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WELCOME TO THE SAND CASTLE 
 

The Sand Castle Program 
 
The Sand Castle offers a five-day program with full-day schedules for children between the ages of 2 
years and 4 years. We work hard to establish the frameworks necessary before kindergarten and 
elementary school endeavors. Children look forward to attending The Sand Castle and parents feel 
comfortable and confident with the choice to entrust our staff with their child’s social, emotional and 
educational growth. 

 

• Year-round program with open enrollment, admission based on application date and availability 
• Children do not have to be toilet trained 
• Child-centered learning activities with developmentally and age-appropriate materials and 

equipment 
• A ratio of 1 to 6 is maintained in each classroom 
• Faculty that receive continuing education and training to promote ongoing professional 

development 
• Effective family-teacher communication 
• First Aid and CPR certified faculty 
• Open-door policy for parents to contact administrators 
• A facility designed and maintained to enhance the learning opportunities for students. 
• Secure entrances and exits 

 
Philosophy 

 
The Sand Castle is based on the belief that all individuals can learn and that optimal learning takes place 
when all staff operationalize the philosophy which is characterized by the following tenets: 
 
•  all individuals are treated with respect and dignity; 

•  all individuals are given the opportunity to learn in many different ways and at varying rates; 
•  all individuals are given recognition for their achievements; 
•  all individuals are recognized as both potential learners and potential teachers; 

•  the learning environment is characterized by interdependence and cultural diversity; 
•  the learning process includes cognitive, creative and affective dimensions; 
• instruction is focused and subdivided into a number of specific, demonstrable competencies. 
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Mission Statement 
 

The Sand Castle believes that every child is an individual and must be treated as such.  At The Sand 
Castle, we believe in educating the whole child at his/her own pace.  

• Educate young minds and facilitate the enjoyment of learning 
• Support the growth of the whole child across emotional, social, physical and cognitive domains 

to ensure the development of strong, confident, life-long learners 
• Incorporate core curriculum goals based on early childhood learning standards/models 
• Incorporate the arts within a loving, stimulating environment. 
• Establish and adapt best practices to provide a well-rounded, structured education enhanced 

with play and creativity 
• Structure daily activities to provide stability and security 
• Retain highly qualified, skilled teachers responsible for the development and application of 

lesson plans, scheduling, parent communication, etc. 
• Create and maintain classrooms and play areas that are stimulating and safe. 
• Provide an open-door policy for children, family members, teachers and staff to ensure 

continuous improvement. 

 
History 

 
In 1992, The Learning Castle was founded by Terry Villanueva with a very simple idea in mind: that every 
child is unique and every child deserves to be treated as an individual.  The Learning Castle (“TLC”) first 
opened with students from four years old to third grade.   
 

By 1997, the student body had grown to over 100 students.  Three new portable classrooms and a 
garden had been added to the campus along with numerous teachers, various enrichment programs, 
and a dedicated administrative staff.  The grades serviced had grown to include the sixth grade. 
 

By the fall of 1999, The Learning Castle was servicing four year olds through the eighth grade.  The 
Learning Castle entered the middle-school world with the sincere desire to push back the temptations of 
high school and extend childhood for at least two more years. 

 
In 2002, The Learning Castle expanded to a new campus on the opposite side of Cornishon Avenue, and 
a new school was born, La Cañada Preparatory (“LCP”).  The original TLC campus became home to our 
youngest students while LCP housed the fourth through the eighth grades. 

 
Today, the total enrollment for TLC and LCP has grown to approximately 350 students with a faculty of 
over 60. TLC provides all of the courses of study required for four year olds through third grade by the 
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State of California, expanding upon and exceeding those guidelines.  LCP provides all of the courses of 
study required for grades fourth through eighth by the State of California, expanding upon and 
exceeding those guidelines.  Students are on individual education programs and have personal, class and 
grade objectives.  We can accommodate students with certain special needs, but our program is 
specifically designed to assist students at and above their grade levels to learn at an accelerated pace.  
Our physical education program includes tennis instruction from an USPTA professional player as well as 
group sports.  We also offer dance, music, foreign languages and computer classes, as well as a fine arts 
program.  Extracurricular activities include such things as chess, student government, and robotics.   
 
In the spring of 2016, The Learning Castle opened a preschool program for children two to four years 
old.  This newest member of the TLC family was named The Sand Castle.  The Sand Castle made its home 
on the same campus as La Cañada Preparatory. 
 

But one thing has remained the same over those 30 plus years . . . every student is unique and every 
student deserves to be treated as such. 

 
Operating Policies 

 
Sign-In, Sign-Out 
Each day your child(ren) must be brought to the front gate by an adult. As mandated by State Law, the 
child must be signed in at the time of drop-off. Preschool administration will sign the child in using the 
Procare application. The same is also required at pick-up time. Only adults who are authorized on the 
enrollment form will be allowed to pick up any child. Preschool administration will sign the child out 
using the Procare application.  Parents will receive notifications via the Procare app of any sign-ins or 
sign-outs involving their child(ren). 

 

Hours and Late Fees 
The Sand Castle hours are 7:30 a.m. until 5:30 p.m. Monday through Friday. The Sand Castle uses a 
security gate system that allows parents to buzz the office for entry.   Preschool closes at 5:30 p.m. A 
child not picked up by 5:30 p.m., will incur a punitive charge of $10.00 for any portion of the first ten 
minutes, and $1.00 per minute thereafter.  

 

Parking 
There is free 15-minute parking in the lot north of the La Cañada Preparatory main offices; unlimited 
free parking in the lot adjacent to the Lanterman Auditorium, just north of The Learning Castle campus, 
and there is limited street parking along Cornishon Avenue. 
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Gates 
It is imperative that all doors and gates be closed securely behind you when you enter or leave the 
campus. Children may not enter or exit the program without a staff member present. 

 
Annual Calendar 

 
The Sand Castle is open year round.  The preschool does close on most National Holidays.  A typical 
calendar will be: 
 

Martin Luther King, Jr., Day  
Presidents’ Day  
Memorial Day  

Independence Day  
Labor Day 

Veteran’s Day  
Thanksgiving Day  
Black Friday  

Winter Break 
 
There will be two additional one-week closures throughout the year. 

 

Communications 
 

There are many lines of communication available between the preschool and parents. All lead staff and 
administrators have email addresses for direct communication; information is frequently posted and 
updated on our website; e-mail blasts are sent out periodically with important information; notifications 
are posted to the Procare app; and each family has a Communication Folder. Contents of the folder will 
be delivered to parents at pickup on a daily basis. 
 

Website 
www.thesandcastlepreschool.com  

The website provides contact information, driving directions, yearly and monthly calendars, a copy of 
the parent handbook, the latest snack menu, as well as other pertinent information about TSC. 
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Admission and Waiting List  
 

Parents who wish to apply for admission are encouraged to make an appointment to tour the facility. 
Applications for admission are available in the office or online at www.thesandcastlepreschool.com. 
Upon receipt of the application, the child’s name is added to the waitlist. Priority will be given to 
applications for siblings of current students. As openings occur, age-appropriate children are selected 
from the waitlist based on application date. 
 

Admission Procedure 
Parents will receive a notification of an opening via email or phone call. You will have 48 hours to accept 
and secure the spot for your child. Once the spot is accepted, the enrollment packet will be mailed to 
the child(ren)’s home address.  Once the enrollment packet is complete, please call the office to 
schedule an intake orientation.  

 
Tuition  

 
Deposit and Payment Contract 
The refundable deposit of one-month’s tuition is due upon enrollment. If 30-day advanced written 
notice of withdrawal is not received, 100% of the Tuition Deposit will be forfeit. This deposit may not be 
credited to the last month’s tuition. Refund checks will be mailed to the student’s primary home address 
within five to seven business days of the child’s final day at preschool. 

 
Monthly tuition is paid in advance and is due on the first of each month. Please make a written request 
to the office to receive a monthly receipt. Thereafter you will receive the receipts in your 
communication folder. There is no tuition credit for vacation or sick days.    

 

Tuition Payment 
Tuition may be paid using a bank account or credit card via the FACTS Tuition Management System. 
 
Materials Fee 
The one-time, non-refundable materials fee covers the Urban Tot Cot® nap mat, a water bottle and all 
preschool supplies for the duration of your child’s enrollment at the preschool. 
 

Tuition Modification 
The preschool tuition is set annually and is in effect from July 1 to June 30.  New tuition rates are 
effective July 1.  TSC will provide at least 30-day advance notice for any rate change.  
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Four-Year-Old Rate 
If a child turns four-years old after March 1st, the child may remain at The Sand Castle until the final 
preschool day in August, but the tuition rate will increase to the four-year-old rate on the first of the 
month following the child’s fourth birthday. (See Preschool Age Groups and Transitional Kindergarten on 
page 18.) 
 

Tuition Late Fee 

If payment is not received by the fifth of the month, a late fee will be charged to your account. If 
payment is not received by the morning of the tenth, your child may not attend preschool that day 
unless late payment has been discussed with the Financial Services Administrator prior to the end of 
business on the ninth.  The Financial Services Administrator has the authority to negotiate whatever 
payment plan is appropriate to bring the account up to date. 
 

Late payments received after the tenth will have an additional late fee equal to 5% of the outstanding 
balance assessed.   If payment has not been received by the fifteenth, the initial tuition deposit will be 
forfeit and the child’s enrollment terminated.  The only exception will be if the fifth, the tenth and/or 
the fifteenth fall on a weekend; the condition will apply to the following Monday.  If a child’s account 
has been delinquent after the tenth four times during the school year (October to September), 
enrollment will be terminated. 
 

Termination 
Withdrawing your child from The Sand Castle requires a 30-day written termination notice be submitted 
to The Sand Castle office. If the withdrawal notice is received less than 30 days, 100% of the tuition 
deposit will be forfeit. 

 
Nutrition 

 
Snacks 
The preschool provides nutritious morning and afternoon snacks and drinks. 
 

Monthly snack menus are posted on the website and in the main office.  
 

Lunch 
You must provide lunch for your child daily. You may pack your child a lunch or take advantage of our 
hot lunch program via Choicelunches.  If packing a lunch, we encourage you to over-pack with items that 
won’t perish if left uneaten.  You must also supply food that does not require heating; and utensils. 
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All children are monitored during snack and lunch, but please call the office if your child has not eaten 
enough of his/her lunch.  We will more closely watch what your child brings to preschool, so that we can 
more accurately assess what he/she has eaten. 

 
It is important that parents keep the office up to date with regard to allergies, especially those 
concerning food (e.g.: nuts) and insects (e.g.: bees). 
 

Restrictions: 
No glass containers 

No knives 
No dessert (e.g., candy, cake, or sugared items) 

No food on a stick 
No gum 
No vitamins (vitamins must be taken at home) 

No medicines, even cough drops are not to be in a child’s  
possession at any time.  It is the parents’ responsibility  
(not the child’s) to bring such items to the office.  Please  

see Medical Guidelines for specific instructions.  
 No sharing of food 
 

Recommendations: 
 High-protein items 
 Fresh fruit and vegetables 
 Bottled water in lieu of sugared drinks 

 Label lunchbox, containers, and non-disposable utensils. 
 

Personal Possessions  
 

For naptime, TSC will provide your child with an Urban Tot Cot® nap mat and a cot, but parents must 
take their Tot Cot® home each Friday for laundering.  
 

Children are often eager to bring toys from home to preschool; however, the risk of damage, lost parts 
or misplacing the toy is too great; therefore, TSC does not permit bringing toys from home, and staff 
cannot be responsible for these items.  There will be weekly show and tell opportunities for children to 
share their prized possessions. 
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Clothing  
 

Children should be dressed comfortably for the day’s probable weather and temperature. Layers are 
best! As much as possible, children should wear clothes that can be soiled without it being a source of 
anxiety for them or frustration for you. Our paints are supposed to be washable, but occasionally they 
don’t completely wash out.  
 

All items, clothing and other belongings, MUST BE LABELED with your child’s name. Your child should 
have a complete change of clothing in his/her locker at all times, including a water-proof bag for wet or 
soiled clothing. 
 

Socks 
Children should wear soft, comfortable socks. 

 
Shoes 
Sneakers are best! Active children need to wear supportive, soft-soled, flexible non-skid shoes. No flip-
flops or open-toed shoes please; no crocs and no boots or shiny-soled “party” shoes.  

 
Transportation 

 
The Sand Castle does not have or use a company vehicle nor does it contract transportation services for 
the daily transportation of children to and from the preschool. Parents and/or guardians are responsible 
for their child’s transportation to and from the preschool.  

 
Field Trips 

 
The Sand Castle does not have or use a company vehicle or personal vehicles to transport children on 
field trips. A transportation service or bus company will be used to transport children on field trips. 
Parents will be notified at least a week in advance of the field trip. Notices will include departure time 
from the preschool, arrival time back at the preschool and the cost of the field trip. Written parental 
authorization for field trips is required by the preschool. All children are encouraged to participate in all 
field trips as this is an important part of the learning experience.  

 
Staff will maintain an attendance log, first aid supplies, each child’s emergency information and other 
needed items while on every field trip. Staff to child ratios as listed in the state licensing regulations will 
be maintained. Parents may attend but will need to follow in their own vehicles. One staff member will 
be designated as the Trip Leader and will be responsible for taking attendance on the bus before leaving 
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the school, and before leaving the field trip location. The trip leader is also in charge of payment for 
admission, first aid of children and general organization of the trip. A second staff member will be 
designated Back-Up Leader. In the event the trip leader is needed for an emergency, the back-up leader 
will take over the responsibilities for the rest of the group. 
 

Staff members are responsible for the safety and protection of their assigned children on the trip. A 
parent attendee may accompany his/her child but will not be given responsibility over other children. 
Each Lead Teacher will have a master list of all the “attending” children. Staff will frequently count the 
children in their group during the entire field trip. The trip leader will do a sweep of the bus or 
transportation vehicle to ensure all children and their belongings have exited the bus and will do an 
attendance count outside the bus. 

 
Children will never be left unattended on the bus. Bus and field trip rules will be reviewed with children 
before leaving on each trip. In the event of an accident, serious injury or serious illness while on a field 
trip, the trip leader shall immediately contact 911, the child’s parent or guardian, and preschool 
administration. If the parent cannot be reached in one phone call, the teacher will ask school 
administrators to continue to attempt to reach the parents, guardian or emergency contact person. The 
illness or injury must be entered into the accident/injury logbook and if medical treatment was 
necessary, the incident reported to the California Department of Health and Human Services by the 
preschool director. 
 
In the event of a minor injury or illness, the trip leader shall provide first aid and record the incident in 
the school’s logbook upon returning to the school. The trip leader will also advise the preschool director 
and the child’s parents of the incident. 

 
Health & Safety 

 
Preschool is for well children.  The supervising teacher may exclude any child who appears ill.  We 
expect you will call the office when your child must stay home due to illness and advise us of any 
contagious condition.  The direct number to the office is (818) 952-5100. 
Please know we act in the best interests of the children and families we serve, and check all children to 
be sure they are well each morning upon arrival at school. You may NOT bring your child to school 
when: 

 The child has a fever of 100.4 or above. 
 The child's eyes have a non-clear mucus discharge or pink eye. The child must be treated with 

prescription drops for 24 hours before returning to school. 
 The child's nose has a non-clear mucus discharge.  If due to allergies, we require a doctor’s note 

confirming it is allergies before returning to school. 
 The child has a rash (unless with physician’s note stating the rash is not contagious) 
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 The child has lice/nits. 
 The child has had a loose bowel movement within the last 24 hours. 

 The child has vomited within the last 24 hours. 
 The child exhibits any other symptoms of a contagious disease. 

 

Your child must be symptom free without medication for 24 hours before returning to preschool.  If your 
child becomes ill at the preschool, your child will be isolated from others, and you or a designated 
person will be called to pick up your child immediately. Ill children should be picked up within a 
reasonable amount of time after notification. Failure to do so repeatedly can result in cancellation of 
program services.  It is imperative we have current contact information on file, both for yourself and for 
individuals authorized to drop off/pick up your child.  Please ensure that your emergency contact list 
includes at least two (2) individuals who are available and within reach to contact in the case of an 
emergency.  If the parent(s) or guardian(s) do not answer their designated emergency phone after 
repeated attempts, we will leave a message stating we are calling the next person on the emergency list 
and will proceed down the list until we contact someone with authority to pick up your child. 
 

If your child had an unknown rash or other unidentifiable symptoms, they must be symptom free or 
have a doctor's clearance before returning to school. It is your responsibility to find alternate care for 
your child when he/she is sick. 
 

First aid will be administered for minor injuries.  An Accident Report will be completed and parents will 
be notified.  In the case of a head injury of any kind, our policy is to call the parent and provide a 
handout on the signs and symptoms to watch for with head injuries.   If we have any doubts as to the 
severity of the injury, our standard recommendation will be that the child be seen by his or her family 
doctor as soon as possible. 

 

COVID-19 
The Sand Castle Preschool strictly adheres to the policies set forth by the Los Angeles County 
Department of Public Health (LACDPH) regarding COVID-19. 
 

If your child has had symptoms consistent with COVID-19, proof of a negative COVID-19 rapid test will 
be required to return to school. 

 
If your child tests positive for COVID-19 or is a close contact of person who has tested positive for 
COVID-19, LACDPH isolation and quarantine protocols will be administered. 
 
For additional information regarding the preschool’s COVID-19 policies, visit the designated COVID-19 
webpage on our website. 
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Policies Regarding Medication/Incidental Medical Services 
 
No child shall be given medication during school hours except upon the written request from the parent 
or guardian of the child and a licensed physician who has the responsibility for the medical management 
of the child (Education Code Section 49423).  Medication/Incidental Services include all pills, drops, 
inhalants, lotions, ointments, and injections. 
 

Preschool personnel, if authorized by the preschool’s director, may assist children who must take 
prescribed medication during school hours through the use of the following procedures:  

 At no time is a child allowed to have medication in his/her possession. It is the parent’s 
responsibility (not the child’s) to bring such items to the office.   

 Parents are required to provide a completed and signed Parent Consent for Administration of 
Medications & Medication Chart (LIC 9221). 

 Written instructions to be supplied from the child’s physician (to include dosage, frequency and 
specific directions of how to administer medication). 

 The original container must be clearly labeled with the following information: 
o Child’s full name 
o Physician’s name and telephone number 

o Name of medication, schedule, and dosage 
o Date of expiration of prescription 

o TSC will not administer unmarked medications. 
 Authorized personnel will record each dose administered with date, time and staff signature. 
 All non-refrigerated medications will be stored in the locked first-aid cabinet in the office. 

 All medications requiring refrigeration will be stored in a locked box that is kept in the 
refrigerator. 

 The key to this box is located on the wall of the front office (out of reach of children) near the 
door. 

 All authorized personnel will be trained to administer the above-mentioned medications in 
accordance with dosage and directions provided by the child’s physician.  Training will be 
provided by the Director or Program Specialist.  Training will include: 

o Medication administration. 

o Safety procedures (use of gloves and washing of hands before and after medication is 
administered). 

o Disposal of used, disposable administration devices. 
o Cleaning and sanitization of used administration devices. 
o Storage requirements for refrigerated and non-refrigerated medications. 

o Disposal of empty medication containers. 
o Documentation of medication administration. 
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 All authorized personnel will be trained to recognize the signs of the following medical events 
and to administer above-mentioned medications in the event of a medical emergency.  This will 
include (but not limited to): 

o Asthma attacks 
o Allergic reactions 

 The preschool will require that at least two (2) staff be present at all times who are trained to 
administer the above-mentioned Incidental Medical Services. 

 In the event of a disaster, the preschool director or authorized personnel will be responsible for 
retrieving the medications from the locked first-aid cabinet.  These medications will remain in 
the possession of the preschool director in an emergency situation.  If the preschool director 
becomes unable to maintain possession, they will be given to a trained staff member. 

 If a child requires administration of the above-mentioned Incidental Medication Services, the 
following procedures will be followed: 

o The child’s parent or authorized representative will be notified by telephone 
immediately following the treatment.   

o The preschool nurse and EMTs will be notified if necessary. 
o The parent will be provided with a copy of the Parent Consent for Administration of 

Medications and Medication Chart (LIC 9221) which shows the date, time, and staff 
member information completed at the time of administration. 

o A Notice of Accident, Incident or Illness Report will be completed for the child with the 
description of the medical event that triggered the need for the administration of the 
medication.  A copy of this form will be provided to the parent at the time of pick up on 
the day of the incident. 

 If any child requires medical care after the administration of the above-mentioned medications, 
a Unusual Illness/Incident Report (LIC 624) will be completed and submitted to the Department 
of Social Services on the day of notification from the parent that medical care was provided. 

 Any changes made to this plan will be submitted to the Department of Social Services 
immediately. 

 Epi-pens will be stored in the office’s locked first-aid cabinet. 
 Metered-dose inhalers and non-refrigerated nebulizer medications will be stored in the office’s 

locked first-aid cabinet. 
o Any chamber, mask, nebulizer machine, nebulizer tubing or other pediatric devices 

needed for administration of an inhaler or nebulizer treatment will be stored in the 
office’s locked first-aid cabinet. 

 Nebulizer medications requiring refrigeration will be stored in the locked medication box in the 
refrigerator. 

 Used Epi-pens will be returned to their original case and packaging, placed in a sealed plastic 
bag and returned to the locked first aid cabinet.  When the parent arrives for pick up, staff will 
return the used Epi-pen to the child’s parent.  Parent will be asked to replace it the next time 
the child attends school. 
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 All nebulizer tubing, nebulizer masks, inhaler chambers and inhaler masks will be returned to 
the parent after use for sanitization and cleaning.  The parent will then be required to return the 
clean devices to the School on the child’s next day of attendance. 

 
OTC Medications 
For staff to administer any OTC medication, parents must complete the Parent Consent for 
Administration of Medications and Medication Chart (LIC 9221) form to keep on file.  OTC medications 
include but are not limited to Tylenol®/Advil®*, Neosporin®*, Caladryl®*, Chloraseptic®*, Tums®*, 
cough drops, Children’s Benedryl®*, diaper rash creams and/or sunscreen. 
*Or generic equivalent 

Immunizations 
 

The State of California has enacted a new law regarding immunizations, Senate Bill 277, requiring all 
children enrolled in California schools, public or private, to be immunized according to the California 
Department of Public Health.  
 

Starting January 1st, 2016, all children attending The Sand Castle must be vaccinated according to the 
schedule put forth by the California Department of Public Health, or on track to completing this 
schedule per their most recent immunizations. Personal Belief Exemptions will no longer be valid. If we 
do not have a current vaccination record for your child demonstrating the most current immunizations 
received, it will affect your enrollment.  

 
Medical exemptions will be accepted if they meet the following guidelines: a parent or guardian must 
submit a written statement from a licensed physician (M.D. or D.O.) which states that the physical 
condition or medical circumstances of the child are such that the required immunization(s) is not 
indicated, include which vaccines are being exempted, whether the medical exemption is permanent or 
temporary and the expiration date, if the exemption is temporary.  
 
TSC immunization records must to be kept up to date in each child’s file. It is the parent’s responsibility 
to provide the preschool with a current record of their child’s immunization. Updates should be 
provided to the office directly. 

 
Discipline  

 
The goal of positive guidance or discipline is to help children learn to consider and respect themselves, 
others and the environment around them, as well as to feel secure and in control of himself or herself. 
Young children need to learn what is acceptable and how to live cooperatively with others. Self-
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discipline is the ultimate goal we set for the children. We strive to make each child intrinsically 
motivated to value accepted behaviors.  

At the Preschool, clear and consistent age appropriate limits on behavior are set. The environment is 
arranged in such a manner as to minimize the necessity of limits, and children are allowed to participate 
in the decision making process. As The Sand Castle has a strong commitment to developing a positive 
sense of self-esteem and independent, responsible and caring behavior on the part of the children, we 
approach discipline in a positive rather than punitive manner. Teachers model appropriate behavior and 
provide positive reinforcement, praising children for exhibiting those behaviors. Additionally, the 
teachers provide reminders and cues as to acceptable behavior, as well as facilitate problem solving 
amongst the children.  

When unacceptable behavior occurs, the first course of action is positive redirection, with the 
understanding that the child may return to an area or activity when they are able to use proper 
behavior. At no time will a child be struck, roughly handled, verbally abused, or demeaned. Bullying will 
not be tolerated. This behavior is categorically prohibited.  

 
Rules and Regulations  

 
The child's parents/guardians agree to abide by the Preschool's policies, rules and regulations, as may be 
adopted or amended from time to time.  The child may be suspended or dismissed from school at any 
time if, in the sole opinion of the Preschool's administration, (1) the child's parents/guardians fail to 
abide by the Preschool's mission, credo, policies, rules, and regulations or otherwise interfere with the 
Preschool's accomplishment of its educational purpose; or (2) the child’s parent/guardian has engaged 
in conduct that has caused the working relationship between the Preschool and the parent/guardian to 
become damaged. We further agree that such action will not release child's parents/guardians from the 
financial obligations set forth in the Tuition Agreement signed at registration.  

 
Dismissal Policy  

 
We want to partner with parents to solve any discipline problem. Physical or emotional abuse of 
another that is determined to be excessive or repetitious will be grounds for dismissal.  

Following is an outline of steps that will be taken before dismissal will be considered:  

• Firstly, a parent conference will be scheduled to discuss the problems and to develop a plan to correct 
them.  
• An outside assessment may be appropriate to help evaluate the problem and assist in developing a 
plan to correct it; this may result in additional cost to the parent.  
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• Secondly, a reasonable amount of time will be given for improvement in the child’s behavior. Another 
parent conference will be scheduled to evaluate the child’s progress.  
• Finally, if the behavior persists, and cannot be resolved to the preschool’s and the parents’ 
satisfaction, it may be determined that the program does not meet the child’s needs, and it may be 
necessary to withdraw the child from the program. 

• Parents’ non-support of or non-adherence to The Sand Castle policies will be cause for dismissal. 
 

Preschool Age Groups and Transitional Kindergarten 
 

The Sand Castle Preschool specializes in the care of children who are two and three years old (24 to 48 
months).   

If a child turns four-years old before March 1st, it is time to move to our Transitional Kindergarten 
program at The Learning Castle.  These children must transfer at the conclusion of the month during 
which they turn four-years-old.  A child who turns four-years-old after March 1st may remain at The 
Sand Castle until the final preschool day in August, but the monthly tuition rate will increase to the four-
year-old rate for non-transitional kindergartners. (See Four-Year-Old Tuition Rates under Tuition on page 
9.) 

Parents of Sand Castle children who turn four prior to March 1st will be contacted by The Learning 
Castle’s Director of Admissions.  Parents of Sand Castle transfer students choosing to continue their 
child’s education at TLC will not be required to pay the Application Fee and will not be required to pay 
two month’s tuition in advance thereby remaining on a month-to-month tuition payment plan through 
the end of the academic transfer year.  Parents will be required to rollover their tuition deposit from The 
Sand Castle to serve as a non-refundable deposit at The Learning Castle. This non-refundable deposit 
may be applied to the TLC Reservation Fee during automatic reenrollment for the year subsequent to 
the transfer school year and/or the final month of tuition for the academic transfer year.    

Sand Castle students who turn four-years old between March 1st and beginning of the fall academic 
term who want to enroll at The Learning Castle must do so by paying TLC’s non-refundable Reservation 
Fee by the enrollment deadline.  Sand Castle students who turn four years old between March 1st and 
the beginning of the fall term who do not enroll by the enrollment deadline will lose their special 
transfer status. 

Sand Castle transfer students also receive free extended care at The Learning Castle for the duration of 
the academic transfer year.  Please note: parents will be responsible for all other fees associated with 
enrollment at The Learning Castle. 

In rare instances, the preschool may determine that a child is not developmentally ready to begin a 
Transitional Kindergarten program at four-years-old and may extend preschool enrollment for a brief 
time.  Any decision to extend a student’s enrollment past four years is at the sole discretion of The Sand 
Castle Preschool.  
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Visitor Policy 
 
The safety and security of our students is of the utmost importance; therefore, The Sand Castle 
Preschool restricts access to our facilities to only those persons authorized to be on the premises.  

All visitors to the preschool must be escorted by a TSC employee while in areas where children may be 
present.  A visitor is defined as any person other than a parent/guardian, TSC staff member or licensor. 

Therapists, special guests (unpaid visitors providing an educational experience for children), enrichment 
providers and facilities vendors are considered visitors and are specifically addressed below.  

All visitors must sign in and out and obtain management approval before entering.  All location specific 
protocols (such as obtaining a visitor’s badge) should also be followed.   

Visitors may not: 
• be alone with children (except therapists/professionals addressed below), 
• supervise children, or  
• be responsible for health and safety procedures.  

 
Therapists/Professionals 
To have access to a TSC student, a therapist or other skilled professional must have: 

• Parent(s)’/guardian(s)’ written authorization, 
• Valid identification (A background check is not required) 

Vendors 
All facilities vendors must be escorted to their work area where children may be present. 

Special Guests 
Special guests (unpaid visitors who provide an educational experience to children such as a public 
servant, client employee, librarian, or other member of the community) must have valid identification 
and must be escorted at all times.  

Enrichment Providers 
Enrichment providers (whether conducting a program or a one-time event) are subject to the same 
policies as any preschool staff member and are therefore required to have a background check 
regardless of whether they are paid by TSC or a third party. These are professionals who are in the 
business of working with children.  

Parents with a visitation schedule may not supplement their time with the child via extended visits to 
the premises (aside from pick-up/drop-off and incidental visits to the classroom) even with the other 
parent’s written permission, since it places TSC staff in a supervisory role. The other parent may give 
written permission for the child to be picked up for an off-premises visit.  
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Grandparents or other family members without custodial rights may be an escorted visitor. 

Social visitors for employees are not permitted in work or staff areas.  Visitors must wait in the office 
and either exit the premises with the employee or leave a message. Former employees terminated for 
cause may not visit. Former employees in good standing may visit subject to the same protocols above, 
including director and executive director approval before entering.  

This policy applies to client liaisons and other client employees unless overridden by the client’s 
requirements.  

Confidentiality Policy  
 

The Sand Castle Preschool follows the NAEYC (National Association for the Education of Young Children) 
Code of Ethics which states that: "We shall maintain confidentiality and shall respect the family's right to 
privacy, refraining from disclosure of confidential information and intrusion into family life."  

This includes: 
• Not mentioning a child by name away from TSC, either to persons not on the TSC staff, or in 

public places. 
• Access to children’s official files is limited to administrative staff and teaching staff in direct 

contact with the child, and is locked during off-business hours. Classrooms keep informal files 
for art and anecdotal notes only. In the event that we need to share information about your 
child to any outside resource, such as an occupational or physical therapist, or any other agency 
for any reason, we will obtain written consent from the parent or legal guardian first. 

• Children’s files are kept for three years after they have left the program (per CA State licensing 
requirements) and are shredded thereafter. If you have any questions about how your family’s 
information is kept confidential, please connect with the administrative staff directly. 
 

Smartphone and Social Media Policy 

 
Every employee and parent has the right and opportunity to express and communicate online or via 
smartphones, and The Sand Castle Preschool does not wish to discourage an online presence, but on a 
professional level, boundaries need to be in place to ensure that the reputation of the preschool, its 
staff and the children are respected.  

Staff Procedures 
TSC staff shall in no way: 

• refer to the preschool, other staff members and children by name; 
• include images/videos of themselves or other staff members which may be perceived as 

inappropriate behavior for a childcare professional; 
• capture or post any images of the children or their families; 
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• post personal comments about other staff, children, parents and other professionals associated 
with TSC; or 

• violate the terms of service for any site or the law in regard to copyright, plagiarism, libel or 
deformation of character. 

TSC requires that staff members not accept/request the following as ‘friends’ on such sites: 
• families of children currently attending The Sand Castle Preschool if no relationship was 

established beforehand. 

Parent/Guardian Procedures 
TSC parents and guardians shall in no way:   

• refer to the preschool, other staff members and children by name; 
• capture or post any images of the children or their families without their explicit consent; or 
• post personal comments about TSC staff, children or other parents.  

School Website and Social Media Pages 
The Sand Castle Preschool maintains a website, www.thesandcastlepreschool.com, and a Facebook 
page.  Images of staff, children and families will be posted to these sites, only if the Photo/Image 
Release Form has been signed and submitted by a parent/guardian.  All photos related to preschool life 
will be taken by a designated preschool administrator and will only be posted with the approval of the 
preschool director and executive director.  Per the TSC Confidentiality Policy, the names of children, 
families or staff will not be posted. 

Grievances  
 

It is The Sand Castle’s policy to establish and maintain the necessary atmosphere for healthy staff and 
parent relationships. As a vital part of this process, participants in the program must have the 
opportunity to submit complaints or grievances arising from work situations. TSC has provided a 
grievance procedure designed to give such matters careful consideration and bring them to a fair and 
speedy resolution. All grievance issues will be treated with the utmost confidentiality. In addition, staff 
and parents have the right to contact California Department of Social Services, Licensing, with any 
grievances. 
  
We understand that from time to time situations may arise that need to be addressed. We believe that 
grievances and personal complaints are best handled informally and expeditiously. Parents are 
encouraged to speak to the preschool director, the preschool’s business administrator or the 
preschool’s executive director with concerns, questions and suggestions. In the event that further steps 
need to be taken for resolution of the parents’ concern, following are the steps for filing and resolution 
of grievances is in place:  
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Step I  
A written notice should be submitted to the preschool director clearly outlining the issues to be 
addressed. The preschool director will make a reasonable effort to obtain the necessary facts and to 
resolve the issue immediately. When appropriate, parents may request that the preschool director set 
up a special meeting with one or more affected staff in order to provide a forum in which to discuss the 
grievance issues. The preschool director will do fact gathering and respond to the parent no later than 
ten (10) working days from the date the grievance was first received.  
 
Step II 

In the event a mutually satisfactory solution has not been reached as a result of having explored 
avenues available within the preschool administration, the parent may proceed in the following manner:  

 
A) the parent should write a clear, concise statement of the grievance,  

B) outline his or her understanding of the decision given by the preschool director, and  
C) include his or her desired remedy or correction.  
 

This information must be completed and provided to the executive board within ten (10) working days 
from the preschool director's final decision, or from the date it was due under Step I above. The board 
will then obtain a written statement from the preschool director outlining her/his views on the matter, 
the basis for the decision rendered, and all actions taken to resolve the matter within the preschool. The 
board will take all the above information under advisement.  

 
Step III  
The board will review and discuss the parent’s appeal and will provide a response within ten (10) 
working days. A meeting to discuss the response may be requested. 

 
Reporting Suspected Child Abuse  

 
All staff working with children are mandated by the State of California to report any suspected child 
abuse or neglect. Reports, by law, are made without prior notification to parents, to the Protective 
Services Division of the local Department of Social Services. Signs of abuse and neglect include, but are 
not limited to: bruises, burns, prolonged inability of the child to interact with or relate to staff and/or 
children, or inflammation or other abnormal appearance of genitals.  

 
We ask that you tell us the cause of visible bruises, etc. that have been incurred at home, and we in turn 
will notify you of the circumstances surrounding any injuries sustained at preschool. 
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One other item considered to be child neglect is leaving an unattended child in a car. If a staff member 
observes an unattended child in a car, she or he will mention it to the child’s parent.  
 
We earnestly wish to work in partnership with parents. For further information regarding the Child 
Abuse Reporting law, you may consult the Attorney General’s Child Abuse Prevention Handbook in the 
office.  

 
Inspection Authority  

 
The Department of Social Services has inspection authority to enter and inspect a facility without 
advance notice. In addition, the department also has the authority to interview children or staff and to 
inspect and audit child or preschool records without prior consent.  



24 

 

© 2022, The Learning Castle, Inc. 


	The Sand Castle Program
	Philosophy
	Mission Statement
	History
	Operating Policies
	Sign-In, Sign-Out
	Hours and Late Fees
	Parking
	Gates

	Annual Calendar
	Communications
	Website

	Admission and Waiting List
	Admission Procedure

	Tuition
	Deposit and Payment Contract
	Tuition Payment
	Materials Fee
	Tuition Modification
	Four-Year-Old Rate
	Tuition Late Fee
	Termination

	Nutrition
	Snacks
	Lunch
	Restrictions:
	Recommendations:

	Personal Possessions
	Clothing
	Socks
	Shoes

	Transportation
	Field Trips
	Health & Safety
	COVID-19

	Policies Regarding Medication/Incidental Medical Services
	Immunizations
	Discipline
	Rules and Regulations
	Dismissal Policy
	Preschool Age Groups and Transitional Kindergarten
	Visitor Policy
	Therapists/Professionals
	Vendors
	Special Guests
	Enrichment Providers

	Confidentiality Policy
	Smartphone and Social Media Policy
	Staff Procedures
	Parent/Guardian Procedures
	School Website and Social Media Pages

	Grievances
	Reporting Suspected Child Abuse
	Inspection Authority

