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WELCOME TO FHS PRESCHOOL 
 

The early childhood years are a very special time in your child’s development.  Great changes occur in 
this relatively short period of time as children learn to communicate, increase their intellectual 
awareness, and make great physical strides.  The FHS Preschool prides itself in attracting high school 
students to the teaching profession so that the next generation of educators is top-notch.  Your children 
are an integral part of that. 
 
Our mission at the Freedom High School preschool is to provide a safe, friendly, and caring environment, 
while educating both high school students and preschool-aged children in a mutually beneficial, 
cooperative setting. 
 
We are so pleased that you have chosen the FHS preschool for your child.  We look forward to seeing 
him/her thrive in our environment.  If there is anything we can do to make your child’s experiences more 
meaningful, please let us know.  We look forward to working with you and your child and in sharing his 
or her growth and development. 
 
We have created this handbook to provide you with comprehensive information about our preschool’s 
policies and procedures.  We truly hope you find this document to be useful.  If you have any questions or 
concerns, please do not hesitate to contact us. 
 
 
Best Regards, 
 
Emily McCord 
 
 

CONTACT INFORMATION 
 
 
Freedom High School 
25450 Riding Center Blvd. 
South Riding, VA 20152  
Office Hours: 8:00 a.m. ~ 4:30 p.m. 

Main Office.................  703-957-4300 
School Fax...................  703-542-2086 

      

 
Mrs. McCord: emily.mccord@lcps.org 

 
 
 
 



 
 

 
 

SCHEDULE and ATTENDANCE 
 

General Information 
 

Freedom High School’s Preschool is an integral part of Freedom’s Early Childhood Education program.  
This year, the preschool will be open from October 9th to May 24th: Mondays, Tuesday, Thursdays, and 

Fridays, from 9:30 to 12:15.  Drop-off will be from 9:20 to 9:30, and pick-up from 12:15 to 12:20.  There 
is no preschool on Wednesdays to allow high school students time to plan lessons. 

 

 
Attendance 

 
 Parents should notify the FHS preschool by 9:00am via email to emily.mccord@lcps.org or via 

phone to (703) 957-4300 whenever your child will not be attending school on a scheduled day.  
We follow the Loudoun County Public Schools closing schedule. 

 It is extremely important that your child attend the preschool every day that he/she is not 
ill.  Our program is designed to teach high school students how to work properly with preschool-
aged children in a “hands-on” environment.  Its success relies heavily upon your preschooler being 
in attendance.  Extended absences or vacations hinder the progress of your preschooler and 
present our high school students with difficulties in planning their lessons and activities.   
Accordingly, children who do not attend preschool regularly may be withdrawn from our 
program.  Of course, if your child is ill, please keep him/her at home. 

 In the event of a highly contagious illness in the preschool, parents will be notified of the illness 
and encouraged to look for symptoms of a similar nature in their child. 

 Valid reasons for absence include illness or family emergency.  Other reasons for extended 
absence will be evaluated on a case-by-case basis by school administration.  

 
****Preschoolers who are absent for a two-week period with no communication to the preschool 

teachers, will be considered to have withdrawn from the program.**** 
 
 

EMERGENCY CLOSINGS 
 
The FHS Preschool will make every reasonable attempt to open on time and remain open during the 
school year.  However, our schedule is driven by the high school schedule.  When students are taking 
exams or are on an assembly bell schedule, we will notify you of delays in school starting or closings.   
 



 
 

 
 

In the case of inclement weather, we will follow the Loudoun County Public Schools schedule of closings.  
If parents are prevented by weather conditions from reaching the facility to pick up their children, staff 
members will care for the children until such time as the parents can safely pick them up.   
 

ENROLLMENT and WITHDRAWL 
 

ENROLLMENT 
 

Enrollment is open to any child age 3-5, who is bathroom-independent.  Enrollment shall be granted 
without discrimination in regard to sex, color, race, religion or political belief.  Specific information about 
the enrollment process can be found on our website. 
 
Interested parents and children are invited make an appointment to tour the preschool, and meet the 
staff.  There is no deposit required until we’ve determined if there is a space available in the preschool for 
your child 
 
LCPS Staff and families returning to the program are given preference for enrollment, and must contact 
Mrs. McCord in February to be placed on the roster for the next school year.  Public registration will take 
place on March 1st for the next school year, via the preschool website. 

 
 

REGISTRATION FEE AND TUITION 
 

An annual deposit of $100 is payable upon enrollment or re-enrollment each spring for the following 
October school year.  This $100 fee is non-refundable; however, it will be applied to the balance of 
preschool tuition.  Tuition is to be paid in full at the start of the school year.  You will be given a receipt 
for payment at the time it is rendered.  Tuition for the 2018-2019 school year is due at the September 
preschool open house, and can be paid in the main office or online.  
 

***There is no credit given for scheduled or unscheduled school holidays and events, child’s illness or 
school closing due to inclement weather*** 

 
 

WITHDRAWAL 
 

Two-week written notice is required for withdrawing for any reason.  In the event of a withdrawal, please 
contact the licensed preschool teacher to discuss details. 
Preschoolers who are absent for a two-week period with no communication to the licensed preschool 
teachers will be considered to have withdrawn from the program.   



 
 

 
 

PRESCHOOL STUDENT RECORDS 
 

Each child enrolled in the Freedom High School Preschool must have an updated school record with all 
required forms: 
 
 Emergency Contact Form 
 School Health Entrance Form 
 Any required forms for the administration of medication  
 Current Photo 
 Signed copy of the Parent Handbook Acknowledgement 

  
Emergency contact information must be reviewed by the parent at least every six months for accuracy.  
Medical records are required to be updated annually, or whenever the child’s immunization status 
changes. 

 
 

SAFETY and SECURITY 
 

PARENT ACCESS 
 

A parent or guardian of a child attending the FHS preschool shall be permitted free access, without prior 
notice, to the Freedom High School preschool classroom whenever their child is in class.  Other visitors 
are asked to schedule appointments and are allowed in the preschool classroom only at the discretion of 
licensed teachers. 
 
 

PARKING AND SPEED LIMIT 
 

Anyone transporting preschool students will be required to display the parking “pass” in the front 
dashboard of the vehicle.  Each preschool student will be provided with three passes.  If you need more 
parking passes, please let Mrs. McCord know. Parents should observe posted speed limits and not park in 
the fire lanes.  These are strictly reserved for emergency vehicles.  Please pull into an appropriate 
parking space when dropping off/picking up your child.  Unless your car is equipped with a 
handicapped tag, do not park in handicapped parking spaces under any circumstances.  For the 
safety of all, children should always be accompanied by an adult and escorted into the building 
and have their hand held at all times in the parking lot.  Parents and children should enter through 
the door marked “D4” next to the playground.  In the event that you arrive during a fire drill or 
evacuation, please stop at the entrance to the school, as students are evacuated through the parking lot. 
 



 
 

 
 

ARRIVAL AND DEPARTURE 
 

Upon arrival between 9:20 and 9:30 each morning, please sign your child in on the designated sign-in 
sheet in the entry area.  Children are to be escorted into the classroom by a parent or guardian and 
dropped off with their designated teacher.  Parental involvement in helping a child get settled with their 
designated teacher will help your child adjust quickly to the morning routine.  If there is anything that we 
can do to help with the morning transition, please do not hesitate to ask.  Children attending the program 
should be settled and ready for the program to begin at 9:30am.   
When picking up children at the end of the day (12:15 to 12:20), parents should sign their child out on 
the designated sign out sheet.  Once a child is removed from the supervising teacher, it becomes the 
responsibility of the person picking up the child to supervise him/her.            
**Due to the nature of our program, repeated pick-ups after 12:25pm will result in dismissal of your child 
from the program.  Please have a back-up plan in place to avoid a late pick-up.  In the event of an 
emergency, please notify the school as soon possible if you will be late.   
 
 

  DRILLS AND EMERGENCIES 
 

Preschool students will participate in all fire, weather, earthquake, lockdown, and evacuation drills that 
occur while preschool is in session.  If a drill or emergency happens during drop-off or pick-up, 
parents/caregivers will be required to participate as well, and would be contacted in the same manner as 
a high school parent for any irregular dismissals.   

 
 

REELEASE OF CHILDREN 
 

The safety of your child is our utmost concern.  FHS preschool maintains a strict policy regarding the 
individuals to whom we will release a child.  The enrollment forms require a parent to specify at least two 
individuals to whom the child may be released either on a regular or emergency basis. 
Advanced written notice is required for an individual to be authorized to pick up a child.  In the case of an 
emergency the licensed teacher must be notified by the parent/guardian who will provide the name and 
brief physical description of the person picking up the child.  Once this individual arrives at the school, 
this individual will be asked for identification.  The authorized individual must then sign their full name 
and note the time of the child’s release.   
 
Should an unauthorized individual arrive to pick up a child, a parent or emergency contact person will be 
immediately notified via phone call.   If we are unable to reach a parent or emergency contact person, the 
child will NOT be released.  Should an unauthorized person become uncooperative with the school’s 
policies regarding the release, school security will be notified. 
 



 
 

 
 

The FHS Preschool will not release a child to any parent, relative or other authorized adult who appears 
to be impaired by drugs, or alcohol.  In the event this situation is suspected, a telephone call will be made 
to the parent, emergency contact person, and/or police and the Department of Public Welfare. 
 
 

***Anyone that the school staff does not know (INCLUDING those listed as emergency contacts) will 
not be allowed entrance into the school without first showing photo ID.  The students’ registration 

form will be checked against the ID presented*** 

 
HEALTH CONCERNS 

 

MEALS AND SNACKS 
 

The Freedom High School Preschool will provide a healthy morning snack on a daily basis.  These items 
may include but are not limited to pretzels, crackers, fruit, breakfast bars, cheese sticks, water, and 100% 
fruit juice.  Snacks will be listed each day on the daily sheets.   Students who are hungry before or after 
snack time will be offered an additional snack of carrots or celery. 

 
 

HEALTH POLICIES 

 
Each preschooler is required to have a completed School Health Entrance Form on file at the Freedom 
Preschool.  These forms must be approved by the school nurse before any preschooler is allowed to 
attend our preschool. 
It is imperative that children be kept home from school when he/she is showing symptoms of illness.  If a 
child arrives in the morning showing symptoms of illness, the preschool will be unable to accept him/her. 
The exception to this requirement would be a licensed physician has indicated in writing that the child 
poses no health risk and that the child would be expected to participate in all activities.  Children should 
be kept out of school with any of the following symptoms. 

 Any fever during the last 24 hours. 
 Vomiting or diarrhea (2 or more episodes in 24-hour period). 
 Severe coughing or sore throat 
 Red eyes with discharge. 
 Skin rashes lasting more than 24 hours. 
 Difficult or rapid breathing. 
 Unusual behavior characterized by listlessness, loss of normal appetite, fatigue or confusion. 
 Symptoms of chicken pox, lice, scabies, or strep throat. 

If a child becomes ill during the school day, a parent will be advised immediately.  The child will be given 
the opportunity to rest or participate in activities in a separate area until the designated release person 



 
 

 
 

can pick the child up.  If the parent is not reached within 10 minutes, the emergency contacts will be 
contacted.  Children who are sent home due to illness will not be readmitted to school until all signs of 
illness have been gone for 24 hours.   
In the case of certain communicable diseases, parents are reminded to notify staff within 24 hours of the 
diagnosis.  All parents will be informed in writing if a communicable disease is reported.   

 

 
MEDICATION & HEALTH PROCEDURES 

 
Medications will be dispensed to children by the Freedom High School nurse.  Check expirations dates on 
all medications regularly.  Completed authorization forms must be submitted and on file with the school 
nurse.  Additionally, each medication must be marked with the child’s first and last name printed on the 
container.  Parents must indicate dosage of medication and the time to be administered.  Medication will 
NOT be dispensed on an as-needed basis.  If medication is to be dispensed only one or twice in a 24-hour 
period, we expect that the medication be dispensed at home.  Only one bottle may be used per child.   
Siblings may not share containers of medication.  If a medication is expired, we will not be able to 
administer it. 

 
Allergies that may require medication: 
If a child has an allergy which may require emergency medication, an authorization form must be on file.  
Freedom High School will also call 911 if an Epi-pen is dispensed and the parent will be notified 
immediately. 
 
CREAMS, POWDER, SUNSCREEN, etc: 
If a child requires over the counter lotions, powders or sunscreen, these must be applied before your 
child comes to school.  
 
ACCIDENTS AND INJURY: 
If a child should become injured at school, the parent will be notified.  If the injury is of a serious nature, a 
parent will receive a phone call from the school at the time that the accident occurs.  In the event of an 
emergency, the child will be transported via ambulance to the nearest hospital or emergency room 
facility and a parent will be contacted to meet the accompanying staff member at the facility.  It is 
extremely important that emergency contact information be accurate and up-to-date.  
In the event that child abuse or neglect is suspected, the FHS preschool will report such suspicion 
to the Department of Social Services. 

 
 
 
 
 



 
 

 
 

MISCELLANEOUS 
 

ITEMS TO BRING TO SCHOOL 
 

PLEASE PROVIDE:  
 A FULL CHANGE OF CLOTHING INCLUDING UNDERWEAR, SOCKS AND SHOES. 

 
Extra clothing should be provided as seasons change and as the child grows.  Rubber soled, closed-toe 
shoes such as sneakers are the most appropriate school shoes for climbing, running and playing outside.  
Appropriate outdoor apparel is needed daily as every effort is made to have some outdoor play time, 
even in the winter.  All items brought to school must be conspicuously labeled.   
 

 
TOYS FROM HOME 

 
We ask that your child not bring toys to the preschool (unless it is requested for “Show & Tell”).  Many 
toys may break easily and contain small parts that may not be safe for our younger preschoolers.  
Show and tell items may occasionally be requested by a child’s teacher.  Suggested show and tell items 
may include: books, photographs, special treasures such as sea shells, or theme related items.  These 
should be discussed with the teacher and the items will be shown at the teacher’s discretion.  Anything 
pertaining to violence (guns, war toys, etc.)  cannot be utilized at the FHS Preschool.  Material deemed 
inappropriate for a preschool audience will not be used. 
 

 
FLEXIBILITY 

 
We want to emphasize that this is not your typical preschool program.  Our preschool schedule is 
primarily driven by the high school students and their schedules.  High school students must often 
participate in assemblies, testing, club meetings, pep rallies and other school-related events that may 
affect the opening/closing of the preschool.  We will make every effort to provide timely notice of such 
events.  However, there are times throughout the school year that student events may come up, requiring 
us to delay the preschool opening or close the preschool for the day altogether at the last minute.  Please 
check your email frequently on preschool days as we will notify you of changes to the schedule via email.  
If we must notify you of a last minute change (on the same day) we will call the home number of each 
preschooler.  Your patience and understanding in these matters is greatly appreciated. 

 
 
 
 



 
 

 
 

HIGH SCHOOL STUDENT INVOLVEMENT 
 

The FHS preschool operates in cooperation with the Early Childhood Education (ECE) program.  We 
currently can have up to 80 students participating in the program who will be interacting with your child 
on a regular basis.  These students in grades 10-12, are obtaining “on-the-job training” through working 
with your children in the preschool.  Each high school student is assigned to at least one preschooler.  
Because there are four different ECE classes that will interact with your child, your child will have at least 
four different high school students as their “teacher.”  During the school day, the high school students are 
responsible for interacting with your child, looking out for their well-being at all times, teaching them, 
setting a good example, encouraging them to socialize with others, and reinforcing appropriate classroom 
behavior.  The high school students will also be responsible for carrying out the daily lessons of the 
preschool as well as conducting other activities such as art, story time, tutor time, or technology time. 

 
Our students have spent the first six weeks of school training and getting ready for your children to begin 
preschool.  They have been learning to:  

 Create and teach engaging lessons  Integrate technology 
 Evaluate personal strengths and weaknesses  Manage food allergies (Epi Pen Training) 

 Read to children  Practice professionalism 
 Practice effective positive guidance    Administer First Aid  

 Implement Developmentally Appropriate Practice  Communicate with parents 

 

ADDRESSING CONCERNS 
 

Freedom High School Preschool is overseen by one of our licensed teachers at all times.  However, if 
concerns should arise that are related to your child’s interaction with a high school student, it is 
very important that you address those concerns with the supervising licensed teacher, and not the 
high school student.   
 
 

CHILD FIND PLANS or IEPs 
 

In order to help maintain a mutually beneficial relationship between high school and preschool learning, 
we need to be informed on any special needs of the preschool students.  If your child has been referred to 
Child Find and receives services, or has been evaluated for, or received an IEP, we would like a copy for 
our records.  Please keep in mind that this is not a traditional preschool, and that we may not be able to 
meet all accommodations recommended or required, and we may recommend that your child attend 
preschool with the LCPS Early Childhood Special Education Program.  
 



 
 

 
 

BEHAVIOR POLICY 
 
Even though your child will be paired with a high school student, behavioral incidents, such as acting up 
during an activity, not listening or following directions, and failing to exhibit self-control may occur. 
 
The FHS Preschool aims to keep behavior issues minimized.  The staff encourages, self-control, 
responsibility, and cooperation.  When it is practical and safe, logical or natural consequences will be 
presented to the child. 
 
“Time out” may be used selectively for children who are being disruptive or are at risk of harming 
themselves or others.  The period of “time out” will be just long enough to enable the child to regain 
control and will average one minute per year of age.  During “time out” the child will be separated from 
the other children and monitored by their teacher.  The teacher will use this time to talk to the child 
about his/her actions and encourage the child to behave acceptably.   
 
We will also develop a behavior plan if necessary.  If the disruptive or potentially harmful behavior 
continues, the child may be put on “probation.”  During probation a child will not be allowed to attend 
preschool for a specified number of days.  The child will be allowed to return to preschool after the 
probation period is over.   A meeting will be scheduled to evaluate the child’s progress.  Permanent 
removal from the program will result if no progress has been made.   
 
Aggressive physical behavior (kicking, hitting, biting, etc.) by a child toward another child or staff 
member is unacceptable.  Staff members will intervene immediately should this type of situation occur.  
The parents will be contacted and the incident will be documented.  The following are possible 
consequences for aggressive physical behavior: 
 

 Staff and parents will work together to create an acceptable behavior plan after the first 
offense.  

 A child may immediately be put on probation. 
 A child may immediately be removed from the program. 

 
At no time will a child be subjected to physical corporal punishment (shaking, hitting, biting, pinching, 
etc.).  No child will be humiliated, frightened, or verbally abused by the teachers or students of Freedom 
High School.  Children will never be disciplined for sleep habits, toileting accidents, food consumption, or 
lack of participation in scheduled activities.  At all times, a child’s age, emotional state and past 
experiences will be considered in discipline matters.  Any violation of the school’s discipline policy should 
be brought to the attention of the licensed teachers immediately.   
The FHS Preschool reserves the right to deny, cancel, sever, suspend or terminate the services to any 
child, without notice, for any reason. 

 



 
 

 
 

PARENT COMMUNICATION 
 

The FHS preschool presents many opportunities for parents to receive information on the progress of 
children as well as details on other general activities occurring throughout the school year.  Examples 
include: 
 
Preschool Open House: This typically takes place prior to the start of the preschool year.   
 
Daily Sheets: You will receive a daily written report for each block that your child is in attendance.  The 
preschool day spans two 90-minute blocks where the high school students change during each.  Daily 
sheets provide parents an overview of activities for the day as well as information on meals, rest, and 
toileting.  Your child’s teacher will also provide comments on your child’s progress.  Parents should check 
their child’s cubby each day for these reports as well as artwork and other messages.   
 
Monthly Calendar: A monthly calendar is available on the FHS Preschool website which will include any 
school delayed openings, activities and scheduled closings.  An additional copy will be provided to each 
parent at the end of the previous month.   
 
Newsletters:  Newsletters will be created by our Early Childhood Education II students.  This newsletter 
will list upcoming events, give insight on high school class instruction, and show off preschool activities.   
 
Parent Conferences:  Parents are encouraged to schedule conferences with the licensed teachers to 
discuss a child’s progress or other concerns. 

 
 

 
 
 
 

The Freedom High School Preschool reserves the right to edit any of the 
information contained within this document at any time. The material contained 

herein should not be considered as the sole determination of policy. 
 
 

 
 
 



 
 

 
 

FHS Preschool Parent Handbook 

 
Acknowledgement Form 

 
 
I acknowledge access the Freedom High School Parent Handbook and agree to abide by 
the policy guidelines as a condition of my child’s enrollment in the Freedom High School 
Preschool.  
 
 
 
Preschooler Name:  __________________________________________________________________________________________________ 
 
 
Parent Printed Name: _______________________________________________________________________________________________ 
 
 
Parent Signature: ___________________________________________________________________  Date: _________________________ 
 
 
 
 
 

In the event of a family emergency, I do _______ I do NOT _______ authorize individuals listed 
as family or emergency contacts on the registration form to share updates and 
information with the supervising, licensed teacher.  I acknowledge that Freedom High 
School may then share information high school staff and students as deemed appropriate 
or necessary by the licensed staff and/or the administration staff.  
 
 
Parent Signature: ___________________________________________________________________  Date: _________________________ 
 


