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CROWN OF LIFE LUTHERAN SCHOOL 

19291 Stone Oak Parkway 

San Antonio, TX  78258 

Phone 210-490-9860  -  Fax 210-490-1552 

Website www.crownoflifesa.org 

School Director – Diane Dillow 

 

Lutheran Church Missouri Synod Christian School 

 

• State Licensed Child Care 

• Early Morning Care – 8am to 9am 

• STARZ – 12pm to 5pm 

 

Mother’s Day Out Programs (based on availability) 

9am to 12pm  Monday through Friday 

9am to 2pm Monday through Friday  

 

Three Years Preschool Program – Monday through Friday 

9am to 12pm Monday through Friday 

9am to 12pm Monday, Wednesday and Friday 

9am to 12pmTuesday and Thursday 

9am to 2pm Monday through Friday 

9am to 2pm Monday, Wednesday and Friday 

9am to 2pm Tuesday and Thursday 

 

Four Years Preschool Program – Monday through Friday 

9am to 12pm Monday through Friday 

9am to 12pm Monday, Wednesday and Friday 

9am to 2pm Monday through Friday 

9am to 2pm Monday, Wednesday and Friday 

9am to 2pm Tuesday and Thursday 

 

Summer Fun Program 
Four Two Week Sessions Two to Four Days per Week 9am to 2pm 

Drop In available 

 

http://www.crownoflifesa.org/
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FORWARD 

 

The purpose of this handbook is to provide you, as parents, with a concise summary of the 

goals, policies, and practices of Crown of Life Lutheran School, with the hope of promoting a 

better understanding of the school program that you have chosen for your child. Parents will 

be given written notification whenever policies in this book are changed. Parents may make 

an appointment with the school director to discuss the policies. 

 

 

 

 
 

 

 

 

 

 

 

 

 

ON THE COVER: 

 

Children looking to the cross as they learn about Jesus and place Him  

in the center of their lives 

 

“How great is the love the Father has lavished on us,  

That we should be called the children of God.” 

1 John 3:1 
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PHILOSPHY 

Mission Statement 

 

“Empowered by the Holy Spirit, our mission is to provide children with a foundation for 

learning and to prepare them for a lifetime of Spiritual growth.” 

 

Lutheran Schools Historical Perspective 
 

Lutheran Schools in the United States were established as early as the first colonies.  Schools in the Lutheran Church-

Missouri Synod (LC-MS) date back to the decade between 1830 and 1840 when a number of Lutheran congregations 

were organized in the Mid-western States and established schools for their children. 

Crown of Life Lutheran School is one of more than 2,300 Lutheran early childhood/elementary schools in the LC-MS 

which minister to more than 185,000 students.  More than 10,000 teachers and administrators, many graduates of 

Lutheran teacher training colleges, staff the schools. 

Crown of Life is a member of the Texas District of the Lutheran Church-Missouri Synod.  Like other Lutheran Schools, 

it does not compete with public schools, but supports every effort of good public education.  The unique purpose of 

Crown of Life Lutheran School is to provide a Christ-centered educational program where children can grow spiritually 

while they fully develop their God-given talents. 

 

 

 

 

 

 

 

 

LC-MS Doctrinal Beliefs 

Crown of Life Lutheran School desires to share the love of Christ with children and their families.  We recognize and 

affirm the involvement of many parents and families in other Christian churches in and near San Antonio.  However, if 

your family is unattached to another church, we invite you to explore and expand your spiritual journey with Jesus 

Christ. Sunday morning worship and special services at Crown of Life Church are open to all.  Sunday School, Youth 

and Adult Bible Classes are also offered each week. 

Several times each year, a Good News Group is offered for those wishing to grow in their relationship with Christ and 

His Church.  Individuals, who publicly acknowledge Jesus Christ as their one true Savior and accept the doctrine of The 

Lutheran Church-Missouri Synod, are welcome to share membership in Crown of Life Lutheran Church. 

A note about Baptism: The Lutheran Church-Missouri Synod believes that God gives the gifts of forgiveness and new 

spiritual life through Holy Baptism and invites infants and young children to receive these blessings, too. 

 “People were bringing little children to Jesus to have Him touch them, but the disciples rebuked 

them. When Jesus saw this, He was indignant. He said to them, ‘Let the little children come to 

Me, and do not hinder them, for the kingdom of God belongs to such as these. I tell you the truth; 

anyone who will not receive the kingdom of God like a little child will never enter it.’ And He 

took the children in His arms, put His hands on them and blessed them.” (Mark 10:13-16) 
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OBJECTIVES 

Goals 

Crown of Life Lutheran School has been established by Crown of Life Lutheran Church as an act of faith believing that 

it must carry out Christ’s commission to “Go and make disciples...teaching them all things I have commanded you.” 

(Matthew 28:18-20)  This is accomplished at Crown of Life Lutheran School through continuous and diligent efforts to 

teach Crown of Life students, their families, and the community about Christ’s life and love for mankind. 
 

We believe the… 

Heart of Education is Education of the Heart! 

Therefore, we propose: 

• to educate, not only for this time, but also for eternity. 

• to educate the whole child - mind, soul, and body. 

• to teach children that learning is fun. 

• to meet the highest educational standards, equal or superior to the best that all other schools have to offer, 

while continuously reaching for and integrating God’s word into all that is taught. 

• to make Crown of Life Lutheran School children “wise for salvation through faith in Christ Jesus...thoroughly 

equipped for every good work.” (1 Timothy 3:15 & 17) 
 

 

CHRISTIAN GROWTH 

Chapel Time 

School chapel services are conducted weekly by Pastor Mark Barz and Pastor Chris Nuttelman, and other COL staff 

members.  Parents are invited to attend and share the joy of worshipping with the children.  An offering is collected at 

each chapel service and is given to a child-oriented ministry or service project selected by the faculty and approved by 

the Crown of Life Board of Christian Education.  The children are actively involved in learning about the selected 

service or ministry project. We also contribute monthly to Compassion International. 
 

Church Worship Services 

COL Lutheran School Families are always welcome to join our church worship services on Sundays and Holy Days.  

Our first worship service on Sunday is at 8:00 a.m. in the Sanctuary followed by Fellowship in the Community Life 

Center Gathering Space with coffee and donuts.  Our Sunday School for ages 3yrs to 5th grade is held from 9:20 a.m. to 

10:30 a.m. in the Preschool Classes.  Youth and Adult Bible studies are also held from 9:30 a.m. to 10:30 a.m.  Our 

second service begins at 10:45 a.m. in the Sanctuary.  Both services are traditional worship with closed Holy 

Communion celebrated each Sunday for confirmed members and confirmed guests of the Lutheran Church Missouri 

Synod. 

Good News Group 

There is an ongoing Good News Group that is led by Pastor Mark Barz or Pastor Chris Nuttelman. It’s a time for 

informal discussion and Bible study with those who are searching for a better relationship with Jesus Christ, seeking to 

understand the Bible better, desiring to build some new relationships, wondering about what Lutherans believe, and 
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considering membership at Crown of Life Lutheran Church.  Please call the Church Office at 210-490-6886 for more 

information and dates for this group. 

 

ADMINISTRATION 

School Operation 

Crown of Life Lutheran School is owned and operated by Crown of Life Lutheran Church, a congregation of the 

Lutheran Church-Missouri Synod.  Final authority in the control and operation of the school rests with the Crown of 

Life Lutheran Church Voters’ Assembly. 

To carry out the purpose and philosophy of the school, the Voters’ Assembly delegates responsibility for operation of 

the school to the Board of Christian Education.  Regular meetings of the Board are held monthly.  These meetings are 

open to the public with the exception of executive sessions. 

The Voters’ Assembly also contracts a School Director, who is responsible for administering the approved policies of 

the school.  The Director, with help from the faculty, suggests changes to policy, curriculum, and facilities for the 

improvement and welfare of the school and the Christian education provided to the students.  The School Director is 

the primary contact person for faculty, parents, and the public in all areas of school operations.  
 

Hours of Operation 

The center is open Monday through Friday from 8:00 a.m. until 5:00 p.m.  These hours are in effect September through 

May of each calendar year.  The center closes promptly at 5:00 p.m.  Two four-week sessions are available during the 

summer months, Monday through Friday, 9:00 a.m. until 2:00 p.m.  The Education Office is open from 9:00 a.m. until 

4:00 p.m.  

Parents may visit the school any time during the hours of operation to observe your child, observe the center’s 

operation, and to participate in program activities.  Stop by the Education Office for assistance. 
 

SCHOOL TUITION AND FEES 

Computer System Accounting 

We are using the ProCare Computer System for daily recordkeeping and financial transactions.  Tuition and fees are 

collected monthly using the convenient drop box located in the Education Office.  For a list of fees due parents are 

encouraged to select the Accounting button using the ProCare Computer System which is also used for checking your 

child in and out of the school each day.  If you need further explanation of the fees, please visit the Education Office. 

Payments will be posted as received and will be reflected on the Accounting screen.   

Parent Financial Obligation Policy – No Payment No School (Revised July 1, 2014)  

ALL payments (Tuition, STARZ, Supply Fees, and Other Fees) must be paid in full by the 10th of each month.  If 

payment is not received on time, there will be a $20.00 late fee assessed to the account with no exceptions.  Effective 

July 1, 2014 each family is required to list a current credit card with our Tuition Express payment process to fulfill the 

parent financial obligation any account 30 days past due.  This secured information will be used to collect a balance 

owed once the school account is thirty days past due with a balance in the minimum amount of $5.00.  While we are 

appreciative of you allowing COL to provide care for your child, we also require payments in a timely manner.  You 

will be notified in advance that the payment is past due and that the credit card you have on file will be used as a 

Tuition Express payment for the amount owed.  You will also be given a receipt after payment has been processed.  It is 

the parent’s responsibility to ensure the Education Office has a current credit card on file at all times.   

In the event payment cannot be collected at the thirty day notice of past due status, your child will not be permitted to 

attend our school until the balance of the account is paid in full.  COL and you as a parent will ensure that your child 

remains enrolled in our school by taking the necessary steps to provide payments on time. 
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We appreciate your understanding the need for this revised policy.  Any concerns or questions can be addressed with 

our School Director. 

Payments, Supply Fees, and Late Fees 

Payments are expected on the 1st of each month. A $20.00 late fee is added if payment is not received by the 10th day of 

each month.  If there is a family financial crisis, we encourage you to stop by the Education Office to explain your 

financial situation, and perhaps make payment arrangements.  This will be based on each individual family 

circumstance.  Annual supply fees are to be paid in full by September 10. 

Credit Card payments can be made using MasterCard, VISA, and Discover Card only.  American Express is NOT 

accepted. 
 

Tuition Express 
 

Parents will have the option of automatic withdrawal from a specific account through the Tuition Express program.  

The Tuition Express enrollment form is available in the Education Office.  The process date for the automatic 

withdrawal is the 6th of the month unless that date falls on a weekend or holiday.  If that occurs, payments will be 

processed on the next business day.  If there is a delay in the process, the Education Office will notify the enrolled 

families of the status of the payment process. The fee for declined payment will be $10.00.  Please advise the Education 

Office of any Tuition Express changes to avoid the declined payment fee. 

 

Tuition Discounts 

Tuition discounts apply for children of Crown of Life Lutheran Church members, school employees, and families with 

two or more children enrolled in the preschool program or the Mother’s Day Out program and for families who pay 

tuition for the entire year by September 10. 

Early Morning Care Fee 

Early Morning Care is available for families needing care Monday through Friday from 8:00 a.m. to 9:00 a.m. at the 

rate of $5.00 per hour.  Early Morning Care is billed at the end of each month and will be charged to your account for 

payment the following month. 

STARZ (STARZ) 

STARZ is our 2015-2016 Extended Care Program that is available Monday through Friday from 12:00 p.m. to 5:00 p.m. 

STARZ is billed at the rate of $5.10 per hour at the end of each month and will be charged to your account for payment 

the following month. Children are welcome to attend during the STARZ hours even on a day they are not normally 

scheduled to attend class.  If  STARZ is to be used on a drop-in basis, a reservation should be made 24 hours in advance 

whenever possible and the child must be currently enrolled in one of our other programs.   

STARZ Lunch Fee 

In the event a child is signed up for STARZ  and does not have lunch provided by the parents, a lunch will be provided 

and an STARZ  lunch fee assessed.  We will attempt to contact the parent first.  The lunch will include a fruit cup, 

drink, and macaroni and cheese for a $5.00 fee.  This charge will be posted to the account ledger on the same day and 

may be paid with the next month’s tuition. 

Student Withdrawal 
 

At least a two week written notice to withdraw from the Program is appreciated. Accounts with an outstanding balance 

for more than 20 days will be reviewed by the School Director, parents contacted, and arrangements for payment made.  

Any financial issues or concerns should be brought to the attention of the School Director. 
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PROCEDURES FOR PARENTAL NOTIFICATION  
 

Parents are notified by email of any policy changes. 

POLICIES 

Entrance Requirements 

Children are admitted to the Mothers’ Day Out program following their 2nd birthday, as space permits.  Children 

turning 3 years of age, on or before September 1st of same calendar year, are eligible for admission to the three-year-old 

school program and must be potty trained.  The Pre-Kinder classroom admits students turning 4 years old, on or before 

September 1st of same calendar year and must be potty trained. 

Children must be enrolled in our Mothers’ Day Out or preschool program in order to be eligible for the STARZ 

program.   

 

Probationary Period:  All children initially enrolled in our programs will enter a probationary period of four weeks.  If 

during that period we determine our setting is not meeting the developmental, behavioral, or learning needs of your 

child, his or her enrollment may be suspended.  Please refer to our discipline and guidance policy in this handbook. If 

you should elect to suspend your child’s enrollment, two week’s notice is required. 

 

 

 

 

Student Documents Policy 

As a State Licensed Child Care Center, we are required each school year to have every parent complete and sign these 

student documents:  Enrollment form, admissions form, discipline, family history, photo and class directory and 

authorization to release form, receipt of parent handbook, allergy form, emergency form, copy of current immunizations 

record.  The Medical form requires a physician’s signature stating the child is in good health to attend our school.  This 

form must be signed by the parent. These forms will be kept in the student file and available for Licensing to inspect.  

Non-Discrimination Policy 

Crown of Life Lutheran School does not discriminate on the basis of sex, race, creed, handicapping condition, or 

national/ethnic origin. All students are entitled to the same rights, privileges, programs, and activities generally 

accorded or made available to Crown of Life students. Our center is a private child care/preschool that is Licensed 

by the State of Texas and chooses to adhere to Title III of the Americans with Disabilities Act (ADA) 

requirements for accessibility.  Centers have to make reasonable modifications to their policies and practices 

to integrate children, parents, and guardians with disabilities into their programs unless doing so would 

constitute a fundamental alteration.  Centers must provide appropriate auxiliary aids and services needed for 

effective communication with children or adults with disabilities, when doing so would not constitute an undue 

burden. We reserve the right to attempt to meet the needs of ALL children with the understanding that special 

needs children will be considered and accepted providing the child’s needs can be adequately met in a group 

care situation like the classroom.  In the event that our school cannot adequately care for the special needs 

child, and considering what is best for ALL the children in the classroom, the family may be required to 

provide and pay for a one on one attendant to assist the child with activities.  If this solution is not acceptable, 

and all feasible means to keep the child enrolled have been tried, then the child may be asked to leave the 

school.  The School Director will then decide when that would be best and if any fees are to be reimbursed to 

the family. Resources such as an Early Childhood Intervention agency that offers specific programs, such as 

the Brighton Center, may be referred to the family.  For more general information about ADA requirements in 

a private child care center, we ask that you visit this website www.ada.gov/childq%26a.htm. 
 

 

http://www.ada.gov/childq%26a.htm
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Drop Off, Release of Children and Late Pick-Up Policy 

Under NO circumstances should a child be dropped off at the front door of the school and be allowed to go to their 

classroom unattended.  If you have a reason why you are unable to bring your child into the building or to come in and 

pick up your child, please call the Education Office for assistance at 490-9860.  NO CHILD should be left in a car alone 

and cars must NOT be left running when you are in the building. 

No child will be permitted to leave the school grounds on their own or with anyone who is not designated on the family 

history form, unless written notification is presented by the parent.  When anyone, other than the parent, is to pick up a 

child, picture identification (Driver’s license) must be presented.  A person picking up a child MUST be eighteen years 

or older. Your child’s safety is of utmost importance to us. Parents will be called if there are questions regarding this 

matter. 

Children who have not been picked up from either preschool or Mother’s Day Out within 5 minutes of the regular 

dismissal time will be sent to the STARZ Program.  Based on our ProCare Time Clock, after 5:00 p.m. the following 

late pick-up fees will be assessed. 

• $10.00 for any time after 5:00 p.m. in STARZ 

• $ 1.00 for each additional minute after 5:15 p.m. in STARZ 

The school closes promptly at 5:00 p.m., so please make arrangements for your child to be picked up before 5:00 

p.m. 

If you are unable to pick your child up within 5 minutes of the regular dismissal time, please call.  The teacher will 

discuss the change with your child and reassure him/her that he/she will be well cared for until you arrive.  Following 

this procedure will also assure that your child will be sent to the STARZ Program at the regular $5.00/hour billing rate. 

Children must be checked in and out daily using the ProCare Computer System.  Parents will be trained on check 

in/check out procedures upon enrollment in the school.  A personal ID code and password will be issued. 

In the event of any changes to your regular routine or pick up persons, please notify the Education Office. 

During inclement weather (hard rains), children may be dropped off or picked up at the breezeway of our Community 

Life Center (CLC, at the green building and the Cross).  Your child will be escorted to or from the classroom by his/her 

teacher or other staff.  We ask that you wait in line for your child to be brought to or picked up from your car.  Please 

place a sign with your child’s first name and initial of last name in big, bold letters, and teacher name on the front 

passenger side window.   Please enter the parking lot and drive towards the CLC.  We will have umbrellas to cover your 

children as they enter or exit your car.  This is not mandatory but an offer to you for convenience only. 
 

Attendance Policy 

It is essential that children attend school regularly to provide continuity in the learning program.  Daily attendance is 

recorded.  Absences for reasons other than illness should be avoided.  No tuition refunds are given to students due to 

absences.  

Punctuality is necessary! Persistent tardiness is disruptive to the learning environment and will set a standard for 

elementary school.  Please arrive as close to 9:00 a.m. as possible.  The teachers are setting up classrooms for a fun day 

of learning prior to that time.  You may enter the classroom no earlier than 8:55 a.m. Your cooperation in this area will 

benefit the education of all children within your child’s classroom.   
 

Discipline and Guidance Policy 

Most children desire to please and want to follow directions and rules; but this does not always happen.  When 

discipline or behavior problems occur, your child will be dealt with lovingly, but firmly.  A reminder of rules and 

appropriate behavior is generally all that is needed.  If unacceptable behavior continues, time away may be used in order 

for the child to be removed from the situation which provoked the behavior. Once the child has gained self-control 

he/she will return to the classroom activities.  The School Director may also be asked by the classroom teacher to assist 

with a disruptive situation or child.  Parents will be consulted immediately.  If disruptive behavior continues, a plan of 

cooperative action involving both the school and the parents will be implemented.  If the plan of action is not successful 

and disruptive behavior continues, the child may be asked to leave our program.  It is our goal that all children have 

equal opportunity to learn and grow in the classroom. 
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Upon enrollment, parents are required to sign a form stating that they have been advised of the discipline and guidance 

policies.  All school staff and volunteers are also required to sign this policy.  Extra copies are kept in the Education 

Office. 
 

Biting Policy 

Biting is a serious issue in a large group situation.  Teachers will handle incidences of biting in this manner: 

• A confidential log will be kept which will include the time, date, place, and the names of the children involved in 

the incident. 

• The parents of the children involved will be informed of the incident and will need to meet with the Director.  They 

will be asked for suggestions on how best to resolve the situation. 

• If a child bites a second time, the parents will be asked to remove the child for the rest of the day. 

• If the child bites a third time, the child may be expelled from the program.  A large group situation may be too 

stressful for the child.  The child may need to be in a small group situation, i.e., a small play group where the parent 

is present. 
 

Health and Medical Emergency Policy (Illness and Exclusion Policy) 

Effective learning is closely related to good health.  The school will attempt to foster good health care for the students 

individually and as a group.  Parents are primarily responsible for the health and wellbeing of their children.  Please do 

not send your child to school if sick.  If a child has symptoms, such as:  fever, rash, diarrhea, or vomiting, they 

should not be in school for 24 hours from the time symptoms subside. When your child returns to school after an 

illness, please let the teacher know in writing the reason for the absence.  If your child has had a communicable disease, 

a note from your physician stating that your child is free of symptoms and no longer contagious is required.  The same 

applies to the COL staff members. 

In the event of sudden acute illness or injury resulting in the need for immediate emergency medical services, 

emergency medical information provided on the admission form and the emergency card will be used.  Please be sure to 

update these forms every time your phone number, employment number, or emergency contact person’s numbers 

change. 

 

Insect Repellent and Sun Screen Policy 
 

Insect repellent and sun screen will be available in the Education Office to apply to a child upon parent request only.  

Since there may be allergies to repellent and or sun screen, parents may provide these to leave in the Education Office 

with their child’s name on it.  The products available in the Education Office are Cutter and OFF for insect repellent, 

and Coppertone and Nutregena for the sun screen.  

 

Medication Policy 

Medication may be administered to a child in school only with a written, dated, and signed request from the 

child’s physician or parent.  Prescription medication must be in the original container, labeled with the child’s name, a 

recent date (within three months), instructions for administration, and the physician’s name.  Non-prescription 

medication, such as: Aspirin, cough syrup, etc., will not be administered to the child unless properly supplied and 

authorized in writing by the parent.  Only over the counter ointments, such as diaper cream or Neosporin may be 

administered with written parental consent.  If your child requires an Epipen Jr for acute allergies, you must provide a 

plan of action from your child’s physician.  The same applies if your child has asthma symptoms and requires an 

inhaler or nebulizing treatment.  This plan of action for both the Epipen Jr. Use and asthma inhaler/nebulizing 

treatment will be in effect for the school year or as otherwise ordered by the physician.  Any student medications will be 

available to the staff during school hours and will be secured overnight.  Parents may pick up the remaining medications 

at the end of the school year from our Education Office. 
 

Immunization Requirement Policy 
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According to our policy, ALL children enrolled in Crown Of Life Lutheran School, must be current on 

immunizations, no exceptions. Unfortunately, we do not accecpt immunization exemptions. In compliance 

with state law, a copy of each child’s current immunization record must be on file in the school office on the 

child’s first day of school.  Children must have received immunizations to attend school.  Each immunization 

must be signed or stamped by a physician.  See page 22 for complete chart summary of vaccine requirements. 

COL staff members are encouraged to receive a flu vaccination each year, however it is a suggestion and not a 

State requirement. All staff and volunteers must present proof of a negative TB Tine test IF required by the TFPS.  

Teachers must not report to work ill, but must call the Director the night before or by 7:00 a.m. so that the class may be 

covered by a substitute.  Staff members may also call someone on the approved substitute list to fill in but must inform 

the Director or Acting Director of this before 8:00 a.m.  Please do not come to work if sick.  If you have symptoms, 

such as:  fever, rash, diarrhea, or vomiting, you should not be at work for 24 hours from the time symptoms subside. 

If you have had a communicable disease, a note from your physician stating that you are free of symptoms and no 

longer contagious is required.  All open wounds must be covered, safety measures taken and a safe environment must be 

maintained at all times.  Children cannot be left alone at any time.  Hepatitis shots are available for full time workers 

through Workers Benefits Plans.  Part-time workers will be reimbursed for the cost of the inoculation. Annual flu 

immunizations are encouraged for all staff. 

  

Special Senses Screening Policy 

Visual acuity and hearing sensibility screenings are required for 4 year olds enrolled in the school.  Speech screening is 

optional. 
 

Snacks and Lunch Policy 

Parents are required to provide a nutritious snack for their child each day they attend school.  Cups of water and napkins 

will be provided by the school.  Please remember to provide foods that are not a choking hazard (carrots, hot dogs, large 

grapes, etc.).  Children attending our programs that include a lunch time must bring their own lunches and drink daily.  

If your child has an allergy we prefer that you also provide the snack for STARZ.  Crown of Life Lutheran School does 

not offer a hot lunch program.  Sugar free drinks, nutritious snacks and lunches are encouraged! 

NOTE:  Your account will be charged $5.00 should it be necessary for Crown of Life Lutheran School to provide 

your child a lunch because one was not provided by 12:00 noon.   
 

Animals at School Policy 

Parents will be notified in writing when animals (hamsters, guinea pigs and other small animals) are or will be present.  

Please let us know if you do not want your child to handle these animals.  At any time please do not bring pets into 

the building without permission from the School Director.  Many children have allergies and we must ensure their 

wellbeing at school. 

CURRICULUM 

Christ Centered and Bible Based 
 

The Crown of Life Lutheran School curriculum is Christ-centered and Bible-based. The Christian faith is taught, not as 

an added subject, but as a way of life and permeates the total curriculum. The Voyages curriculum (Concordia 

Publishing House) is currently used as the basic framework from which the teacher plans each school day. In addition, a 

well-rounded program is offered and includes pre-academic readiness skills, speech/language skill development, social 

skill development, and gross/fine motor skill development. 
 

Spanish, Music and Movement 
 

Our Spanish, Music and Movement class is once a week for all children at COL during the months of October through 

April.  It is led by the teacher and all age groups attend together.  Simple Spanish words of colors, numbers and songs 

are taught to the children.  Music and Movement is a fun way to get the children to develop their body awareness in 

space.  These songs are showcased in our annual Spring Program that is held in May. 
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Progress Reports 

Children in our Three Years and Fours Years Programs  receive a Progress Report in the fall and at the end of the 

school year.  The Progress Reports are intended to show how each child is developing during the school year and to 

guide parents on how they can help their students meet their goals.  Anytime a parent would like to conference with the 

teacher regarding their child’s progress, we ask that you contact the teacher to set up a mutually convenient date and 

time. 

Curriculum Enhancement Trips and Transportation 
 

Curriculum enhancement trips are sometimes taken in some classes. Students visit special places in and around our area 

that help reinforce in class learning and the development of social skills.  Some trips require a parent to attend.  Parents 

can also sign a permission slip for their child to ride with another parent or grandparent who has completed a 

transportation course and has provided proof of insurance and submits a copy of their driver’s license. Parents will 

always be notified before children are transported away from the school.  MDO children do not take curriculum 

enhancement trips.  When you accompany your child on a curriculum enhancement trip, you do not check in your child 

for that day since you will be responsible for your child while away from the school.  If you do not accompany your 

child on the curriculum enhancement trip, the office staff will check your child in to the assigned class. 
 

Water Activities 

Occasionally the children will have a water day at school.  Sprinklers are set up on the school grounds.  Parents will 

always be notified before a water day and will be asked to complete a permission form before their child may 

participate.  We ask that you apply sunscreen to your child at home on water day. 
 

DAILY ROUTINES 

Student Check In and Out 
 

All students are to be escorted by their parent to their assigned classroom and escorted from the classroom, playground 

or CLC (varies from class to class) to exit the building.  Students are to be checked in to their classrooms using the 

ProCare System. We ask that you use the WEST entrance where you will be given access into the building by remote 

door access.  The same applies to checking out students using the ProCare System.   If you are unable to pick up your 

child within 5 minutes of the regular dismissal time, please call.  The teacher will discuss the change with your child.  

Following this procedure and at that time the teacher will take the child to the STARZ Program at the $5.10 per hour 

billing rate. 

 

Children must be checked in and out daily using the ProCare Computer System.  Parents will be trained on check 

in/check out procedures upon enrollment in the school.  A personal ID code and password will be issued.  We ask that 

you keep this information confidential.  If you have a person who will drop off or pick up your child on a regular basis, 

we can issue a separate personal ID code and password.  This will allow us to have an accurate account of who comes 

and goes with your child.  

In the event of any changes to your regular routine or pick up persons, please notify the Education Office. 
 

Health Check 
 

As each child arrives at school, a visual health check is completed by the teacher.  If the teacher notices signs or 

symptoms of illness or injury, the teacher will communicate this with the parent and determine if the child can remain at 

school according to the Department of Family and Protective Services Minimum Standards and the school health 

policy. 
 

Clothing 
Clothing for the child should be: 

• Loose enough to provide comfort and freedom 

for movement. 

• Large enough to pull on easily (especially 

outerwear). 
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• Suitable to the weather for outdoor play (we go 

outside every day, weather permitting). 

• Marked adequately with the child’s name. 

• For girls – bike shorts/shorts worn under 

dresses (due to all the climbing they do on the 

playground). 

• Avoid jewelry that could become a choking 

hazard on the playground. 

• Washable (we often get messy!) 

 

 

  

Shoes: All children are required to wear tennis shoes and socks to school each day.  Crocs, cleats, sandals, and 

flip flops are not allowed.  Western boots are not permitted except on Rodeo Day. 
 

A Shoe Poem for You to Remember 

Those flip-flops are adorable. 

Your sandals are so cute. 

And you look very stylish 

In your clogs and cowboy boots 

But when you’re on the playground, 

Where there’s dirt and mulch and rocks 

The safest things for you to wear 

Are Sneakers and some socks! 

The mulch can scratch your ankles. 

The rocks can stub your toes. 

You might take a tumble 

And bop your little nose! 

Your teachers want to keep you safe. 

We think you’re very sweet. 

So please wear socks and sneakers 

To protect your little feet! 
 

Please put your child’s name on everything!!  At times, children aren’t sure which jackets or items are theirs. We will 

make every effort to return lost items if they are labeled.  It is good to include an extra set of clothing along with socks 

and underwear in a labeled zip lock bag to be kept in the bottom of your child’s bucket or tote bag.  Please remember to 

replace clothing as your child grows and the weather changes. 
 

Early Morning Care 
 

Early Morning Care is available for families needing care Monday through Friday from 8:00 a.m. to 9:00 a.m.   at the 

rate of $5.10 per hour.  At 9:00 a.m. children will be escorted to their classrooms. 

STARZ 

STARZ is available from 12 noon to 5 p.m. Monday through Friday.  Students may also attend STARZ on the days 

when they normally do not attend scheduled classes.  If STARZ is to be used on a drop-in basis, a reservation should be 

made 24 hours in advance whenever possible and the child must be currently enrolled. Parents are to sign their child in 

on the STARZ Log Book so that the children can be taken to STARZ at the end of the scheduled class time. Office Staff 

will make the transfer to STARZ on the ProCare System. 

 

PARENT INVOLVEMENT 
 

Parent Observations 

Parents are welcome to visit classrooms, however, please bear in mind that this is not time for a conference with your 

child’s teacher.  If you wish to observe the classroom at any time, you may do so from the classroom door window.  Or 

if you would like to observe in the classroom, please contact your child’s teacher to arrange the most appropriate time 

for your visit. Please do not bring younger children when you observe the classroom! 
 

Parent Teacher Link - Parent Volunteers 

We love volunteers!!  You are a wonderful enrichment to our school.  Our Parent Teacher Link (PTL) provides 

volunteers to assist teachers with learning activities, special parties and events, projects, field trips, etc.  The PTL also 

needs parents to assist with fundraisers from time-to-time.  If you are able to volunteer occasionally, please let your 

classroom teacher or PTL Coordinators know of your interest.  DON’T WAIT TO BE ASKED! 
 

EMERGENCY RESPONSE PLAN 
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Fire and Explosion 

Evacuation plans with escape routes are posted in each classroom, and other areas.  Monthly fire drills and 

quarterly severe weather and tornado drills will benefit the children in the event of an emergency.  An 

information box containing phone numbers of parents will enable us to contact you from any location. Please 

make sure your emergency card is up to date with correct phone numbers and emergency contacts. 
 

The two off campus evacuation sites will provide an area large enough to accommodate approximately 85 

students and approximately 15 staff members along with access to restrooms, a kitchen, first aid supplies and 

telephones.  These sites will only be used on the day of the evacuation until all children are picked up by their 

parents.   Crown of Life Lutheran School will communicate with parents to let you when classes will resume. 

Our evacuation plan from our location will be to walk to either of the following facilities: 

• Stone Oak Elementary is located on the west side of Crescent Oaks, across the street from Crown of 

Life Lutheran School and is easily accessible.  The address is 21045 Crescent Oaks, San Antonio, 

Texas  78258 and the telephone number is 210-497-6200. 

 

• The Haven of Stone Oak is located at the corner of the Knights Cross and Crescent Oaks and is easily 

accessible.  The address is 511 Knights Cross, San Antonio, Texas  78258 and the telephone number is 

210-404-2687. 

 

For our students with physical or intellectual disabilities, they will be taken to the evacuation location by way 

of carrying the child(ren) with the designated persons assigned to them. 
 

 

Weather 
In the event of severe weather, we reserve the right to close the school for safety of the staff, children and families.  If 

North East Independent School District is closed due to inclement weather, then we will also be closed.  Please check 

the local TV and radio stations for this information. 

SCHOOL SAFETY MEASURES 
Security 

Our intentions to keep our students, their families and our staff safe and secure are a priority to us.  Our campus is a 

closed campus as we implement our school’s safety and security measures:   

• Our campus cameras are active and are randomly recording pedestrian traffic within our campus in the 

following areas:  East Entrance Door, West Entrance Door, Main Entrance Area and the Main Hallway of the 

school building.  Viewing of these cameras is monitored. 

• We will have a staff member in the Main Entrance Area who will allow persons known to her/him to enter the 

school while our doors are locked for drop off and pick up during designated times.  During this time the staff 

member will have a two way radio to use in the event a threatening situation occurs.  All Staff membesr are 

aware of the lockdown or exit procedures. 

• As our doors are locked, we ask that you come to the WEST entrance to press the doorbell and Office 

Staff will let you in by electronic access at that door.   

• Visitors to our school and church will be able to press the doorbell button at the WEST entrance and Office 

Staff may elect to let them in by electronic access at that door or meet them at the door. 

• Please do not allow a person into our buildings if you do not recognize them as a school family. 

• We ask that you continue to use the ProCare Check In and Out system for recording attendance of your child at 

our school. 
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Parking Lot 
 

The safety of all children and their families are of the utmost importance to us here at Crown of Life Lutheran 

School.  At Drop Off and Pick Up times, the parking lot can become very congested and it is very hard to enter 

and exit.  When entering or exiting the parking lot, please do so carefully at a reduced speed of no more than 

ten miles per hour.  Avoid stopping the flow of traffic by pulling into a parking space to talk to another parent.  

While driving in our parking lot, stay off your cell phones.  It can be difficult to see small children around 

vehicles even when drivers have no distractions.  Handicap parking is to be used only by those with the 

vehicles equipped with the required license plates or dash tags.  Please do not leave children or valuables in 

your car unattended. 
 

No Cell Phone Zone 
 

Cell phones are not to be used while driving through the parking lot.  Your driving requires your full attention 

for the safety of all children, including those younger ones in strollers.  Please do not talk or text on the cell 

phone in the parking lot unless you are in a designated parking place.  When picking up your child, please 

refrain from using your cell phone so that time can be special to both of you.  Staff may be allowed to use their 

cell phones to communicate to the Education Office while on the playground, in a classroom which does not 

have a phone, or in the event of an emergency.  In most cases, however, they will communicate with walkie 

talkies. In all other cases, cell phones will only be allowed in designated areas or when a staff member is on a 

break. 
 

Gang Free Zone 
 

Effective September 1, 2009, House Bill 2086 requires that information about gang-free zones be distributed to parents 

and guardians of children in care at licensed child care centers.  A gang-free zone is a designated area around a specific 

location where prohibited gang related activity is subject to increased penalty under Texas Law.  The gang-free zone is 

within 1000 feet of our child care center.  The purpose of gang-free zones is to deter certain types of criminal activity in 

areas where children gather enforcing tougher state penalties. For more information about what constitutes a gang-free 

zone, please consult sections 71.028 and 71.029 of the Texas Penal Code.  Contact the San Antonio municipality or 

Bexar county court house for information on how to obtain a copy of a map of gang-free zones for the purposes of 

prosecution.  
 

Pesticide Applications 
 

As part of our commitment to provide your child with a safe, pest-free learning environment, Crown of Life Lutheran 

School may periodically apply pesticides to help manage insects, weeds or pathogens.  Pesticide applications are part of 

our integrated pest management program, which relies largely on non-chemical forms of pest control.  Pesticide 

applications on Crown of Life Lutheran School property are made only by trained and licensed technicians.  Should you 

have questions about our school’s pest management program or wish to be notified in advance of pesticide applications, 

you may contact our director, Diane Dillow at 490-9860, or at diane.dillow@crownoflifesa.org. 
 

Safe Kids Vehicle Policy 
 

NO CHILD should be left in a vehicle unattended at any time for any reason.   If you need 

to stay with your child in the vehicle and cannot drop off your student or pick up your student, please call the 

Education Office and someone will be happy to assist you. Under no circustances should a vehicle be left 

running unattended in the parking lot. 

 

Safe Kids Buckle Up Program 
 

mailto:diane.dillow@crownoflifesa.org
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We always have your child and your family in our best interest regarding safety.  We want to ensure that your family is 

safe when you leave our center.  We ask that you go by the safety child seat guidelines set forth through the Safe Kids 

Worldwide Program: 

• It’s up to every parent to take full advantage of the new innovations by making sure car seats and booster seats 

are used and installed correctly.  

• Here’s what you need to know to ensure that your most precious cargo is safe in cars.  Road injuries are the 

leading cause of preventable deaths and injuries to children in the United States. Correctly used child safety 

seats can reduce the risk of death by as much as 71 percent.  

• Find a Safe Kids car seat checkup event near you.  

• We know that when adults wear seat belts, kids wear seat belts. So be a good example and buckle up for every 

ride. Be sure everyone in the vehicle buckles up, too. Don’t drive until ALL safety belts are on and secured. 

 See more at: http://www.safekids.org/car-seat#sthash.J0wVsLkI.dpuf 

 

 
 

 

 

OTHER INFORMATION  

Holiday and Birthday Parties 

Special events and days are highlighted and celebrated throughout the school year.  Parents are asked to assist in the 

planning and preparation of these special celebrations (October Costume Party, CHRISTmas, Valentine’s Day, Easter, 

and End-of-School-Year).  Individual teachers will explain procedures for these celebrations in their classrooms. 

Children are encouraged to celebrate their birthday at school with classmates; however, simplicity is necessary!  A 

classroom celebration is not meant to replace a party given in your home, or at a location of your choice.  Class parties 

must be limited to special refreshments only! Unless all children within your child’s class are to be included, birthday 

invitations are not to be handed out at school.  Please be sure to check with your child’s teacher if there are children 

with allergies in the class.  Parents of children with allergies may choose to provide a special snack for the party day. 
 

Mother’s Nursing Room 
 

A private Mother’s nursing room is available for nursing children.  Please let the Education Office know your need to 

use this room, and they will make accommodations for you.  The room is located in the foyer near the sanctuary 

entrance.  A rocking chair and privacy screen are available to the nursing mother in the church cry room. 
 

Licensing and Inspections 

According to the Department of Family and Protective Services Child Care Licensing Division, parents are 

entitled to see the following information about our school by making an appointment with the School Director: 

• State Minimum Standards  

• Most recent Licensing Inspection/Investigation Report (compliance information is also available on 

 the web at www.dfps.state.tx.us or from your local Licensing office). 

• Documentation of liability insurance that complies with Human Resources Code, Section 42.0491 

• The most recent Fire Marshal’s Inspection Report 

• The most recent Health Department’s Sanitation Inspection Report 

• The Child Care Center’s operational policies (Parent Handbook) 

 

Parents may contact the local Licensing office at (210) 337-3399.  The DFPS child abuse hot line is 1-800-

252-5400 and the DFPS website is www.dfps.state.tx.us. 
 

http://www.safekids.org/events
http://www.safekids.org/car-seat#sthash.J0wVsLkI.dpuf
http://www.dfps.state.tx.us/
http://www.dfps.state.tx.us/
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Frequently Asked Questions 
 

How do I contact the school?  490-9860 or preschool@crownoflifesa.org  
 

What is COL?  Crown of Life 
 

Can I come to Chapel?  Yes, it is on Wednesday and Thursday at 9:45 a.m.  Check with your child’s teacher for any 

schedule changes the week you plan to join us. Days and times are subject to change. 
 

Why are some doors locked?  SECURITY – We want to know who is in our facility and why.  Please do not open a 

locked door for anyone unknown to you. 
 

Who do I call if my child is ill?  You may contact our Education office at (210) 490-9860 for a note to be given to 

your child’s teacher.  

 

Closing Comments 

Cooperative effort is essential between parents and school.  In order to maintain a harmonious relationship, it is 

important for parents and teachers to work together and communicate often.  If you have a question or concern, please 

don’t wait to ask it!  No question is unimportant when it comes to children and their needs. 

In the event that a parent feels that a teacher is not handling something properly, the parent should first approach the 

teacher courteously and directly to discuss the matter.  The School Director may be consulted if parent and teacher are 

unable to resolve the situation privately.  Discord and disunity soon develop when the matter is discussed with people 

who are not involved and do not have the ability to resolve the problem. 

As Christians working together for the benefit of Christ’s little ones, we will pray for each other and remember that we 

serve God, not ourselves in all things. 

God grant us a happy and harmonious relationship through Christ  

in all that we accomplish together this school year. 
 

 
   NOTES: 
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Crown of Life Lutheran School Calendar 2017-2018 
 

 

 
Day   Date   Event 
 

AUGUST 2017 

Sunday Aug. 27 Consecration of the school staff, during worship services 

Monday  Aug. 28 Staff CPR and First Aid Instruction, 10:30 a.m.-1:30 p.m. 

Tuesday Aug. 29 Staff Orientation Day, 9 a.m.-1 p.m.- CLC                 

Wednesday  Aug. 30 Classroom preparation for the staff 

Thursday Aug. 31 Meet and Greet for TTH classes and 5 day 4s- varied times 
 

SEPTEMBER 2017 

Friday  Sept. 1  Meet and Greet for the MWF classes- varied times 

Monday Sept. 4  Labor Day, school holiday 

Tuesday Sept. 5  First day of classes at COL 

Wednesday Sept. 27 Open House & Ice Cream Social, 6:15pm 
  

OCTOBER 2017 

Monday Oct.2  Spanish begins 

Tues./Wed. Oct. 3,4 Vision, hearing and speech screening available for ages 3 1/2+ 

Friday  Oct. 6  Via Education Bus visits COL- MWF Fours programs (tentative)  

Monday Oct. 9  Columbus Day, school holiday 

Tues./Wed. Oct. 10, 11 Rescreening for vision and hearing, ages 3 1/2+ 

TBA  TBA  Fire Truck Visit, 10-11 a.m. 

Tues.-Fri. Oct. 10-13 Individual Class Pictures by Little Trees Photography 

Mon./Tues. Oct. 30, 31  Fall Dress-Up Days 
 

NOVEMBER 2017 

Thursday Nov. 16 Chapel, Turkey Tango and Dessert with Parents, TTH classes 

Friday  Nov. 17 Chapel, Turkey Tango and Dessert with Parents, MWF classes 

Monday Nov. 20 Staff Development Day, student holiday 

Mon.- Fri. Nov. 20-24 Thanksgiving holidays, student holidays 
    

DECEMBER 2017 

Wednesday Dec. 13 Preschool/MDO  children participate in Advent Service, 11:15 am                                                                                                                                

Thursday Dec. 14 Preschool/MDO children participate in Advent Chapel, 11:15 a.m. 

Thurs./Fri. Dec. 21,22 Class CHRISTmas parties & Jesus’ birthday celebrations 

Wednesday Dec. 23-31 CHRISTmas Holy Days, school holidays 

 

Empowered by the Holy Spirit, our mission is to provide children with a foundation  

For learning and to prepare them for a lifetime of spiritual growth. 
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Crown of Life Lutheran School Calendar  2017-2018 
 

Empowered by the Holy Spirit, our mission is to provide children with a foundation for learning and to 

prepare them for a lifetime of spiritual growth. 
 

Day   Date   Event 
 

JANUARY 2018 

Mon.- Fri..  Jan. 1-5 CHRISTmas Holy Days, school holidays 

Monday  Jan. 8  Classes Resume  

Monday  Jan. 15  Martin Luther King, Jr.’s birthday, school holiday 

Thurs., Fri.  Jan. 25, 26 EARLY CHILDHOOD EDUCATORS  

CONFERENCE, STUDENT HOLIDAYS 
 

FEBRUARY 2018 

February  TBA  Dental Health Month, special activities     

Tues./Wed.  Feb. 13, 14 Classroom Valentine’s Day parties 

Monday  Feb. 19 Staff Development Day, student holiday    
    

MARCH 2018 

Sun. - Fri.  Mar. 4-9 National Lutheran Schools Week celebrations  

Mon. - Fri.  Mar. 12-16 Spring Break, school holidays 

Wednesday  Mar. 28 Class group pictures taken by Little Trees Photography 

Thursday  Mar. 29  Class group pictures taken by Little Trees Photography 

Friday   Mar. 30 Good Friday, school holiday 
 

APRIL 2018  

Sunday  Apr. 1  Easter Sunday 

Monday  April 2  Easter Monday, school holiday 

Saturday  April 7 Touch-A-Truck  (tentative) 

Friday   Apr 27  Battle of Flowers Parade, school holiday 

  

MAY 2018 

Wed./Thurs.  May 2,3 Mother’s Day Out Spring Program, 9:15 a.m. 

Thursday  May 3  Spring Program- ALL PRESCHOOL CLASSES 6:15 p.m. 

Mon.-Fri.  May 7-11 Teacher Appreciation Week 

Monday  May 28 Memorial Day, student holiday 

Wednesday  May 30 Last day of school and extended care- 

Thursday  May 31 Closing Chapel, End of the Year Celebrations, TTH classes 

 

JUNE 2018 

Friday    June 1  Closing Chapel, End of the Year Celebration, MWF classes 

Friday   June 1  Staff End of Year Luncheon, 12:00 p.m. 
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INFORMATION ON REPORTING CHILD ABUSE 
CHILD ABUSE HOTLINE 1-800-252-5400 

Form 7261 / 3-2004 

 

· Child abuse and neglect are against the law in Texas, and so is failure to report it.* 

 

· If you suspect a child has been abused or mistreated, you are required to report it to the Texas Department of 

Family and Protective Services or to a law enforcement agency. 

· You are required to make a report within 48 hours of the time you suspected the child has been or may be 

abused or neglected. 

 

What is Abuse? Abuse is mental, emotional, physical, or sexual injury to a child or failure to prevent such injury to a 

child 

 

What is Neglect? Neglect includes (1) failure to provide a child with food, clothing, shelter and/or medical care; and/or 

(2) leaving a child in a situation where the child is at risk of harm. 

 

How do I make a report? 

 

1. Call the abuse and neglect hotline at 1-800-252-5400. 

2. When you make a report, be specific. Tell exactly what happened and when. Be sure to record all injuries or incidents 

you have observed, including dates and time of day and keep this information secured. 

3. Reports should be made as soon as possible but no later than 48 hours before bruises and marks start to fade. It is 

important for the investigators to be able to see the physical signs. 

4. Give the agency person any information you have about the relationship between the child and the suspected abuser. 

5. Please provide at least the following information in your report.  

    Name, age, and address of the child 

· Brief description of the child 

· Current injuries, medical problems, or behavioral problems 

· Parents names and names of siblings in the home 

 

Will the person know I’ve reported him or her?  

 

Your report is confidential and is not subject to public release under the Open Records Act. The law provides for 

immunity from civil or criminal liabilities for innocent persons who report even unfounded suspicions, as long as your 

report is made in good faith. Your identity is kept confidential. 

 

Finally, err on the side of caution. If you have reason to suspect child abuse, but are not positive, make the report. If 

you have any doubts about whether or not it is abuse, call the hotline. They can advise you if the signs you have 

observed are abuse. 

 

* Failure to report is a Class B criminal offense, punishable by a $2,000 fine and/or imprisonment for up to 180 

days. Failure to report also could subject you to considerable monetary liability in a civil rights action. 
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PRO CARE SYSTEM - PARENT NOTES (August 2017) 
 

CHILDREN ARE NOT ALLOWED TO TOUCH THE COMPUTER SCREEN.  This can 

cause a system malfunction if they randomly touch the screen and the check in/out process will be delayed. 
 

• CHECKING IN – On the touch screen after entering the ID code and password, the box with your 

child’s name will be green – PRESS FINISH – DO NOT touch the square, the system will go to the 

verification screen, PRESS FINISH again and the system will automatically check your child in. 
 

• CHECKING OUT – On the touch screen after entering the ID code and password, the box with your 

child’s name will be pink – PRESS FINISH – DO NOT touch the square, the system will go to the 

verification screen, PRESS FINISH again and the system will automatically check your child out. 
 

• TWO CHILDREN – ONE ABSENT – Touch the square of the ABSENT CHILD ONLY – PRESS 

FINISH – the system will go to the verification screen, PRESS FINISH again and the system will 

automatically check in the child or children attending. 
 

• ACCOUNTING – Green/Blue highlighted items are tuition and supply fee charges, Yellow highlighted 

items are payments received. Always look for your currents balance in the far right column. 
 

• PAYMENTS – The Education Office has a locked drop box on the wall just inside the door – Please 

drop off CHECKS in the box and CASH payments can be placed in an envelope with your name, 

student name on the outside and also place in the drop box.  Credit Card payments are accepted with 

MasterCard, VISA, and Discover card ONLY.  We encourage you to use the Tuition Express auto draft 

payment option from your checking, savings, or credit card accounts. 
    

• RECEIPTS – Requested receipts will be printed. 
 

• STATEMENTS – If you need a statement, please ask the Education Office to print one with the needed 

time frame (example January through May). 
 

• SUPPLY FEE PAYMENTS – Supply fees are to be paid in full by September 11.  Posted supply fee 

payments on the ACCOUNTING screen will show under comments “SF PD in FULL” or SF PIF” and 

list the check number and amount paid.   
 

• MESSAGES – Please check with the Education Office upon receiving messages.  You cannot continue 

the process without checking your messages first. 
 

• STARZ – Please use the STARZ SIGN IN sheet, completing the information with your signature 

authorizing the move to STARZ.  CHECK OUT your child on the touch screen.  The STARZ billing 

will be on the next month’s accounting screen and will be under comments as “Month EXT. CARE 

Hrs” at the $5.10 hourly rate. 
 

• ID CODES and PASSWORDS– If your ID code and password are not working please let the Education 

Office know and we will correct the problem.  If you need another ID code and password for someone 

who will drop off or pick up your child on a regular basis, please let the Education Office know and a 

DIFFERENT ID code and password will be issued.  Please keep your ID code and password 

Confidential. 
 

• SYSTEM PROBLEMS – Please immediately report system problems to the Education Office. 
 

THANK YOU for your patience and support as we teach you the Procare System this school year.  If you 

have any questions, please let us know.  
 

Diane and Mary Ann 
Education Office 


