< %

S 9a' QD %
l l

SAINT FRANCIS

EARLY CHILDHOOD EDUCATION

2026 EARLY CHILDHOOD
CENTER HANDBOOK

Monday - Friday
6:30am - 5:45pm

1734 Yellowstone Avenue
406.656.2300

BILLINGSCATHOLICSCHOOLS.ORG
FAITH = FAMILY SPIRIT * ACADEMIC EXCELLENCE



Table of Contents
About Us

Enrollment Requirements

Hours of Operation
Holiday/Weather Related Closures
Attendance Policy

Contact Information

Health Policy

Medicines

Summer Care Water Policy

No School Days

Personal Needs

Authorized Pick-up and Emergency Procedures
Emergency Disaster and Action Plans
Toys/Belongings

Birthdays

Discipline Policy

Daily Schedule

Transportation

Parental Involvement

Employee Requirements

Removal from the Program

Financial Requirements

Pricing Information/Hot Lunch Information

Acknowledgement of Receipt

No

No

w W w w w

O O OWw W o0 o0 o0 oo o U ur U1 U,

[N
o

10-11
11
12



BILLINGS CATHOLIC SCHOOLS
EARLY CHILDHOOD CENTER

Billings Catholic Schools will provide an exceptional Catholic education emphasizing
formation in faith, family spirit, and academic excellence.

Billings Catholic Schools Early Childhood Center is a state-registered facility located at 1734
Yellowstone Avenue in Billings, Montana. Our objectives are to provide learning experiences
for children under the leadership of qualified teachers and staff. We work hard to help each
child develop an interest in learning and a desire to do their best in all that they attempt. We
promote each child’s physical, mental, social, emotional, and spiritual well-being. Our hope is

to guide every child toward developing a healthy and positive self-esteem that will enable

them to be happy and successful throughout their lives.

ENROLLMENT REQUIREMENTS

The Billings Catholic Schools Early Childhood Center serves students who are enrolled in the Billings Catholic
Schools and are 3-12 years of age. Students must be the required age by September 10™",

A hard copy of the following forms is required. Each form must be filled out completely with an authorized
signature:

e Montana State Emergency Contact and Parental Consent Form

e Copy of updated Immunization Records

e (OTC Medication Forms

e Photo Permission Form

e Medical Authorization Form (Epi-Pens and Inhalers)

e Emergency Transportation/Disaster Plan Form

e Acknowledgement of Receipt of Handbook

AGE ELIGIBILITY

Children entering Saint Francis Preschool must be 3 years old by September 10 and be able to use the restroom
independently. No pull-ups allowed.

HOURS OF OPERATION

Billings Catholic Schools Early Childhood Education’s hours of operation are 6:30am to 5:45pm Monday through
Friday. Summer care hours are 6:30am to 5:30pm.

Extended childcare is not provided. A late fee of $10.00 for every five minutes past the end time will be
assessed and payable immediately by the parent or added to the monthly bill for all late pickups. It is
considered late if your child remains in care after scheduled childcare hours. If the late fee is not paid within 24
hours, it will be reported to the BCS Business Office and added to your monthly bill.



Please be considerate of BCS ECE employees regarding pick up times. Many of the employees have commitments
and obligations immediately after closing. If you are unable to have your child picked up on time, please make
other arrangements. We appreciate your cooperation.

HOLIDAY/WEATHER RELATED CLOSURES
SFC ECE will be closed during the following holidays:

e Labor Day

e Thanksgiving Day

e Thanksgiving Friday

e Christmas Eve Day

e Christmas Day

e Day after Christmas

e New Year’s Day

e Good Friday

e FEaster Monday

e Memorial Day

e Independence Day
If a holiday lands on a Saturday or Sunday, SFC ECE will be closed the Friday before or the Monday after the
holiday. SFC ECE is closed for maintenance for one week in August immediately following the last day of the
summer care program. Information will be sent if the center closes at any other time. When weather is severe,
the decision to close will be made as early as possible. Generally, if School District 2 and Billings Catholic Schools
are closed for weather, SFC ECE will also be closed.

ATTENDANCE POLICY

Parents are asked to notify daycare 406.656.2300 by 8:00am if a child will not be in attendance that day. The
child and parent must sign in or report to the childcare provider upon arrival and departure so that accurate
attendance records can be kept. Children must never leave or enter the classroom unattended.

CONTACT INFORMATION

If any student or parent’s contact information changes, it is the responsibility of the parent to provide new and
updated information to the SFC ECE office in writing. Parents must also provide accurate emergency contact
information. Emergency contacts cannot be the child’s parents. Emergency contacts are contacted only if
parents are unreachable.

HEALTH POLICY

e According to state regulations, a child who is ill cannot be accepted. Parents are responsible to pick up
the child ASAP if the child becomes too ill to stay.

e Parents must notify the Center Director within 24 hours if their child has been diagnosed as having a
contagious disease.

e Alllicensed and registered childcare providers must designate a staff member to check daily the health
status of each child immediately upon that child's entry into the childcare facility.

e SFCECE is alicensed and registered childcare provider and must exclude any child or staff member with
an illness until symptoms have resolved, adequate treatment has been received, or a health care
provider states that the person is noninfectious.

e The following symptoms or illnesses require exclusion:
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a fever of 101°F that is accompanied by behavior change or other symptoms

diarrhea

vomiting more than two times in the previous 24 hours

mouth sores with drooling, if unable to contain drool, unless a health care provider states that it
is a noninfectious condition

a rash with fever or behavioral change or a rash that is quickly spreading, unless a health care
provider states that it is a noninfectious condition

active tuberculosis, until a health care provider states that the person is noninfectious and can
return

Group A strep pharyngitis (strep throat) until the person appears well and at least 12 hours after
beginning appropriate antimicrobial therapy

Impetigo, until treatment is initiated and if lesions on exposed skin are covered with a
waterproof dressing

head lice, scabies, or ringworm, until treatment is started; children and staff can remain in the
childcare setting until the end of the day

Chickenpox (varicella), until sores have dried or crusted; childcare providers must not
purposefully expose susceptible children to chickenpox, even with the permission of the
susceptible child's parents/guardians

Rubella, until seven days after the rash appears

Pertussis, until five days after antibiotic treatment was initiated

Mumps, until five days after onset of parotid gland swelling

Measles, until four days after onset of rash

Hepatitis A, until one week after onset of iliness or as directed by the local health authority
Shigellosis, salmonella, or E. coli, until a local health authority clears the person for re-admission,
or if the child is unable to participate in activities or needs care from staff that compromises the
health or safety of other children

Children and staff must be excluded from all childcare facilities, and a health care provider must
evaluate the conditions to ensure the person's return will not harm that person or the other people,
when a child or staff member

o

o

has symptoms of severe illness, such as fever with behavior change, lethargy, uncontrolled
coughing, breathing difficulty or wheezing, stiff neck, irritability, persistent crying, poor food or
fluid intake, progressive rash with any other symptoms, or a seizure

has persistent abdominal pain for two or more hours, or intermittent abdominal pain associated
with fever, dehydration, or other signs or symptoms of illness

A child or staff member does not need to be excluded, but a child's parents/guardians should be notified
of new onsets, for minor illnesses or symptoms including:

@)
@)
@)

o

a runny nose or cough not accompanied by a fever

pinkeye or other eye discharge not accompanied by fever

fever without behavior change for people aged four months and older, including children with
immunization-related fevers

rash without behavior change or fever and that is not quickly spreading

If a child develops symptoms of any illness other than those listed above while at the childcare facility
and after the parents/guardians have left, the childcare provider must:

@)
@)

isolate the child immediately from other children in a room or area segregated for that purpose
contact and inform the parents/guardians as soon as possible about the illness and request they
pick up the child.



e Disease charts that identify reportable diseases are available from the state health department. A
childcare provider must notify the local health authority on the same day or as soon as possible if no
contact can be made the same day, if:

o achild becomesiill oris suspected of having a communicable disease reportable to the health
department while in care

o achildis absent, and a reportable communicable disease is suspected

o thereis an outbreak of any reportable communicable disease detected in a childcare facility

e Parents are responsible for keeping their child’s/children’s immunization records up to date

e Employees are required by law to report any signs of neglect or abuse of the children in our care and will
promptly do so

e Children must come dressed appropriately for indoor and outdoor play. Shoes must always be worn.
Weather permitting, children go outside daily, generally with the only exceptions being rain or subzero
temperatures

e Food exceptions cannot be made for individual children except in the case of allergies. Parents must
provide a clear understanding of food exceptions. If a child experiences an allergic reaction to food, the
provider will call the parent and administer any medication prescribed to the individual child. If the
reaction is severe, 911 and the parent will be called immediately. If an Epi-Pen is used, a member of the
staff will call 911

e Meals and snacks will be served at designated times

MEDICINES

Over the counter medicines are not dispersed at SFC ECE. Any emergency medications such as Insulin, Epi-pen,
Benadryl, or inhalers must be in the original container, and be accompanied by parental written permission and
a healthcare plan signed by a doctor. By signing the Acknowledgement of Receipt at the end of the BCS ECE
Handbook, you acknowledge you have read and are aware of the Medicine Policy of SFC ECE

SUMMER CARE WATER POLICY

The children in the SFC ECE Summer Care Program may attend field trips to locations that may involve water
play, including but not limited to the Rose Park swimming pool, The Reef Water Park and Lake EImo State Park.
At each location, the children will be closely monitored by staff. Only experienced swimmers and swimmers
who have been given parental permission will be allowed in the main pool; all other children will remain in the
wading pool. An SFC ECE employee will accompany any children swimming in the main pool. One licensed
lifeguard will be hired for every 25 children if there is not a licensed lifeguard at the field trip site. Children may
bring a life jacket to the Reef and Lake Elmo.

NO SCHOOL DAYS

It is necessary for ALL children to enroll for childcare at SFC ECE on NO SCHOOL Days, including children
enrolled in a monthly program. A sign-up sheet will be posted two full weeks prior to the No School Day. After
the two-week period has concluded, the sign-up sheet will be removed to arrange for the appropriate number
of caregivers. Children may not be accepted on a No School Day once the sign-up sheet has been removed.

PERSONAL NEEDS

For a child to attend SFC EC Education, the child must be potty trained and capable of taking care of personal
needs. No pull ups are allowed. Assistance will be given to the child in the case of an accident occurring. In



consideration of the safety of all the children in the program, if a child cannot be adequately cleaned onsite, a
parent may be called to take care of the child.

Some children may need a period to adjust to new routines and procedures; therefore, a 30-day grace period is
offered for children to get acclimated to their new school setting. After this time, if the child continues to have
multiple, consistent accidents (five or more), it may require the removal of the child from the program. Your
understanding is appreciated.

AUTHORIZED PICK-UP AND EMERGENCY PROCEDURES

Parents will provide a list of individuals who are authorized to pick up the child; parents will update the
list as needed to keep the list current.
In the event of an allergic reaction, the Allergy Action Plan provided by parents from the child’s
physician will be followed
In the event of poison ingestion, Poison Control will be contacted and the instructions followed
Procedure followed in the event of a life-threatening emergency:
o Call911
o Call the child’s parents
o Call the child’s emergency contacts
Procedure followed in the event of a non-life-threatening emergency:
o Call the child’s parents
o Call the child’s physician if necessary
o Call the child’s emergency contacts
Procedure followed in the event of a minor injury:
o Caregivers will determine if first aid is necessary by assessing the child and the situation
o Aninjury/incident report will be completed describing the injury and the action that was taken
o Parents will be provided with a copy of the report
o Asigned copy of the report will be kept in the child’s file
Procedure followed in the event of a severe injury:
o The child’s parents will be notified immediately
If necessary, 911 will be contacted
An injury/incident report will be completed
One copy of the report will be given to the child’s parent
One copy will be given to the medical provider
o One copy will be sent to the state Child Care Licensor
Safety drills including fire, emergency lock-down and shelter in place are practiced throughout the
school year
An AED machine is in the SFC ECE office
o Employees are aware of its location and receive AED training

@)
@)
@)
@)

EMERGENCY DISASTER AND ACTION PLANS

Classroom Preparedness

Every classroom has an emergency kit that includes
o Emergency contact information for all children
Water
Food
First Aid Kit

o)
o)
o)
o Toiletries



e An evacuation map is posted in every room
e Inthe case of an evacuation, all emergency supplies are brought to evacuation sites
Evacuation Sites
e Neighborhood sites
o Grassy area between St. Pius X Parish and the St. Pius X Youth Center
o St. Pius X Parish at 717 18™ Street West.
o Burg Park on the east side of the cemetery
e Out-of-Neighborhood site
o Buttons & Bows Daycare at 405 16™ Street West
Fire Emergency
e 911 will be immediately called by any employee discovering a fire
e Fire alarms will sound throughout the building
e The fire doors in the daycare wing will close automatically
e All children will be kept inside the room and away from the doors
e After 911 has been called all providers, teachers and classroom aides will
o Line students up immediately to conduct a headcount
o Notify a supervisor if a child is missing
Close any open windows and proceed to the nearest exit with the emergency kit and a cell
phone following the evacuation map posted in every room
o Take the sidewalk leading away from the fire
o Proceed to the evacuation site
o Conduct a second headcount
o
o

o

Assess any medical needs and inform emergency personnel
Call parents with information about pick-up location; call emergency contacts if parents can’t be
reached
o Reunite children with parents or emergency contacts at the evacuation site
Tornado
e In case of tornado all providers, teachers and classroom aides will
o Line students up immediately to conduct a headcount
o Notify a supervisor if a child is missing
o Close any open windows and proceed to the basement with the classroom emergency kit and a
phone
o Gather students near the bathrooms and kitchen, away from windows
o Conduct a second headcount
o Call parents when the danger of the storm has passed; call emergency contacts if parents can’t
be reached
o Reunite children with parents or emergency contacts at the pre-arranged location
Intruder
e Inthe case of an intruder, all providers, teachers and classroom aides will
o Immediately follow lockdown procedure
o If outside, return to the nearest classroom immediately, securing both the outside door and the
classroom door
o Keep children away from the door until notified of safety
Conduct a headcount
o Call a supervisor to communicate location and names of any missing students

o



Lockdown or Shelter in Place

In the case of a lockdown, proceed with students to the childcare rooms the classroom emergency kit
and a phone
In the case of a shelter in place proceed to the basement with the classroom emergency kit and a phone
o SFC ECE office staff will shut off utilities if necessary
o SFC office staff will gather any needed prescription medication from the office and deliver it to
the child’s room
o In case of air-quality situation, employees will tape and secure windows and vents need to be
taped and secured
o Notify parents of the situation and inform of pick-up information or emergency contacts if
parents can’t be reached

For any disaster or action plan requiring evacuation or closure of the building, parents will be contacted by the
facility director that is safe to return to the building. The parents will be notified by email, text or a phone call.

TOYS/BELONGINGS

Toys and items of value should be left at home

Toy weapons are not allowed

Parents should label all belongings

If a child intentionally and after warning breaks a toy or equipment, parents may be responsible for the
replacement cost

Parents are encouraged to send a change of clothes, including socks and underwear with their child
Weather-appropriate outerwear labeled with the child’s name is required

A blanket may be sent for use during naptime. Blankets sent from home must be taken home on Fridays
to be laundered.*

Children who have a special comfort item from home are welcome to bring it for naptime*

SFC ECE is not responsible for items lost or broken that are brought from home

*For children utilizing childcare services

BIRTHDAYS

Birthdays are special days, and parents are welcome to celebrate birthdays during preschool or
childcare
o When providing treats, ask the teacher or provider for available for allergy information
o Please do not bring cakes or cupcakes

DISCIPLINE POLICY

At SFC ECE to discipline means to teach. A child may be removed from the center for inappropriate behavior. A
child that causes harm to another child, staff member or parent will be removed immediately.

Discipline is enforced to help each child grow and develop to the best of his or her potential
Children need to know the natural consequences of their behavior

Generous amounts of praise are used to encourage positive behavior

Redirection and an emphasis on the prevention of problems are used to discourage unacceptable
behavior and promote positive social relationships

Staff, parents and children will discuss any problems that may arise

Independence and growth with self-help skills are encouraged in every child



e Open, honest and friendly communication and relationships between SFC ECE staff members, parents,
and children are essential for the benefit of the children
e Although biting is not abnormal, it is a hurtful behavior that staff immediately discourage
o If biting occurred, parents will be called immediately
o If biting becomes a recurring problem, the child will be removed from SFC ECE

DAILY SCHEDULE

6:30am-8:15am Free play (combined groups)
8:15am Morning classes begin
8:15am-11:00am Morning snack, recess, centers, clean-up (individual groups)
9:00am & 9:50am Recess
10:50am-12:00pm Lunch (individual groups)
11:15am Morning classes return
11:30am-12:00pm Puzzles and books, prepare for pm class (individual groups)
12:00pm Afternoon classes begin
12:00pm Outside recess
12:30pm-2:00pm Naptime prep, naptime/quiet time (individual groups)
2:00pm-2:30pm Free play (individual groups)
2:30pm-3:20pm Clean-up, afternoon snack (individual groups)
3:00pm Afternoon classes return
3:00pm-4:00pm Outdoor recess (individual groups)
4:00pm-5:00pm Free play (individual groups)
5:00pm-5:45pm Free play (combined groups)
TRANSPORTATION

e At SFC ECE field trips are occasionally taken

e Sarpy Transportation or the City of Billings public transportation are used for field trips

e Children who ride on the bus are expected to sit in seats with feet always facing forward and hands
inside the bus

e Voices must be kept at an appropriate level

e These guidelines are in place for the safety of all

e A permission slip indicating the field trip destination must be signed for children to ride on the bus

PARENTAL INVOLVEMENT
e SFC ECE has an open-door policy; parents are welcome to visit anytime
e Parents may call during business hours
e A communication board is located by the attendance computer
o All new information is posted on the board and in the classroom newsletters
o Conferences may be scheduled to discuss a child’s progress, behavior, interests, and activities
o Parents are welcome to visit our website www.billingscatholicschools.org

EMPLOYEE REQUIREMENTS
e SFC ECE employees are registered with the Montana Early Childhood Project and are required to
complete 16 hours of continuing education annually


http://www.billingscatholicschools.org/

e SFC ECE employees are CPR trained and certified and trained to use the AED device that is in the school

office

e SFC ECE employees complete Safe and Sacred training annually in compliance with the Diocese of Great

Falls Billings and receive background checks every five years

REMOVAL FROM THE PROGRAM

Saint Francis Early Childhood reserves the right to require the withdrawal of any child

e who consistently endangers the health and safety of other children

e whose needs cannot be met by the program

e whose parents consistently fail to support and uphold the policies of the program

Grounds for removal may include but are not limited to
e non-payment of fees and tuition
failure to follow the rules outlined in this handbook

others with respect

COST

Class and Care Options: Age Days Class Times
5-Day Preschool & Care 4-5 M-F Full Day
5-Day Preschool & Care 4-5 M-F AM or PM
3-Day Preschool & Care 3-5 MWF AM or PM
2-Day Preschool & Care 3 T/Th AM or PM

PAYMENT POLICY

Saint Francis Early Childhood Education Center is a nonprofit program. Payments can be:

e Mailed to P.O. Box 31158, Billings, MT 59107
e Made directly through your child’s account in Finalsite

Child Care

6:30a - 5:45p
6:30a - 5:45p
6:30a - 5:45p
6:30a - 5:45p

SFC ECE not being able to appropriately meet the needs of the child has needs which cannot be met
physical and/or verbal abuse of children or staff members by the child, parents, or family members
o The SFC ECE staff work very hard to provide excellent care to all students. Physical or verbal
abuse of any kind from students, parents, or other family members will not be tolerated
o Staff, students, parents and families of the students will be treated with respect and will treat

Cost
$900
$830
$595
S450

e Putinthe black daycare box by the school office. Do not put payments in your child’s folder. Parents are
responsible for delivering payment to the black box by the school office.

e Tuition refunds/credits are not made for absences, holidays, or vacations, nor is it possible to “make

up” absences due to illness, holidays, vacations, or emergency school closures. When a child is enrolled

at BCS ECE, space, time, staff, and provisions are reserved regardless of attendance.

e Saint Francis Early Childhood Education Center operates separately from Billings Catholic Schools Grades
K-12. There is no discount for multiple children and there is no parish affiliation discount. Best Beginning

scholarships are accepted.

Late Payment and Past Due Policy

e Tuition payments are due according to the agreed-upon payment schedule. Accounts that

become 30 days delinquent are considered past due.
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If an account remains unpaid for 30 days, a $50 late fee will be added to the account balance until the
outstanding balance is addressed. Parents or guardians must make payment arrangements for the
outstanding balance in order to avoid removal from the program.

To reinstate a child’s enrollment, all payment arrangements must be made directly through the Billings
Catholic Schools Business Office.

Accounts that remain unpaid will continue to accrue late fees and may be referred to a collection
agency for further action.

The following is the Past Due Policy for Billings Catholic Schools.

Days Past Due BCS Admin Office Response Student(s) Status at BCS
1-30 Days Monthly email reminder Good Standing
31-60 Days Written notification sent via certified mail Financial Probation

and phone call to family

61-90 Days Account sent to collections Removal from Program

HOT LUNCH INFORMATION

Free and Reduced Lunch applications are available to complete online at https://billingscatholicschools.org/wp-
content/uploads/2025/07/Household-Application-for-Free-and-Reduced-Price-School-Meals.pdf

Hot lunch is not included in the cost of preschool or childcare
Full-price student lunch including milk is $2.90
Reduced-price student lunch is $0.40
Lunch payment can be made to the SFC ECE office with checks payable to BCCHS
Please send payments in increments of the lunch price only; payments will not be accepted for other
amounts or in combination with other payments and the SFC ECE office does not have change
o Weekly: 5=514.50
o Monthly: 20 = $58.00
If you have other students enrolled in Billings Catholic Schools, please send money for your preschooler
separately.
If your child brings cold lunch and would like to have a milk the cost is $0.75.
Money can be added to a separate milk account for them to use as needed.
Milk only: $0.75
Weekly: 5 =5$3.75
Monthly: 20 = $15.00
Any money left on your child’s account will roll over to the next school year and follow your student to
Saint Francis Catholic.
If your child does not continue onto SFC, lunch and milk money refunds can be requested in writing at
the end of the school year

“In accordance with Federal law the US Department of Agriculture policy, this institution is prohibited from discrimination
on the bases of race, color, national origin, sex, age, or disability. To file a complaint of discrimination, write to USDA,
Director, Office of Civil Rights, 1400 Independence Avenue SW, Washington, D.C. 2052-9410 or call 1-800-795-3272 (voice)
or 202-720-6382 (TTY). USDA is an equal opportunity provider and employer.”
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Student name(s):

Acknowledgement of Receipt
Parent Name(s):
and have read and understand all policies, pricing, and

billing procedures outlined in the Saint Francis Catholic Early Childhood Education Handbook. By signing below,
we acknowledge receipt of the handbook and agree to abide by the terms and policies as outlined.

(Parent or guardian signature) (Date)

(Parent or guardian signature) (Date)
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