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St. Casimir’s School  
Early Childhood Handbook Overview 

St. Casimir’s School (SCS) welcomes you to our licensed Early Childhood program 
designed to the meet the spiritual, educational, emotional and physical needs of 
children through the two offerings of the program—prekindergarten for four-five year 
old students and preschool for three-four year old students.  This program is licensed by 
the Minnesota Department of Human Services (DHS). 
 
This handbook is designed to give parents an overview of the program, its requirements 
and policies.  Helpful parent aids have been included as well.  A more comprehensive set 
of information for the school’s general information may be found in the annual SCS 
Parent/Student Handbook.  Therefore, it is understood that the policies within this 
handbook are not all inclusive.   
  
SCS is in compliance with the State of Minnesota K – 12 Compulsory Law through their 

accreditation status with the Minnesota Nonpublic School Accrediting Association 

(MNSAA).  In accordance to Federal and State statutes, SCS complies with all laws 

prohibiting discrimination on the basis of race, color, creed, religion, national origin, sex, 

marital status, status with regard to public assistance, membership or activity in a local 

commission, disability, sexual orientation or age.  The SCS principal is the final recourse 

and reserves the right to amend this handbook.  Parents/guardians will be given prompt 

notification of any amendments to this handbook.   

Thank you for your interest in the program offerings of St. Casimir’s School.  If you have 
any questions or concerns regarding this information, please do not hesitate to contact 
the school office at 507-553-5822. 
 
 
 

 
  



 

  



 

 
 
 
 

 
 
 
 

ST. CASIMIR’S SCHOOL MISSION STATEMENT  
 
St. Casimir’s Catholic School is a Christ-centered faith community 
where we pray, learn and celebrate together in an environment 
for children of various Christian faiths. 
 
Revised:  April 2021 

 
 
 
 
 

ST. CASIMIR’S SCHOOL PHILOSOPHY STATEMENT  
 
With Christ as our model and guide, St. Casimir’s School strives to 
develop academic excellence integrated with the truths and 
values of the Gospels.  With the belief that each child is special, 
their unique talents and needs are recognized to develop in them 
a feeling of dignity and self-worth.   
 
Revised:  April 2021 
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SCS EARLY CHILDHOOD PROGAM 

 

ABSENCE 

If a student will not be attending early childhood (EC) class on their scheduled day to attend, 

the parent/guardian needs to contact the SCS Early Childhood Cordinator as soon as possible.  

In this event, no refund will be available for the missed class time.   

ADMISSION 

St. Casimir’s School accepts students of various Christian faiths, while giving priority enrollment 
to St. Casimir Church members, members of cluster parishes and non-members who are 
already enrolled at SCS.  While SCS welcomes and celebrates non-Catholic students, it should be 
noted that only the Catholic faith and its teachings and practices are shared within the school 
through Masses, classes and activities.  In order to respect students of other faiths, a non-
Catholic student is not required to actively participate in such circumstances; however, their 
attendance with an attitude of respect and cooperation is expected.  If a parent requests that 
their child not attend such events, it is understood that it is the parent’s responsibility to 
provide the child supervision outside of SCS during the duration of the event or class.  If not 
following the school’s professed faith, parents are encouraged to discuss with their child at 
home the differences in what is practiced at SCS and the strengths of their own family’s faith 
and teachings. 
 
ALLERGIES 

Student allergies and food intolerances need to be communicated to the EC Coordinator by the 

parent/guardian and supported by a signed physician statement.  EC staff will be notified of any 

allergy and food intolerance information.  An Individual Child Care Program Plan (ICCPP) will be 

put into place for each child known with allergies and/or food intolerances.   

ARRIVAL & DISMISSAL 

SCS uses the school parking lot and back entryway doors for arrival and dismissal of 

all students.  Students may enter the building at 8:00 AM and sessions will begin at 

8:25 AM.  Once within the back entryway, ring the door bell system to gain entry 

into the school.   

Class dismisses at 2:50 PM.  When picking up a student, please use extreme caution in the 

streets and parking lot around the school.  If a child is not picked up by 3:00 PM, s/he will be 

taken to the SCS Kid Zone after school program, and parents will be charged $1.00 per minute 

per student for every minute they are late.  If the student is not picked up by 6:30 PM, the 

police will be contacted and the student will be taken into their custody.   

Students will not be released to any person without prior written consent from the 

parent/guardian.  If an unauthorized person arrives to pick up a student, the student’s 

parent/guardian will be contacted.  SCS cannot legally keep any parent (including step-parent) 
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from picking up a student from school without having a copy on file of a court order prohibiting 

the parent from contact with the student.  If an individual breaks a court order and attempts to 

take a student, the authorized parent/guardian will be notified and the police will be called.  

  

BEHAVIOR GUIDANCE 

Guiding students in a positive manner is important to ensure the safety, health and 

development of each child.  Staff members provide a positive role model for acceptable 

behavior and will intervene and redirect students before a negative situation happens.  

However, if negative behavior occurs:   

 Staff will discuss options with the student for a more constructive use of their time.   

 If the behavior persists, the student will be directed to another activity.   

 If the student continues to be unable to function in an acceptable manner, the 

student will be removed from the group within the room for a length of time 

appropriate for their age.   

 If the whole group is disrupted, the student will be removed from the room to a 

quiet place with a staff person until the student gains self-control.   

 A conference with parents/guardians will be called if separation from the class 

happens.   

 Parents/Guardians may be contacted and asked to pick up the student during the 

day if the unacceptable behavior is a continuing problem.   

 SCS will make every effort to provide a program that meets the needs of each 

student; however, sometimes it is not always possible to meet the needs of a 

student and/or family.  If after working with the student and/or family it is believed 

to not be in the student’s best interest to remain in the program, other 

arrangements will need to be made by the family.   

 Behavior or health issues that may affect the safety, health and general well-being of 

the other students in the program may result in limited exclusion or termination of a 

student from the program.   

Furthermore, SCS upholds the SCS Positive Behavior Intervention and Supports(PBIS):   

 PBIS is a systematic approach to behavior expectations that enhances learning 
outcomes for all children. By reinforcing desired behavioral outcomes, children will 
clearly understand expectations. 

 This attention to expectations leads to a more positive experience, a stronger 
learning community, and an increase in child learning.   

 All staff members are committed to following this plan to ensure all children are 
provided with an enriching, challenging, and nurturing learning environment.  

 Please make sure your child understands the PBIS expectations as shown on the 
following page. 
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AREA 
R E S P E C T 

SELF COMMUNITY SCHOOL 

All Settings 

● Arrive on time 
● Keep hands, feet, & 

objects to self. 
● Cooperate. 
● Dress appropriately. 

● Use Christ-like manners. 
● Respect others' space, 

feelings & property. 
● Line Basics 

● Keep it clean! 
● Think Green! 

Bathroom 

● Wash hands after use.  
 

● Flush toilet. (Hush, rush 
& flush!) 

● Respect others' privacy. 
● Use only when needed. 
● Wait your turn. 

● Keep it clean!     
● Think Green! 

Bus 

 

 Remember belongings 

 Know bus safety rules 

 Stay in seat 

 Follow directions 

 Be a good listener 

 Take Turns 

 Quiet 

 Use appropriate 
language 

 Feet and hands to self 

 Pick up garbage 

 Face forward with feet 
on the floor. 

 

 

Classroom 

● Follow directions. 
● Be prepared. 
● Accept consequences. 
● Be on task. 

● Be positive to others. 
● Raise hand and wait to 

be recognized. 
● Follow directions. 
● Be on task. 

● Use materials for 
intended purpose. 

● Maintain property in 
original condition. 

Hallway 

● Walk safely.       
● Walk quietly.  
 

● Walk to the right. 
● Walk safely. 
● Walk directly to 

destination. 

● Hands and feet off 
walls. 

● Keep it Clean. 

Lunchroom 

 

● Wash hands. 
● Eat own food. 
● Use good table manners. 
● Make good food choices. 
● Remember lunch money 

● Be polite to others. 
● Practice good table 

manners 
● Follow line basics 
● Stay seated until 

dismissed 

● Clean area. 
● Follow lunchroom 

rules 
● Think Green!     

Playground 

● Play safely. 
● Follow playground rules. 
● Be Prepared. 
 

● Play cooperatively. 
● Utilize Rock, Paper, 

Scissors to resolve 
differences. 

● Be a good role model.  

● Use and return 
equipment properly. 
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CALENDAR 

The EC program follows the SCS annual calendar.  Please note that there are 

mandated two-hour late starts and/or early dismissal days scheduled each 

quarter.  Sessions may begin two hours late or release two hours early on these 

dates.  If United South Central Public Schools (USC) experiences an emergency 

closing (weather related or for any reason), the EC program also closes and 

students will be sent home via the emergency transportation arrangements made on the 

registration forms.   

CHILD ABUSE & NEGLECT 

Minnesota state law requires SCS staff to report suspected cases of child abuse or neglect to 

the proper authorities.  The Minnesota Maltreatment of Minors Act establishes a system for 

reporting possible child abuse and neglect to government agencies that provide services for the 

child or conduct criminal investigations.   

Who to Report Child Abuse and Neglect 

Any person may voluntarily report abuse or neglect.  Any person that works with children is 

required to report abuse or neglect and cannot shift the responsibility of reporting to their 

supervisor or to anyone else.   

If a staff person knows or has reason to believe a child is being or has been neglected, 

physically or sexually abused within the preceding three years, the staff person must 

immediately (within 24 hours) make a report to an outside agency.   

Where to Report Child Abuse and Neglect 

If a staff person knows or suspects that a child is in immediate danger, they must call 9-1-1.  

All reports concerning suspected abuse or neglect of children should be made to the 

Department of Human Services, Licensing Division’s Maltreatment Intake line at (651) 431-

6600, to the local county human services agency at (507) 526-3265, or local law 

enforcement at (507) 526-5148.   

If the report does not involve possible abuse or neglect, but does involve possible violations 

of Minnesota Statues or Rules that govern the facility, the staff member should call the 

Department of Human Services at (651) 431-6500.   

What to Report Child Abuse and Neglect 

Definitions of maltreatment are contained in the Reporting of Maltreatment of Minors Act 

(Minnesota Statues, section 626.556) and are available in the SCS office.  A report to any of 

the above agencies should contain enough information to identify the child involved, any 

persons responsible for the abuse or neglect (if known), and the nature and extent of the 

maltreatment and/or possible licensing violations.  For reports concerning suspected abuse 

or neglect occurring within a facility, the report should include any actions taken by the 
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facility in response to the incident.  An oral report of suspected abuse or neglect made to 

one of the above agencies by a mandated reporter must be followed by a written report to 

the same agency within 72 hours, exclusive of weekends and holidays.  For the 

maltreatment of Minors Definitions, see the entire definition at: 

https://www.revisor.mn.gov/statutes/?id=626.556 

Failure to Report Child Abuse and Neglect 

A mandated reporter who knows or has reason to believe a child is or has been neglected or 

physically or sexually abused and fails to report is guilty of a misdemeanor.  In addition, a 

mandated reporter who fails to report maltreatment that is found to be serious or recurring 

maltreatment may be disqualified from employment positions allowing direct contact with 

persons receiving services from programs licensed by the Department of Human Services 

and by the Minnesota Department of Health and unlicensed Personal Care Provider 

Organizations.   

Employer Mandated Reporter Prohibited Retaliation 

An employer of any mandated reporter shall not retaliate against the reporter for reports 

made in good faith or against a child with respect to whom the report is made.  The 

reporting of Maltreatment of Minors Act contains specific provisions regarding civil actions 

that can be initiated by mandated reporters who believe that retaliation has occurred.   

Failure to Report Child Abuse and Neglect Internal Review 

When the facility has reason to know that an internal or external report of alleged or 

suspected maltreatment has been made, the facility must complete an internal review 

within 30 days and take corrective action, if necessary, to protect the health and safety of 

the children in care.   

All information from this report is completely confidential and shall not be shared.  The 

internal review must include an evaluation of whether:   

 Related policies and procedures were followed 

 The policies and procedures were adequate 

 There is a need for additional staff training 

 The reported event is similar to past events with the children or the services 

involved 

 There is a need for corrective action by the license holder to protect the health and 

safety of children in care 

The review will include questioning of all parties involved which will be documented, along 

with documentation of any proof of any incident.  Upon the completion of the review, the 

director will take necessary steps to develop and implement a corrective action plan.  This 

plan is designed to change current lapses and prevent future lapses in performance by 
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individuals or the license holder, if any.  The internal review will be done by the SCS 

principal.  The SCS principal will handle the cases, unless the case involves the 

administrator.  In that situation, the St. Casimir Church parish administrator and/or 

diocesan personnel will become involved.  When the documentation and internal review 

are complete, it will be filed in a locked cabinet in the SCS office and available to the 

commissioner upon the commissioner’s request.  

CONFERENCES 

Progress reports are given twice a year at parent-teacher conferences.  

Conferences are held mid-quarter during the first and third quarters of the 

school year.  Specific conferences dates will be listed on the annual school 

calendar.  If any notable changes occur at any time with the student during the 

school year, the parent/guardian will be notified.  If a parent/guardian has questions or 

concerns at any time during the school year, contact the teacher and/or the SCS school office.   

DAILY ACTIVITIES 

A sampling of the daily activities include:   

 Targeted computer learning:  Activities designed to increase student’s reading and 

math skills.   

 Curriculum:  The EC curriculum focuses on learning skills to help 

children prepare for prekindergarten and kindergarten through hands-

on experiences and activities.  The curriculum provides theme-based 

learning experiences that incorporate math, literacy, social skills, and 

Catholic faith through songs, stories, circle time, discovery centers and 

much more.   

 Enrichment:  Activities such as baking, arts and crafts, games, science and gym time to 

improve and enhance the well-roundedness of students.   

 Field trips:  Walking field trips may be taken in town, and when transportation is 

available, out of town field trips may be planned.   

 Rest time:  Both EC classes will have a short rest time in the afternoon.  No one is 

expected to sleep, but this time is meant to give students some down time and 

reenergize.  Students are asked to bring a blanket, pillow, etc. to use during this rest 

time.   

ELIGIBILITY 

The EC preschool class is offered to children who have turned three years old by September 1, 

2021 and are not older than five.  The class is held on Tuesdays and Thursdays for the full 

school day.   
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The EC prekindergarten class is offered to children who have turned four years old by 

September 1, 2021 and are not older than five.  Prekindergarten classes are held on Mondays, 

Wednesdays and Fridays for the full school day.   

Both class offerings are located in the EC wing of SCS.  Students attending this program 

program are required to be able to use the bathroom independently (including undressing, 

wiping, washing, etc.).  If you have any questions regarding this information, please contact the 

school office at (507) 553-5822.   

EMERGENCY INFORMATION & HEALTH FORMS 

SCS requires documentation including parent information and emergency authorization, as well 

as health care and immunization information to be on file for each student before the student 

may begin any SCS Early Childhood program.   

All information on the registration paperwork must be kept current.  It is the responsibility of 

the parent/guardian to inform the EC Coordinator of changes to the following information:   

 Home address 

 Home/work/cell phone numbers 

 Persons authorized or not authorized to pick up a student 

 Persons to contact in an emergency if a parent/guardian cannot be reached 

ILLNESS & MEDICAL EMERGENCY 

If a student becomes ill while at any SCS program, the student will be isolated from 

other students whenever possible.  Parents/guardians or emergency contacts will 

be notified to pick up the student immediately.   

If a student is diagnosed with a contagious or reportable illness, the parent/guardian needs to 

inform the EC Coordinator immediately so other families in the program can be promptly and 

properly notified.  Details of the student will not be shared, only information about the illness 

or condition and steps parents/guardians may need to take will be shared.   

SCS does not have a nurse on staff monitoring health situations that may arise.  In the event of 

a medical emergency or accident, staff will administer first aid.  When necessary, 9-1-1 will be 

called and the student will be transferred by ambulance to the nearest medical facility.  SCS 

staff will make every effort to notify the parent/guardian or emergency contacts of the medical 

emergency.  Each family is responsible for all medical charges.   

LUNCH & SNACK PROGRAM 

Families have the option of either sending a cold lunch with their child or 

signing up for the lunch program through USC during the fall of the coming 

school year.   Lunch is served in the St. Casimir Church Hall.   
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Two snacks will be served—one in the morning and one in the afternoon.  Snacks will be 

purchased and stored in a designated area.  Two food groups will be served at every snack, and 

students will have a choice of milk or water to drink.  Since snacks are provided, typically 

students should not bring a snack; however, exceptions will be made for medical reasons, 

religious reasons and for birthday treats.  Snacks brought by students need to be commercially 

prepared foods.   

MEDICATION 

The following guidelines are strictly followed to ensure the safety of every 

student.  These practices are based on state recommended guidelines as well 

as USC’s professional medical recommendations.  The following guidelines 

need to be met in order to give over the counter or prescription medication to 

a student:   

 A completed “Consent for Administration of Over the Counter and Prescription 

Medicine” form must be received for each medication for each student.  If the 

authorization expires and the student needs to continue on the medication, a new 

consent form must be completed.   

 The medication (over the counter or prescription) must be brought by a 

parent/guardian and must be in the original, unopened container.   

 Only the recommended dosage listed on the package will be administered.   

 SCS reserves the right to limit the duration of time in which over the counter 

medication is used.   

 Any unused medication must be picked up a parent/guardian, or it will be disposed 

of after an extended period.  Parents/guardians will be contacted before medication 

is disposed.   

RATES, BILLING & PAYMENT 

The program rates and billing information for both classes may be found on the 

SCS Fee Statement accompanying this handbook.  

SCS utilizes OptionC, an online program, to maintain paperless billing and payment accounts for 

each student.  Each parent/guardian will be provided an OptionC login to monitor their 

account.  Family accounts will be automatically charged on the 15th of each month for regular 

monthly charges.  Payments should be made in check form written to “St. Casimir’s School”.   

Online payments can also be made by setting up an online Stripe account.  Contact the SCS 

bookkeeper for more information on online payments.   
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TRANSPORTATION 

During the school year, bus transportation is available for students attending SCS.  

This service is provided through participation in the USC Transportation Program.  

Parents/Guardians need to contact the USC Transportation Supervisor at (507) 

553-3134 to be placed on a bus route.   

 

Thank you for the opportunity to get to know 
and work with you and your child! 
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Manuscript Handwriting Guideline 

When helping your child practice their handwriting, please use the guideline shown here.  Pay 

careful attention to the numbered order and direction for each stroke of the individual letters.  

When your child is printing his or her name, only the first letter should be capitalized.  Use small 

letters for the remainder of the letters. 
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Let Children Be Children 

Do you worry that your children are growing up too fast?   Are you frustrated when they beg to 
watch television shows or movies with characters and activities that are just too old for 
preschoolers?  We worry, too.  Let’s work together to protect children and let them enjoy being 
preschoolers.  Here are five ideas that may work for your family: 
 

• Limit the time your child spends in front of a screen…television, computer, video 
game, and so on.  The American Academy of Pediatrics recommends limiting total 
screen time to no more than 1 to 2 hours a day for children older than 2 years. 
 

• Make a list of things to do instead of watching a screen.  Ask 
your child to think of activities he or she enjoys (reading, doing a 
puzzle, tossing a ball, helping cook dinner, etc…).  Use 
photographs or drawings to illustrate each item on the list. Use the list 
to help your child choose something to do!  

 
• Schedule a weekly family night.  Include your child in planning what to make for dinner 

and what to do afterward.  You might go for a walk around the block, play a board 
game, tell stories, organize family photos, or do any other activity your family enjoys.  

 
• Help your child become a unique individual with varied interests and 

abilities.   One way to do this is by reading and talking about books in 
which both male and female characters are strong, confident, 
thoughtful, and sensitive. Be sure to be a good role model for this as 
well. 

  
• Work with other people who want to preserve childhood.  Talk with 

friends, neighbors, family members, and the parents of your children’s friends and 
classmates.  Agree to hold birthday parties focused on fun rather than TV or movie 
characters; to dress your children like preschoolers, not teenagers; and to resist (rather 
than giving in) when children ask you to buy things you know are not good for them. 

 
 

 

 


