ARK 2 PRESCHOOL POLICIES
2026/2027

EIN Number:
Our EIN number is 23-232-0254. This is the number to be used if you are claiming your preschool expenses on your federal
income taxes.

Communication:

Communication between parents and teachers is very important here at Ark 2. We communicate with you in a variety of ways
including updating our bulletin boards for each class day and notes sent home with your child. Please make sure you are checking
the bulletin board outside your child's class daily as well as all materials sent home with your child each school day to stay up to
date. We will also make important announcements such as weather closings and school events on the Ark 2 Facebook page and on
the school website at ark2preschool.com. Our teachers also utilize the Class Dojo App to communicate with you about reminders
and announcements pertaining to your class.

Conferences:

Student assessments with be handed out in the spring for the 3's class. Our Kinder Prep classes will have assessments in the fall
and parent teacher conferences in the spring. Information regarding your child's development will be shared. In addition to
conferences, we encourage parents to discuss concerns or observations with the classroom teacher on an on-going basis.

Dress:
Please send your child to school ready to play! Coats, boots, mittens, raingear, etc. should be labeled. Closed-toe shoes that
lace, Velcro or buckle are encouraged, as well.

Personal Belongings:
Please be sure to label all your child's belongings including coats, sweaters, cups, snack bags, backpacks and extra clothing.

Snack:

Each child is expected to bring his or her own snack to school each day. Please include a drink and any utensils needed for this
snack. We are a NUT-FREE SCHOOL. For the safety of our students who have allergies, we do not allow any peanut or tree
nut products in school. Your support in keeping our classrooms safe is greatly appreciated! If an error has been made, an
alternative snack will be offered to your child, and the snack containing nuts will be sent home at the end of the school day.

Parent Participation:
We strongly encourage parent participation at Ark 2. Any need for parent help or participation will be sent home in a note from
your child's teacher, on the Class Dojo app or communicated to you by your Parent Representative.

A parent representative will be assigned to each class. This person will attend monthly board meetings, assist teachers, and
communicate with class parents. Opportunities to sign up for parent representative will be given at the beginning of each year.

Pick Up and Drop Off:

Drop off and pickup are done through the Ark 2 door at the back of the Covenant House building. We will open the doors for
students to arrive starting at 8:55 AM. Children should be dropped off no earlier than five minutes before class begins and
should be picked up no later than five minutes after class is dismissed. Ark 2 will not assume responsibility or liability for
children dropped off without an Ark 2 staff members knowledge.

We ask that parents present Ark 2 with a list of individuals who have permission to pick up their child. Ark 2 will not release a
child to a person of whom we have no prior knowledge.

If someone other than the parent will be picking up your child, we must have a written note or call from the parent
THAT DAY to notify us of the change in regular pick-up person. We ask that the parent notify the designated pick-up
person to be prepared to show identification.



Ark 2 will assume no responsibility or liability for children dropped off, or picked up by a sibling or other children under the age
of 18. Ark 2 will not assume responsibility for siblings left in cars without supervision during pick-up and drop-off of students.
** In the event that a child has not been picked up within 10 minutes after class has been dismissed, the child will be taken to
the Director's office. A written warning will be issued at the first occurrence. The parent will be required to sign, date, and
write the actual time the child has been picked up on the Late Pick-up Sheet. Subsequent late pickups will result in a fine of $5
per child for each 5 minute period the parent is late picking up the child. The fine will begin accruing after the 10 minute grace
period expires. The fine will be applied to the next month's tuition bill.

Parking:

Parking is available in the parking lot across the street from the church, and in the parking lot next to the Lighthouse. Parking
in the circle drive is reserved for those parents dropping off more than one child, or those with babies. Please use the parking
lots when coming in for special programs or volunteering in the school. We must keep our circle drive clear for emergency
vehicles. Thank you for your cooperation.

Safety:
The Ark 2 entrance door will be locked during school hours. If you come to visit during school hours and no one is in the office,
please ring the doorbell for assistance or call 570-992-4950.

Fire drills will be conducted throughout the school year beginning in October. The purpose of the fire drill is to practice
exiting the building safely in an emergency.

Each staff member is certified in CPR and basic first aid for the safety of all children. The certification is renewed every two
years.

Buddy System:

In cases where a student may require more of a teacher’'s time than the teacher is able to give, the Ark 2 Board reserves the
right to determine if a "buddy system” is needed. The purpose of the buddy system is to avoid the undue occupation of the
teacher and teacher assistant’s time with one child, fo the detriment of the other children in the class. The "buddy” (18 years
or older) may be selected by the parent or guardian and is subject to approval by the Board. The burden of the additional cost
for the "buddy” will be the responsibility of the parent or guardian. The "buddy” shall conform to the rules and policies of Ark
2 and the staff.

Professionalism:

The following is the recommended procedure when a parent has a question, concern or complaint:
1. First action: Take concern directly to the Ark 2 staff member with whom the question, concern, or complaint involves.
2. Second action: Take concern to any member of the Board of Directors. Email contact- ark2board@gmail.com

Substitute Teachers:

Throughout the year, substitute feachers and teacher assistants are needed when our regular staff members cannot be in
school. We encourage parents to apply to Ark 2 to be substitute teachers. If interested, please see the Office Administrator.
Substitutes are required to complete criminal background checks and child abuse clearances.

Bad Weather:

Ark 2 Preschool will follow the Stroudsburg Area School District for bad weather cancellations. Information regarding the
SASD cancellations can be found online, on TV or on the radio. In addition, the Ark 2 Facebook page and Class Dojo App will be
updated with any cancellation or delay information.

SASD closed/virtual day.........coccccoes wervvvvcrvrrcren Ark 2 is closed
SASD is operating on a one-hour delay................Ark 2 is on a one-hour delay
SASD is operating on a two-hour delay...............Ark 2 is on a two-hour delay, mommy & me and enrichment will be canceled.




Make Up Days:

Ark 2 Preschool will not make up the first 2 bad weather days. After the 2 bad weather days are used, Ark 2 Preschool will
make up all bad weather days within the school year. These days may be added to the end of the year or may be held on days
other than those regularly scheduled. Make Up days cannot pass the first Friday in June.

Holiday Celebrations:
Ark 2 is a Christian preschool. We celebrate the following holidays through stories, songs, special crafts, and celebrations that
may be carried out throughout the month. Refunds will not be given for students who do not celebrate certain holidays.

Halloween: pumpkins, ghosts, witches, scarecrows
Thanksgiving

Christmas: birth of Christ, Santa and reindeer
Valentine's Day

St. Patrick's Day

Easter: the resurrection, bunnies, eggs

Illness:

For the well-being of all, we ask that a child is kept home if you observe any of the following:
-cough
-fever (A child must be fever free for 24 hours without medication before returning to school.)
-earache

-sore throat
-nausea or vomiting
-diarrhea

-skin eruptions

In addition, if you think that your child does not feel well enough to participate in the classroom routine, please keep him/her
home.

Medication:

Medications (prescription or over-the-counter) may only be administered during the school day if a medical authorization form
has been completed by a child's physician. This completed form and medication are to be given to the Office Administrator.
Medical authorization forms can be picked up in the Ark 2 office.

Toilet Training:

Children in the 3's and Kinder prep classes must be toilet trained. Children must be aware of the need to use the toilet and be
able to notify the teacher when needed. Diapers and Pull-ups are not permitted.



