Busy Bees Preschool
Parent Handbook
2026–2027 School Year
Welcome!
Welcome to Busy Bees Preschool! We are so excited that you have chosen our program to be part of your child’s early learning journey. Our goal is to provide a safe, loving, and engaging environment where children develop socially, emotionally, physically, and academically through hands-on learning and play.
We believe every child is unique and learns at their own pace. Our classroom encourages curiosity, creativity, independence, and confidence while preparing children for kindergarten.
Our Mission
Busy Bees Preschool provides a nurturing, faith-friendly environment where children ages 3–5 can learn, grow, and thrive through meaningful play and hands-on experiences. We strive to inspire a love of learning while helping children develop the skills needed for future success.
Program Information
Location
First Lutheran Church
Harvey, North Dakota
Ages Served
Children ages 3–5 years old.
School Year
The preschool year begins after Labor Day and follows the local school calendar whenever possible.
Class Schedule
	•	3-year-olds - Tuesdays and Thursdays 
	•	4 & 5-year-olds - Mondays and Wednesdays
	•	8:30 a.m. – 12 p.m.

Our Curriculum
Children learn best through play and active exploration.
Our curriculum includes:
	•	Early literacy
	•	Math readiness
	•	Science exploration
	•	Art and creativity
	•	Music and movement
	•	Fine and gross motor development
	•	Social-emotional learning
	•	Outdoor play
	•	Kindergarten readiness
Each month features exciting themes, books, crafts, sensory activities, and hands-on learning opportunities.

Daily Schedule
8:30–9:00 Arrival
9:00–9:20 Morning Meeting
9:20–10:00 Learning
10:00–10:20 Snack
10:20–10:50 Outdoor Play or Gross Motor Activities
10:50–11:45 Theme Activities, Art, Science, or Sensory Play
12:00 Dismissal

Arrival & Dismissal
Parents or authorized adults must escort children into the building and sign them in.
Children will only be released to parents or individuals listed on the emergency contact form.
Please notify the teacher if someone different will be picking up your child.

Attendance
Regular attendance helps children build friendships and establish routines.
If your child will be absent, please notify the teacher before class begins.

Health Policy
Please keep your child home if they have:
	•	Fever of 101°F or higher
	•	Vomiting
	•	Diarrhea
	•	Contagious illness
	•	Persistent cough
	•	Unexplained rash
	•	Pink eye
Children must be fever-free for 24 hours without medication or with a doctor’s note before returning to preschool.

Illness Policy When Becoming Sick at Preschool
The health and well-being of all children is a priority at Busy Bees Preschool. Children who become ill while in our care will be monitored closely and cared for in a quiet, comfortable area away from other children until they can be picked up. 
For minor illnesses, such as a mild headache, slight stomachache, or a low-grade fever without any other symptoms, staff will: Monitor the child’s condition throughout the day. We will encourage rest and provide comfort. We also will offer water and encourage fluids, if appropriate. We will notify the parent or guardian of the child’s symptoms and any changes in their condition. We will continue to observe the child to determine if they are well enough to remain at preschool or if early pickup is necessary. 
If a child develops symptoms that could indicate a contagious illness or is unable to comfortably participate in normal preschool activities, parents or guardians will be contacted and asked to pick up their child promptly. 
In the event of a medical emergency, staff will provide appropriate first aid, call 911 if necessary, and contact the child’s parent or guardian immediately. 

Accident, Injury, Emergency, & Evacuation Plan 
Staff are trained in Pediatric First Aid & CPR/AED and will respond promptly and appropriately to any accident or emergency. 
Minor Injuries, such as small cuts, scrapes, bumps, or bruises, will be treated with basic first aid. The injury will be cleaned, comfort measures will be provided, and an ice pack or bandage will be used if needed. Parents or guardians will be informed of the injury at pickup or sooner if appropriate, and an incident report will be completed. 
If a child experiences a serious injury, staff will immediately assess the situation, administer appropriate first aid, and call 911 if emergency medical care is needed. Parents or guardians will be notified immediately. The child will remain under the supervision of a staff member until emergency responders or the parent/guardian arrives. An incident report will be completed following the event. 
Minor burns will be cooled with cool (not ice-cold) running water and covered with a clean, dry dressing if needed. For severe burns, staff will call 911 immediately, provide appropriate first aid, and contact the child’s parents or guardian without delay. 
If a child is suspected of swallowing a poisonous or harmful substance, staff will immediately call the Poison Center and follow their instructions. If the situation is life-threatening or the child is unconscious, having difficulty breathing, or is experiencing seizures, 911 will be called immediately. Parents or guardians will be contacted as soon as possible. 
In the event of a fire or other emergency requiring evacuation, staff will calmly and quickly escort all to the designated outdoor meeting location using the nearest safe exit. Attendance records and emergency contact information will be taken during the evacuation. Staff will account for every child immediately after reaching the designated meeting area. No one will re-enter the building until emergency personnel determine it is safe to do so. Fire drills and other emergency drills will be conducted regularly in accordance with North Dakota licensing requirements. 
Parents or guardians will be notified as soon as possible if an emergency affects their child or requires evacuation of the preschool. 

Medications
Medication will only be administered with written parent permission and according to program policies. To ensure the safety and well-being of all children, Busy Bees Preschool will only administer medication when it is necessary during program hours and when all required documentation has been completed. Prescription medications must be in their original container with the child’s name, medication name, dosage, administration instructions, and prescribing healthcare provider’s information clearly labeled. 
Over-the-counter medications must also be in their original container and accompanied by written authorization from the child’s parent or guardian. 
All medications will be stored securely and out of children’s reach. A written record of each medication administered, including the date, time, dosage, and staff member administering the medication, will be maintained. Preschool staff reserve the right to refuse to administer medication if proper authorization or labeling requirements have not been met. 

Snacks
A snack and water will be provided each class day. Busy Bees Preschool will try to include a nutritious snack each day to support children’s growth, learning, and healthy eating habits. Snacks are planned to follow recommended nutrition guidelines whenever possible. Parents or guardians who wish to buy snacks, are more than welcomed to. 
Please inform us of any allergies or dietary restrictions before school begins. If a child has any certain dietary accommodations, please contact the teacher for an accommodation form on which the state provides. 

Supplies
To help your child have a successful start at Busy Bees Preschool, please send the following items:
	•	A backpack large enough to hold artwork and classroom materials. 
	•	A complete change of clothes (shirt, pants, underwear, and socks) in a labeled zip-top bag.
	•	A labeled reusable water bottle.
Busy Bees Preschool will provide classroom learning materials, art supplies, and toys. Families do not need to purchase supplies, unless requested for a special activity or event. 

Clothing
Please dress your child for active play.
Children should wear:
	•	Comfortable clothing
	•	Weather-appropriate outerwear
	•	Clothes that can get messy during art and sensory activities
A complete change of clothes should remain at preschool or in your child’s backpack.
Outdoor play is an important part of our daily routine, so children should come dressed appropriately for the weather each day.
During the winter months, children should come prepared with a warm coat, hat, mittens or gloves, snow pants, & boots for outdoor play. Please try to label all personal belongings to help prevent items from being lost or misplaced. 

For the safety of our children and staff, outdoor play may be shortened or canceled during severe weather conditions, including extreme heat or cold, heavy rain, thunderstorms, high winds, icy conditions, poor air quality, or other hazardous weather. The preschool will use local weather conditions and recommend safety guidelines to determine whether it is safe for children to be outdoors. When outdoor play is not possible, children will participate in supervised indoor gross motor activities. 

Bathroom Expectations
Children should be independently toilet trained before beginning preschool unless previous arrangements have been made.
Accidents happen! Staff will assist children as needed while encouraging independence.

Behavior Guidance
Busy Bees Preschool uses positive guidance techniques to help children learn appropriate behavior.
We focus on:
	•	Respect
	•	Kindness
	•	Problem-solving
	•	Sharing
	•	Taking turns
	•	Making good choices
Positive reinforcement is used to encourage appropriate behavior. Our approach to behavior guidance focuses on teaching, encouraging, and modeling positive behaviors rather than using punishment. Children are guided to develop self-control, problem-solving skills, empathy, and respect for others through consistent expectations, positive reinforcement, and age-appropriate guidance. 
When challenging behaviors occur, teachers will respond calmly by redirecting the child, helping them identify and express their feelings appropriately, teaching appropriate choices, and working with the child to resolve conflicts. 
If a behavior continues or poses a safety concern, families will be informed, and staff will partner with parents or guardians to develop consistent strategies that support the child’s success both at home and at preschool. 
Our main goal is to help every child build confidence, responsibility, and the social-emotional skills needed for lifelong success. 

Parent Communication
Communication between families and teachers is very important.
Parents can expect:
	•	Monthly newsletters
	•	Classroom updates
	•	Photos (with permission)
	•	Conferences as needed
	•	Open communication throughout the year
Please feel free to contact the teacher with any questions or concerns.

Personal Belongings Policy 
Children are welcome to bring personal belongings to Busy Bees Preschool when requested for special activities, show-and-tell, or comfort during the transition to school. All personal items should be clearly labeled with the child’s name. 
While staff will make every reasonable effort to help children care for their belongings, Busy Bees Preschool cannot be responsible for lost, damaged, or misplaced items. Families are encouraged to leave valuable, fragile, or irreplaceable items at home. 
Each child will have a designated space for storing personal belongings such as backpacks, extra clothing, and other approved items. Staff will encourage children to keep their belongings in their assigned area to help prevent items from being lost or mixed up with those of other children. 
Any items brought to preschool that pose a safety risk or are inappropriate for the classroom environment may be stored by staff and returned to the child’s parent or guardian at the end of the day. 

Transportation Policy 
Busy Bees Preschool does not provide transportation for children to or from the program or for field trips or other program activities. 
Parents or guardians are responsible for safely transporting their child to and from the preschool each day and ensuring their child is signed in and signed out according to program procedures. 
If transportation is ever provided in the future, Busy Bees Preschool will update this handbook to include transportation procedures that comply with all applicable North Dakota child care licensing regulations and safety requirements. 

Birthdays
Birthdays are special! At Busy Bees Preschool, we enjoy celebrating each child’s birthday and making them feel special on their big day. Birthdays are recognized with a classroom celebration, a birthday song, and a special acknowledgment during the school day. 
Families are welcome to provide a store-bought item. To help ensure the safety of all children, treats should be commercially prepared, individually packaged, and free of common allergens whenever possible. 

Field Trips & Special Events
Throughout the year we may enjoy:
	•	Holiday celebrations
	•	Community helpers
	•	Nature walks
	•	Guest speakers
	•	Family events
Parents will receive advance notice and permission forms when necessary.

Weather Closures
Busy Bees Preschool generally follows the Harvey Public School weather decisions.
Families will be notified of cancellations through text, email, or social media.

Tuition
Tuition payments help cover the cost of classroom materials, curriculum, supplies, and daily operations, and are essential to maintaining our program. 
Tuition for Busy Bees Preschool is $225 per month. Tuition is due on the 1st of each month and reserves your child’s spot in the program. 
Families may choose the payment option that works best for them: 
	•	Pay in Full: Tuition for the entire school year may be paid in full before or on the first day of preschool. ($2,025)
	•	Monthly Payments: Tuition may also be paid in monthly installments of $225, with payment due on the 1st of each month.
Payment methods accepted:
	•	Check (checks can be made out to Busy Bees Preschool)
	•	Electronic payment (if offered)
Regardless, of the payment option selected, tuition reserves your child’s place in the program and is non-refundable due to absences from illness, vacation, holidays, or weather-related closures.
Please contact the teacher if financial concerns arise.

Community Hero Discount
Busy Bees Preschool proudly offers a 10% tuition discount to first responders including law enforcement officers, fire-fighters, EMTs & paramedics. We also offer a 10% tuition discount to any active-duty military personnel as our way of saying thank you for your sacrifice. 

Withdrawal
Families are asked to provide at least two weeks written notice if withdrawing from the program. Tuition remains the responsibility of the family during the notice period, regardless of attendance. No refunds or credits will be issued for missed days or early withdrawal. 
Busy Bees Preschool also reserves the right to discontinue enrollment if a family fails to comply with program policies, tuition obligations, or if a child’s needs cannot be safely or appropriately met with the program. Whenever possible, families will be given advice notice and the opportunity to discuss any concerns before enrollment is terminated. 

Emergency Procedures
Busy Bees Preschool practices emergency drills throughout the year, including:
	•	Fire drills
	•	Tornado/severe weather drills
	•	Lockdown procedures
Emergency contact information must remain current.

Photo Permission
Photographs may be taken during classroom activities for newsletters, displays, or social media only with parent permission.
A photo release form will be completed during enrollment.

Child Abuse & Neglect Reporting Policy 
Busy Bees Preschool is committed to providing a safe and nurturing environment for all children. In accordance with the North Dakota Century Code S50-25.1-03, all staff members are mandated reporters an are required by law to immediately report any reasonable suspicion of child abuse or neglect. 
Any parent, guardian, staff member, volunteer, or community member who suspects that a child is being abused or neglected is encouraged to report their concerns immediately. Reports may be made by contacting the North Dakota Statewide Child Abuse & Neglect Reporting Line at 1-833-958-3500. If a child is believed to be in imminent danger, call 9-1-1 immediately. 
Reports of suspected abuse or neglect should be made directly to the appropriate authorities. The identity of the person making the report is kept confidential as provided by law. Staff members will fully cooperate with child protection workers and law enforcement during any investigation. 
Busy Bees Preschool strictly prohibits retaliation against any individual who, in good faith, reports suspected child abuse or neglect. The safety and well-being of every child will always remain our highest priority. 

Responsibilities and Rights Policy 
Busy Bees Preschool values a positive partnership between families and staff. Working together with mutual respect helps create a safe, supportive, and enriching environment for every child. 
Parents and guardians have the right to:
	•	Be treated with respect and professionalism. 
	•	Receive open and honest communication regarding their child’s development, behavior, and well-being. 
	•	Review program policies and ask questions regarding their child’s care. 
	•	Be informed promptly of any illness, injury, emergency, or significant incident involving their child.
	•	Share concerns or suggestions regarding the program without fear of retaliation. 
Parents and guardians are responsible for:
	•	Providing accurate and up-to-date emergency contact, medical, and enrollment information. 
	•	Ensuring their child arrives on time and is picked up promptly.
	•	Keeping their child home when they are ill or have symptoms of a contagious illness.
	•	Paying tuition and fees according to the program’s payment policy.
	•	Supplying requested items such as extra clothing and other required materials.
	•	Treating children, staff, and other families with courtesy and respect. 
	•	Following all preschool policies outlined in this handbook. 
Staff members have the right to: 
	•	Work in a safe, respectful, and supportive environment.
	•	Be treated with courtesy and professionalism by children, families, and coworkers.
	•	Enforce program policies and classroom expectations consistently.
	•	Receive appropriate training and support to provide quality care and education. 
Staff members are responsible for:
	•	Providing a safe, healthy, and nurturing learning environment. 
	•	Supervising children at all times and promoting their physical, emotional, social, and cognitive development. 
	•	Treating every child and family with dignity, respect, and confidentiality. 
	•	Maintaining open communication with families regarding their child’s progress and any concerns.
	•	Following all applicable licensing regulations, health and safety standards, and mandated reporting laws. 
	•	Providing positive guidance and discipline practices that support children’s growth and self-esteem. 
By working together with mutual respect, honestly, and cooperation., Busy Bees Preschool and families can provide the best possible experience for every child. 

Parent Partnership
Parents are their child’s first and most important teachers.
We encourage families to:
	•	Read together daily
	•	Ask about your child’s day
	•	Attend preschool events
	•	Volunteer when possible
	•	Maintain open communication with staff
Working together helps children succeed.
If you have any questions or concerns, please don’t hesitate to reach out. 

Thank You & Welcome to Our BEE Hive
Thank you for choosing Busy Bees Preschool to be a part of your child’s early learning journey. We are honored by the trust you place in us and are committed to providing a safe, nurturing, and engaging environment where every child can learn, grow, and thrive. We believe that a strong partnership between families and educators is essential to a child’s success. We look forward to partnering with your family and making this a wonderful year filled with learning, laughter, discovery, and growth!
Busy Bees Preschool
First Lutheran Church
Harvey, North Dakota
“Where little minds grow, explore, and shine!”

Parent Acknowledgment
I have received and read the Busy Bees Preschool Parent Handbook. I understand the policies and agree to support them throughout the school year.
Parent/Guardian: ___________________________
Child’s Name: ______________________________
Signature: _________________________________
Date: _____________________________________

