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Preschool Mission Statement 
The Jeffrey Mansion Preschool program strives for best practices in Early Childhood Education to serve 
children, families, staff and the community.  
 
Our Mission: 
Education of Children three through five years of age:  
 
Our staff consists of degreed and/or experienced teachers, who share in the belief that each student 
has individual needs and attributes that need to be nurtured, guided, and respected in an invigorating 
setting. We offer a child-centered curriculum, which follows the Preschool Standards set forth by the 
Ohio Department of Education. To ensure kindergarten readiness, daily lessons, experiences, and projects 
include math, language arts, science, and fine arts, and are conducive for all learning styles. Students also 
have the opportunities for physical development in the motor room and on the playground located in the 
beautiful 34-acre Jeffrey Park. 
 
Our Value Statement: 
We Believe: 

• Children are capable individuals with the ability to construct their own knowledge. 
• In creating nurturing and challenging environments for children. 
• In providing young children and families with opportunities for interaction, engagement, and 

reflection that creates a community of life long learners. 
• Children should be active participants in the world around them i.e. our homes; our neighborhoods; 

the preschool…and the world. 
 
 
Preschool Objectives 

• To help the child perceive himself/herself in a positive way  
• To offer a program where the child can gain self-confidence through success and mastery of skills 
• To develop the child’s independence and self-discipline 
• To develop social and emotional maturity 
• To provide rich, purposeful, and authentic experiences 
• To develop the child’s natural curiosity and wonder 
• To offer a program that encourages self-expression in a constructive manner 
• To create a friendly, warm, and safe environment 
• To enable the child to positively interact with his/her peers 
• To help develop a sense of responsibility 
• To expand and develop the child’s critical thinking skills 
• To help the child to develop Kindergarten readiness skills 

Hours of Operation 
Jeffrey Mansion Preschool is open Monday – Friday from 7:30am – 5:15pm.  If your child attends our half 
day their pick up time is 12:00pm.  Please refer to the schools calendar for scheduled days off (including 
holidays). 
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Immunizations 
Jeffrey Mansion Preschool requires that every student be up to date on their immunizations.  ODJSF 
Form 01305 must be completed and signed by the student’s doctor’s office and a copy of the immunization 
record must be attached.  Failure to have this form signed will result in the student not being able to 
attend school until the form is completed. 
 
Preschool Licensing 
The Jeffrey Mansion Preschool is licensed by the Ohio Department of Job and Family Services.  Our 
license is posted on the “Preschool News” bulletin board located directly outside the Director’s Office.  A 
copy of the laws and rules, which apply to preschools, is available by request from the Bexley Recreation 
Department office.  The program’s licensing record, including compliance report forms from the Health, 
Building, and Fire Departments, is also available on request from the office.  If you have any questions or 
concerns about our program, please speak to the director.  The Ohio Department Job and Family 
Services, Child Care Division, can be reached by calling (614) 466-7765. It is unlawful for the center to 
discriminate in the enrollment of children upon the basis of race, color, religion, sex, or national origin. 
 
Teacher/Student Ratio 
We are licensed by the State of Ohio and maintain an average 8:1 student/teacher ratio.  The state 
requirement is 12:1 for preschool and 14:1 for PREK.   
 
Teacher Qualifications 
Administrator/Teachers are selected based on education and experience in early childhood development.    
At least one teacher on site has training in first aid, CPR, communicable disease, and child abuse 
recognition. Teachers, Staff, Aides and Substitutes are required by law to complete and pass 
backgrounds checks before they can work with the children. 
 
Registration Procedures 
In order for a child to be enrolled in the preschool, a parent must do the following: 

1. Enroll the child in the recreation office or online and pay the $100.00 non-refundable 
registration fee at the time of registration.  

a. September’s tuition will be required for all new enrollments. This fee will guarantee your 
child’s placement.  

b. After September’s payment, the preschool payments are due on the first of each month. 
2. Complete and sign the Registration Form. 
3. Each child 3 years and older must be examined by a licensed physician not more than 12 

months prior to admission. Have the child’s physician sign and complete the Ohio Department of 
Job and Family Services Medical Form (provided by the preschool).  This form expires 13 months 
from the date it was signed.  If for some reason your child’s form expires during the school year, 
you will be notified.  The center policy requires that this form be on file prior to the first day of 
preschool.  Some physicians prefer to give print outs of immunization records.  That is accepted 
as long as the designated form is signed as well. 

4. Fill out all the necessary forms of enrollment required by the Department of Job and Family 
services. 

 
 
**The City of Bexley/Bexley Recreation, Federal Tax ID number is 31-6400219 
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Cancellation Policy 
While our goal with programming tries to allow for as much flexibility as possible as it relates to 
registration and the cancellation process, Jeffrey Mansion Preschool, due in large part to the safety and 
financial impact of COVID-19, has a more strict cancellation policy.  As we have a limited capacity and it is 
vitally important that we limit the coming and going of a wide range of families in and out of our program, 
we have had to create a cancellation policy that supports the unique challenges of our program.  With that 
in mind, the cancellation policy will require that the family pay 2 months full tuition at the time of 
cancelation and 50% of the tuition fee remaining there after. 
 
These requests must be made in writing and submitted to the School Director at, cswendal@bexley.org  
The Director of JMP will then contact you to confirm the cancellation being made.   
 

JMP will not prorate or refund tuition in the event that the school is forced to close due to COVID 
related issues or other medical challenges.  JMP will offer some form of distant learning to our students 
during the time of closure. 
 
It is important that we reiterate to families that while we will take the necessary steps to create as safe 
an environment as possible, we can not insure that a COVID-19 related issue will not arise within JMP.  
This may affect staff, a classmate, and/or your student directly. 
 
Understanding that a self-quarantine and the potential for closing a classroom(s) for a 14 day is a 
possibility that, by and large, is out of our control.  If a class/classes is required to quarantine, the staff 
member will also be required to quarantine and will be paid while quarantined.  Our policy will not include 
providing refunds (prorated or full) for any time missed while quarantined.  We will follow the refund 
policy as set forth under the “Cancellation Policy.” 
 
 

Preschool Enrollment Information 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4 & 5 Year Old Program  
This program is designed for children who are preparing to 
enter Kindergarten.  The teachers work to build on existing 
school readiness skills.  The children are given the opportunity 
to work independently and in small groups.  To ensure 
Kindergarten readiness, daily lessons are aligned with 
Preschool Standards set forth by the Ohio Department of 
Education, and are presented in a manner conducive for all 
learning styles.  Students also have time for self-selected 
activities and continued relationship building with peers and 
teachers.  Child must be potty trained! 
 
 
 
 
 
 
 
 
 
 
 

3 & 4 Year Old Program 
This program is designed for children entering a group 
experience for the first time.  The teachers work to help the 
children establish trusting, positive relationships and build a 
classroom community that flourishes with creative, joyful 
learning.  The emphasis is to expose the children to a variety 
of sensory, creative and engaging activities using many 
materials.  This helps the children learn about how to use 
these materials to express their ideas as their skills grow.  The 
children also learn that their individual ideas are valued and 
respected as part of a larger group. Child must be potty 
trained! 
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Registration/Liability Release Form 
(This appears on the registration form and requires parental signature.  Please read the sample below.) 
  
I, as a parent or legal guardian representing this minor, agree to release the City of Bexley, its officers, 
employees and volunteers from any and all liability for accidents, injuries, loss of and/or damage to 
my/our person or property that may arise out of my child’s participation in or at the listed 
activity/activities.  I/we are aware that participating in activities or use of facilities involves certain 
risks of accidental injury despite safety precautions.  
 
I give my permission for my child to take part in all preschool activities.  In the event of an accident or 
emergency, if my child’s physician is not available, I grant permission to call another licensed physician.  I 
authorize the preschool staff to act for me according to their best judgment.   
 
I have read the Jeffrey Mansion Preschool policies and payment terms and accept full responsibility for 
100% payment of all preschool fees. 
 
**Bexley Recreation & Parks Department’s policy is that a preschooler will not be considered 
registered without the above steps.  Therefore, your child will not be able to attend preschool until 
all forms and fees are submitted for compliance. If the forms are not turned in by May 21 2021, 
your child can lose their spot here at JMP. 

 
Program Policies 
 
Behavior Policy 
The teaching staff at Jeffrey Mansion Preschool is committed to providing a safe and secure learning 
environment for our students.  All participants in our program have the right to learn in an environment 
where they are respected and safe. Teachers intervene when needed, as quickly as possible to ensure the 
safety of all children.  We follow and adhere to the guidelines in accordance with the Ohio Revised code 
of conduct 5101:2-12-22. We do not use any form of physical punishment.  
Safety is our primary concern; therefore, respect is the core of how students and staff are expected to 
conduct themselves: respect for each other, themselves, their classroom, and materials. When a problem 
does arise, we believe in a positive approach to discipline where we would mutually discuss the situation 
with involved students and parents if need be.  If the problem does persist and/or the child’s behavior 
may endanger themselves or others, the staff will address such behaviors following these guidelines:  
 
 
Guidelines:  

• A first incident will be reported to the parent(s)/caregiver.  Per parent/caregiver request, a copy 
of the incident report can be made. 

 
• A second incident will result in a parent-teacher conference to discuss the behavior and establish 

a plan of action. 
 

• A third incident will result in the parent being called and another conference will be set up with 
the teacher(s) and the director. Referral for outside advice may be suggested (ex. Nationwide 
Children’s Hospital, Home School District, Physician)   
 



Revised October 2021 
 

8 

 
• Jeffrey Mansion Preschool (JMP) reserves the right to terminate any child’s enrollment if any 

further incident occurs, or if we feel any of the following conditions exist: 
 

1. The school cannot meet the child’s needs. 
2. The parents are not able to work with the school to find an acceptable solution. 
3. The continuing behavior endangers the well-being of other children/staff, and/or the 

child in the behavior. 
4. An excessive amount of the teacher’s time is needed to attend to a particular child’s 

special situation, to the extent that it is depriving the other children in the classroom 
the level of care and concern to which they are entitled. 

 
*JMP reserves the right to operate outside these guidelines and to discontinue student/school 
relationship deemed necessary to maintain a safe and effective function of the school at any given time. 
Be it the best interest of the student and/or school.  
 
Safety Policies 

1. All children will be supervised by an adult at all times. 
2. The double doors will be closed and locked throughout the day.  If you drop off or pick up at any 

time, please use the tower door entrance.  You will need to use the intercom and be buzzed in.   
3. Parents will bring each child to the preschool classroom in the morning. Children will be dismissed 

to pre-determined adults only, from the preschool room. A parent or guardian is needed for a 
child to walk out of the classroom door. Children cannot be released to individuals younger than 16 
years of age. 

4. There will be a telephone in the classroom for use whenever necessary. 
5. In case of a tornado or severe weather, children will be taken to the basement of Jeffrey 

Mansion.  The children and teachers will remain there until any threat of an emergency is over. 
Fire drills and fire safety procedures will be conducted and explained. Attendance will be taken 
after each drill.   

a. Weather related preschool closures will follow the Bexley City Schools closings for 
inclement weather. 

b. There is a plan posted in the preschool rooms explaining what to do in case of fire or a 
weather alert. The plan also includes a diagram showing evacuation routes. 

6. All outlets in the classrooms will be covered while not in use. 
7. Clear safety rules will be explained and carried out at all times. 
8. For any accident or injury that necessitates emergency transportation of a child, the school will 

complete an incident report and a copy will be given to the parent on that day. The parent will be 
notified immediately. The Ohio Department of Job and Family Services will be notified of serious 
accident or injury within twenty-four (24) hours of the situation. 

9. The Preschool Accident/Injury Report form will be completed for: 
a. Illness which requires first aid. 
b. Accident which requires first aid. 
c. Injury which requires first aid. 
d. Bump or blow to head. 
e. Unusual or unexpected event which jeopardizes the safety of children or staff. 

10. If child abuse or neglect is suspected, a staff member will notify the local children’s protection 
agency. 

11. In case of a medical emergency, one teacher will remain with the child and administer first aid as 
needed. The other teacher will call for the emergency squad and remain with the other children 
continuing the daily routine away from the accident. 
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12. No aerosols will be used at the school when students are present. 
13. Jeffrey Mansion Preschool Guidelines for Conduct Reports 
14. If a child is acting inappropriately, we will have a discussion with him/her to find out where the 

problem may be.  We will attempt to make the changes necessary to eliminate inappropriate 
behavior.  When this fails, the following preschool guidelines will be implemented. 

15. Purpose:  To establish guidelines for persistent inappropriate behavior or inappropriate behavior 
of a serious nature.  Not to be confused with occasional age typical behavior. 

 
Students are expected to exhibit appropriate behavior at all times.  The following guidelines have been 
developed to help make Jeffrey Mansion Preschool safe and enjoyable for everyone.  Additional rules may 
be developed as deemed necessary by staff.  
Students shall: 
Show respect to all other students and teachers 
Take direction from teachers 
Refrain from using abusive or foul language. 
Refrain from causing bodily harm to self, other students, or teachers. 
Show respect to classroom and supplies. 
 
Drop Off 
Drop off will happen at the back Garden Room Door.  This is the door located at the top of the back 
stairs. We have found that the longer parents make the goodbye, the harder it is for the child and the 
classroom as a whole.  We ask that you only use the Garden Room door when dropping off and picking up 
your child. 
 
Policy for Releasing Student to an Intoxicated /Impaired Adult 

The wellbeing of all students in our programs is our primary concern. It is our responsibility to see that 
the students are safely supervised at JMP when arriving and leaving.  

When an adult appears to be “under the influence”, intoxicated or impaired in their ability to safely take 
the student, staff will institute the steps listed below:  

1 Staff dealing with the situation will contact and report the incident to Cate Swendal, Preschool 
Director. 

2. If the adult is the student’s parent or guardian, JMP staff will offer to call another adult, who is listed 
on the dismissal form, for the parent. 

 3. If the adult is not the student’s parent or legal guardian, staff will contact the parent to let them 
know of the situation and ask that another person come to the JMP to pick up student.  

4. If the parent can’t be reached, staff will offer to provide alternate resources to get the student 
home. i.e. call another adult authorized to pick-up the child. 

5. If the person is aggressive or threatening, staff will call the police (911).  

6. JMP Staff will detain the student until the police advice staff members of the appropriate course of 
action.  

7. Staff will report the incident to Franklin Country Child and Family Services. 

 8. Staff will document the incident 
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Potty Trained 
All JMP Students must be fully potty trained.  Fully potty trained is defined as:  a child knowing when he 
or she has to use the bathroom and does not need any assistance in the bathroom (ex. wiping, clothes 
management, hand washing).  If a child has more than one accident after the first week of school, 
Jeffrey Mansion Preschool (JMP) has the right to terminate the child’s enrollment. 
 
Outdoor Play 
Research has shown that children stay healthier when they have daily outdoor play. Based on this 
information and state requirements, outdoor play will be included in our program on a daily basis. We will 
limit the time outside when the temperature (wind chill and heat index factored in) drop below 25 
degrees or rise above 90 degrees. If the situation requires it, we will also adjust outdoor time due to rain, 
threatening weather, ozone warnings etc. Please send your children with the proper clothing so they may 
be comfortable and safe whenever we are outside. This includes snow pants, hats, mittens and boots in 
the winter time. When we can not go out, classrooms use the large motor room located on the first floor 
of Jeffrey Mansion. 
 
 
 
Absences 
If your child is unable to attend preschool due to illness, or for any other reason, please notify the 
Preschool at 559-4311, as soon as possible and email your child’s teacher.  If a child is arriving from 
another program and doesn’t arrive at JMP, a phone call and email will be placed to parent(s). 
 
Management of Illness 
A sick child’s parent or guardian will be notified. He/she will be made as comfortable as possible, until the 
parent/guardian arrives. The parent of a child with allergic reactions to certain foods or materials must 
inform staff. If necessary, additional forms will need to be filled out by the parent(s) and a physician. 
 
 
Communicable Diseases 
Any child (or staff member) exhibiting any of the following signs or symptoms of illness will discharged to 
his/her parent or guardian.  Any child exhibiting any of the following should not be sent to school that 
day: 
 

1. Diarrhea- Two (2) or more abnormally loose stools within a twenty-four (24) hour period.  Or, 
usually dark urine and/or gray or white stool. 

2. Coughing that causes the child to become red or blue in the face, a persistent cough, and/or a 
cough that makes a whooping sound.  Also, a sore throat or difficulty in swallowing. 

3. Runny Nose. 
4. Breathing- difficulty doing so or rapid breathing. 
5. Conjunctivitis (Pink Eye) - Redness of eye, obvious discharge, matted eyelashes, burning, and 

itching of the eye. 
6. Temperature- a temperature of 100 degrees Fahrenheit taken by the auxiliary. 
7. Skin- untreated, infected skin patches, unusual dark patches, unusual spots of rashes, yellowish 

skin or eyes. 
8. Stiff neck- sore neck with an elevated temperature. 
9. Vomiting. 
10. Evidence of lice, scabies, or other parasitic infestation. 
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A child must be symptom-free for 2 days (day 1 starting the day after they were sent home) 
without the assistance of medication before he/she returns to preschool.  
 

Guide For Return To School When Student Is Sent Home Sick 

Day Sent Home Day Student Could Return to School 
Monday Thursday 

Tuesday  Friday 

Wednesday Monday 

Thursday  Monday 

Friday Monday 
 
In the event that your child is sent home sick and you feel it is not a communicable disease, here is 
an option for a quicker return to school. 

Your child will need to be seen by a doctor and have a doctor’s note that states what the diagnoses is and 
that it is not contagious.  Your child will also need to have a Covid test completed (rapid test is okay in 
this instance) and a negative test result.  The Covid test must be either performed by the doctor or 
proctored by a doctor and the official results must be sent to the Preschool Director and Classroom 
teacher.   

If all the above has been completed then your child could return to school on day 2.   

For example, if your child was sent home on Monday with various symptoms.  They must stay home on 
Tuesday (day 1).  If the all the above has been completed (doctors visit and determination that what they 
have is not a communicable disease, they aren’t contagious, and the Covid test came back negative) then 
your child could return to school on Wednesday (day 2).   

Please keep in mind that if your child is sent home with a fever they must stay home until they are fever 
free for a minimum of 48 hours without the use of fever reducing medication. 

 
In case of possible exposure to a communicable disease (that has been diagnosed by a doctor), all parents 
will be notified by email.  Out of courtesy, please notify the preschool if your child is diagnosed with a 
communicable disease. Preschool staff is trained in First Aid, Infant/Child Cardiopulmonary Resuscitation 
(CPR), Child Abuse Recognition and Prevention, and Recognition and Management of Communicable 
Diseases. Teachers are to wash their hands upon arrival at school, after dealing with bodily fluids, and 
before handling food. In the event that a teacher should become ill and need to leave preschool, a 
substitute teacher will be called to relieve the teacher of his/her duties if one is available.    
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Medications 
Jeffrey Mansion Preschool does not administer medication other than emergency medication provided by 
the parent and with the required documentation.  All emergency medications, ie Epipens, inhalers, etc. 
need to have the request for administration of medication completed by a doctor. The form requires that 
the preschool have on file and follow written instructions from a licensed physician or an advanced 
practice nurse.   Also on this form must contain instructions from the parent/guardian.  
 
What is the plan in the event of: 
 
Child/Staff who has come into close contact with a person suspected to have COVID-19 
Quarantine Length of Time: 
Current CDC & Franklin County Public Health guidelines recommend that those in “Close Contact” should 
quarantine for 10 days after their last exposure but may end their quarantine after day 7 with a negative 
test on day 5 or later.   This is also the same policy that Bexley City Schools is currently following.  
  
The JMP preschool is adjusting it’s quarantine policy to reflect the quarantine guidance from the CDC & 
Franklin County Public Health.  Please note, the first day of the quarantine is the day after the exposure, 
and the return to the classroom (with a negative test) is not on day 7 but the following day.  
  
Expectations for a negative COVID-19 test verification. At this point, we are going to require that the 
test administered is a PCR test (not an antigen test).  There is evidence that a PCR test is more accurate.  
Having said that we will keep a close eye on this as the rate of infection increases there is some concern 
about access to PCR testing.  Families would be required to present to JMP staff (Catie and/or the 
classroom teacher) the negative results of the PCR test before being able to return early (day 8, 9, or 
10).    
  
Please note, while this policy change reflects the recommendation of the health experts, we understand 
and respect that each family must make the decision that they are comfortable with as it relates to the 
quarantine timeline.  If an individual family would prefer to keep their child out for longer than the 10 day 
maximum period they may do so.  We ask that you communicate that decision so staff can plan 
accordingly.    
  
Mitigating Efforts: 
With the emergence of the delta variant, we need to re-engage efforts to prevent infected students 
from coming to the classroom as well as add additional layers of protection for the students while at 
JMP.  This will continue to require the help and support of all of the parents.  We are going to 
reemphasize a request we have of all families to limit the potential of an exposure in the following 
ways: 
  

1)       All families must perform a self-health assessment of your child before leaving for 
school.  This must include taking their temperature at home and evaluating your child for any 
COVID-19 related symptoms.  
2)      It is imperative that children exhibiting any symptoms do not make it to the classroom.  
We are asking families to error on the side of caution.  As you all hopefully know by now, we 
have a large quantity of at home rapid tests.  We strongly encourage you to utilize this 
resource.  Take as many tests as you need for your child and all other family members.  
3)      In the event that a child shows symptoms while at school, staff will immediately call a 
parent/guardian to pick the child up and isolate them from the other students until said 
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parent/guardian arrives.  This measure continues to be done to minimize the potential for any 
spread.  We understand this can cause an inconvenience, but for the safety of all in the 
program we ask for full cooperation and understanding.  

 
Child/Staff is suspected of having COVID-19 

• Immediately removed from the classroom/program. 
• Remain quarantined until test results are complete or until they have self-quarantined for 10 days. 
• If the test results are positive, follow the guidelines related to child/staff that test positive for 

COVID-19. 
 
Child/Staff who has tested positive for COVID-19 

• Those that have been in close contact with the individual will have to self-quarantine until they 
receive a negative test result or 10 days have passed before they can return to the program.  
Please note, effectively if a child or staff member tests positive, everyone in that class/group will 
have to self-quarantine for 10 days and/or get tested before returning. 

 
Please note, as it relates to any of the above scenarios, we will communicate directly with the Ohio 
Department of Job and Family Services, the Franklin County Board of Health and all parents in the 
program.  Additionally, while the above policies outline our plans for a given scenario, we will 
ultimately follow the lead of local health officials.  Please note, the above policies will have been 
approved by Franklin County Health Officials by the start of the program.   
 
 
Children are not permitted to carry lip balm, lotions, etc. with them.  If you wish to send your child with 
these items, additional forms will need to be completed 
 
Inclement Weather 
On occasion, it may be necessary to close or delay the opening of preschool due to inclement weather 
conditions.  If circumstances should arise, that JMP needs to be closed we will follow Bexley City Schools.  
If Bexley Schools have been closed due to weather then JMP will be closed as well.  In the case of a 
school closing due to inclement weather, the preschool administrator will send an email to all parents.  
 
 
 
 
 
Late Pick-Up Policy 
Please take note that there is a penalty for late pick-ups after the first 2 minutes. We understand that 
things come up, but we appreciate your effort to be prompt. You will be given a 2 minute grace period 
after your scheduled pick-up time. After this grace period, there is an automatic late penalty of $20.00 
with an additional fee of $5 per minute.  
 
 
Late Payment Policy 
Tuition payments are due the 1st of every month.  This is all done through the MyRec System.  The credit 
card that you have on file in the system will be charged on the first of every month.  A $10 per day late 
fee will be assessed for any late payments.  Your child will not be accepted into care until payment, 
including ALL late fees are made.  If payment is not submitted within two weeks of the due date, JMP has 
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the right to un-enroll your child from the program and fill the vacant spot.  If you are having a financial 
struggles and need assistance, please contact Catie Swendal 
 
 
 
Sharing/Toys from Home 
Toys should be left at home.  Our program has enough materials in the classroom so children do not need 
to bring items from home.  JMP cannot be responsible for lost or damaged toys. We will offer 
opportunities for the children to have group share days and may ask them to bring in something specific 
related to what the classroom may be working on at the time. Share time is a great avenue for your child 
to speak in front of the class, and talk about something important to him/her.  Please consult your child’s 
teacher before bringing an item into share.  Play guns, knives, toy weapons are not permitted at JMP 

 
 
Parent Information 
 
Preschool Open House/Orientation 
A Preschool open house will be scheduled a week before school begins so the children will be able to meet 
their teachers and see their classroom, as long as we are able to while following COVID policy and 
procedures. The parents as a group will have a meeting with the administrator to go over paperwork, 
review policies, and discuss plans for the upcoming preschool year.   
 
Parent Communication 
Communications happen in a variety of ways in our program. Email access is the easiest way to reach the 
teacher or administrator. Parents may also call and leave a message at: 614-559-4311. Parents will receive 
frequent email updates from the Director and Classroom Teacher. Teachers will not give out their cell 
phone numbers to parents and parents should not contact teachers via the teacher’s cell phones.  Should 
there be any assistance needed to resolve a parent/teacher problem, the Director will set up a meeting to 
aide in resolving any issue. 
 
 
 
 
Direct Line: 614.559.4311 
Recreation Office: 614.559.4300 
 
Preschool Administrator: Catie Swendal      
cswendal@bexley.org      
   
3/4 Lead Teacher: Catie Swendal Lead Teacher: Angela Buddendeck 
cswendal@bexley.org    rainbowroom@bexley.org 
   
4/5 Lead Teacher: Emily Bingham 4-5 Lead Teacher: Jill Bisping/Lindsey Meissner 
superstars@bexley.org  fishroom@bexley.org 
 
4/5 Lead Teacher: Linda Sinoway      
owls@bexley.org    

mailto:cswendal@bexley.org
mailto:rainbowroom@bexley.or
mailto:owls@bexley.org
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Parent Participation 
The involvement of parents is an important part of our preschool program. We encourage parents to 
communicate with the teachers about any and all concerns and suggestions that will help in the 
development and progress of their child.   
Due to COVID 19 we are unable to have parent volunteers in our classrooms this year.  We hope that in 
the future we are able to do so. 
 
 
Parent/Teacher Conferences 
Conferences are available any time during the year upon request.  Please note that the assessments that 
teachers conduct are not reported to ODJFS. They are used to measure progress throughout the year.  
 
 
Nursing Parent’s 
The first floor bathroom is an area that is quiet and provides privacy for nursing parents. 
 
 
 
Parent Roster 
A roster of name, telephone numbers, and email addresses of parents will be available within the first few 
weeks of school. You may request one from the administrator or your child’s teacher. A portion of the 
Child Enrollment and Health Information form is dedicated to giving your consent to be included on the 
parent roster.  
  
Donations 
  Items of the following are always welcome and appreciated: 
*Gently used or new toys, books, games, matchbox cars etc. 
*Glue sticks, water color paints, all kinds of paper, flour, salt, vinegar, baking soda etc. 
*Tissues, sandwich baggies, Clorox wipe 

 
 
Classroom Information 
 
Arrival & Dismissal 
In effort to better accommodate parents, JMP will now offer a limited curb side drop off.  This will be 
offered from 8:40-9:00 daily.  Children who arrive before or after this time should be brought into the 
building and to the classroom by a parent, or guardian.  We will not be offering this for pick up.   At both 
pick-up and drop-off please make contact with a teacher, so we know the child has arrived and left safely. 
Please only use the Tower Door for drop off and pick up.  This is also a great time to let us know any 
special information for the day, such as your child is especially tired, excited, etc. Any in-depth questions 
or concerns should be discussed at a different time.  Please feel free to call the office and schedule a 
conference if necessary. 
 
One of the forms necessary for your child to begin school is the dismissal form found in your registration 
packet.  This form lists the individuals who are permitted to pick-up your child. We will follow all legal 
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custody agreements submitted to Jeffrey Mansion Preschool. Only parents or guardians listed in the 
child’s file may pick-up a child from preschool. A signed note from a parent or guardian is required to 
release a child into the custody of another individual, other than those listed on the dismissal form. In 
any case, please be aware that a picture ID may be requested from the individual. 
Daily Schedules (Schedules subject to change) 
4-5 Year Old Class (8:00am-12:00pm) 
7:30-9:00am  Arrival for Full Day Students/Free Choice   
9:00-9:15am  Circle Time 
9:15-10:00am  Center 
10:00-10:15am  Snack 
10:15-11:00am  Story/Lesson  
11:00-11:55am  Large Muscle Activity/Outdoor Play 
11:55-12:00pm  Dismissal 
 
 
3-4 Year Old Class (8:00-12:00pm) 
7:30-9:00am  Arrival for Full Day Students/Free Choice  
9:00-9:15am  Circle Time 
9:15-9:50am  Center 
9:50-10:15am  Snack 
10:15-11:00am  Story/Lesson 
11:00-11:55am  Large Muscle Activity/Outdoor Play 
11:55-12:00pm  Dismissal 
  
Extended Day Schedule 
12:00-1:00pm   Lunch 
1:00-3:00pm  Naptime         
3:00-3:30pm       Snack 
3:30-3:45pm       Story 
3:45-5:00pm  Large Muscle Activity/Outdoor Play 
5:00pm   Dismissal* 
 
*Dismissal for extended day is not limited to 5:15pm. If a child needs to be picked up earlier, just 
call the JMP cell phone number and we will bring your child down to the Side Door. 
 
 
 
Nap/Rest Time 
Nap/Rest time is from 1pm – 3pm every day.  Each child is provided with their own cot.  Students must 
have a fitted cot roll (Rollee Pollee brand seems to hold up the best).  
 
Clothing and School Supplies 
Learning is fun and active work! Children should wear play clothes to school (no flip flops, crocs, or open 
toe sandals). They should also wear season appropriate clothing for outdoor play.  Please label all outer 
clothing with the child’s name (coats, sweaters, boots, gloves, jackets, hats, etc.) We go outside even 
when it’s cold out.  Please make sure your child has snow pants, winter coat, hat, and mittens. We have 
beautiful land here and we love to enjoy it. Please be sure your child has any clothing necessary to be 
comfortable outside. 
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Each child will be provided with a coat hook to hang his/her outerwear and backpack. Please send a 
backpack to school with your child every day. The backpack needs to be big enough to fit full size 
papers in it as well as a complete size, and season appropriate change of clothing in case of a spill 
or emergency. Each piece of clothing should be labeled and all clothing should be in a plastic bag. In 
addition, at the beginning of the school year, please send 4 containers Clorox wipes, 2 containers of Lysol 
Disinfectant Spray, and for girls, gallon size Ziploc baggies, for boys, sandwich size Ziploc baggies to 
school with your child.  If everyone does so, it should be enough to get us through a complete year of 
sniffles, sneezes and colds. Thank you in advance! 
 
 
Nutrition – Snacks & Lunch 
The teachers are JMP like to encourage healthy diets for our children.  Staff members will always 
encourage children to eat their lunch, but will never use force.   If your child requires special food 
supplements or modified diet, it is the families’ responsibility to provide those. 
 
  
Snack and Lunches are provided by parents.  Lunches must meet all state licensing requirements and 
consist of nutritional food from the following food groups: protein, grain, dairy, and two foods from the 
fruit/vegetable group.  Please note: fruit juice and fruit snacks do not count as a fruit unless they are 
100% juice.   
 
Lunches will not be refrigerated.  We suggest you provide an ice pack for foods that need to be kept cold.  
We are NOT ABLE TO MICROWAVE ANY FOOD. 
 
 
Water/Swimming Activities 
Jeffrey Mansion Preschool does not participate in water/swimming activities. 
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S M T W T F S S M T W T F S
1 2 3 4 5 6 7 Aug 12:  Parent orientation Jan. 17:  No School, MLK Jr. Day 1

8 9 10 11 12 13 14 Aug. 19:  Meet the teacher 2 3 4 5 6 7 8

15 16 17 18 19 20 21 Aug 23:  First Day of School 9 10 11 12 13 14 15

22 23 24 25 26 27 28 16 17 18 19 20 21 22

29 30 31 23 24 25 26 27 28 29

30 31

S M T W T F S S M T W T F S
1 2 3 4 Sept. 6:  No School, Labor Day Feb. 14:  Valentines Party 1 2 3 4 5

5 6 7 8 9 10 11 Sept 7: No School, Rosh Hashana Feb. 18:  No School 6 7 8 9 10 11 12

12 13 14 15 16 17 18 Sept 16 - No School, Yum Kippur Feb. 21:  No School 13 14 15 16 17 18 19

19 20 21 22 23 24 25 20 21 22 23 24 25 26

26 27 28 29 30 27 28

S M T W T F S S M T W T F S
1 2 Oct. 18 - No School Mar. 11-18: No School (Spring Break) 1 2 3 4 5

3 4 5 6 7 8 9 Oct. 19 - No Shool 6 7 8 9 10 11 12

10 11 12 13 14 15 16 Oct. 29 - Halloween Party 13 14 15 16 17 18 19

17 18 19 20 21 22 23 20 21 22 23 24 25 26

24 25 26 27 28 29 30 27 28 29 30 31

S M T W T F S S M T W T F S
1 2 3 4 5 6 Nov. 1:  No School Apr. 15: No School, Good Friday 1 2

7 8 9 10 11 12 13 Nov. 2 No School 3 4 5 6 7 8 9

14 15 16 17 18 19 20 Nov. 24-26:  No School (Thanksgiving) 10 11 12 13 14 15 16

21 22 23 24 25 26 27 17 18 19 20 21 22 23

28 29 30 24 25 26 27 28 29 30

S M T W T F S S M T W T F S
1 2 3 4 Dec. 17:  No School (Winter Break) 1 2 3 4 5 6 7

5 6 7 8 9 10 11 Dec. 20-31:  No School (Winter Break) May 27:  Last Day of School 8 9 10 11 12 13 14

12 13 14 15 16 17 18 15 16 17 18 19 20 21

19 20 21 22 23 24 25 22 23 24 25 26 27 28

26 27 28 29 30 31 **Dates subject to change** 29 30 31

December

January

February

March

May

April

              2021-2022 Jeffrey Mansion Preschool Calendar
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