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Welcome and Mission 
Sacred Heart Cathedral Preschool (SHCP) exists to provide a safe, nurturing, faith-filled 
environment where children are encouraged to grow academically, socially, emotionally, 
physically, and spiritually. As a Catholic preschool, we partner with families to help each 
child experience learning, laughter, love, and the dignity of being known as a child of God. 

Our goal is to provide developmentally appropriate early childhood experiences that foster 
curiosity, confidence, kindness, independence, and joyful learning. We seek to support the 
whole child while honoring the unique developmental needs of each age and stage. 

Admissions and Enrollment 
Children are considered enrolled when all required enrollment materials have been 
completed and submitted, all required records have been received, and applicable fees have 
been paid. 

Required enrollment materials may include:​
• Enrollment/application forms​
• Health and immunization documentation equired by the State of Tennessee​
• Emergency contact and authorized pick-up information​
• Medical release forms and medication forms, if applicable​
• Any additional forms required by SHCP or the Diocese of Knoxville 

Enrollment priority, class placement, and admissions decisions are made in accordance with 
school and preschool enrollment procedures and available space. 

Age Requirements and Program Placement 
SHCP offers age-appropriate programming for infants, toddlers, two-year-olds, 
three-year-olds, and Pre-K students, subject to annual program offerings and enrollment 
capacity. 

Children must meet the applicable age requirement for their classroom placement as 
determined by SHCP and applicable licensing and school requirements. Placement decisions 
are based on age, developmental readiness, classroom capacity, and the best interest of the 
child and class community. 

Hours of Operation and School Calendar 
SHCP follows its published annual calendar and daily operating schedule. Families will be 
informed of school holidays, in-service days, breaks, summer program dates, and any special 
schedule adjustments. 

The preschool generally follows Sacred Heart Cathedral School for major closures and 
weather-related schedule decisions unless otherwise communicated. 
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Arrival, Sign-In, Dismissal, and Authorized Pick-Up 
For the safety of all children, every child must be signed in and signed out according to 
preschool procedures. 

Arrival:​
• Children must be brought into the building and signed in by an authorized adult unless 
otherwise directed by staff.​
• Children should not be dropped off if they are ill or unable to participate in the day’s 
routine. 

Dismissal and Pick-Up:​
• Only adults listed on the child’s authorized pick-up form may pick up a child.​
• Photo identification may be required.​
• Families must keep emergency and pick-up information current at all times.​
• Children will not be released to unauthorized individuals. 

Parents should notify the preschool promptly if someone other than the usual authorized 
adult will be picking up their child. 

Late Pick-Up Policy 
Children must be picked up by their enrolled dismissal time. Late pick-up affects staffing 
ratios and operational requirements. 

Late fees may be assessed according to SHCP’s current fee schedule. Repeated late pick-up 
may result in a conference and/or review of continued enrollment if it interferes with 
preschool operations or required staffing compliance. 

Attendance and Absences 
Regular attendance supports children’s consistency, confidence, and classroom 
participation. If a child will be absent, parents should notify the preschool as early as 
possible. 

Tuition is based on enrollment and scheduled attendance, not actual attendance. Absences 
due to illness, travel, family schedules, or weather-related closures do not reduce tuition 
unless otherwise stated in writing by SHCP. 

Health, Illness, and Exclusion Policy 
Sacred Heart Cathedral Preschool is committed to maintaining a healthy environment for all 
children and staff. In accordance with Tennessee child care health and safety expectations, 
children who are ill, unable to participate comfortably in daily activities, or who may pose a 
health risk to others should remain at home. 
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A child may not attend preschool and may be sent home if he or she has symptoms 
including, but not limited to:​
• Fever of 100.4°F or higher​
• Vomiting​
• Diarrhea ​
• Persistent uncontrolled coughing​
• Difficulty breathing not related to a documented chronic condition being properly 
managed​
• Undiagnosed rash​
• Eye drainage, redness, or symptoms suggestive of conjunctivitis​
• Severe sore throat accompanied by fever or other symptoms​
• Unusual lethargy, irritability, pain, or inability to participate in normal activities​
• Symptoms of a communicable or contagious illness 

If a child becomes ill during the school day:​
• The child will be cared for apart from other children while remaining under staff 
supervision.​
• A parent/guardian or authorized emergency contact will be called and expected to pick up 
the child promptly.​
• Staff will document the illness concern as needed. 

Return to Preschool After Illness:​
A child may return to preschool when:​
• The child has been fever-free for at least 24 hours without fever-reducing medication;​
• The child has had no vomiting for at least 24 hours;​
• The child has had no diarrhea for at least 24 hours;​
• Symptoms have improved sufficiently for the child to participate comfortably in normal 
school activities; and​
• The child is no longer considered contagious. 

SHCP reserves the right to require a physician’s note when necessary to ensure the safety 
and wellness of the child or school community. 

Communicable Diseases and Parent Notification 
Parents must notify the preschool promptly if their child is diagnosed with a communicable 
or contagious illness. 

SHCP may notify classroom families or affected groups when exposure to a communicable 
illness has occurred, while maintaining student confidentiality as required. 

Children with contagious illnesses or symptoms that require exclusion under public health 
guidance, physician direction, or preschool judgment must remain home for the 
recommended exclusion period. 
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Strep Throat, Conjunctivitis, and Similar Illnesses 
A child diagnosed with strep throat or bacterial conjunctivitis (pink eye) must remain home 
for at least 24 hours after beginning antibiotic treatment and may return only if otherwise 
well enough to participate and free from fever without medication. 

If symptoms are present but diagnosis is pending, SHCP may require the child to remain 
home until symptoms improve, a diagnosis is clarified, or return is deemed appropriate. 

Medication Policy 
Medication will be administered only in accordance with preschool procedures and only 
when all required documentation has been completed. 

General medication expectations:​
• Prescription medication must be in the original labeled container and include the child’s 
name, medication name, dosage, and administration instructions, this includes sunscreen.​
• Over-the-counter medication may only be administered according to a physician's orders 
and will require a medical authorization from the physician. ​
• Medication must be handed directly to a staff member and may not be sent in a child’s bag 
for self-carry.​
• A parent/guardian authorization form must be completed before medication can be 
administered unless emergency circumstances require otherwise. 

SHCP will  require updated medication authorization forms periodically. 

Accidents and Injuries 
If a child is injured while at preschool, staff will provide appropriate first aid and 
supervision and notify the parent/guardian as needed.  Unless the parent has noted on their 
child’s application that we do not have permission to treat, at that point a parent will be 
contacted to provide first aid to their child.  

In the event of a serious injury or emergency:​
• Emergency medical services may be contacted immediately;​
• Parents/guardians will be notified as soon as possible; and​
• Emergency medical authorization on file may be used if immediate treatment is necessary. 

Incident reports will be completed when appropriate. 

Toileting, Diapering, and Personal Care 
SHCP follows age-appropriate diapering, toileting, and hygiene procedures designed to 
maintain dignity, safety, cleanliness, and compliance with health expectations. 
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Families should provide at least one set of extra clothing, and any approved diapering 
creams or ointments according to classroom needs and preschool procedures. 

Nutrition, Meals, and Food Safety 
Families will receive classroom-specific information regarding snacks, lunches, bottles, cups, 
and feeding expectations. 

Children with food allergies, dietary restrictions, or medical feeding needs must have those 
needs documented and communicated clearly to the preschool. 

For safety reasons:​
• All food brought from home should be labeled as requested;​
• Staff may decline food items that present a safety concern; 

Outdoor Play and Appropriate Dress 
Outdoor play is an important part of the preschool day whenever weather and conditions 
permit. Children should come dressed for active indoor and outdoor play. 

Families should send weather-appropriate clothing, including coats, closed-toe shoes when 
appropriate, and a change of clothes as requested. 

If a child is too ill to participate in outdoor play, he or she is generally too ill to attend 
preschool unless a documented accommodation is in place. 

Behavior Guidance and Discipline 
SHCP uses developmentally appropriate, faith-filled, and respectful behavior guidance 
practices. The goal of discipline is to teach self-control, responsibility, kindness, and safe 
behavior—not to shame or punish children. 

Behavior support strategies may include:​
• Redirection​
• Clear expectations and routines​
• Positive reinforcement​
• Teacher-guided problem solving​
• Developmentally appropriate logical consequences​
• Parent communication and partnership 

SHCP does not permit inappropriate disciplinary practices. If a child demonstrates ongoing 
behavior that significantly interferes with safety, learning, or the well-being of others, the 
preschool may require a parent conference and may develop a support plan. 

In rare cases where the preschool determines that it cannot safely or appropriately meet a 
child’s needs within the program, continued enrollment may be reviewed. 
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Parent Communication and Conferences 
Open, respectful communication between home and preschool is essential. Families are 
encouraged to communicate with classroom teachers and preschool leadership regarding 
questions, concerns, developmental needs, and partnership opportunities. 

Parent conferences may be scheduled as needed. If a concern arises, parents should first 
communicate with the teacher or staff member most directly involved, followed by 
preschool administration if needed. 

Visitors, Volunteers, and Safety Procedures 
All visitors must report to the preschool office or designated check-in location before 
entering classrooms or student areas unless otherwise directed by staff. 

Volunteers, therapists, and other approved adults working with children must comply with 
SHCP safety and visitor expectations. 

Weather Closures and Emergency Procedures 
In the event of inclement weather, emergency conditions, or other circumstances affecting 
operations, SHCP will communicate schedule changes through established school 
communication channels. 

Families should maintain an emergency back-up pick-up plan in case of weather-related 
closure, delayed opening, or early dismissal. 

Tuition, Fees, and Billing 
Tuition and fees are established annually. Families are responsible for paying tuition and 
applicable fees according to the published payment schedule. 

Important billing expectations:​
• Tuition is due according to the preschool billing calendar.​
• Late fees may apply to overdue accounts.​
• Additional fees may apply for registration, materials, security, extended-day options, or 
late pick-up as applicable.​
• Questions regarding billing should be directed to the appropriate preschool or school 
office contact. 

Enrollment may be affected if financial obligations are significantly past due. 
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Withdrawal Policy 
A written 2 week notice is required to withdraw a child from SHCP. Tuition obligations 
continue through the required notice period and according to the terms outlined in the 
preschool’s enrollment agreement and billing policies. 

Fees previously paid may be non-refundable except where otherwise stated in writing. 

Handbook Acknowledgment 
Enrollment in SHCP indicates a family’s agreement to support the policies, procedures, and 
expectations outlined in this handbook. SHCP reserves the right to revise this handbook as 
needed to reflect operational, legal, safety, or policy changes. 

Families will be notified of significant updates as appropriate. 
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Parent Signature Page 
I acknowledge that I have received and reviewed the Sacred Heart Cathedral Preschool 
Parent Handbook and the State of Tennessee Child Care Summary and understand that I am 
responsible for following the policies and procedures contained within it. 

Child’s Name: ______________________________________ 

Parent/Guardian Name: _______________________________ 

Parent/Guardian Signature: ____________________________ 

Date: ______________________________________________ 
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