediately.

Please note that parents are prohibited from picking up their children during this kind of emergency! While the parent is permitted to join the child in the designated Safe Area, you may not release the child into the parent’s custody until after the emergency is no longer a threat.   

This procedure should be followed in the event of any real or perceived emergency, even if the event is a scheduled drill. 

 Disaster Procedure 
   In the event of a disaster warning, children will be taken to a designated safe area. They will remain there until the all-clear signal is sounded.

Child Abuse and Neglect
   Staff members are required by law to report any suspected child abuse or neglect.

Actions taken for a missing child/child
   Take attendance and report any missing children or staff to the Director/Assistant Director immediately.
Clothing
   Because of the wide range of activities, it is recommended that children be dressed in washable, comfortable clothing. Plastic aprons will be provided by the center for art and water activities. Water activities, sand play, and occasional bathroom accidents always necessitate that an extra set of clothing be kept at the center. All extra clothing should be marked with the child’s name and placed in a labeled plastic bag. Clothing should include underwear, socks, pants, and shirt. If wet or dirty clothes are sent home, please return a clean extra set of clothes the next morning. 

   Licensing requires that children be taken outdoors each day and cannot be excluded from this activity without a Dr. note. The children will play outdoors if the temperature reasonably warm or cold with calm winds. Children should be dressed accordingly: light jacket, cap, rain boots (for damp days) in fall and spring: heavy winter jacket, mittens, scarf, hat and snow boots in winter. An extra sweater or sweatshirt at school is recommended for sudden changes in temperature. All clothing, including coats and boots, must be labeled clearly with your child’s name. Your assistance is greatly appreciated. 
Diapers & Potty Training
 Parents supply all diapers and wipes. 

Our teachers are experienced in training young children in how to use the bathroom. It is essential that the parent and teacher communicate about the needs of the child and work together to make this developmental milestone positive and successful. 

We recommend that when in training, your child be dressed in “user-friendly” clothing. Overalls, zippers, and snaps are difficult for small children to manage especially in a hurry 

While potty training, parents are to provide lots of thick training underwear, plastic pants, pull-ups, socks and outer clothing.

Bottles, Blankets and Pacifiers

 You may send extra bottles, a small security blanket and /or a pacifier for your child. Staff will make every effort to keep track of these items but will not be held responsible if lost. When you are ready to wean your child, please communicate with your child’s teacher so a consistent strategy between home and our center may be established. Please be sure to label your child/children’s things so that they are not mistaken for other children’s items. 
Field Trips
   Field trips and nature walks are considered an important part of the educational program and will be taken periodically. The center will provide the same adequate responsible adult supervision for these excursions as is provided children while in attendance at the center. Your permission for your child to participate in walking excursions is part of this agreement.

   We will occasionally take classroom field trips to museums parks, apple orchards, and other community places. Families will be notified prior to any trips involving transportation. A permission slip must be signed and returned– including emergency phone numbers for that day. Parent volunteers are welcome to assist with field trips (and other special events). A child may be excluded from participation in a field trip for safety, health or disciplinary reasons.

Birthday Celebrations
   Parents are welcome to send cookies, cupcakes or cakes to share with their child’s classmates on birthdays or special occasions. Some classrooms have strict allergy guidelines. Inform your child’s teacher in advance about what kind of treat you plan on bringing. This is for the safety of all of the children. Please do not bring in any treats that contain peanuts or peanut products. Ask your child’s teacher for suggestions. Parents are always welcome at their child’s birthday celebration.

   If a birthday is to be celebrated away from school and the entire class is not invited, please mail the invitations. If the entire class is invited, you may distribute the invitations into the cubbies. Our center will not distribute mailing lists or phone numbers.
Meals
   The center will provide three meals, Breakfast, Lunch and afternoon snack. Breakfast times are from 8:00am till 8:30 for the before and after school kids and from 8:00 am till 9:00 am for the other students. Lunch times are from 11:30 am till 12:00pm. Afternoon snack times are from 3:00 pm till 3:30 pm. Outside food will no longer be allowed into the center unless a Dr. Note requires a special diet or allergy. Due to new regulations from both CYFD and CACFP we can no longer provide special food/drinks upon request unless a written Doctors note states otherwise. 
Immunizations 

   All children who attend childcare program in New Mexico are required by law to be fully vaccinated. Update immunizations is required prior to enrollment. There is also a $5.00 charge per week for any immunization record that is not turned in after enrollment or when requesting an updated immunization record.  

   *Important: It is your responsibility as parent or guardian, to maintain up-to-date immunizations and physicals for your child(ren). Updates must be reported to the center director in writing.
   The New Mexico Department of Health requires the following immunization:

Children Ages 4 Months through 5 Months
    1 dose DPT/DTaP

    1 dose polio (OPV/IPV) vaccine
    1 dose Hemophilus influenza type b vaccine

    1 dose Hepatitis B vaccine

    2 doses Pneumococcal (PCV)

Children Ages 6 Months through 11 Months
    2 doses DPT/DTaP

    2 doses polio (OPV/IPV) vaccine
    2 doses Hemophilus influenza type b vaccine

    2 doses Hepatitis B vaccine

    3 doses Pneumococcal (PCV)

Children Ages 12 Months through 14 Months
    3 doses diphtheria, tetanus, pertussis (DPT/DTaP)

    3 doses polio (OPV/IPV) vaccine
    Complete series, 3 doses Hepatitis B

Children Ages 15 Months through 16 Months
     1 dose Measles/Mumps/Rubella (MMR)

     Complete series, 4 doses Pneumococcal (PCV)

     1 dose Varicella (VAR)

     1 dose Hepatitis A

Children Ages 2 years through 3 years
     Complete series, 3 doses Hemophilus Influenza type b vaccine

Children Ages 4 years through 5 years
     4 doses DTP/DTaP

     2 doses MMR

     2 doses Varicella 

Children Ages 5 years and older 
     5 doses DTP/DTaP

Illness 
   You are the best judge of your child’s health and we trust you will not bring a sick child to the center. However, if while in our care your child becomes ill or displays an unknown rash, lack of participation due to not feeling well, fatigue, irritable from sickness. Your child’s teacher will consult the director and you may be called to come take your child home. When called, you (or an alternate emergency person) are expected to come immediately. Your child must remain home for no less than 24 hours from the time of pick up. This is to protect the health of your child and his/her classmates. Your cooperation is greatly appreciated.

   The following criteria will be considered in determining if your child must go home:

●   Unknown rash.

●   Fever of 100.5 or higher. For a mild fever, muscle aches, toothache or headache Tylenol (supplied from home) may be administered. *see Medicine below.

●   Highly contagious condition such as head lice, chicken pox, strep throat, pin worms, mumps, impetigo, conjunctivitis (pink eye), etc.

●   Diarrhea or vomiting (more than two loose, watery stools). Consideration will be taken if your child is allergic to certain food/drink products or on medication.

   If your child is too ill to play outside with his or her class, then your child is too ill to attend the center.
   Your child may return to the center after:
●   Obtaining written verification from a doctor.

●   Fever-free for 24 hours without the aid of Tylenol.

●   In the case of chicken pox, when all the lesions are scabbed over.

●   In the case of head lice, 48 hours and one treatment with appropriate shampoo (such as Kwell of RID) so that all nits (eggs) are gone.

●   In the case of a contagious illness, your child should take an antibiotic for 24 hours before returning. 

● 24 hours from the time of pick up, only if feeling well. example (if you picked up child at 2pm on that day, child can return at or after 2pm the next following day)

   *If questions arise to the appropriateness of a child’s return to the center, the final decision will be that of the center Director of Assistant Director.
Medicine
   We do not administer any medicine due to the liability of overdose. If your child is needing to take any antibiotic during school hours you will have to come down and administer the medicine yourself. 
Injury
   Every consideration will be taken to ensure the safety of your child while in our care. Should an injury occur, a minor incident report would be completed by the closest adult and signed by the center Director, Assistant Director or appropriate person. A copy of this report will be sent home. A parent or guardian will be notified regarding any injury that occurs while your child is in our care.

   In the event of a major medical emergency or an accident, the center teacher of director will call 911 first. The child will be transported to the hospital noted on the child information record (or the closest hospital). The parent/ guardian and family physician will be called immediately.

Family Gatherings
   Little Big Foot Day School families have a chance to meet with other families and the teachers several times a year. These gatherings are meant to provide a sense of community and to celebrate the families here at Little Big Foot Day School. Dates and times will be posted. Our winter family festival is usually held in December, dinner and entertainment are provided. In May we celebrate preschool graduation by having a family potluck. Often each classroom will have a special celebration also. Family members are invited to Grandparent’s day, Mother’s Day breakfast, and Father’s Day ice cream social sundae.

Center Happenings
   Little Big Foot Day School makes every attempt to keep parents up to date on happenings here at the center and in the community. Center newsletters are sent out at least 4 times a year and classroom newsletters are sent out monthly. Parent bulletin boards are in each classroom. And white boards are located in each classroom and updated daily. It is also the parent’s responsibility to keep up to date by being aware and checking for updates. Together as partners we will be able to provide your child with a fun and safe learning environment.

Changes in Policies
   The fees, procedures, and policies stated in this handbook are subject to be changed.
Little Big Foot Day School 
Discipline and Guidance Policy

At Little Big Foot Day School, the term guidance is used for several reasons. It is a positive term and implies working with the children to develop internal control of their behavior. Our goal is to encourage the children to become creative, independent, responsible and socially 

mature human beings. This involves learning to make responsible choices and accepting the consequences of such choices. Guidance takes several forms within our center: 

● Environment- A place designed for children. Each room is age-appropriate in furniture size, large and small manipulates and supplies required for hands-on experiences. 

● Logical Rules- Such as keeping our hands to ourselves and taking care of the learning environment. These are discussed with the children as well as why such rules are needed. 

● Curriculum- Is developmentally appropriate, based on he children’s interest and level of readiness.

● Positive Behavior- We reinforce the behaviors we wish to see repeated. 

● Redirection- Often interesting a child in another activity can eliminate potential difficulty. We might ask a child to help us or send a child to a different area to play. 

● Positive Reminder- Telling the children what we want them to do rather than using “no” or “don’t.” 

● Renewal Time- Occasionally, as a last resort, a child needs to be removed from the situation for a brief time out. This allows the child time to calm down and consider an alternate behavior. 

Difficult Behavior

We will make every effort to work with the parent or guardian to ensure a cooperative approach for children having difficulties with behavior. We are here to serve and protect all of 

our children A parent may be called at work or home at any time the child exhibits uncontrollable behavior that cannot be modified by the center’s staff. The parent may be asked to take the child home immediately. In cases where the child is physically harming themselves, another child or teacher, then the child may be restrained to protect injuries from occurring. 


The following steps may be taken regarding children who display chronic disruptive behavior, upsetting to the emotional or physical well-being of another child or an adult. 

Initial Consultation:

The Program Administrator /Director may request that the parent or guardian meet for a conference. The problem will be defined on paper. Intervention strategies will be discussed. The best solution toward solving the problem will be agreed upon by the Program Administrator/ center Director, teacher and parent or guardian.

Second Consultation: 

If the initial plan for helping the child fails, the parent will again be asked to meet with the Program Administrator/ Director and teaching staff involved. Another attempt will be made to identify the problem and establish a new or revised approach for solving the problem. 

Dis-enrolled: 

When the previous attempts have been followed and no progress has been made toward solving the problem, the child may be dis-enrolled from the center at the discretion of the Program Administrator/ Center Director. The Program Administrator/ Center Director can dis-enroll any 

child for physically harming another child or teacher or destroying property, repeatedly without going through the consultation process. Any type of verbal abuse or harassment from a parent or family member will not be tolerated as well.  

NOTE: Corporal punishment will not be allowed. This is defined as the use of negative physical touching (spanking, slapping, pinching, etc.) No unusual punishment will be allowed such as humiliation, ridicule, threat or coercion.

NM PreK Handbook Below.
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    Handbook for 2019-2020

Welcome to Little Big Foot Day School. We are excited to offer our community’s children an opportunity to participate in our NM PreK early learning program. They will have many new and exciting experiences as they begin their educational journey. We will need your help in making this journey a successful time for your child. It has often been said that parents are their child’s FIRST teacher. However, we also believe that parents are their child’s only FOREVER teacher. While they move through the grades their teachers will change but YOU will be the one who will always be there to help them on the next pathway. This Handbook has been prepared to help answer any questions you might have specifically about NM Pre K at Little Big Foot Day School. If you have any questions that are not answered, please feel free to call us at (505) 888-8995. 

Sincerely,

Rendee Maestas

Director and PreK coordinator

ENROLLMENT – How do I get my child signed up for NM PreK at Little Big Foot Day School? 

Applications for enrollment are accepted at any time throughout the school year. Call or visit our school office for detailed information. Parents may come by and pick up a school enrollment packet we are located at 3210 Menaul Blvd fill out the packet and bring it back to have your child listed on our NM  PreK registration list. Little Big Foot Day School holds Pre-Registration and Screening in mid-July for our PreK program. Parents are asked to bring their child with them upon enrollment. Enrollment of NM PK4s is determined by the number of students obtained during our registration process. 1) If children are already enrolled in Little Big Foot Day School prior to registration for enrollment into the NM PreK program they will have priority first. 2)If the number of registrants is less than the allotted number of PK slots available on the last day in July, and thereafter, then all registrants are enrolled. Registrations for enrollment are accepted until all slots are filled. A waiting list is then started for any additional inquiries and registrants. 3) If the number of registrants is more than the allotted number of PreK slots available at the close of registration, parents will be put on the waiting list first come first serve 4) Slots vacated during the school year are filled with students from the waiting list data base maintained by administration at the school site. 

Little Big Foot Day School adheres to the Family Educational Rights and Privacy Act (FERPA) regarding confidentiality of student information. All of our student records are maintained in locked fireproof cabinets. Contact the administrator at Little Big Foot Day School if you have additional questions. The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a Federal law that protects the privacy of student education records. The law applies to all schools that receive funds under an applicable program of the U.S. Department of Education. FERPA gives parents certain rights with respect to their children's education records. These rights transfer to the student when he or she reaches the age of 18 or attends a school beyond the high school level. Students to whom the rights have transferred are "eligible students." ( Parents or eligible students have the right to inspect and review the student's education records maintained by the school. Schools are not required to provide copies of records unless, for reasons such as great distance, it is impossible for parents or eligible students to review the records. Schools may charge a fee for copies. ( Parents or eligible students have the right to request that a school correct records which they believe to be inaccurate or misleading. If the school decides not to amend the record, the parent or eligible student then has the right to a formal hearing. After the hearing, if the school still decides not to amend the record, the parent or eligible student has the right to place a statement with the record setting forth his or her view about the contested information. ( Generally, schools must have written permission from the parent or eligible student in order to release any information from a student's education record. However, FERPA allows schools to disclose those records, without consent, to the following parties or under the following conditions (34 CFR § 99.31): 

o School officials with legitimate educational interest; 

o Other schools to which a student is transferring;

o Specified officials for audit or evaluation purposes; 

o Appropriate parties in connection with financial aid to a student; 

o Organizations conducting certain studies for or on behalf of the school;

o Accrediting organizations;

o to comply with a judicial order or lawfully issued subpoena;

o Appropriate officials in cases of health and safety emergencies; and 

o State and local authorities, within a juvenile justice system, pursuant to specific State law.

School may disclose, without consent, "directory" information such as a student's name, address, telephone number, date and place of birth, honors and awards, and dates of attendance. However, schools must tell parents and eligible students about directory information and allow parents and eligible students a reasonable amount of time to request that the school not disclose directory information about them. School must notify parents and eligible students annually of their rights under FERPA. The actual means of notification (special letter, inclusion in a parent bulletin, student handbook, or newspaper article) is left to the discretion of Little Big Foot Day School. For additional information, you may call 1-800-USA-LEARN (1-800-872-5327).

If events occur in which your child will no longer attend NM PreK, the parent is expected to come to our school office to disenroll the child from class. We will need to have the reason for leaving. If moving, parents will be required to provide Little Big Foot Day School the name of the school along with the city, state, and the expected day of arrival to the new location. Little Big Foot Day School will provide a record of enrollment and attendance to the new school as needed. Our fax number is 505-830-9120 for the new school to send a records request.

ELIGIBILITY – How old does my child have to be to qualify for the PreK program at Little Big Foot Day School?

NM PreK All children served must have reached their fourth (4th) birthday before September 1 of the current calendar year. Sixty-six percent (66%) of the children served must live within the attendance zone of a Title 1 school.

RECRUITMENT- How do you let parents know about PreK at Little Big Foot Day School? 

Thanks to the New Mexico PreK, Little Big Foot Day School is providing PreK for 4-year-old children in our community. We provide information about our program to all populations throughout our community. We do not discriminate when selecting student participants based on race, ethnicity, religion, national origin nor any other unique demographics of which our community’s children represent. Students must, however, live in the attendance zone of a Title 1 school. Title 1 school around us are Bel-Air Elementary, Hodges Elementary and Montezuma Elementary.

Little Big Foot Day School notifies the community of openings for our PreK program in a variety of methods that include: ( Notification is posted and found on our school website by going to Little Big Foot Day School Website at www.Littlebigfootdayschool.com ( Flyers posted at schools throughout the community ( Word gets around, as well, on social media such as Facebook ( In addition, information is posted on the Little Big Foot Day School monthly calendars for PreK. Flyers, calendars, social media, and our school web site continue to post PreK information throughout the year. In addition, parents interested may call our office between the hours of 7:00 a.m. – 6:00 p.m. or leave a message anytime at 575-888-8995. Collaboration efforts between Little Big Foot Day School and other local early learning providers ensure children receive the educational services to meet their needs. As a reminder, students cannot participate in New Mexico PreK at Little Big Foot Day School and be served in any additional programs funded by CYFD PreK. Please check with the school’s personnel if you have any questions pertaining to this topic.

SELECTION/PRIORITIZATION – Are there conditions where one child is selected instead of another for participating in PreK at Little Big Foot Day School? 

New Mexico PreK at Little Big Foot Day School will consider the following situations as priority needs when making participate selections: ( Children who would not otherwise have the opportunity to attend a quality early care and education program ( Children who are not already being funded for early care and education with another funding source ( Children who will attend kindergarten in an elementary school designated as Title 1( Children who are already attending our day school that have been enrolled into our program

ATTENDANCE – What if my child is absent from school?

 A definite relationship exists between success in school and good attendance. Therefore, it is very important that your child is in school every day unless they are ill or other special circumstances exist. For children to receive the full benefits of participating in NM PreK it is expected they will attend at least 90% of the time. When children are sick, their ability to function and learn in the classroom is reduced. We expect your child to stay home until they are well. This will also reduce the chance of infecting the other children. If your child becomes sick at school, we will make every effort to contact you or your emergency contact to take them home. We will try to make them as comfortable as possible until you arrive. Keep your contact numbers and address current with the office and teacher so we may reach you when necessary! 

Attendance Policy 

Regular school attendance is essential for success in school; therefore, absences shall be excused only for necessary and important reasons. Not only is attendance important for academic success, the attendance of school age children is required by state law. Excused absences are subject to approval. We do not expect, nor do we desire, to have students in school who are running a fever, vomiting, diarrhea, coughing excessively, rashes or generally feeling bad. Students with these symptoms should remain at home or be taken to a physician at the parent’s/guardian’s discretion to allow the student time to recover from the illness and to help prevent the spread of disease to others. Parents or guardians should attempt to schedule medical, dental, and other appointments after school hours whenever possible. If a student miss school due to a medical or dental appointment, the parent should ask for an appointment card or a doctor’s note. The appointment card or doctor’s note can be used as documentation of the excused absence. If a student remains home and does not see a physician, the parent should call the school on the day of the absence to verify the reason for the absence. If calling the school is not possible, parents may send a signed note to school with the student when he or she returns. Whenever possible, the school will make a reasonable effort to contact a parent to verify why a student is absent if the parent has not contacted the school prior to the absence or on the day of the absence. If parental contact is made, no other action is needed. For absences greater than one (1) day in length, the school should be notified each day of the absence. However, if the parent knows that a student will be absent for more than one (1) day, notifying the school at the beginning of the absence will suffice. We recommend that if an absence will be more than three (3) days in duration, the parent make contact with the school so that arrangements can be made to provide instructional materials and assignments to the student so that work can be completed during the absence if possible. In all cases, if an excused absence is expected to be for more than five (5) days, parents should contact the school to create a plan to provide instruction at home or other location to prevent the student from falling too far behind. Such plans must be approved by the Director. However, a fifth (5th) unexcused absence, according to State law and District Policy, identifies the student as a student in need of intervention and requires a meeting between school administration and the parents or guardians. At this meeting, the administrator will work with the parents/guardians and student to determine the cause of the unexcused absences, what resources might be available to assist the parents/guardians and student and create a corrective action plan to help prevent future unexcused absences. If parents/guardians fail to respond to notice of the meeting or fail to attend the meeting, the NM PreK Program will be notified that the student is in need of intervention and that the school has received no support from the parents/guardians. Upon a tenth (10th) unexcused absence, parents or guardians will be notified by mail or in person that the student is now considered habitually truant, and another meeting between the parents/guardians, student, and administration must occur. This meeting will be held to develop intervention strategies focused on keeping the student in school. The parents/guardians will also be notified in writing that a future unexcused absence will require that the school notify the program and the student will be disenrolled from the program. In order to be successful in school, students must attend regularly. Little Big Foot Day School has no desire to create additional tension within a family or contention between schools and parents. Yet, we know that attending school as required, putting in the effort necessary, and building good relationships with other students and school staff will ensure the success of our students. Our most important goal is to provide a quality education so that all of our students will be productive and successful. A PreK child who has missed 10 consecutive days without contacting the school office will be dropped from the program and we will contact the parents of the next child on the PreK waiting list and invite that child to fill the vacated spot. Once this process is complete, the child who was dropped will go on the bottom of the waiting list if he/she desires to return to the program. Little Big Foot Day School will work in partnership with parents or guardians to prevent a child to be dropped from our PreK program. The Director will schedule family meetings when concerns arise regarding student attendance. An Attendance Plan will be developed, and resources provided to assist the family in getting the child return to school consistently.
FAMILY ENGAGEMENT PLAN – How can I be a part of my child’s learning? 

Believing the idea that if families grow and learn, young children grow and learn ready to develop into productive and successful citizens, Little Big Foot Day School understands the urgency that parents have been and will be one of the most important factor in their child’s success during their educational journey. Efforts to support our PreK parents with 90 hours or more for family engagement are outlined below.

Parent Visits to Classrooms 

Parents are welcomed to visit classrooms as desired. It is necessary for you to take into consideration, however, that situations where you need to talk extensively with the teacher be scheduled outside instructional time. All visitors are required to first sign in at our front office. You will be given a visitor’s pass to wear while you are on campus. 

Home Visits

Each NM PreK teacher and assistant schedule visits to each individual child’s home prior to the first day of school. Not only do the children and families get to meet their teachers, but our teachers and parents are given the opportunity to learn any pertinent information for the design and development of instruction, so children are set up for a successful school year. Any child entering NM PreK during the year will receive a home visit as well. Teachers will send out a schedule for times. Times start at 9:00am to 3:00pm to accommodate your schedule to the best of our abilities.
 Parent/Teacher Conferences

Parent conferences with teachers are scheduled close to the date that Authentic Observations are completed on all NM PreK children. Classes are not held on these days, but you may bring your child with you if needed. Teachers will send out a letter asking you for three choices of times that fit your schedule best. They will try to establish your conference time reflecting your first choice. However, it may be necessary to use your second or third choices due to conflicts.

The dates for the Parent/Teacher Conferences for the 2019-20 School Year are:

 ( Thursday, October 3, 2019 - Friday, October 4, 2019  (from 8:00-1:00) 

 ( Thursday, February 6, 2019 – Friday, February 7,2019  (from 8:00-1:00) 

 ( Thursday, May 7, 2019 – Friday, May 8, 2019  (from 8:00-1:00)

Open House 

Our PreK class has an Open House night around the second week of the start of PreK. The Teachers gives the parents a snapshot of what their child/children we be doing daily in the PreK classroom.  There are also activities set out for parents and children to participate in at the open house. This is a perfect opportunity to talk with the teachers about things that go on in the classroom.
Family nights 

Little Big Foot Day School has established Family nights. The family nights were designed to meet a variety of criteria: Be interactive with families, engage in fun activates the whole family can enjoy together. Throw out the year there are several family nights held so family can come and join the PreK class in activities like our fall festival, thankful celebrations and your winter festival.

Find the dates for this school year on our PreK Calendar at the end of this document.

PreK Parent Resource and Networking Place

Located within our PreK classroom is a small bulletin board where parents find answers to a variety of school focused questions to help their young learners. Our resource board is maintained by Little Big Foot Day School PreK Staff who listen to parent needs and provide the resources, training, and will address any needs. 

PreK Website 

Many additional parent resources are available on the New Mexico PreK website at https://www.NewMexicoprek.org/. Parents will find an abundance of materials pertaining to child expected growth and development, ideas to create meaningful interactions with young children, and help if you need assistance finding what you need.

SCREENING AND REFERRAL-- What if I have concerns about my child?
Little Big Foot Day School must ensure that the following assessments are completed for each child that is enrolled in the NM PreK by a community health provider prior to the beginning of the school year or within the first three months of attendance. Parents must provide proof that such assessments are do.

-Physical Examination   -Current immunizations   -vision screening   -hearing screening   -dental screening

Children will participate in our screenings throughout the school year. Prior to any child’s participation in screenings, parents are required to sign a Permission to Test that allows Little Big Foot Day School PreK teachers to assess the child. Teachers will conduct screening with children during class activities. Student data from screening results are considered by all teachers when planning lessons and play learning opportunities for all children. Also, an ASQ screening which is a developmental screening that identifies potential developmental delays will go out to every parent that is enrolled into the NM PreK program they will be given a packet to assess their child for two weeks and will being that packet back to the PreK teachers and they we will go over the results in the parent teacher conference. Parent teacher conference will be held 3 months out of the year to go over your child screenings. If a PreK students is experiencing difficulties in the classroom identified by the teacher or parent, they can be referred to a program which we collaborate with which is called child find.  

Students Who Enter with an IEP 

My child already receives services. Will you accept the outside testing results?

Any child enrolling into Little Big Foot Day School with a current Individualized Education Program will have to have the IEP reviewed by the Director and Lead PreK teacher. The services being transferred will continue until an IEP meeting is held. At that point any changes recommended during the meeting will be implemented as required by the PreK teacher.
TRANSITION PLAN – How do I get my child ready to move on? 

We understand that changes can be scary for our little ones, so we make every effort to prepare them for transitioning from home/daycare into PreK and from PreK into Kindergarten. 

JULY through SEPTEMBER—Meet and greet in PreK classroom with the director and PreK teachers, Regular Registration for PreK. Available PreK spots filled as students enroll. PreK Home Visits take place two week before the start of PreK; One week after PreK starts Open House.  

OCTOBER through MARCH— screening held 90 days prior to child’s Four birthday for determination of eligibility for NM PreK; parent teacher conferences, Parents encouraged to participate in school activities and learning opportunities.

APRIL through MAY ---Fieldtrip to a Kindergarten classroom and joining the Kindergartener’s in the cafeteria for lunch. We will also be having a Kindergarten guest speaker at our PreK graduation to inform parents about what goes on the first days of kindergarten and what to expect. the change from PreK to Kindergarten is often smooth and less scary.

Your child’s Portfolios will be sealed and given and delivered to the elementary school your child will be attending for Kindergarten. If you are not sure or have not decided at the end of the PreK school year as to where your child is going to attend we came have your child’s portfolio put in a sealed envelope and you can give it to your child’s kindergarten teacher at the beginning of the new school year.

PROFESSIONAL DEVELOPMENT – How do I know the teachers are qualified to teach my child?

License and Education Levels NM PreK teachers and TA (teacher assistants) are required by the state of New Mexico’s Public Education Department to have a CDC (child Development certificate) and a degree in Early Childhood Education (ECE). All classroom teachers must hold a current New Mexico ECE teaching license and TA must have an associate degree in ECE. Any teacher or TA without these credentials must take classes to work toward acquiring the degrees.

Continued Professional Training Opportunities New Mexico PreK requires teachers and TA to attend trainings on current topics to ensure best practices are being utilized to teach our young students. In addition, PreK staff at Little Big Foot Day School participate in Professional Learning Communities (PLC). These groups of educators meet at least monthly to discuss opportunities to improve instruction and processes. 

Individual Professional Development Plans. Administrators, teachers and TA are required to design an Individual Professional Development Plan each year. The plans must have an overall goal and short-term objectives that give the steps they will take to accomplish their goal and improve as educators.

PROGRAM AND CLASSROOM QUALITY IMPROVEMENT PLANS – Do things always stay the same?

 Each year, each month, each day, we constantly identify procedures and practices that need to be different to make your child’s experiences in PreK the best for them to be successful. Some of these practices can be changed immediately while others must be planned, implemented, studied, and suggested changes acted upon to make meaningful improvement in our program and classrooms. As part of the New Mexico PreK Program, Little Big Foot Day School identifies and sets both short and long-term goals. These goals reflect the individual ambitions of the school and its students. Continuous and enduring progress is based on knowing the site’s opportunities for improvement and planning for sustainable growth.
School Calendar Below 
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AUGUST 2019  –   JULY 2 020  PREK   MONDAY -   FRIDAY /HOURS 8:30AM - 1:30PM    We provide before and after  program  care.   

  

 

HOLIDAYS  

FAMILY NIGHTS    Times vary for    Occasions   

START AND END DATES    First   day   Aug   12   Last day  May 22  

CONFERENCES      6   Days - 1year    C enter closed   

SPRING BREAK  FOR PREK   C losed  day care     O pened   3/30 - 3  

SUMMER PROGRAM /   First day  June 1   Last day  A ug.  2  

PARENT VISITS    Two weeks      9:00am - 3:00pm  

OPEN HOUSE    August 23   4:00pm - 6:00pm  

MEET AND GREET    August 9   4:00 pm - 6:00pm  
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FEBRUARY   MARCH   APRIL   MAY   JUNE   JULY  
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