
  

 

Grace Children's Learning Center 
“A Ministry of the Grace United Methodist Church” 

 

    

 “Putting Kids First” 

Parent Handbook 
2021-22 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
9750 Wellington Rd. 
Manassas, VA 20110 

703-393-2345 
gclcangels@gmail.com 
www.umcgrace.org/gclc 

 
 

Vision/Mission Statement 
We view each child as a unique individual with needs and gifts to be  
recognized, respected and met.  To reflect this, a “developmental”  

curriculum is provided within our loving and positive Christian  
environment where children and their families will: 

 

• Be welcomed with radical hospitality 

• Engage in passionate worship during chapel, JAM (Jesus and Me) 

• Learn to reach out to others in mission and service with generosity 

• Grow intellectually, socially, physically and spiritually 
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Tuition  
Tuition is due the 15th of the preceding month for all 1/2 day 
preschool classes and Jr. K.  Tuition is due by Monday of the 
current week for full day options and before and after care.    
Payment may be in the form of personal check, cash, money 
order, or via Tuition Express using a savings, checking account 
or credit card.   A late charge of $25 will be imposed for tuition 
more than 5 days late .  Returned checks will incur a $35 
service charge.  If a problem arises in meeting your tuition 
obligation for any month, please contact the office.  We will do 
our best to find an agreeable payment solution.  If your account 
is more than 30 days in arrears and no attempt has been made 
to make payment arrangements educational services may be 
terminated until arrangements have been made.     
 
To ensure proper posting of your payments the following 
procedures have been implemented.  Tuition checks must be 
dropped of in a tuition box; mailed to the school or paid via 
Tuition Express using a credit card, personal checking or 
savings account.  Tuition boxes are located on the first floor 
hallway by the restrooms and outside the school office on the 
lower level.  Tuition payments may not be sent via your child’s 
back pack or folder.  Teachers are not authorized to accept 
tuition payments.   
Please note all registration fees are non-refundable.   
Credit Card payments will incur an additional 3%  

 
2021-22 Tuition Rates 

MMO is our Program for children ages 6 weeks through 2 
years. 
 
Schedule Options   Rates                  
 

2 Days per week 9:20-1:2:30     $305/mo      
3 Days per week 9:20-12:30      $338/mo 
5 Days per week  9:20-12:30      $370/mo                
 
Before Care 3 Days   per week    $100/wk  
3 Full Days per week          $220/wk                
 
Before Care 5 Days per week   $120/wk                  
5 Full Days per week                $255/wk 
 
Infant-2ôs Registration Fees 
Registration Fees   $100/yr 
Supply Fee    $100/yr    

 
Preschool Options   Rates 
T/Th 9:15-12:30    $300/mo 
MWF 9:15-12:30    $330/mo 
M-F 9:15-12:30    $365/mo 
Jr. K 9:15-2:15 ( for 4 & 5 year olds only) $420/mo 
 
3 Days 7am-5pm  Full Day   $200/wk 
M-F 7am-5pm    Full Day   $215/wk 
Before Care 3 Days 7-9:15     $80/wk 
Before Care M-F 7-9:15    $100/wk 

 
Preschool Registration Fees 
Registration Fees $100/yr 
Supply Fee   $100/yr 
 
Kindergarten Options   Rates 
KG Class 9:15-3:15   $525/mo 
Before or After Care 3 Days     $80/wk 
Before or After Care M-F    $100/wk 
Before & After Care 3 Days  $100/wk 
Before & After Care M-F               $120/wk 

 
Kindergarten Registration Fees 
Registration Fee     $100/yr 
Supply Fee     $100yr 
Book Fee     $100/yr 
Kool Kit Fee     $25/yr 
 

School Tuition is calculated on a daily basis then divided into 9-
1/2 equal payments for ease of book keeping.  Families are not 
charged for holidays or scheduled school closings.  Teacher 
Workdays are calculated in monthly tuition.          
 

Multiple Children Tuition Discount  
10% discount per 2nd, 3rd, 4th etc 

 
Late Pick-Up Fee Schedule 

$10 for first 15 minutes  
$25 for 16-20 minutes 
$35 for 21-30 minutes  
$25 for each ten minute period thereafter                   

(Prices and hours subject to change.) 
 
Probationary Period 
All children are accepted into our center on a trial basis.  If the 
program is deemed unsuitable for a child at the end of the 30-
day trial period, a conference will be scheduled with the 
teacher, director and parents.  Please note registration fees are 
non-refundable. 

 
Goals and Objectives 
• For each child to have experiences that enrich and 

enhance cognitive, receptive, expressive, social, emotional, 
physical, and creative development; 

• For each child to know himself/herself as a child of God; 

• For each child to develop a positive self-concept; 

• For each child to know the balance of independence and 
interdependence. 

 
Our Licensure 
GCLC is Virginia State licensed.  Standards for licensed centers 
address health precautions, adequate play space ratios, 
equipment, program and record keeping.  Criminal record 
checks and specific qualifications for staff are required.  The 
facility meets all applicable fire, health, and building codes.   
 
About Our School Staff 
We select our staff through careful consideration of education, 
training and experience.  We employ people who are warm and 
nurturing, understand child development, and apply their 
knowledge in the classroom.  They must respect each child as 
an individual.  We seek employees who value working as a 
team--with parents, children, and colleagues.  Each staff person 
and School Board member has on file three references.  We 
require a Criminal Record Check (through the Virginia State 
Police), Sex Offender Check and Child Protective Services 
Check.  Background checks are repeated every 3 years on all 
staff, in addition to random monthly rechecks.  
 
Continuing education is an important requirement of every staff 
member working with children at GCLC.  Each teacher attends 
training in first aid, CPR, communicable disease recognition, 
child abuse recognition and prevention, child development, 
curriculum planning, health and nutrition, and teaching 
methods.  All staff members obtain 25 hours of continuing 
education annually.   
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School Office 
Our school office is located on the lower 
level entrance of the church.  Our school 
administrative staff, are available to assist 
you here.   
 

Our school phone number is 703-393-2345 and our email is 
gclcangels@gmail.com.   
 
Our admin staff is here to help you with your accounts, 
payment arrangements, program questions, staffing concerns, 
general information, child development concerns, evaluations, 
counseling, obtaining visitor passes and general guidance and 
friendly conversation.  Office hours are 7:30 AM to 5:00 PM 
Monday - Friday.   
 
If you have questions, concerns, comments, complaints or 
praise please stop by, call us or email us.  There may be times 
when we are all away assisting a class.  Should you arrive 
during these busy moments, please be patient and we will 
return as soon as possible.   
 
Security At Grace 
If you are walking into the building to drop off or pick up your 
child during regularly scheduled times, you may enter on the 
lower level or the main weekday entrance.  Once you enter the 
building you may proceed directly to your child’s classroom.   
 
If you enter the building during non-pick up and drop off times 
you must enter via the lower level entrance and sign in with the 
office.  Once you have signed in we will issue you a visitor pass 
and you may proceed to your child’s classroom.  All visitors are 
required to have a Photo ID.  Your child is protected by a 
security system to maintain the safest possible environment 
with minimal interruption.  If you arrive and the doors are 
locked, please press the call button located on the building near 
the door for access.   

 
Outer and interior doors will be open during the following 

times for pick up and drop off.   
Attendance   
Regular attendance is required so children receive the 
necessary experiences and instructional time to prepare them 
for their next year.  When a child is absent, please phone the 
office.  Should a child require extensive absence, please 
contact the school office to make appropriate arrangements.  
Poor attendance may result in the need for Kindergarten 
students to be retained.  Please make every effort to have your 
child to school by 9:30.   
 
Withdrawals 
Should voluntary withdrawal from GCLC become necessary, 2 
weeks written notice is required.  Refunds will not be given for 
any withdrawal not prearranged.  Families are financially liable 
for 2 weeks tuition from the date withdrawal notice is given, 
regardless of attendance. 
 
What Happens When a Child is Not Picked-Up? 
Children not picked–up by the end of their session will be 
brought to the office.  We will attempt to contact the parents.  If 
the parents are not available we will contact the emergency 
contacts on file.  Our school closes for the day at  5 PM.  If a 
child has not been picked up by 5 PM or a parent reached,  
Administration will contact local police and Department of 
Social Services may be called to take custody of the child.   
 

 
Discipline Policy 
Discipline or guidance will always be positive, productive, and 
immediate when behavior is inappropriate.  No child will be 
humiliated, shamed, frightened or subjected to verbal or 
physical abuse by staff, volunteers, peers or by other parents.
  
Children learn best through positive reinforcement, consistency 
and imitation.  We believe we can best accomplish this by 
having a variety of activities, limiting the number of children 
allowed in a particular area, and using the following discipline 
policy. 
 
*Infants and toddlers will always be redirected and positive 
behavior will be reinforced.  There will not be any time outs 
used for these age groups.  We will use words to help the 
child identify what he/she is feeling.*  

 
Discipline Guidelines 

Talk with the child.  Find out why he/she is angry or upset.  
Discuss the inappropriate behavior and what appropriate 
actions could have been used. 
 
If behavior continues, remove child from the area and engage 
him/her in another activity. Notify the child that if behavior 
continues, he/she will need to spend quiet time away from the 
group. 
 
Children will have a few moments in Time Out, providing him/
her the opportunity to calm down.  (Child will sit no longer than 
1 minute per year of the child’s age). 
 
If behavior continues, the child may be asked not to return to 
the particular area for the remainder of the day. 
 
If behavior further continues the child will be removed from the 
room, spoken to and notified that the inappropriate behavior will 
not be accepted.   
 
Conferences between parents and teachers may become 

necessary and will be scheduled for a 
mutually acceptable time. 
 
After exhausting all previous aspects of the 
Discipline Policy, a child may be suspended 
for disruptive behavior.  If behavior continues 

following suspension, expulsion may be deemed necessary. 
Children at our center will not receive physical or emotional 
punishment.  Children who have conflicts or problems with 
others while at our center will be encouraged to verbalize their 
concerns.  A teacher’s role is that of a facilitator. She/he is 
expected to model positive problem-solving.   
 
The following forms of punishment are absolutely 
prohibited at GCLC: 

• Spanking or shaking a child 

• Forcing a child to assume an uncomfortable position or 
raising arms horizontal to body  

• Withholding food/beverage 

• Verbal abuse/belittling 

• Restraining through binding or tying 

• Punishment for a toilet accident 

• Enclosing in a confined space, box, closet or similar cubicle 

• Using exercise as punishment     

• Punishment by another child 
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• Punishment by applying unpleasant or harmful substances  

• Behavioral guidance shall be constructive in nature, age 
and stage appropriate, and shall be intended to redirect 
children to appropriate behavior and resolve conflicts.        

 
Dismissal Policy 
Circumstances may arise making it necessary to remove a 
child from GCLC.  These may include: class size dropping 
below eight children, non-payment for tuition & fees owed, 
incomplete paperwork for child’s file, parents not supporting our 
developmental philosophy of early childhood education, our 
inability to meet a child’s needs, a child becomes a danger to 
himself/others, and/or severe behavioral problems. 
 

*Although we do our best to work with you,  
these are limits that have been established and will be 
adhered to in the best interest of all involved.* 

 
Emergency Procedures 
Posted inside each room are an Evacuation Map and a Shelter-
In-Place Map.  Parents should be familiar with these maps so if 
they are in the classroom during a drill or emergency they will 
be aware of gathering locations.  Remember to follow the 
teacher’s lead and please do not interfere with our evacuation 
procedure.  Children and our staff become comfortable and 
familiar with the evacuation routine and making changes will 
confuse the children.   
 
Evacuation drills are conducted monthly. An alarm bell signals 
a real fire and practice drills.  Staff will lead the children out of 
and away from the building.   
 
Attendance will be taken immediately to ensure that all children 
are accounted for.   
  
In the event of severe weather with high winds, children will be 
kept away from windows.  If necessary, they will be moved to 
the interior core of the building.  Weather conditions will be 
monitored by radio in the office.  Tornado drills are conducted 
quarterly. 
 
Evacuation Plans for emergency situations, man-made 
Disasters, and Shelter-In-Place are on file in our school office.  
Parents are welcome to request a copy for review.   
 
 
Reunification Plan 
In the event of an emergency situation, school administration 
will phone you as soon as possible.  We will notify you of the 
situation and where you will meet your child.  Should children 
need to be taken to a hospital or other emergency care center 
via ambulance, school administration will work with emergency 
technicians to record hospitals that each child is taken to.   
Parents should monitor local radio and television broadcasts for 
information regarding reuniting with their child.   
 
When a parent is not able to meet us at the designated 
location, the school director (or in her absence, the next in 
command) will assume responsibility of the child and take the 
child home with her.  The Director will make every effort 
possible to contact the parents to notify them.   
 
Directorôs Contact Information 
Susan Bardwell, pengi5882@gmail.com 
Home:     540-720-7950  Cell:  703-477-4234 
Address: 190 Winding Creek Road  Stafford, VA 22554 

Asst. Directorôs Contact Information 
Shannon Pendleton, shanmariepen75@gmail.com 
Home:      703-897-6147 Cell: 703-597-2470 
Address:  14972 Spiggs Tree Lane Dale City, VA 22193 
 
Reporting Suspected Child Abuse 
In accordance with VA code 63.2-1509, any teacher or other 
person employed at Grace Children's Learning Center who has 
reason to suspect that a child is abused or neglected must 
immediately report such information to local or state Social 
Services agencies.   According to state law, all persons 
required to report cases of suspected child abuse or neglect 
are immune from civil or criminal liability, or administrative 
penalty or sanction, on account of such reports unless such 
person has acted in bad faith or with malicious purpose.   
 
Missing or Lost Child Policy 
Teachers, all staff and volunteers of Grace Children’s Learning 
Center will and MUST have students within sight and sound at 
all times.  Exterior doors on the lower level remain locked when 
arrival time has ended.  Doors to classrooms remain closed 
during the school day.  Staff constantly takes head counts 
throughout the day.  Daily schedules are posted outside each 
door, so parents and management can easily locate students.   
At no time will a child be left unattended.  If a child strays from 
the group, a staff member will remain with the group and return 
them to the classroom.  The Director will be notified 
immediately and will assign a search task force.  Administration  
will immediately contact parent and legal authorities as a 
thorough search is conducted.  Code Adam is initiated and all 
doors are locked and movement through the building ceases.  
No one is dismissed during a Code Adam.   
 
Food Policy 
Morning snack is served daily.  A high nutritional standard is 
displayed in all food served.  Meat, fruits, vegetables, dairy and 
carbohydrates will be part of the menu. Snacks meet or exceed  
nutritional standards of the Child Care Food Program 
established by the U.S. Department of Agriculture.  Snack 
items must be in original sealed package.  We are unable to 
serve previously opened foods.  Each child brings snack once  
monthly for their class. Menus are sent home monthly 
specifying each child’s snack and the date needed.  Questions 
regarding snack should be directed to the child’s teacher or the 
school office. Children enrolled in the full day preschool receive 
an afternoon snack as well.   
 
Peanut Policy and Allergy Policy  
Our school is sensitive to the increased number of peanut 
allergies in our community and world.  The National Food 
Association recommends children under the age of five years 
not be served peanut products.  GCLC is proud to be a Peanut 
Sensitive School.  During school hours, products with peanuts 
and peanut butter are not prepared, served or eaten by staff or 
children.  This policy includes field trips, special events and all 
school activities.  
 
Please send only the items listed on the snack calendar.  Our 
staff is responsible for reading and ensuring the safety of all 
food items prior to opening packages. 
 
When children bring lunch from home during the school day or 
for a field trip, we follow the same peanut-sensitive guidelines. 
If a child’s lunch contains an item with peanuts, our staff will 
remove it and replace it with an appropriate item.  When this 
occurs, we will explain to the child and send a note home with 
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the item.    
  
On party days, please send in the specific items requested by 
the room parent or teacher.  If an additional treat is desired for 
the children, try to stick to non-food items such as pencils, 
erasers, stickers, small booklets, etc.  For birthdays and parties, 
we suggest mini cupcakes or other alternative treats such as 
brownies, ice cream, pudding, Jell-O, Rice-Krispie Treats, etc.   
 
Children with food allergies must supply ALL of their own food 
for snacks and lunches.  We request special treats to be sent in 
ahead of time to keep in the freezer or classroom cabinets for 
party days.   
 
If a child has a food allergy, we have special forms to complete.  
A physician’s signature is required for all food allergies and 
medications.  While we make every possible effort to maintain a 
safe environment, we can not guarantee children suffering from 
a peanut allergy will not come in contact with peanut traces.  
Our school does not permit peanuts and peanut butter, but 
Grace Church is not peanut free, nor are many field trip 
destinations.  We will do everything within our ability to ensure 
the safety of each child.  When prescribed, Epi-Pens are kept 
with the child at all times.  They are locked in a medication box 
and carried by the teacher.  All GCLC staff are trained in Epi-
Pen use.  
 
An open line of communication is the key to a safe environment 
for everyone.  Each class has an allergy chart posted on their 
teacher cabinet with the child’s allergies listed. 
    
Guidelines for Keeping a Child Home From School: 
 * Red, irritated eyes 
 * Nasal discharge that is not clear 
 * Fever 
 * Diarrhea 
 * Vomiting 
 * Rash of unknown origin 
Children must remain home from school for 24 hours after the 
above symptoms have disappeared.  When a child is ill, he/she 
has a weakened immune system and is more susceptible to 
germs. If a child becomes sick at school, he/she will be 
separated from the group and made as comfortable as 
possible.  Children must be picked up by a parent or emergency 
contact within 30 minutes. 
 
Families are required by law to report to Grace Children's 
Learning Center within 24 hours when an enrolled child or a 
member of their immediate household has developed any 
communicable disease.  If any enrolled child or 
any member of their household contracts a life-
threatening communicable illness, families 
agree to contact the school immediately.   
 
Medication Policy 
Medication may be administered when 
necessary.  Medication includes topical 
ointments, Epi-Pens, oral medications and sunscreen.  (Topical 
ointments, sunscreen, diaper rash cream and other over-the-
counter medications do not require a physicianôs signature, but 
a parent must complete a Medication Authorization Form.)  The 
following criteria must be met prior to medication being 
administered: 
   
1. The parent/guardian must complete a Medication Form which 
authorizes permission to administer the medication.   
 

2. Medication or topical ointment must be in the original bottle 
with prescription label affixed.  (Prescription label not 
required for topical over-the-counter sunscreen and 
ointments, but they must be in the original bottle.) 
 
3. All medication forms must read the same as the prescription 
or Doctor’s note.  (With the exception of topical ointments, over-

the-counter medications, sun screen and 
ointments, but they must be in the original 
bottle.) 
4. All medications, prescription and over-the 
counter, must be taken to school office for 
proper processing.  Teachers are not 
permitted to accept medication from parents.  

Office personnel will deliver medication to the teacher if it is a 
life-saving medication, such as Epi-Pens and inhalers.  Other 
non-life saving medications will remain in the school office.  The 
child’s name must be written in permanent marker on the 
outside of the bottle.  School personnel will administer 
medication to children at appropriate time(s).  Medication 
requiring refrigeration will be kept in a locked box in the 
refrigerator on the lower level.   
5.  Staff will record the times sunscreen and topical ointments & 
creams are applied.  Grace Children's Learning Center will not 
apply insect repellent.  If a child is sensitive to insect bites 
please administer repellent prior to school arrival.   
6.  When a prescription medication must be given for more than 
ten school days, a form from a physician is required.  With a 
physician’s signature, medication may be kept at school for a 
calendar year without an up-dated form.   
 
*Should any of the criteria not be met, medication will not 

be administered.*  
Open Door Policy 
Grace Children's Learning Center has an open door policy. 
Custodial parents and legal guardians are welcome in their 
child’s classroom and our school without calling ahead.   We 
request all visitors, family and guests stop by the school office 
to sign in on the Lower Level prior to visiting rooms.  Children 
benefit when home and school work together and share in the 
child’s victories and struggles.   

 
*Please remember our center has an open door  

policy.  We not only allow parents to stop by any time 
unannounced, we encourage it!* 

 
Communication 
Letters and information are sent home via children’s backpacks 
and e-mail.  These letters will contain messages from the 
director, important class events, holidays, curriculum notes and 
school wide activity updates.  Please keep these newsletters in 
a safe and convenient place to stay “on top” of school events. 
 
Communication folders will travel between school and home.  
This folder will transport letters, class work, art and 
communication between families and the teacher.  Please 
check the folder daily.   
 
Our teachers are focused on your child during school hours.  
Please be sensitive this fact and do not send e-mails, texts and 
phone calls to teacher’s cell phones during class time.  If you 
have important information to share with us during the day 
regarding your child, pick up, or a concern, please phone the 
school office.  Ms. Kellie will get a message to the teacher and 
we will be able to provide immediate action for you.  However, if 
you text the message to your teacher she will not get it until the 
end of the school day.   
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Our staff will return all communication within two working days.  
Obviously, if you have an urgent need you may contact the 
school office and we will be happy to assist you immediately.  
Please do not text teachers during the school day as their 
attention is focused on our students. 
 
Conferences & Progress Reports  
Preschool parent/teacher conferences will be held twice a year.  
Kindergarten conferences will be held three times a year.  If it 
becomes necessary to meet with a teacher on other occasions, 
conferences will be scheduled for a mutually convenient time.  
Preschool teachers will maintain a portfolio for each student 
containing their work throughout the year.  Preschool portfolios 
are sent home in June.  Kindergarten progress reports are sent 
home in November, March and June.   
 
Inclement Weather Policy 
Inclement Weather occasionally forces us to alter our regular 
schedule for the safety and well-being of our students and staff.  
GCLC will make decisions based on local weather reports, 
input from public officials, Church Maintenance and Prince 
William County Schools.    
  
Notification of Schedule Change Due to Inclement Weather 
Families and staff will be notified via email and with notification 
posted on our website. There is always a scrolling statement 
for the school status on our website, umcgrace.org.  Should 
you not be able locate the information you may phone the 
school administrators.   
 
Susan Bardwell-  Center Director-  703-477-4234 
Shannon Pendleton-  Center Assistant Director-  703-597-2470 
 
Schedule When A 2 Hour Delay Is Announced 
Before Care    9am (depending on conditions) 
Extended Care Program   9am- 5pm (depending on conditions) 

 
AM Preschool classes 11:15 - 1:15 
9-2 Jr. K  classes 11:15 - 2:15 
Kindergarten classes 11:15 - 3:15 
MMO   11:15 - 1:15  
 
Arrival Carpool begins at 11:15am and classroom drop off 
begins at 11:20am.  Preschool Pick up Carpool begins at 
1:20pm and classroom pick up will begin at 1:15pm.     
 
GCLC Early Closure 
Preschool, Mother’s Morning Out, Jr. K and Kindergarten will 
dismiss at 12:30 and we will notify Families in extended care 
what time we will close the facility. 
 
GCLC Closure Due to Inclement Weather 
Should it become necessary to close the facility for all 
programs due to weather related conditions all scheduled 
classes, programs, meetings and events will be cancelled.   
 
Five (5) inclement weather days are built into our school year 
calendar. These five (5) days are added to the calendar after 
tuition has been prorated.  Any five (5) days above and beyond 
that would be considered an “Act of God” and there will not be 
any tuition refunds.  
 
Birthdays  
We want to wish all of our students a happy birthday.  We will 
make every effort to make sure the child feels extra special on 

his/her birthday.  If parents would like to provide a snack for 
their child to share with his/her classmates, please notify the 
teacher ahead of time.  We encourage ice-cream and pudding 
as cupcake substitutes.  All cupcakes/cakes must be store 
purchased and a copy of the ingredients list must be provided 
to the school.  Of course, parents are invited to take part in this 
celebration.  When planning a party away from Grace 
Children’s Learning Center, we respectfully ask that you allow 
your child’s teacher to discretely hand out your invitations in 
order to avoid hurt feelings by those classmates that may not 
be attending. 
 
Holidays  
Each classroom plans their own holiday parties.  Successful 
classroom parties are often the result of good parent 
participation.  This may involve helping in the classroom or 
sending in needed supplies. 
 
Field Trips  
Field trips are an extension of the classroom and are scheduled 
during the school year.  Field trips are planned to enrich a topic 
or theme that a child has already been introduced to in class.  
Parents are notified of each field trip and given a permission 
slip for their child.    
Transportation will be provided by a school bus or parent’s 
cars.  “Three’s” will be able to participate on field trips, but all 
children under the age of six years MUST bring their car seat to 
attend.  If a child has a severe medical or behavioral condition, 
a parent or guardian over the age of 18 must attend all field 
trips with him/her.  When parents are driving for us on a field 
trip, we must have a copy of the driver’s license and proof of 
insurance on file in our office.   

A FEW WORDS ABOUT CLOTHING 
We do not have school uniforms, but do have some simple 
dress suggestions:   
 

• Refrain from wearing clothing that may encourage 
aggressive play.   

• Clothing should allow for self-dressing and be 
comfortable.   

• When the weather is cold, send in mittens, hats 
and a sweater to layer over clothes.   

• Classrooms are warm, and an undershirt and 
shirt are sufficient for indoors.   

• We go outdoors most days, even when it is cold, and 
especially when it snows!  Remember boots become warm 
when worn all day, so please send alternative shoes for 
indoors.  

• When it rains, always send a raincoat, but never an 
umbrella. 

• Send a complete change of clothes.  

• Flip-flops are not safe for active play. 
 
Summer Camp 
Summer Camp is offered at Grace for children ages 2 years 
through 12 years.  Camp is divided into groups by age.  
Children will enjoy themes such as Beach Blast Off, Rodeo, 
Olympics, Cultural Experiences, Fantasy and more.  Children 
will engage in arts and crafts, sports and games and have 
special events weekly.   

 
Motherôs Morning Out Program 

Our Mother’s Morning Out Program is for children ages 6 
weeks through 2 years.  Children are not required to be potty 
trained. The purpose of this program is to help children “learn 
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by doing”, while exploring areas of interest in our carefully 
planned and monitored learning environment.  Children will 
have the opportunity to build social skills while learning to cope 
with separation anxiety.  Our staff guides and facilitates all 
learning experiences, thus providing each child with an 
individualized learning program which meets his/her interests 
and abilities.  Our program is designed to instill a sense of self-
worth, independence, and a love of learning that will remain 
with children throughout life.  Our activities are comprehensive 
and provide physical, intellectual, emotional and social growth.   
 
Children in this age group are filled with energy and curiosity 
about the world and a new sense of increasing independence. 
Two's are highly active and interested in objects and people. 
They're undergoing rapid development in many areas, and 
eager for attention to help them learn and understand basic 
things about how the world works. 
 
Two's curriculum is designed to support and reinforce the 
independence that a two-year-old exhibits. Our program 
provides the structure and guidance needed throughout the 
day as he/she learns to share, get along with others and 
perform tasks that require a longer attention span.  Listening to 
stories, singing songs, playing games and doing art projects all 
help to develop language and vocabulary skills, as well as 
movement and sensory motor skills. The Two's Program 
focuses on developing these skills and readying a child for a 
Three’s classroom. 
 
Our Twoôs Room 
A child's environment has a large influence on his/her growth 
and development and his/her attitude towards learning.  Our 
two's classroom is specially planned to create a sense of safety 
and security, while at the same time offering a stimulating 
learning environment. Everything about it is designed to help a 
two-year-old become a self-confident, capable learner, and 
improve the amount and quality of interactions between peers 
and teachers. 
Center Time 

The two's classroom is arranged into various Interest Centers 
including: 

Book and Storytelling Center - flannel board, large selection 
of age-appropriate books, puppets and cozy setting with 
large pillows and carpets 

Creative Arts Center - art and collage materials, play dough 
for tactile play, art materials, large art easel, crayons, variety 
of paper, washable paint and brushes  

Water and Sand Center - sensory table, magnifying glass, 
magic bottles, wooden spoons, large paint brushes, straws 
and plastic figures with transportation toys  

Games and Puzzles Center - manipulatives, developmentally 
appropriate toys, peg puzzles, magnetic board with 
characters, letters, shapes and numbers  

Dramatic Play Center - kitchen set complete with utensils and 
lightweight pots & pans, play radio, dolls and dress up 
clothes representing men and women  

Block Center - large lightweight and heavy blocks, large 
vehicles with props such as animals and people.   

 
At Children's Eye Level 
The classroom is arranged with low shelves containing picture
-labeled containers. A child can easily help himself to the 
materials, and help put them back as well.  Teachers display 
the children's artwork throughout the room as a reminder of 
what they've communicated through their art and to give them 
a sense of pride and accomplishment. 

Admission Policy 

• Children may register for the up-coming year during the 
registration period or at other times during the year as 
openings occur.   

• Prior to admission parents are required to tour our center  

• A birth certificate and up-to-date immunization record are 
required at the time of registration for new students.   

• Children must be no less than 6 weeks of age by the day 
they register.   

• A complete physical is due within 30 days of the child’s first 
day of attendance.  If your child is 6 months and under the 
physical must be dated no more than 2 months prior to 
attendance.  If your child is 7-18 months the physical must 
be dated no more than 3 months prior to attendance.  
Children ages 19-24 months must provide a physical dated 
no more than 6months prior to attendance.  Children ages 
2-5 years must provide a physical dated no more than 12 
months prior to attendance.   

 
What to Bring for Twoôs: 
Food & Drink 
Each child brings snack once a month for their class. Menus 
are sent home monthly specifying each child’s snack and the 
date needed.  Questions regarding snack should be directed to 
the child’s teacher or the school office.   Full day children need 
to bring a lunch.   
 
Children need a backpack or other bag.  Pack a change of 
clothing, diapers and wipes.  Please label the outside of all 
items with the child’s first and last name in permanent marker.  
If you do not label your child’s items, teachers will label 
unmarked items on the first day. 
If a child has a special toy or stuffed animal that provides 
security, please feel free to send it in labeled.  We all go 
outdoors for play time. Dress children appropriately for the 
weather.   

Sample Daily Schedule 
Motherôs Morning Out 

 
9:20 – 9:45    Welcome and Lovies  
9:45 – 10:00   Art Activities  
10:00 – 10:30 Music, Special Play  
10:30 – 10:45 Snack/Quiet Time 
10:45 – 11:30 Story Time, Centers, Sensory Play 
11:20 – 11:40 Outside Play/Walk   
  Gross Motor Activities  
11:50 – 12:15 Floor Play 
12:15 – 12:30 Saying “Good-bye” to our Friends 
 
What to Bring for Infants & Toddlers 
Please send all formula, juice, milk and food necessary for the 
child.  Send any bottles and baby spoons that will be needed.  
Don’t forget the diapers, bag, wipes and a change of clothing!! 
 
We head outdoors (weather permitting) for blanket play and 
walks, as well as time on the playground.  Please dress 
children appropriately for the weather. 
 
*Remember to label all personal belongings with the childôs first 

and last names. * 
 
My Day Form 
Children enrolled in our Infant/Toddler Program must have a 
parent complete a “My Day Form” prior to being left.  Forms are 
available in the classroom’s binder, as well as on our website:   
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www.umcgrace.org/gclc.  If a form is not completed, we will be 
unable to accept the child.  The “My Day Form” provides the 
teacher with necessary information regarding eating schedules, 
allergies, requirements for the day and special considerations.  
Teachers complete the lower section providing parents a 
thorough history of your child’s day at GCLC.    
 
Diaper and Potty Training  
Throughout the day, diapers are checked at least hourly.  A 
diaper log notes the time diapers are checked and when a child 
has urinated or had a bowel movement. This log is maintained 
and kept in the classroom and is available for review at any 
time. 

Preschool Program Information 
Preschool - Our three and four year old programs are 
designed to emphasize the development of a child’s social, 
emotional, cognitive, and motor skills.  Socialization is vital, and 
activities are presented in a weekly thematic format.  
Academic, self-awareness, and social objectives are 
addressed through thematic units of study.  We offer two-day, 
three-day and five-day classes from 9:20-12:30. 
 
Pre-K - Children in our Pre-K program follow a thematic 
approach to learning with a concentration in developing 
language, math, science, social and life skills.  These children 
will be nurtured and challenged as they become equipped for 
their up-coming Kindergarten experience.  This class meets 
five days a week from 9:20-12:30.  We also offer an extended 
day program called  “Jr. K.”. 
 
Jr. K-  Children turning four years old by October 31st of the 
enrolling school year, and who are ready for a longer day, may 
benefit from our Jr. K Program.  Jr. K is a unique option which 
allows more time for learning centers and socialization.  This 
class meets five days a week from 9:15-2:15.  Jr. K’s 
curriculum follows Virginia’s SOL standards for  Kindergarten.   
 
Lunch In Full Day Preschool and Jr. K  
Lunch is brought from home.  We encourage all families to 
follow the USDA guidelines for healthy eating.   Lunch will be 
eaten in the classroom with the teacher.  Please remember we 
are a peanut-sensitive facility.  We have a microwave 
available for heating lunches.   
 
Admission Policies 
Children must be three, four or five years by  
November 30

th
 of the enrolling school year. The following forms 

must also be completed and returned with the registration fee: 
1. Fully Completed Registration Form 
2. Physical & Immunization Record– Physical must be dated 

no more than 12 months prior to attendance and due within 
30 days of date attendance begins.   

3. Original Birth Certificate   
 
Preschool Curriculum 
Our curriculum is developmentally planned for each class.  Our 
teachers prepare lesson plans on a monthly basis that 
incorporate the required skills and goals.  A variety of sources 
are utilized to provide a well-rounded curriculum.   

 
Preschool Academic Objectives 
Language/Pre-reading Concepts 

Math Skills 
Science Skills 

Colors  
Gross/Fine Motor Skills 

Sign Language  

Art , Drama & Music 
Social & Self Development 

Responsibility & Decision Making  
Respect for Others 
Love of Learning 

Cooperation & Sense of Community 
Positive Self-Image  

Spiritual & Physical Development 
Chapel & JAM (Jesus and Me) Classes 
Creative Movement, Tumbling & Dance 

 

Three Year Old Skill List 
Mathematics 

Route count to 10 
Understand one to one correspondence 
Sort objects into two given categories 
Identify some numerals 0-10 
Match sets containing up to five objects 
Construct set with concrete objects when given a model 
Understand concepts of full and empty 
Understand long/short and big/little 
Determine the longer of two objects 
Point to and label square, circle, triangle, heart,  
 rectangle  
Recognize and match square, circle, triangle, heart, rectangle 
Attempt to reproduce shapes 
Point to and name colors 

 
Science  

Demonstrate curiosity and the need to explore the unknown 
Ask increasing number of questions 
Demonstrate ideas 
Explore sense of touch, smell, sight and taste 
Observe objects closely 
Identify sets as items with a common property 
Identify what is missing from a picture 
Pair related objects and pictures 
Understand there are many kinds of animals 
Understand animals move in many ways 
Understand seeds grow into plants and need water and sunlight 
Understand air is everywhere 
Understand everything takes up space 

 
Language Arts 

Recognize their first name in print 
Name concrete objects in environment 
State own name, gender, and age 
Form name with tactile letters with a model 
Complete puzzle of 8-10 pieces 
Ask questions: Who?  What?  Where?  Why?  How?  When? 
Place objects on their outline 
Place events from a familiar story in sequence  
Verbally express a three pictured event using three separate 

thoughts 
Recognize the spoken word can be written down 
Draw a face with facial parts, stick arms and legs 
Play using symbols 
Dramatize a story 
Verbally spell name 
Use animistic thinking, (stuffed animals have human 

characteristics) 
Represent thought in pictures 
Recognize and label articles of clothing 
Recognize and label basic body parts 
Recognize difference between letters and numbers 
Recognize and identify common foods 
Enjoy being read to 

 
Listening 

Focus attention on speaker 
Follow a two step oral direction 
Complete a two step task 
Identify the source of sounds 
Rank sounds (loud, louder, loudest) 
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Listen to short stories and poems 
Listen to and follow directions 

 
Speaking  

Communicate needs and wishes using sentences 
Use sentences consisting of 4-6 words 
Uses, I, you, he, she and it correctly 
Engage in simple conversation with peers and adults 
Memorize and repeat simple nursery rhymes, songs & finger plays 
Understand sentences & questions as indicated by relevant 

responses 
Make relevant contribution in small group discussions 
Dictate personal experiences loud enough to be heard 
Describe action in pictures drawn 

 
Four Year Old Skills List 

Mathematics 
Count 10 concrete objects 
One to one correspondence 
Give number value to a set 
Identify numerals 1-20 
Match sets of objects to numerals 
Place numerals in correct sequence 
Tell what number immediately precedes a given number 
Tell what number immediately follows a given number 
Demonstrate an understanding of more than, less than and equal 

to 
Determine the longer and shorter of two concrete objects 
Classify objects according to length, size, use, color and weight 
Determine which of two objects is heavier 
Match, recognize, identify and copy: circle, square, triangle, 

rectangle 
Use words to describe size, location and direction 
Follow directions that utilize words describing size, location and 

direction 
Use and understand Prepositions 
Recognize numerals in environment i.e.:  clock, watch, 

thermometer, coin, calendar 
Understand ordinal numbers from 1st to 10th  
Concept of fractions; half and whole 
Understand different coins represent different amounts 

 
Language Arts 

Recognize their name in print 
Recognize and identify colors 
Recognize and identify upper and lower case letters 
Verbally spell name 
Identify differences between upper and lower case letters 
Recognize spoken words with the same initial sound 
Recognize spoken words that rhyme 
Demonstrate awareness that spoken language can be written 

down 
Match spoken words with pictures 
Re-tell story in proper sequence 
Work a puzzle of 12+ pieces 
 

Pre-Writing  
Hold pencil/crayon properly 
Work in a left-right manner 
Make vertical lines with a downward stroke 
Make circles in a counter-clockwise direction 
Form his/her name with tactile letters 
Print name in manuscript form 

 -copy name 
 -print name from left to right 
 -print letters in name in correct sequence 
 -print with few reversals and rotations of letters 
 
 
Listening  

Focus attention on speaker  
Follow a two-step oral direction 
Complete a three step task 

Identify the source of sounds 
Identify common environmental sounds 

 
Emotional & Social Goals 

Adjust to new situations and surroundings 
Tolerate the differences between self and others 
Demonstrate initiative in own learning 
Demonstrate empathy towards other children 
Work independently 
Work as part of a group 
Solve conflict verbally vs. physically 
Understand the need to share responsibility within the family and 

classroom 
Work and play cooperatively 
Respect self 
Respect others and their property 
Take turns and share willingly 
Verbalize frustration 
Responsible for own belongings 
Accept responsibility for actions 

 
Speaking Goals 

Communicate ideas orally 
Speak in complete sentences 
Differentiate between asking and telling sentences. 
Communicate effectively with peers and adults 
Speak clearly 
Speak willingly in front of group 
Verbally retell a five sentence short story in sequence using own 

words 
Use proper verb tense while speaking 
Use prepositions appropriately in speech 
Make relevant verbal contributions in small group  
Begin making decisions and facing consequences for the decision 

 
Fine Motor 

Hold and use small pencils correctly 
Use small brush to paint for detail 
Hold and use scissors properly to cut swirls, curves 

and angles of 90 degree or less 
String 20 small beads  
Reproduce shapes, letters, numerals, and symbols 
Tie, lace, snap, button and zip 
Fold paper into half, quarter and diagonal 
Follow a sequence of holes while lacing 
Work a puzzle of 20 or more pieces 
Use writing instrument with control within a defined area 

 
Gross Motor 

Catch a ball away from the body with hands only  
Throw with direction 
Throw ball or beanbag into air and catch by self 
Bounce and catch ball 
Dribble ball 
Kick ball with direction 
Walk forwards and backwards without looking down 
Walk heel to toe without stepping off a line 
Stop movement upon teacher’s direction 
Clap and march in time to music 
Run smoothly 
Skip 
Hop on both feet together 
Hop on one foot for 5-10 seconds 
Jump over an object 

 
Science Goals 

Demonstrate care for environment 
Develop and test hypotheses 
Predict the outcome of situations 
Closely observe objects and situations 
Classify by texture, composition, and use 
Identify a set as a collection of objects with a similar property 
Recognize need to change self to adapt to  
 environment 
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Recognize changes in seasons 
Respect the lives of all living things 
Revise ideas 

 
Pre-K and Jr. K Skill List 

Emotional & Social Goals 
Adjust to new situations and surroundings 
Tolerate the differences between self and others 
Demonstrate initiative in own learning 

Demonstrate empathy towards other children 
Work independently 
Work as part of a group 
Solve conflict verbally vs. physically 
Understand the need to share responsibility within the family and 

classroom 
Work and play cooperatively 
Respect self 
Respect others and their property 
Take turns and share willingly 
Verbalize frustration 
Responsible for own belongings 
Accept responsibility for actions 

 
Speaking Goals 

Communicate ideas orally 
Speak in complete sentences 

Differentiate between asking and telling sentences. 
Communicate effectively with peers and adults 
Speak clearly 
Speak willingly in front of group 
Verbally retell a five sentence short story in sequence 
using own words 
Use proper verb tense while speaking 
Use prepositions appropriately in speech 
Make relevant verbal contributions in small group  
Begin making decisions and facing consequences for 
the decision 

 
 
Listening Goals 

Differentiate between loud and soft sounds in diction 
Differentiate between high and low pitch in diction 
Listen to directions 
Actively play listening & speaking roles 
Follow a three to five step direction 
Focus attention for a 20-30 minute time period 
Determine and explain a story’s main idea 
Respond correctly to recall questions 
Identify repeated and redundant words and phrases 

 
Language Goals 

Communicate ideas in written form 
Recognize first and last names from memory 
Recognize reading is speaking written down 
Recognize upper case letters 
Recognize lower case letters 
Associate letters with phonetic pronunciation 
Match letters to letter sound within a word 
Associate spoken word with written 
Demonstrate left to right progression in their work 
Recognize the beginning, middle and end of a story 
Recognize sight words 
Correlate phonics and letters, producing words 
Order stories by events and pictures 
Use vocabulary to accurately describe size, location, composition, 

and use of objects. 
Recognize similarities and differences in spelling patterns 
Match words by initial letter 
Sort words by initial letter 
Match letters to words on a story chart 
Complete sentences or phrases 
Verbalize name, address, phone # &  parent’s name 

 

 
Math Goals 

Reproduce triangle, circle, square, oval, rectangle, star and heart 
Beginning to understand 3-dimensions: sphere, pyramid, cube 
Rote count to 100 
Count 20 concrete objects 
Identify  and reproduce numerals 0-20 
Understand ordinal numbers 1st-10th 
Recognize various forms of measurement: scales, thermometer, 

rulers, liquid measure cups                                                                                                  
Understand fractional parts: ¼, ½, ¾ and whole 
Identify differences in money, (coin and bills) 
Simple addition and subtraction problems using  
 concrete objects 
Recognize and understand meaning of  +, -, = 
Identify equivalent sets of objects 
Construct set for a given numeral 0-20 
Recognize and demonstrate patterning skills 
Sort and classify objects by more than one criteria 

 
Science Goals 

Demonstrate care for environment 
Develop and test hypotheses 
Predict outcome of situations 
Closely observe objects, processes, and situations 
Classify by texture, composition, and use 
Identify a set as a collection of objects with a similar property 
Recognize the need to change self to adapt to environment 
Recognize changes in seasons 
Understand the need for food, water and shelter 
Differentiate between food coming from animals and plants 
Understand the balance of nature 
Respect the lives of all living things 
Revise ideas 
Problem solve with a variety of options 

 
Fine Motor 

Hold and use small pencils correctly 
Use small brush to paint for detail 
Hold and use scissors properly to cut various shapes 
Cut swirls, curves and angles of 90 degree or less 
String 20 small beads on thin string 
Reproduce shapes, letters, numerals, and symbols 
Tie, lace, snap, button and zip 
Fold paper into halves, quarters and diagonals 
Follow a sequence of holes while lacing 
Work a puzzle of 20 or more pieces 
Use writing instruments with control within a large, defined area 

 
 
Gross Motor 

Catch a ball away from the body with hands only  
Throw with direction 
Throw ball or beanbag into air and catch by self 
Bounce and catch ball 
Dribble ball 
Kick ball with direction 
Walk forwards and backwards without looking down 
Walk heel to toe without stepping off a line 
Stop movement upon teacher’s direction 
Clap and march in time with music 
Run smoothly 
Skip 
Hop both feet together 
Hop on one foot for 5-10 seconds 
Jump over an object 
Construct specific structures using; blocks, Legos, Lincoln logs, 

etc. 
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Sample Daily Schedule 
Preschool 

9:20-9:40 Meet & Greet/Free Choice 
9:40-9:50 Circle 
9:50-10:10 Specialty Class 
10:15-10:45 Language/Math Centers 
10:45-11:00 Restroom and Snack 
11:00-11:20 Playground/Gross Motor 
11:30-12:00 Art/Science Centers 
12:00-12:30 Closing Circle/Recall 
12:30  Dismissal 
 

Sample Daily Schedule 
Jr. K 9:20-2:15 

9:20-9:40 Arrival and Free Choice 
9:40-9:55 Circle 
10:00-10:20 Specialty Class 
10:20-10:40 Snack & Restroom 
10:40-11:00 Language Centers 
11:20-11:40 Science Centers 
11:40-12:00 Circle/Story Time 
12:00-12:30 Lunch 
12:30-1:00 Restroom & Recess 
1:00-1:20 Journal Time 
1:20-1:40 Art/Music 
1:40-2:00 Social Studies 
2:00-2:15 Closing Circle 
2:15-2:30 Dismissal 

 
FULL DAY PRESCHOOL PROGRAMS 

Children enrolled in full day preschool will have organized, 
planned activities between 7:00-9:15am and 12:30pm-5:00pm.  
Children arriving between 7:00am and 9:00am will have the 
opportunity to eat breakfast prior to the start of the school day.   
 
Security Codes 
Our full-day families will receive a personal, private code that 
can be entered at the main entrance and LL doors to allow 
access to the building for early morning drop-off and late 
afternoon/evening pick-up.  The codes are only valid during full
-day hours (7am-5pm).  This code is not to be shared with 
other families to ensure safety of the children and staff. 
 
Meals & Snacks 
Children bring breakfast and lunch from home.  Microwaves 
are available for heating foods during breakfast and lunch.  If 
families prefer to send in a box of cereal and some milk, we 
are able to label them and keep them in the refrigerator and 
pantry.  Children will eat an AM snack during their preschool 
day.  A PM Snack will be eaten in the afternoon, following rest 
time and playground.   
 
 
Rest Time 
Full day children will have a rest time daily.  All children will be 
provided a cot to rest on.  Children need to bring a slumber 
bag or blanket and a pillow for nap time.  These items will 
remain at school during the week and will be sent home 
Friday’s for laundering.   
 

 
 
 
 

Sample Schedule for Full Day Preschool 
7:00-9:00 Welcome, Breakfast, Free Play, Art, Games,
  Manipulatives 
9:00-9:15 Story Time/Finger Plays/Movement 
9:20-9:40 Meet & Greet/Free Choice 
9:40-9:50 Circle 
9:50-10:10 Specialty Class 
10:15-10:45 Language/Math Centers 
10:45-11:00 Restroom and Snack 
11:00-11:20 Playground/Gross Motor 
11:30-12:00 Art/Science Centers 
12:00-12:30 Closing Circle/Recall 
12:30-1:00 Lunch  
1:00-2:30 Rest Time, Quiet Activities 
2:30-3:00 Playground 
3:00-3:20 Snack 
3:20-3:30 Circle 
3:30-4:30 Special Activities- 
4:30-5:00 Free Play/Cleanup 
5:00  Dismissal 
 

PRIVATE KINDERGARTEN 
Our full-day Kindergarten is based on our fundamental 
developmental philosophy.  Our programs are designed to 
provide each child with personal attention and a sound 
foundation for future educational experiences in a small class 
setting.  Children will flourish in our nurturing environment with 
“hands-on experiences” and academic endeavors.  Active 
learning, social, physical, cognitive and spiritual growths are 
the goals of our successful programs.  We will guide and 
nurture children as they develop an appreciation of life and the 
world at large.  Our unique programs instill a love of learning 
that will remain with children for a lifetime.  Our programs 
challenge and stimulate children in an environment where they 
feel safe and in control.  Responsibility, accountability, respect, 
self-confidence, acceptance and tolerance will be modeled and 
taught during our time with your child.   
 
Admission Policy 

• Children may register for the up-coming year during the 
registration period the previous February and as openings 
occur throughout the year. 

• Prior to admission, parents must tour the center with the 
director. 

• The original birth certificate and immunization records are 
required at time of registration. 

• Children must be 5 years of age by September 30th of the 
enrolling year.  

• Upon admission into the program, each child must receive 
a physical, using state form MCH-213.  This form is 
available at the center.  The physical is due by October 5th 
of the enrolling year.  The physical must be completed no 
more than 12 months prior to the date of attendance 

• A Registration Fee is due at the time of registration.  
Registration fees are NON-REFUNDABLE WITHOUT 
EXCEPTION. 

 
Curriculum 
Our well-rounded curriculum provides experiences in 
Language Arts, Reading, Math, Science, Social Studies, PE, 
Music,  Spanish, Chapel, Gym Trips, Library Experiences and 
Field Trips.  We will guide experiences and utilize a variety of 
curriculum thus enhancing each student’s unique learning 
style.   
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Language Arts 
We teach reading and spelling with a strong phonetic base.  
Whole language activities are integrated into the curriculum, 
providing a well-rounded language program.  Children develop 
their writing abilities daily with instructive and independent   
activities.  Students are immersed in a literature-rich 
environment to develop oral and written      language.  Children 
are exposed to a variety of literary works.  number words and 
descriptive vocabulary are used in Math and Science activities.  
Children learn to identify story elements and communicate 
thought through pictures and writing.  We use block style 
printing in handwriting.  Classes travel to the public library 
regularly and have an opportunity to check out books.  Children 
are responsible for the books they check out and must return 
them prior to the next library visit. If a child looses or does not 
return the library book he/she has checked out by the due date, 
parents are responsible for all late fees incurred and or 
replacing the library book.  Children will receive instruction on 
using various library resources.   
 
Mathematics 
Children receive a strong foundation in fundamental math skills.  
We utilize the Math Their Way  program, which is a “hands-on” 
program.  This comprehensive program is combined with the  
Mathematics  Advantage program.  When combined, these 
math programs provide an opportunity to learn math skills 
integrating the most senses  possible.   Children use concrete 
objects allowing them to physically manipulate the concepts.  
Once the concept is mastered they will learn to use numerals 
and other symbols to record their findings.   
 
Science 
Our unique setting allows us to spend time outdoors exploring 
and interacting first hand with nature.  Children will develop the 
skills necessary to explore common materials, objects and living 
things.  Students will learn to develop hypotheses and set out to 
test them.  We learn by taking an active approach at studying 
life processes, properties, and about the world in which we live.   
 
Social Studies 
Students learn about themselves, people and our world.  Maps, 
globes, and national symbols are introduced.  Children learn the 
importance of      following rules and respecting the rights of 
others.  Concepts of self-control, justice, courage, and 
leadership will be explored.  Our studies begin with the child and 
branches out to the people and issues that touch the child.  
Children will  
develop a sense of belonging to a  
community.  We use the Social Studies Program All About Me 
and a variety of activities. 
 
Kindergarten Skills List 
Kindergarten goals, curriculum and skill lists are available in our 
school office.   
 
Lunch in Kindergarten 
Lunch is brought from home.  We encourage following the 
USDA guidelines for healthy eating.  Lunch will be eaten in the 
classroom with the teacher.  Please remember we are a peanut
-sensitive facility. Each class has access to a microwave to 
heat lunch brought from home.   
 

 
 
 

 
Sample Daily Schedule 

Kindergarten 
9:20-9:45 Arrival & Free Choice 
9:45-10:00 Clean Up/Circle 
10:00-10:30 Language Arts & Reading 
10:30-10:45 Group Language Activity 
10:45-11:00 Restroom and Snack 
11:00-11:20 Math Lesson   
11:20-11:45 Math Centers 
11:45-12:15 Handwriting & Finishing Time 
12:15-12:30 Circle/Story Time 
12:30-1:00 Lunch 
1:00-1:20 Recess 
1:20-1:30 Restroom/Water Break 
1:30-2:00 Quiet Reading & Journaling 
2:00-3:00 Science/Social Studies/Centers 
3:00-3:15  Closing Circle & Pack Up 
3:15  Dismissal From Classroom 
3:18  Carpool 

 
Specialty Classes 

Monday  
Music 2:15-2:45 

Tuesday 
Chapel 9:50-10:15 

L’il Explorers 2:15-2:45 
Wednesday 
Art 2:15-2:45 

Thursday 
PE 2:15-2:45 

Friday 
JAM 2:15-2:45 
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Specialty Classes  
In addition to daily classroom curriculum, specialty classes are 
offered throughout the week to enhance the children’s explora-
tion of their world.  The classes are planned with fun in mind 
and allow the children to experience learning through different 
media.  The frequency and class content vary depending on 
the age and program.  All of our students from MMO to Kinder-
garten participate in specialty classes.   
 
Spiritual Development 
Children attend chapel or JAM (Jesus and Me) classes weekly.  
These include simple Bible stories, songs, and discussions.  
Chapel is led by the pastors of Grace United Methodist Church 
and JAM is led by Arlene Field, Director of Children’s Minis-
tries.  We encourage parents to join us for this special time.  
Chapel and JAM dates and times are distributed at the begin-
ning of the year. 
 
Sign Language 
Children Sign Language weekly.  They learn how to use Sign in 
every day conversation and for special occasions.  Engaging 
our bodies with our language helps reinforce skills and keeps 
our brain actively engaged.   
 
Music & Movement 
Children attend Music classes weekly and develop an aware-
ness of music and how it affects us through exposure to vari-
ous styles of music and instruments.  This exposure helps to 
instill a love of music and increases cognitive thinking.  Chil-
dren learn to recognize different instruments by sight and 
sound.  The concepts of pitch, beat, rhythm, tone and tempo 
are also explored.  Our Music Specialist helps the children de-
velop an appreciation of  
music as a source of communication and enjoyment. 
 
Art 
Children attend Art Class weekly and are exposed to a wide 
variety of art media.  Various items are available for the chil-
dren to utilize and explore for expression through creative arts.  
Children will learn to create and mix colors, proper use paint 
brushes, etc.  During art class, the children will learn about vari-
ous artists, art styles, architecture, and creative designs.  Chil-
dren will learn how to express themselves through art, in addi-
tion to learning about others through the art they create.   
 
PE 
The children are exposed to a wide variety of physical activities 
weekly in our PE class.  They also cover many important topics 
in Health Class which promotes a healthy lifestyle.  Our PE and 
Health Specialists take care in preparing curriculum that is age-
appropriate and balanced.  Different gross motor activities are 
prepared to enhance the development of muscle tone and con-
trol.  Instruction includes group and individual experiences, and 
the children are given opportunities to engage in structured and 
unstructured activities.  Healthy bodies, good nutrition, and  
exercise are the concepts presented.   
 
We offer a Before and After School Care for children enrolled in 
our Kindergarten.  The hours are 7AM-9:15AM and 3:15-5:00.  
Children will have organized activities, gross motor games,  
afternoon snack and free play.   
 
Kindergarten Skills List 
Kindergarten goals, curriculum and skill lists are available in 
our school office.   
 

Lunch in Kindergarten 
Lunch is brought from home.  We encourage following the 
USDA guidelines for healthy eating.  Lunch will be eaten in the 
classroom with the teacher.  Please remember we are a  
peanut-sensitive facility. Each class has access to a micro-
wave to heat lunch brought from home.   
 

Sample Daily Schedule 
Kindergarten 

9:20-9:45 Arrival & Free Choice 
9:45-10:00 Clean Up/Circle 
10:00-10:30 Language Arts & Reading 
10:30-10:45 Group Language Activity 
10:45-11:00 Restroom and Snack 
11:00-11:20 Math Lesson & Math Centers 
11:20-11:45 Science & Social Studies Centers 
11:45-12:15 Handwriting & Finishing Time 
12:15-12:30 Circle/Story Time 
12:30-1:00 Lunch 
1:00-1:20 Recess 
1:20-1:30 Restroom/Water Break 
1:30-2:00 Quiet Reading & Journaling 
2:00-3:00 Transition & Specialty Classes 
3:00-3:15  Closing Circle & Pack Up 
3:15  Dismissal From Classroom 
3:18  Carpool 

 
Specialty Classes 

Monday  
Music & Movement2:15-2:45 

Tuesday 
Chapel 9:50-10:15 

Sign Language 2:15-2:45 
Wednesday 
Art 2:15-2:45 

Thursday 
STEAM 2:15-2:45 

Friday 
JAM 11:30-11:50 

Club Tale Time 2:15-2:45 
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Car Pool 
We offer a daily carpool option that parents can use at their 
discretion throughout the school year.  Each preschool child will 
be given a carpool tag for their backpack and a card to be 
placed in the car windshield.  Be sure to have a carpool card in 
your vehicle window each day for dismissal carpool, and attach 
the tag to the handle on the backpack that your child will use 
each day for school.  Carpool is offered to all class groups, with 
the exception of MMO and those attending the Full-Day  
Program.   
 
Carpool times are from 9:15-9:25 for morning arrival, and from 
12:40-12:50 (AM classes), 2:15-2:30 (JrK), and 3:20-3:30 (KG) 
for afternoon dismissals.   
 
The guidelines that are in place MUST be followed for the safe-
ty of the children and our staff.  Failure to do so may result in 
a loss of carpool pick up and drop off privileges.  While we 
understand arrival and departure times can be hectic, we must 
remain patient and alert.  The safety and well being of our 
Grace Family is important to us.  Please review the following: 
 

• If you are NOT in line for carpool by 9:26 in the mornings, 
you will have to park and walk your child into his/her class.  
We use the clock on our cell phones to have the most  
accurate, universal time for everyone.  Please understand 
that this will be strictly adhered to, as this ensures your 
child's timely arrival to his/her class.   

• Please review the attached map of our parking lot, which 
outlines the proper flow of carpool traffic.  The upper en-
trance to the parking lot is for ENTRY ONLY during all car-
pool times.  If you have parked and walked your child in, 
you MUST exit from the lower entrance—There are no 
exceptions!  During carpool times the lower entrance is 
EXIT ONLY.  This is to ensure the effectiveness of carpool 
and everyone's safety.   

• Please DO NOT use your cell phones to talk or text while in 
the carpool line, especially if it is your child’s turn to exit/
enter your vehicle.  This distraction causes an unsafe  
environment. 

• Be sure that your car is fully in PARK and remains in PARK 
when it is your child’s turn to exit/enter your vehicle.  Hav-
ing your foot simply on the brake is not adequate.  Please 
wait until you are sure your child is securely in or out of 
your vehicle, and that the staff member assisting your child 
has fully cleared the area around your car before pulling 
away. 

• Make sure that your child is awake/alert and has his/her 
socks, shoes, coats, mittens, etc. on and ready to exit your 
vehicle when the staff member arrives to get them out.  
Having your child prepared to exit your vehicle will help 
keep carpool running in a timely manner.  Please also be 
sure that they have completed eating any breakfast or 
snack they were enjoying prior to exiting as well.  You may 
be asked to pull around to the back of the line if your child 
is unprepared to exit the car. 

• When and if at all possible, please try to have your childôs 
car seat by the door closest to the sidewalk for safer exit/
entry, as well as ease for staff members assisting your 
child. 

• NEVER pull out of the carpool line to get around the vehi-
cle in front of you!  If you are choosing to use carpool, then 
you must wait and follow this important procedure unless 
directed otherwise by a staff member.  We have a line of 
traffic that exits along side of carpool, as well as children 

and staff members that are walking next to the vehicles—
PLEASE USE CAUTION! 

• Monitor your speed in the parking lot at all times!  Some-
times it can seem as if you are not going as fast as you 
truly are... Please keep your speed to 10 MPH or less while 
in the parking lot and be mindful of those walking in and 
around the vehicles.  Trying to get in the carpool line before 
it closes is not a reason to speed through the parking lot.  
Young children are not able to predict your movements. 

• Children walking outdoors with parents are not permitted to 
play on the wall or throw objects down the hill to carpool.  
This is a distraction and poses an unsafe situation.   

• Parents parking must park in a marked parking space.  
Please do not park along the curb, as this is a fire lane.   

• Staff members will be outside to direct both walkers and 
drivers.  Always remain patient and alert.  Be aware of the 
hand signals we use.  When we have our hand raised to 
you please stop.  This is for walkers and drivers.  Walkers 
are expected to use the crosswalks.  

• Umbrellas are not permitted to be brought into the school 
by the children, and especially not during carpool—they 
pose a safety hazard.  If your child has an umbrella, please 
be sure it remains in your car. 

• If someone other than you will be picking your child up 
through carpool (i.e. a grandparent, neighbor, family 
member, etc.), please help us to be sure that they  
understand all carpool procedures. 

 
As always, our goal is to provide a safe, effective carpool for 

the parents, children and staff.   
 

Failure to abide by these rules and safety guidelines could  
result in a loss of carpool privileges. 

 
If at any time you witness something that causes concern  
during carpool times, please be sure to contact the school  
office so that it can be immediately addressed.  Likewise, if you 
have questions or concerns about carpool procedures, please 
let us know. 
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Grace Childrenôs Learning Center 
ñA Ministry of Grace United Methodist Churchò 

9750 Wellington Rd Manassas, VA 20110 

703-393-2345 or gclcangels@gmail.com 
Visit us at umcgrace.org/gclc 

 

Grace Childrenôs Learning Center Operations Amid Covid-19 Pandemic 
 

We believe and live our motto of “Putting Kids First” and all of our decisions will continue to be what is truly best for the chil-
dren entrusted to our care.  We appreciate the faith and trust you have placed in us and we will do our best to always be 
committed to the welfare of your child.  Grace Children’s Learning Center continues working with VA State Licensing, Virgin-
ia Department of Health, the CDC and the Virginia UMC Conference to plan and implement our re-opening plan and opera-
tional procedures.  Our plans and progress have been submitted and approved by the state.  Our administrative staff and 
the Healthy Church Team will continue to monitor up-dates and new requirements daily, making changes and communi-
cating them to you as necessary.   
It is more vital today than ever for our staff and parents to communicate and work together to keep all our students and staff 
safe and healthy. This partnership will require commitment on both parts, the Preschool will implement all recommended 
measures to prevent the spread of COVID 19, and parents and caregivers must agree to keep their student home if they are 
not 100% healthy and follow our guidelines.   
 
Overview of Policies and Procedures to limit the risk of exposure to COVID 19.   
 
● Daily attendance and temperature will be taken and recorded for every child and staff member. Temperature and attend-
ance logs will be kept electronically in the office. The check ins will be conducted via electronic devices.   

● A Weekly Health Screening and Waiver Liability form will be required for all students, families, and staff to ensure safety. 
Families and staff will be asked daily if anything has changed since the last weekly signing of the Waiver. These waivers will 
be completed prior to the student or staff member entering the school area.  AM Preschool families will conduct this quick 
check in at carpool with a staff member.  Full day families will conduct this quick check in at the entry door with a staff mem-
ber.   

● All families and staff members will be required to sign the Student Acknowledgement Disclosure or the Staff Acknowl-
edgement Disclosure and also complete the weekly health screening and waiver liabilities in order to attend school.  

● Face masks required– for all staff, adults, students age two and older; face shields may be worn in addition to masks. Par-
ents and caregivers are required to wear masks at all times while on Church property. This includes parents in their vehicles 
during the carpool drop off and pick up times.   

● Sanitizing stations are located at each entrance and in each classroom; increased hand washing- with proper educating, 
monitoring and enforcing.   

● Sanitizing/cleaning supplies for each classroom, common area will remain well stocked and available to those who need 
to have access to them, while remaining locked and secured.   

● Increased outdoor play to include additional areas; (playscape, grassy area by the cemetery, courtyard play area.)  

● Specific exits and entrances for each classroom. Parents dropping off students must maintain strict 6 foot social distance. 
AM Preschool children must be dropped off and picked up in carpool. 

● Visual cues will be provided each day at each entrance and exit to ensure 6 foot social distancing  

● No unauthorized visitors in the building  

● One person per family regularly dropping off, if possible  

● No mixing of groups/classes  

● Sanitizing and cleaning between groups and end of day  

● No sharing of supplies; students will use personalized school supplies  

● No large group gatherings/spaces  

● Specials will be live streamed to the classrooms or provided via pre-recorded options  

● Some furniture removed from classrooms to allow for more social distancing space  

• Training and instruction for staff  

● Room 1 has been designated as a quarantine area and is designated for brief usage where any student who becomes ill 
at school will be cared for while waiting to be immediately picked up by their parent or guardian 

 

mailto:gclcangels@gmail.com
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● All special events will be cancelled or changed to virtual execution when families are involved- classroom specific special 
events will still occur with students and teachers only 

● Class sizes are reduced up to 50% to allow for more social distancing 

PLAN DETAILS  

Please note full COVID 19 Specific Policies and Procedures for Staff and Operation are available upon request to administrative staff. 

• Masks are required for students age two and older. Parents will be responsible for providing suitable masks for their children. 
Face shields can be worn in addition to masks. A new disposable, or a clean, freshly washed reusable cloth mask will be worn 
each day. If using reusable cloth masks, plan on having multiple masks to ensure the easy ability to wear a clean mask each 
day. Parents and caregivers are required to wear masks at all times while on Church property.  

• Teachers PPE items Staff will be required to wear face masks. Teachers may decide to wear shields in addition to the masks.        
Shields will be provided to all staff. Teachers may choose to wear large over-clothes (smocks or aprons) to go over their own 
clothing when they comfort and are in contact with students. Scrubs may be worn as an alternative to casual clothes as well.  

• Students, staff and all visitors will be required to wash hands immediately upon entering school  

• Classroom items such as tables, toys, games, and other supplies will be disinfected between and during uses as necessary 

• Parent access into the preschool building and classrooms is restricted at this time  

• Recommended social distancing measures will be in place  

• Recess will be held outdoors weather permitting. When indoors, students will follow physical distancing guidelines for activities 
and multiple spaces will be assigned and utilized 

• Classes will remain separate and will not mix with other classes in group settings  

• Recess time will be structured to maintain physical distancing. Additional recess time may include walks and other outdoor ac-
tivities as weather permits  

• Disinfecting of shared areas will occur between uses—bathrooms, playground, stairwells 

• Some furniture is being removed to create space in classrooms and allow for ease of cleaning, sanitizing and social distancing  

• Hula hoops, styrofoam pool noodles and other equipment will be used to give students visual cues of personal space, as they 
can be used to spread out in many different learning spaces. Each class will have their own spacing teaching aids 

• School supplies –Each student will have their own boxes of school supplies. These boxes will house each student’s individual 
school supply items and the boxes will be sanitized at the end of each class day. Parents will provide a pencil box, box of 16 
Crayola crayons, pkg of 10 classis Crayola markers, bottle of Elmer’s Glue, Fiskars child safety scissors for preschoolers. 

• Removal of cloth items, dress-up clothing, stuffed animals, baby doll clothes, etc., to ensure items that are used by students for 
instructional purposes are easy to wash and sanitize as we disinfect and provide a safe classroom environment. Staff will wash 
some soft items in our washing machine with bleach water as needed. 

• Drop off and pick up—Full day parents will drop off and pick up at assigned entrances in the building.  Parents will receive a 
letter prior to the start of school specifying the entrance to be used.  Before any child or staff member enters the building their 
temperature will be taken and logged, and confirmation of signed waivers will be required. After a child enters the building, they 
will be taken directly wash their hands then to their classroom. AM Preschool families will drop off and pick up in the carpool line 
only until it is deemed safe to have more people gathered within the building. 

COVID-19 Protocol According to the CDC, people with COVID 19 have had a wide range of reported symptoms – ranging from 
mild symptoms to severe illness. Symptoms may appear 2-14 days after exposure.  

Symptoms can include:  

● Fever or chills      ● Cough    

● Shortness of breath or difficulty breathing   ● Fatigue     

● Muscle or body aches     ● Headache  

● New loss of taste or smell     ● Sore Throat 

 ● Congestion or runny nose     ● Nausea, Vomiting, Diarrhea  

This list does not include all possible symptoms, and adults, children and youth with COVID 19 infection may experience any, all, 
or none of these symptoms. Although many of these symptoms may also be caused by other illnesses, in the midst of this pan-
demic we must be extra vigilant.  
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If your student shows any of these symptoms, or just generally feels unwell, we require that you keep them home. If your child 
begins to show any of these symptoms at school, your child will immediately be isolated in a separate room. You will be called 
and asked to come within 30 minutes or sooner to take them home for self-quarantine and testing. If you cannot pick them up 
within half an hour, an emergency contact will be called.  

In addition to the above COVID 19 symptoms, each child must be kept home if they have any unusual spots or rashes, infected 
skin patches, severe itching of body or scalp, yellowish skin or eyes, or pinkeye symptoms—tears, redness of eye, with swelling 
and discharge of pus. Each child must be kept home until your physician says it is acceptable to return. A release/note from the 
doctor will be required (electronic form is acceptable). It is vitally important that parents, caregivers, and staff keep Grace Chil-
dren’s Learning Center informed of any symptoms, illnesses and diagnosis.  

Any students or staff member must stay home from school or work if they have: 

1.  tested positive for COVID-19;  

2.  had close contact with anyone confirmed to have COVID-19 in the last 14 days;  

3.  are experiencing symptoms listed above.  

In the event of a confirmed case of COVID-19 for a student or staff member who has been in school, we will notify The Prince 
William County Health Department and our Virginia Department of Social Services Licensing Specialist and follow their guidance 
regarding the necessity of a school closure. We will follow their mandates regarding closure of a specific classroom or the entire 
school. Areas where the infected person has been will be closed off for a minimum of 48 hours then disinfected. 
All parents, staff and Church Operations Officer will be notified via e-mail, text and hard copy of a confirmed case of COVID-19 
within our school.  
 
Students or staff members who exhibit signs or symptoms of COVID-19 and who are not tested will be presumed positive for 
COVID-19 and will not be permitted entry for 10-14 days.   
A student or staff member who has a positive COVID-19 case may NOT return for 10-14 days and until a negative, written 
COVID test result has been submitted to our school office.  
 
LARGE GROUP/FAMILY EVENTS  
We will not plan large group and family events at this time, until it is deemed safe and appropriate.  We will make every effort to 
provide events and opportunities for families to participate in a virtual and digital manner to provide connection and community 
among our school family. Individual class students and teachers will continue celebrating special events together.   
 
SNACK AND LUNCH 
Students will bring in their own lunches and snacks. In addition, each student must bring with them a refillable water bottle.  At 
this time we will not be able to heat or cook items sent from home.  If sending left overs or soup, etc please heat in the morning 
place in a thermos. Students will be seated in a manner that maximized social distancing.  
 
OUTDOOR SPACES  
At this time students and families are currently not allowed to utilize outdoor areas to congregate before or after school.  
 
DISINFECTING PLAN  
Disinfecting measures will be implemented as follows:  
• Cleaning and disinfecting will be performed according to CDC guidance using soap and bleach solutions.  
• Classroom surfaces, chairs, tables, furniture and other supplies will be disinfected between each use. 
• A designated member of our staff will be assigned to clean and disinfect all door handles, bathroom spaces, stairwell railings 
and other high touch, high traffic areas throughout the school day.  
• Our contracted janitorial company will perform nightly cleaning and disinfecting. Special attention will be paid to sanitizing high 
touch areas and our school administrative team will maintain close communication with the company and ensure proper disin-
fecting is done daily. 
• Hand sanitizer stations have been placed near entrances and in each classroom.  

• Our playgrounds will be sanitized between each class usage with an EPA approved Quat Sanitizer that that kills            
SARS-CoV-2, the novel corona virus that causes the disease COVID-19.  

 
MODIFICATIONS This plan may be modified in the future according to any guidelines or requirements set forth by the Virginia 
Department of Social Services, the Virginia Department of Health, Prince William County Department of Health, the CDC, and 
the Virginia UMC Conference. Any modifications to this plan will be approved by the Advisory School Board and the Board of 
Trustees, with the consultation of the Healthy Church Team. 


