PARENT QUICK REFERENCE

Stefanie Cell Phone -
Tracy Cell Phone -
Oana Cell Phone -

Weekly updates are sent Friday afternoons by email and text.
You must let the director know if you are not receiving these
emails and texits. It is the primary way we communicate
information.

Morning Arrivals

Carpool runs from 8:45 am to 9 am

Classes begin prompftly at 2 am

Doors lock at 9 am

If you arrive after carpool ends, please text your child’s teacher and
walk your children down to the white gate. Someone will open the
carpool door for your child and help them in. This is to minimize
disruptions from late arrivals.

Tardiness is disruptive to the child and the class. Please make every
effort to arrive during carpool time.

Do not arrive after 10am. Your child will not be allowed to attend
school, special activities, or stay and play that day. The exceptions
to this rule are a doctor or dentist appointment or a family
emergency.

Dismissal

Afternoon carpool is held at 12pm, 1pm, and 3pm. All children are
dismissed by 1pm on Fridays.

If you need to make any changes to your child’s schedule (late
drop off, early pick up, etc.) please inform the teacher ahead of
time. 24 Hour written notice is greatly appreciated.

When picking up early, it is strongly preferred that your child is
picked up at one of the designated carpool times to minimize class
disruption.

If someone other than you is picking up your child, inform a staff
member and let them know what type of car to look for. If we do
not know them, we will ask for ID.

Make sure this person is on your transportation permission form.
Please arrive promptly. There is a $25 late fee for arrival 10 minutes
past your carpool tfime. This is billed at the end of every month.



Carpool Policy

It is very important that parents always remain in their cars during
morning and afternoon carpool in order to keep things moving
along.

Observe the maximum speed of 5 mph. Do not go around a
stopped car in the line unless directed to do so.

For morning drop off a teacher or assistant will help your child out of
the car and with any belongings. See the handbook for more
information about saying good bye and talk with your child’s
teacher about making this a positive and smooth transition

For afternoon pick up, a staff member will place your child in his or
her car seat. We are not allowed to buckle children in for legal
reasons. Please slowly pull forward into the parking lot to buckle
your child.

If you are not comfortable with the above procedure, you will need
to park in the parking lot, walk down the hill, and wait on the bench
for your child to be brought to you. Then you can walk to your car
together. Exercise extreme caution when walking children across
the parking lot and through the carpool line.

For the safety of all children, parents, and staff, refrain from using
cell phones or texting while dropping off or picking up your child.
All families should use carpool for drop off and pick up. It is faster,
safer, and makes for a smoother transition. Please discuss with your
child’s teacher if your child is having a very hard time with carpool
and we will be happy to offer you support.

Communicating with the Teachers

Your child’s teacher should be the first person you approach with
questions or concerns about your child’s classroom environment,
work, and progress.

Teachers are always happy to communicate with you about your
child or the class. However, during class hours, the teachers are
focused on the children and cannot read or respond to texts or
emails. Please call the office or call or text the director’s cell phone
678-740-1528. In case of emergency only, call the church office 770-
475-9159.

If you need to talk with your child’s teacher, please send a note
during carpool, call or email. Allow 24 business hours for a response.
Any communication with the teacher regarding your child’s
progress, difficulties, personal development, or other issues should
be discussed with the teacher during an agreed upon meeting time
(or during Parent/Teacher Conference). Please do not discuss such
things during carpool with the teacher.



Appropriate Clothing

Dress your child in seasonal/weather appropriate clothing
Clothing should be casual and comfortable, appropriate for
playing, painting, sitting on the floor, and walking outside.

All children keep a box with extra clothes at school. As wet/dirty
clothes come home, please send replacements the following day.
Shoes should be comfortable and allow for running. Toddlers keep
an extra pair of ‘indoor shoes’ at school.

Mark all extra clothing items brought to school with your child’s
name.

Extra clothing items should be brought (update according to the
season) in marked zip-locked bags.

Clothing with characters (such as Disney, Pixar, Nickelodeon, efc...)
is a big distraction for the children during class fime. Please save
these types of clothes for the weekend or after school.

What to Bring to School

Unless your child has been asked to bring items for projects to
school, he/she will not need to bring anything except a lunch box (if
staying for lunch)
Primary class:
o Return tote bag and library books on Friday
o Return plastic folder with work on Monday - this helps the
teachers stay organized
o Your child may wish to bring items such as books, interesting
pictures, rocks, flowers, or other natural items to share with the
class.
o Families take turns bringing snack throughout the year. Your
teacher will provide you with a schedule and shopping list.
You may also pay $100 fo COLM and we will handle shopping
and delivery through Instacart. Send via PayPal to
colmadmin@gmail.com or send a check. Let Stefanie or
Tracy know by the FRIDAY before your snack week to allow
time to order.

Toddler Class:
o Return tote bag and folder on Monday or the first day of the
week your child attends school.
o Families take turns bringing snack throughout the year. Your
teacher will provide you with a schedule and shopping list.
You may also pay $100 to COLM and we will handle shopping
and delivery through Instacart. Send via PayPal to


mailto:colmadmin@gmail.com

colmadmin@gmail.com or send a check. Let Stefanie or
Oana know by the FRIDAY before your snack week to allow
fime to order.

e Medication can be discussed with the director on an individual
basis. We do not give over the counter medication at school. Epi
pens are kept in a special place and require a form filled out by
your pediatrician.

Medical Emergencies

e Please be sure to fill out your child’s medical release and
emergency contact forms in case of an emergency (always keep
these numbers current).

e You will be notified immediately of any emergency or medical issue
with your child.

e If your child requires an ambulance or hospital visit, the staff will
contact Emergency Services immediately. North Fulton hospital is
the closest to our campus. A staff member will stay with your child
until a parent arrives.

e If your child has any allergies, please fill out an allergy action plan
form and provide the staff with any medication as prescribed by
your doctor to administer fo your child if a reaction occurs. You will
be contacted immediately for a suspected exposure or reaction.

Classroom Observation

e There are 2 opportunities for observation in the Primary class in the
weeks leading up to conference time. You will be contacted to set
up your individual time.

e We ask that you only stay for 20 minutes and not interact with your
child or the children in the class if possible. A list of guidelines will be
given to you at the tfime of your observation.

e Generally, we do not have observations in toddler because it can
be quite disruptive to the children. However, please discuss with the
teacher if you have any questions or concerns.

Catechesis of the Good Shepherd (CGS)

e CGSis held once a week for primary students in the *Afrium’, a
special room prepared for the children. You are welcome to visit
anytime.

e Participation is optional, if you do not wish to have your child
participate please let his/her teacher know.

e Visit our website under the ‘programs’ tab to learn more about this
program.
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Discipline

If your child misbehaves during class, the teacher will help the child
understand the inappropriateness of the behavior and will offer
suggestions to redirect the behavior.

If the behavior continues, a logical consequence will be given to
the child. Examples include remaining indoors for playground time,
having certain class privileges taken away, etc

If the child contfinues to misbehave, you will be asked to pick up
your child.

The teacher may ask that you attend a conference to discuss the
behavior and ways to help.

Suspension or dismissal from school may occur only when the child
does not progress after every appropriate action has been taken to
correct the behavior. More information about the Discipline Policy is
available in the handbook.

Parking Lot Use

Do not allow your child to walk alone in the driveway or parking lot.
If you need to come to the office or attend a school function, park
in the parking lot and not in the fire lane or carpool lane.

After school do not allow children to play in the parking lot. If you
would like to socialize with school friends, Hembree Park is
conveniently located right next door.

Birthdays

Birthdays in the Primary Casa are celebrated in the classroom with
your child walking around the sun (represented by a candle) while
the children sing a song representing each year of therr life.

You may send in a poster with a picture from each year of life for
your child to share with the class during the celebration.

Please do not send in food for birthday celebrations. Instead, you
may choose an item off the class wish list or a book to give to the
class as a present.

Private birthday parties should be kept out of school, send
invitations in the mail - not during school hours or carpool. Thank you
notes should also be sent through the mail.

Lunch — A healthy lunch is important to keep your child energized and
feeling good for the afternoon. Please send a lunch in a reusable lunch
box with the following:

lce pack (if food requires refrigeration)



e -2 servings of protein (we do not serve milk due to allergies and
various dietary preferences, parents are encouraged to pack 2
servings of protein)

e 1-2 fruit and/or vegetable servings

e 1 serving of grains, whole grains preferred

Keep in mind the following:

e Sugary foods are not allowed and will be sent home.

e We can warm food up as needed, please send it in a microwave
safe container with a lid. Please limit warmups as they can take a
lot of time when multiple children need food warmed up. You can
send food in a thermos to keep it warm instead.

e You do not need to send a drink, water is served at lunch.

e COLMis a NUT FREE school. Do not sent peanut butter or other nut
products in lunches.

Sick Policy
e Email the school if your child will be home sick so we know not to

expect him or her.
e Referto Covid/sickness policy for details regarding Covid
symptoms, suspected exposure, and confirmed Covid
e If your child has any of the following, please keep your child home
from school until they are well:
Fever of 99.5 or higher
Bad cold or flu
Vomiting
Diarrhea
Conjunctivitis/Pink Eye
Impetigo (Staph/Strep skin infections)
Strep Throat
Cold Sores
Sinusitis, Ear Infection, UTI
Other highly contagious illnesses or infections (the full list is available in the
handbook)

Child must be symptom free without medication for 24 hours and no
suspected covid infection to return to school

Weather
e The schoolis closed if Fulton County and/or Cobb County Schools
are closed due to weather. Most of our staff and some of our
students live in Cobb County.



We will NOT delay opening; if Fulton and/or Cobb County is
delayed, we are closed.

If there is a severe weather warning issued before the start of
carpool, we may not open for the day at the discretion of the
school. If a severe weather warning is issued during the day we will
dismiss as soon as safely possible.

If we will be closed, a text and email are sent as soon as the
decision is made. You may also look for Fulton and/or Cobb county
closings, or check our Facebook page.

Emergency Situations

The school is well equipped to handle most emergencies. All school
staff is kept current on CPR and First Aid training. The children will
practice tornado and fire drills throughout the year.

COLCMS will send a text message to all the parents in the event of
an emergency. Please make sure we have the correct cell phone
numbers on file and check your phone before calling the school.

In the event of a power failure, climate control failure, storm
warning, or other instances in which children would be better off at
home, all children will be dismissed as soon as their parents or
authorized adult can be notified. Arrangements will be made by
the school staff for any children whose parents or other authorized
adult cannot be reached.

In the event of a storm or disaster that prevents phone contact with
parents, or one so imminent that it is not safe for parents to travel to
the school, children and staff will go to a safe area in the building.



