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Purpose 
This handbook is intended to familiarize families with the current Catalina Hills Preschool and 
Kindergarten policies and procedures. The director may, at any time, review and revise school 
policies as deemed appropriate 
 
Mission Statement 
Catalina Hills provides the community with a loving, positive and engaging environment to 
encourage physical, emotional, social and intellectual development of young children. Our 
quality whole child learning experience encourages children to grow, explore, experience and 
learn. Our low child- to -teacher ratios and small class sizes will provide the teachers quality 
time with each student. Catalina Hills will provide a strong foundation for future academic 
success for each child attending. Catalina Hills provides care for ages 1-6 years of age.  
 
Notice of Nondiscriminatory Policy 
Catalina Hills Preschool and Kindergarten LLC 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 of the school. Catalina Hills does not discriminate on the basis of race, 
color, national or ethnic origin in the administration of our educational policies, admissions 
policies, or any school-administered program.  
 
School Hours and Operation 
School Hours are from 7:30 to 4:00pm Monday-Friday. Summer hours may vary.  
School begins promptly at 8:00 AM. Tardiness is stressful for your child or children. This can also 
cause stress for the other children in class. Lessons and fun begin, and tardiness can interrupt 
the class.  
 
If you have an emergency delay and you are going to be late picking up your child, please call 
the school before closing time. You must designate two different contact numbers on your blue 
emergency card for reasons like this and others should we not be able to reach you.  
If you are late picking up your child at the end of school 1pm for 1,2’s and 3’s. 2:00 for 
Kindergarten. Or 4:00 for the Owl’s program. Late fees will apply.  
 
Transportation 
Catalina Hills does not provide transportation to and from campus. Parents/guardians are 
responsible for dropping off and picking up their children.  
The school will be closed for a variety of in-service and vacation days. A yearly calendar will be 
available outlining these specific days.  
 



 

Child Enrollment 
Class registration and Placement- Please read through this website. Call us for a tour and to 
register your students. While it's best for a child to begin in August, we do make exceptions for 
a child to begin mid-year as long as there is availability in class.  
 
Enrollment- Catalina Hills is partnered with Brightwheel, an admissions and tuition 
management company for private schools.  
 

• There is an initial application process where parents will provide basic information 
about their child and their interest in Catalina Hills Programs.  

• We will process the information, if there is availability for the requested program and 
days, we will accept it followed with an email or phone call. 

• A follow-up email will be sent to complete the process through Brightwheel. 
 
ALL INFORMATION MUST BE COMPLETE, ALL DOCUMENTS MUST BE UPLOADED AND THE 
REGISTRATION FEE MUST BE PAID FOR YOUR CHILDS REGISTRATION TO BE PROCESSED AND 
READY TO START.  
 
After registration is paid, a billing agreement will be sent through email for tuition where you 
can choose your payment plan and payment options.  
 
Tuition 
Monthly tuition is billed each month beginning in August through May. Payments do not 
change in months when there are school holidays, vacations, or in-services. A late charge of 
$35.00 will be added to the tuition for the current month if not paid by the first 10 working 
days of the month. Tuition payment for August in non-refundable.  
 
Catalina Hills families must use the tuition options provided. 
 
WITHDRAWAL- A 30 day notice must be given by parents to withdraw their child. Advance 
tuition payments in excess for the following month will be refunded. If immediate withdrawal is 
desired, the monthly payment is still required. 
 
 

 
 
 



 
Extended Care 
There is an Early Bird program beginning at 7:30 am until school starts at 8:00am. This program 
is 5.00 per half hour. Reservations are required. 
 
Owls program is our after-school program running from 1-4pm. This program is 9.00 per hour. 
Reservations are required. 
 
Daily Drop-in 
Drop-in care for registered students is available when space is available. If you would like your 
child to attend on an unscheduled day, please contact your child’s teacher via email and copy 
the assistant director for space, availability and approval.  
 
The daily drop-in rate is $40.00. This fee does not include the early bird program or the Owls 
program. If drop-in is available and approved the drop-in rate will be reflected in your extended 
care billing for the week.  
 
 

Staff and Parent Responsibilities 
The staff at Catalina Hills will offer a safe, and fun setting for your child’s learning experiences. 
 

• Follow the standards of this book. 
• Listen to questions, comments, concerns that you may have and set up confidential 

meetings if you desire. Meetings can be scheduled with teachers privately through 
email. 

• Share information with families about difficulties and successes. 
• Inform you of any illness or accident 
• Provide newsletters, announcements, and calendars to inform you of classroom events 

and themes.  
• Provide families with ongoing developmental assessment progress. 
•  Catalina Hills is committed to staff training and planning in order to provide the best 

quality education for your child. 
 

Parents 
Parents are invited to participate in our programs as they are able. Please plan to attend any 
and all of the planned activities throughout the school year. These are not mandatory but are 
wonderful opportunities to meet you child’s friends and their families.  



Catalina Hills parents have access to their areas on facility premises where the enrolled child or 
children are receiving child care services. 

Classroom volunteers 
Parents are encouraged to participate in the classroom with their child. The staff welcomes 
your participation and support, once the children are settled into the school routine. Volunteers 
are especially requested for special event days throughout the year. Volunteers need to sign in 
and out of the office and wear a special visitor badge when on campus. Teachers will each 
oversee volunteer days and times and will let parents know if and when this is a possibility in 
their classroom. 
 

• Parents have the responsibility of reading the information regarding the school and our 
programs, checking the parent boards daily, and other forms of communication. 

• Share information about your child with staff members 
• Pay tuition fees using payment options 
• All parents will be treated with respect and concerns/issues discussed confidentially. 
• Call or email the school when their child will be absent. 
• Sign their child in and out each school day  
• Update all emergency contact information and immunization records. 

 
Communication with Parents 
Communication because it is so important that we communicate with our families well and 
often, Catalina Hills sends important messages, information and classroom events to you via 
email. Our monthly newsletter and announcements etc. Parent/teacher visits are scheduled 
through the teacher, but please feel free to ask questions and check in with your child's teacher 
at any time. If you ever feel that the communication is not as frequent or as detailed as you 
would like, please see the director, so that additional arrangements can be made. All parent 
comments and suggestions are valued.  
 
Child Guidance 
Catalina Hills has high expectations for our students. We feel that through building relationships 
with the students, having clear requests and expectation and redirecting students to make 
acceptable choices. When children misbehave it applies to all ages, we speak to them about 
alternative behaviors and empathetic responses. We will guide students in taking personal 
responsibility and developing decision-making skills that will help them be successful 
throughout the school year and in the future. Children are encouraged to solve problems that 
may arise throughput the day. Occasionally, a child may be redirected to another area of the 
classroom to help him or her to make a better choice.  
 
If the child remains uncooperative and disruptive, we will call you to come and take the student 
home. We will try again the next day. Excessive occurrences or degrees of inappropriate 



behavior are reported to the parents. At his time, a parent conference will be scheduled with 
the teachers and director, and a behavior modification plan will be setup.  
 
If a child breaks toys and or furniture the parents maybe requested to pay for or replace item. If 
Catalina Hills feels that a child endangers staff or students or damages the facility that student 
may be dismissed from Catalina Hills.  
Catalina Hills has the right to dismiss a child or children at any time, the staff will contact the 
parents and a dismissal plan will be setup.  
 
Daily sign in and out 
A sheet is provided in each classroom for the purpose of signing your child in and out each day. 
Your first initial and full last name are required for signing in and out to comply with state 
regulations.  
 
 
 

Toddler Policies  
 
Diapering 
Please provide commercially available disposable diapers/pull ups, wipes and ointment, if your 
child requires it. Diapers are checked often throughout the day, at least every two hours and 
after naptime. The changing area is cleaned and sanitized after each child’s diaper is changed. 
Teachers and staff will wash their hands after each diaper change. We ask that your child not 
arrive at school in a soiled diaper. Please ask if you have any questions. 
 
Potty Training 
The toddler’s teachers are happy to help with your child’s transition from diapers to the potty. 
If we see your child become interested in potty training during their school experience, we will 
highly recommend and discuss with the parents that we begin the process. 
 
This is an exciting time for your child because they are becoming more independent. Through 
this transition, due to the amount of time it takes to clean up from a potty accident, that 
children continue to wear pull-ups or diapers to school until they have used the potty 
successfully for a full week at home and at school.  
 
Bottles 
Bottles are not allowed on campus and will not be given to your child during the school day. 
 
 
 



Water Bottles/ Sippy cups 
We ask that each toddler bring in a reusable water bottle to school everyday. Please take and 
return to school each day with the bottle cleaned and refilled. Please fill with only water 
 
Pacifiers 
If your child is still using a pacifier we will help with your child’s transition. When the child is 
done with the pacifier it will be left in your child’s cubby.  
 
Biting 
We all understand and accept that when toddlers are in groups, biting is unfortunately not 
unexpected. When a biting incident occur, we take it very seriously and try to find the reason 
why the child is biting and try to extinguish the behavior as quickly as possible. Here is how 
Catalina Hills will handle the situation: 
 

1. We will maintain a structured, well-planned environment 
2. Staff will provide plenty of positive attention for appropriate behavior 
3. Staff will stay close to the children so that we can intervene early before a situation 

escalates. 
4. We will try to divert the child from biting and remove him/her from the area if 

necessary. 
5. We will notify both sets of parents about the incident and while respecting privacy 

convey what happened. 
 
Children who bite repeatedly present risk to themselves and others. In these cases, we will 
meet with the parents and discuss further. The child will be disenrolled if we see no progress. 
 
Nap Time 
A rest time is required by state regulations for all children staying for more than 8 hours. Our 
program also requires toddler aged children to rest or nap. Nap time is from 1:30-3:30pm.  
 
Each child who takes a nap will need to bring: small blanket, small pillow and a fitted crib sheet 
that will fit in labeled Catalina Hills Preschool bag. A child may bring a small stuffed toy or lovey 
they normally take to bed. Please mark these items with child’s name. The bedding needs to be 
taken home at the end of each week washed and returned to school on Monday.  
 

Toys 
Favorite items and toys should only be brought to school when it is for a shared opportunity 
instructed by your teacher. Please keep superhero toys, ropes, weapons at home.  
 

 



Dress Code 
 
Clothing  
Play clothes that your child can fasten on their own are best for school. Easy on easy off items 
are best.  Please allow your child to wear clothes they can get messy in. Label all belongings. An 
extra change of clothing will be kept at school in case a change is necessary. The soiled items 
will be placed in a zip lock and given to you at pick up.  
 
Shoes 
Shoes must be worn at all times. Shoes that are to be worn at school are closed toed shoes. 
Crocs are acceptable. Please no Flip flops. Shoes with slippery soles are not permitted.  
If we observe that your child’s shoes limit their play, we will ask that your child not wear the 
shoe to school. 
 

Meals 
Children will bring a snack each day. We encourage parents to send healthy, low sugar snacks.  
Please provide a labeled water bottle filled with WATER only each day.  
 
Lunch is every day at 12:00 Pm in your child’s classroom. If your child is staying for lunch, please 
provide healthy lunch items. Pack an ice pack in the lunch box if items are to be kept cold.  
Please label your child’s lunch box. Please take-home lunch boxes at the end of each school 
day.  
 
Food and allergies  
Because of allergies Catalina Hills does not allow children to share their food with others.  
Please be sure to clearly communicate to the teacher/staff if any food allergies.  
 
If, at any time a child enrolls with a diagnosed nut allergy, the nut allergy policy will change and 
will be effective immediately. 
 

 
 
Extra Polices 
 
Birthdays 
Birthdays are observed in each classroom with class birthday traditions. Each child is recognized 
in a special way in the classroom. Please talk to the teacher about arrangements for your child's 
birthday celebration. If you wish to bring a treat for the class, items need to be store-bought 



and brought in original packaging to comply with state guidelines. We encourage parents to 
come and spend some special time with their child, reading their child's favorite book to class 
and sharing in the special treat.  
 
 
Field Trips 
Throughout the year there are several on-campus field trips. Field trip permission forms must 
be signed for preschool students to participate.  
 
Pick-Up/Drop-Off Changes  
Please notify you child's teacher in writing when someone new is picking up and verify with the 
office that the person is listed on the authorized pick up form. Identification must be shown to 
the staff in the school office before your child is signed out by a new person. We DO NOT 
accept phone calls from parents in which verbal authorization is given for a child to go home 
with another person WHO IS NOT LISTED ON YOUR AUTHTORIZED PICK UP FORM. 
 
 
 

Illness, Medication, Injury and Absenteeism 
 
Absences  
If your child is ill or won’t be attending. Please notify the preschool via phone (520) 529-5617. If 
we do not hear from you by 8:30am we will contact you.  
 
Illness Policy 
Catalina Hills Preschool and Kindergarten reserves the right to temporarily deny any child 
admittance to school for reasons of obvious illness or to request early departure, should 
symptoms become apparent during the course of the day. We ask for parents to assist by 
keeping sick children at home. We do take into consideration your physician’s 
recommendations nevertheless it is up to our discretion when your child may return to school. 
 
When a child may not attend school: 
Fever: Children will be sent home if their temp is higher than 100.4 or higher and must stay 
home until child is fever free for at least 73 hours without the use of fever reducing medication.  
 
Rash: Any rash other than a common diaper rash or skin irritation will require that child to be 
sent home for an evaluation and diagnosis from a doctor.  
 
Conjunctivitis (pink eye): Children will be sent home if there appears to be discharge from and 
irritation to their eye (s). Before returning to school they will need from their doctor. 



 
Diarrhea: Children will be sent home if they have two or more loose bowel movements in one 
day. They will need to stay at home and be diarrhea free for at least 24 hours. 
 
Vomiting: Children will be sent home if they vomit and must be symptom free with no vomiting 
for at least 24 hours. 
 
Lice: Children with head lice will be sent home from school immediately. Parents will need to 
treat the head lice before coming back to school. The child will be checked by a staff member 
before they reenter Catalina Hills.   
 
Medications 
Medications, both prescription and over the counter are rarely given at school; there are 
exceptions made for special or serious problems when it is deemed necessary by the physician. 
Parents are urged to work out a schedule of giving medication at home, outside of school 
hours.  
 
If medication is to be administered at school, all of the following conditions must be met: 

• Signed request from a licensed physician specified the condition for which the 
medication is to be given, the name, dosage, side effect and specific instructions for 
emergency treatment must be on file at school. School staff is not authorized to 
determine when an “as needed” medication is to be given. 

• Specific instructions must be provided 
• A signed request from parent/guardian must be on file at school. 
• Medication must be in your child’s original, labeled pharmacy container written in 

English. 
• All liquid medication must be accompanied by an appropriate measuring device. 
• A separate form is required for each medication. 

 
Medications must be stored in a locked box (refrigerated medications) or in a cabinet if not 
refrigerated. Medication authorization form must always remain with the medication. Unused 
medication must be immediately returned to the family Catalina hills will not store.  
 
 
Sun Safety 
Please apply sunscreen to your child prior to sending them to school. Children are encouraged 
to bring a hat with a brim that they can keep in their cubby. Please label with the child’s first 
and last name.  
 
 



Insect Repellent 
Please apply insect repellent prior to sending your child to school. 
 
Pesticide Application  
In the event pesticides are deemed necessary, notification will be posted at the office 
information board. Notification will be posted 48 hours in advance of any application. Notices 
will state day and time of the application. Further information will be available in the office 
upon request. 
 
 
Emergency Procedures 
Catalina Hills staff is trained in CPR and First Aid. We will help with minor cuts and bruises but, if 
we suspect a child needs to be taken to the doctor, we will get the emergency contacts and call 
the 1st one listed until we get ahold of someone. (If there is an emergency, we will call 911 first 
and then the parents). Please contact us if you have any changes throughout the school year. 
In the event of a building safety issue, such as a fire, the teachers will evacuate the children 
following the escape route or alternate route as indicated on the building map. Maps are 
posted in all classrooms and office. Fire drills are held monthly.  
 
In the case of an emergency lockdown, all doors to the classrooms and office will be locked. 
Children will remain in the classrooms with doors locked. No one will be allowed in the building 
until the police clear the lockdown. 
 
 
Abuse/Neglect 
In accordance with the Arizona State Law, the staff at Catalina Hills Preschool and Kindergarten 
must report suspicion of any form of child abuse. This includes sexual abuse, physical abuse, 
emotional abuse or neglect. Our foremost responsibility is to ensure the safety of your child. 
 
Insurance 
Arizona state law requires that licensed preschools carry general liability insurance. Please see 
the front office for more information 
 
 

 
 
 

Catalina Hills School is regulated by the Arizona Department of Health Services, 
400 W. Congress, Suite 100, Tucson AZ 85701 

(520) 628-6540 
Inspection reports are available upon request at our facility as well as through ADHS. 

 


