Handbook

Lollipop Lane Pre-School
In 1972, a group of mothers met for the purpose of establishing a pre-school for children in Holton and the
surrounding communities. Lollipop Lane Preschool provides children a group experience in which they
may become aware of and appreciate the world around them. They are given an opportunity to learn, to
share and cooperate with their classmates. The play based curriculum focuses on the skills that need to be
mastered before entering kindergarten. The pre-school is located in the First United Methodist Church at
1401 W. 4th St. in Holton. Students and parents may enter from the southeast doors.
Accreditation
Lollipop Lane is a state licensed facility through the Kansas Department of Health and Environment
(KDHE) and maintains the standards prescribed by the state.
Teachers
The school provides well-qualified teachers who know how children grow and feel and who are skillful in
guiding them into wide experiences and meaningful relationships. This opportunity for academic, social
and emotional growth is enhanced as teachers and parents work together. Each class includes up to 20
children with a lead teacher and the assistance of one teacher aide.
Curriculum
Lollipop Lane uses a play-based curriculum designed to meet the skill expectations needed to be mastered
by kindergarten. Curriculum activities are aligned with the Common Core State Standards initiative for
early childhood aged children. Students engage in a variety of activities daily including dramatic and
creative play, supervised games, music, fine motor activities (cutting, pasting), pre-reading activities
(phonemic awareness and letter/sound recognition), pre-math activities, pre-writing activities, stories,
outdoor play, show-and-tell, and snack time. Engagement in these activities helps children to improve
social skills, fine and gross motor skills, and grow both cognitively and academically. Children should
wear play or casual clothes, as there will be outside playing, painting, etc.
Conferences
Optional parent/teacher conferences will be held in the fall and spring, or at parent request. Parents are
always welcome to visit our pre-school. We need and welcome the active participation of both parents
Birthdays
Birthdays are celebrated at snack time. If you plan to provide treats for your child’s birthday, please let the
teacher know ahead of time. A child, who has a birthday during a non-school day, may choose a day
during the school year on which to celebrate his/her birthday. Parents are welcome to observe their child at
any time and especially on the child’s birthday.
Personal Possessions
The school is well supplied with toys, books and play equipment so we ask that children not bring any toys
from home.
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Classes
Lollipop offers a pre-kindergarten class on Monday/Wednesday/Friday from 9:00 AM to 11:30 AM and a
pre-kindergarten or combined class (enrollment determines what is needed) on Monday/Wednesday/Friday
from 12:30 PM to 3:00 PM class. A three-year old class is offered on Tuesday/Thursdays from 9:00 AM to
11:30 AM.
Preference will be given to those students who will be attending kindergarten the following year.
(ENROLLMENT WILL DETERMINE IF WE OFFER ADDITIONAL CLASSES)
The pre-school will observe the holidays that USD #336 observes. These dates are included in the monthly
newsletter. The pre-school will follow USD #336 closings due to inclement weather.
Doors will open five minutes before the class time. Children should be picked up no later than five
minutes after class ends.
Enrollment
Any child in the surrounding community between the ages of three and five years and not attending
kindergarten is eligible to attend Lollipop Lane. Any vacancies occurring during the school year will be
filled from the appropriate waiting list. A $30.00 non-refundable admission fee is to be paid when your
child is enrolled. You will also need to pay your child’s first month’s tuition. Parents of current Lollipop
Lane students may pre-enroll siblings that will be attending next fall in advance and do not have to attend
pre-enrollment. Enrollment forms will be sent out to current students who are pre-enrolling for the
following year.
Discrimination Policy
The Lollipop Lane Nursery School Inc. admits students of any race, color, national, and ethnic origin to all
the rights, privileges, programs and activities generally accorded or made available to students at school. It
does not discriminate on the basis of race, color, national, and ethnic origin in administration of its
educational policies, admission policies, and other school administered programs.
Tuition
Tuition is $60.00 per month for two days a week and $90.00 per month for three days a week. Monthly
tuition is due on the first of each month. Your first tuition payment is due on September 1st. You will pay
tuition each month through April. It is fine to pay more than one month of tuition at a time. Checks
should be made payable to Lollipop Lane Preschool and mailed to Lollipop Lane Preschool, PO Box 208,
Holton, KS, 66436. Tuition may also be placed in the locked part of the outside drop box or given to a
teacher.
Lollipop is a non-profit organization that is funded only by tuition. Tuition covers salaries, equipment,
supplies, and utilities. We ask that you pay your tuition in a timely manner.
Late Policy: If tuition is not paid before the last day of the current month a $15 late fee will be incurred.
If tuition is one month behind and after notification, if tuition is not paid by the tenth of the following
month, your child’s spot will be given to a child on the waiting list. Lollipop also has a $30 returned
check policy.
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Returned Check Policy
A returned check fee of $30.00 will be charged for ALL returned checks. After one insufficient check,
cash or money order will be required for all future payments.

Drop Out Policy
Should it be necessary for your child to drop out of school, notice must be given two weeks in advance to
the teacher so that vacancies can be filled from the waiting list. Reimbursement of paid tuition (full or
partial) will be refunded only if the teacher has received the two-week notification.

Transportation
The teacher must know of car pool arrangements, permanent or temporary. If on occasion a neighbor,
friend or daycare provider comes for your child, the teacher must know of your plans. Children will never
be allowed to leave with any unauthorized person.

In Case of Emergency
Parents are required to provide and update the emergency contact form completed during enrollment. We
do not anticipate emergencies, but we must be able to act quickly in any event.

Fire and Tornado Drills
Once a month in each class the school sets aside a time to discuss and practice fire drills. In case of a fire,
there are several exits to the pre-school and the children practice using them all. Tornado drills are
practiced as well. In case of a tornado, the children are taken to the southeast men’s restroom. The
Jackson County Civil Defense Department has found this to be the safest place. If weather is threatening,
you may pick up your child at any time. However, if the sirens have gone off, we suggest you stay home.

Locked Door Policy
The outside doors will remained locked during school hours 9:10 through 11:20am and then 12:40
through 2:50pm. Ring the doorbell, call the church, or call one of the teachers to enter the building
during locked school instruction. Parents are welcome at all times.
Church - 364-3275, Colby’s cell - 364-7651, Deb’s cell - 741-0899
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Health and Absences
All students’ vaccinations need to be up-to-date before entering pre-school. You will receive a health form
to be signed by your child’s physician and return in drop box or mail to the preschool. Mailing address is
Lollipop Lane Pre-school, PO Box 208, Holton, KS, 66436. The health forms must be on file prior to
the first day of school per KDHE regulations (August 1st is the date forms are due to the school). If
not on file, your child will not be able to attend. If your child is suffering from a cold/flu or other
contagious (i.e. head lice, chicken pox, pink eye, strep throat) disease, keep him/her at home and notify the
teacher of his/her illness. Reasons to keep your child at home are (1) a temperature or upset stomach
within the past 24 hours, (2) a rash or other skin eruptions, (3) discharge from his/her eyes or ears, (4)
evidence of a new cold/flu.
If your child is brought to school with head lice or chicken pox, they will be sent home immediately
and not allowed to return without written notification from his/her doctor or the county health
department. Lollipop Lane Pre-school has implemented a no nit policy on head lice. All nits must be
removed before they return to preschool.

Illness or Accident
The Department of Health and Environment (KDHE) emergency procedures are posted. If your child
becomes ill or has an accident at school, the following steps will be taken:
1. A teacher will call the parent at home or work to make arrangements for the child to be picked up
from school.
2. If a parent cannot be reached, emergency phone numbers that are listed on the child’s enrollment
form will be called.
3. If no one is available and medical attention is needed, a teacher will take the child to the Holton
Hospital. Health assessment and emergency release forms will be taken to the emergency room
with the child. The teacher will remain with the child until a parent or guardian assumes
responsibility for the child’s care.
4. If a teacher judges the child’s condition as life threatening, an ambulance will be called and a
teacher will remain with the child as in step #3.
5. If a teacher must leave the school, a substitute would be called to help the remaining teacher with
the other children.
If this policy does not meet with your approval, please notify the school and let them know what actions to
take if your child is involved in an emergency.
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Discipline Policy
Lollipop Lane Pre-school has limits and rules to maintain safety for your child in an orderly classroom
atmosphere. These rules are clearly defined and consistently maintained. If a child forgets or breaks one of
the rules, he/she is reminded in a pleasant, but firm voice. The teacher will give a positive suggestion as to
what activity he/she may do instead. If, after discussion with the child and one warning, and the child
continues, he/she will be asked to come and do a supervised table activity. The teacher and student will
discuss the student’s behavior. If the behavior continues after having to sit at the table, the student will be
asked to sit in a chair and then a timer is set for one minute per year of age. When the timer goes off the
teacher will give the student positive encouragement. If the inappropriate behavior continues to be a
problem, the teacher will notify parents.

Harmful Behavior Policy
Belief Statement: At Lollipop, the educators and board feel that self-regulation and handling of emotions,
is part of the learning process. As educators it is our responsibility to provide a safe environment for
preschoolers to grow emotionally, socially, physically and academically. There may be times when
preschoolers make bad choices that harm their peers.
If a preschooler physically harms (hits, bites or kicks) another preschooler, the educator will firmly tell the
child to stop. If the child does not stop the educator will intervene. Then the educator will make sure that the
child that was hurt is ok. The educator will sit with the children involved in the incident and after they have
calmed down, determine what happened. Parents/guardians of all children involved in a harmful incident
will be contacted after the session. Parents and educators will discuss together if and what consequences
will be needed.
If a child has harmful behavior that puts the other preschoolers or educators in a non-safe learning
environment, parents will be called and asked to pick-up their child. If this behavior continues and the
parents, and educators cannot find an effective method to help the child correct the harmful behavior, the
educators will provide the parents with information on where to seek outside services.
Suspension/expulsion are not consequences that are acceptable at Lollipop Lane unless the safety of
preschoolers and educators are at risk. This would be a very last resort and have to be approved by
The Lollipop Lane Board.

Child Missing
Teacher’s aide will gather other children in the circle time room. Head Teacher will page the church office
to come to the classroom and help Head Teacher look for missing child. If after looking through the church
and outside the building and the child is not found, the Head Teacher will call parents after 911 is called.
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In Case of Fire
Sound the fire alarm. (blow whistle, ring bell, etc.; smoke detector)
Get everyone safely out of building. (no one is to re-enter building)
Walk the students and staff to the garage, the designated meeting place. (count noses)
Call Fire Department. (outside on cell phone)
When Fire Department arrives, direct them to the fire and tell person in charge if everyone is
safely out of building.
When an emergency evacuation is needed, there is a whistle hanging on the left side of the black metal
storage shelf. When the whistle is blown, children are to line up single file at the sliding glass door and wait
for the head teacher to lead them out. The teacher’s aide should bring up the back of the line. Lead children
out the southeast door. If this door is blocked, turn to your right and go out the west back door. Lead them
away from the building and wait until help arrives.

Tornado Siren
If tornado siren goes off, children are to line up at the sliding door. All will go down the hall to the west and
use the men’s restroom. Children and adults will sit along the wall with heads down and covered. A
flashlight is in the metal cabinet.

Flood
Should serious flooding occur, the children will be moved to higher ground. The head teacher will listen to
a battery radio for further instructions.

Storm Plan
If weather looks threatening, the head teacher will inform the aide to keep students away from windows.
The radio from the closet will be taken out and turned on. The head teacher will get the flashlight and put it
beside the radio. If needed, tornado plan will be followed.
Earthquake Safety Plan of Action
1. Teacher and TA gather students and line the south hallway.
2. All sit against wall and duck and cover
3. Expect aftershocks, wait it out.
4. If needed, evacuate to the Holton Family Center Safe Room, to the west of Lollipop. Take
students’ emergency numbers file, roll book and first aid kit.
5. Stay with children until all have been released safely to families.
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Child Custody Battle Policy
If Lollipop Lane does NOT have copies of custody court orders which specifically state one parent may not
have access to the child at any time, the preschool cannot refuse a parent access to the child. The other
parent will be immediately informed that his/her child is being picked up by the other parent.

Intruder
The head teacher will notify teacher’s aide of intruder, implement classroom lockdown and page the office
on the land line with our emergency code word. The office staff will leave church building and call 911. The
head teacher and her aide will put children into a safe corner of the room away from the doors and windows.
The head teacher will also contact emergency authorities. Both the head teacher and the aide will have a
cell phone with them at all times in order to call law enforcement personnel. The Lollipop and church staff
are aware of this emergency practice.
Loss of Utilities
Loss of electricity; Teacher’s aide gets flash light out of cabinet. Head teacher takes students to the circle
time room. If it is cold students can put on their winter coats that are in the cubbies. Head teacher will get
out the battery operated lantern that is in the circle time closet. Snacks and drinks are stored across the hall.
Restroom will work without electricity.

Chemical Release
If there is an outside chemical release, children will be kept inside in the tornado designated restrooms and
vents will be taped off. No one will be allowed to enter or leave the building until there is an all clear issued
on the radio.
No Gun and Switchblade Zone
No guns, switch blades or weapons of any kind are allowed on the preschool grounds/church property. If a
preschooler brings a gun, switch blade or weapon to school this would be grounds for expulsion, and
authorities will be notified. No pocket knives or look-a-like weapons are allowed on the preschool
grounds/church property. If a preschooler brings any of these to preschool, the educator will take the item
away and the parent will be notified. If there is a repeat offense of this, the child will be suspended upon
approval of The Lollipop Lane Board.
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Lollipop Lane Preschool Medication Administration Policy
Belief Statement: This policy is intended to ensure safe administration of medication to children with
chronic conditions and for emergency situations only. Due to the limited time children are in our care we
ask that families check with the child’s physician to arrange medicines for mild illnesses to be given at a
time that does not involve the hours the child is at preschool.
Background: Almost all children require medication at some point in time. Administration of medication
poses a liability and an extra burden for staff. Also having medication in the facility is a safety hazard.
Administration of medication requires clear, accurate instruction and knowledge of why a child needs the
medicine. Our staff needs to be aware of what the child is receiving, when it is to be given, how to read the
label directions in relation to the measured doses, frequency, expiration dates, and be aware of any side
effects. This policy applies to all medication administration for any child with a chronic illness within the
facility.
Procedure/Practices: Medicine will be administered only if the parent or legal guardian has filled out the
KDHE Authorization for Dispensing Medications to Children and Youth Long Term Form, Medication
Administration Packet.
The information provided includes:






















Child’s first and last name
Name of medication
Reason for medication
Dose to give
Time to or reason when to be given
Manner in which it is to be administered
Side effects of medicine and side effect management
Medical conditions or possible allergies
Length of time the consent form is valid
Prescribing Health Professionals name and phone number
Signed and dated permission to administer medication and proper all information from prescribing
health care professional
Staff receiving Prescription Medication will use the Receiving Medication Form to check the
following:
Child-resistant container
Original prescription with manufacturer’s label with child’s name and strength of the medicine
First and Last name of child is on the container
Current date on prescription/expiration label covers period medicine is to be given
Name and number of licensed health care professional who ordered medicine is on label
Copy of Health Assessment
Instructions are clear for dose, route, and time to give medicine.
Instructions are clear for storage
Child has had a previous trial dose

Lollipop Lane staff will document administering the medication on the KDHE’s Authorization Form
Lollipop Lane Staff will agree to administer medication if the above criteria is met. This may include the
administration of non-medicated diaper creams, insect repellants and sun screen.
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The proper handling and storage of medications, including:
1. Emergency medications – totally inaccessible to children but readily available for (trained) staff in our
metal cabinet on the top shelf.
2. Storing and preparing distribution in a quiet area out of access to children.
3. Parents will be given the left over medicine to dispose of.
4. In the event this cannot happen, the staff will take the medication to the local pharmacy to dispose of
if the medicine cannot be double bagged in coffee grounds.
5. Documentation of how it was disposed of will be put in our Medication Forms file.
Staff has completed training on how to administer medication.
1.
There will always be one person at the preschool that has had this training. No emergency
medication will be administered by anyone that has not had the training.
In the event that the medication was given in error. The parents will be notified and emergency
personnel, (if emergency)
Medication Incident Report and KDHE’s Notification of Injury, Illness or Critical Incident forms will be
completed by the staff who administered the medication
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Handling, Storing, and Disposing of Hazardous Materials and Biological Contaminants
All staff, volunteers and children should abide by the following procedures for handwashing, as defined by
the U.S. Centers for Disease Control and Prevention (CDC)
1. Upon arrival for the day, after breaks, or when moving from group to group
2. Before and after:
 Preparing Snack
 Eating, handling food
 Giving medication
 Diapering
3. After:
 Using the toilet or helping a child use the toilet
 Handling bodily fluids (mucus, blood, vomit);
 Handling animals or cleaning up animal waste
 Playing outdoors
 Handling garbage
Prevention of Exposure to Blood and Bodily Fluids
1. Staff must wear gloves when cleaning up blood, vomit and fecal materials
 Attend to the child’s needs and have other staff member remove other children to an uncontaminated
area. Have the staff person who is not attending the child call parents on cell, if the child is sick
 Blood and bodily fluids must be double bagged and put in a closed trash can
 Children’s soiled clothes may be bagged and sent home with the parents
 Staff must soak up fluids, clean area with soap and water and disinfect contaminated area
 Staff must take off the gloves in the manner taught to not contaminate hands
 Staff must wash hands and the child’s hands

Routine Cleaning, Sanitizing, and Disinfecting (Should not be used near children)
 Before class starts each day, door knobs, light switches, sink faucets and toilet should be disinfected
 Toys should be washed with soap and water immediately if put in a child’s mouth
 Toys should be routinely cleaned to keep down germs
 Toys such as Legos, kitchen toys and manipulatives will be disinfected by placing on the trays and
running through the commercial dishwasher cycle in the kitchen
 Windows are opened when weather is appropriate to help rid of germs
Integrated Pest Management
 Pest control company comes two to four times a year
 Snacks are kept in plastic storage bins if stored for long periods of time
 Trash is taken out daily
Use and Storage of Toxic Substances
 All toxic substances are inaccessible to children and not used in their presence
 Hand sanitizer should only be used if water is not available and stored at least 5 feet off the floor
 All toxic substances are stored in original containers
 Poison Control phone number is posted by the phone
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Lollipop’s Parking Lot, Pick-up and Drop- off Policy
This policy was established for the safety of our preschool students and their families outside of our
building in the parking lot area, during busy transition times. ‘SAFETY’ is non-negotiable with
preschool aged children. Their safety is our responsibility, as adults.
When vehicles are entering the church parking lot where Lollipop is housed, for the safety of
all pedestrians PLEASE lower your speed, think turtle’s pace!
To drop-off and pick-up your child, park parallel at the curb on the east side, or the parking
stalls along the north curb on the south side of the building. This will allow children to enter
the preschool without crossing the parking lot. Please do not park in the east angle parking stalls
or the parking stalls next to the south fence.
The parking lot is very busy during transitions. It is essential that young children hold an adult’s or
sibling’s hand (must be 12 years-old) while entering the building.
Before leaving always walk behind your vehicle to enter the driver’s seat. This allows the driver to
make sure no child is behind the vehicle.
Children left unattended in vehicles It is extremely dangerous for all children to be left alone in
vehicles. There have been many fatalities where children were left alone in vehicles. It is a reportable
offense. We believe that it is essential that young children are supervised at all times. Please let us
know if you need assistance bringing a preschooler in or out of the building.

ATTENTION: IN THE EVENT OF A
FUNERAL, DO NOT USE THE EAST
CURBSIDE PARKING
In the building Drop-off and Pick-up Policy
Drop-off - It is helpful if parents/carpoolers bring the child through the circle time room, place their
belongings in a cubby and help them wash their hands before they start preschool.
It is helpful at dismissal time if parents/carpoolers line up in the east hall starting at the circle time room
door. The students will be dismissed from the circle time room. This ensures that the students will leave in
an orderly fashion with the correct person. Please let us know if you need assistance in bringing a
preschooler in or out of the building.
Updated & Approved by the Lollipop Board - January 2019
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