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Little Royals  
2022-2023 Parent Handbook 

  Welcome to Saint Simon the Apostle Pre-Kindergarten Program! We hope that you and your child will 
enjoy a rewarding and educational learning experience as we develop and enrich our Pre-K friends into 
21st Century scholars. Each child is unique as they make their discoveries in all areas of development: 
intellectual, social, spiritual, emotional, and physical. Our goal is to develop and enhance these 
discoveries and growth during our time with your child. 

 

 

We encourage you to read the handbook carefully and to refer to it periodically throughout the school 
year. Thank you for sharing your child with us. 

Sincerely, 

Joni Forestal 
Pre-Kindergarten Teacher 
317-826-6000 ext. 101 
jforestal@saintsimon.org  

Monica O’Brien 
Pre-Kindergarten Teacher 

317-826-6000 ext. 102 
mobrien@saintsimon.org 

Mrs. Cathleen Darragh 
School Principal 

317-826-6000 ext. 172 
cdarragh@saintsimon.org  
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Saint Simon School Mission Statement  
Saint Simon the Apostle School is a community dedicated to spiritual and academic development of the 
whole child. We prepare our students for a life-long commitment to education, Catholic faith, and 
stewardship in a Christ-centered, safe, and efficient environment. 

 

Pre-Kindergarten Vision 
Pre-Kindergarten is a year filled with growth for our little royals. Our vision is to help each child develop 
their knowledge of the Catholic faith and their love of Jesus Christ.  Social and emotional development, 
as well the introduction of academic foundations, will pave the path for our children to become lifelong 
learners, inquisitive thinkers and problem solvers.   

Goals for Each Child 

• To provide an enchanting and resourceful Christian learning environment that will assist each 
child to develop in becoming a 21st Century scholar who will be a critical thinker, a problem-
solver, a creative thinker, and an inquisitive learner. 

• To provide many rewarding and interesting experiences to promote enjoyment of school. 
• To provide a variety of multi- sensory learning tools, creative experience, and STEAM activities 

that will allow the child to explore, investigate and experiment with many types of media. 
 

Calendar  
The Pre-Kindergarten Program follows the school calendar, hours and holidays observed by Saint Simon 
Catholic School.   

Pre-Kindergarten Program Requirements 

• All students must be 4 years of age prior to August 1st.   
• Your child should be toilet trained, be able to attend to their toilet needs and wash their hands 

without assistance. Encourage and praise your child when they accomplish these skills! 
• No pull ups or diapers will be permitted in the Pre-Kindergarten classroom.   

Parents, we ask that you review good hand washing procedures with your child and have them 
practice hand washing at home.  This is critical to preventing the spread of germs in the classroom.   

http://www.school.saintsimon.org/
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Enrollment and Application  
Enrollment and Application Process 
Applicants for Pre-Kindergarten must submit a completed application online or to the school office the 
child’s birth certificate, baptismal certificate and immunization records.  

Tuition Payments 
The school office will send a FACTS invitation for parents to create an account.  All tuition must be paid 
through FACTS.  Parents may choose from the following available payment plans: monthly payments, 
twice yearly, and yearly.  Students in the Royal Preschool Program are not eligible for state vouchers, 
local scholarships or multi-family discounts.   
 
Tuition Amounts:  
- Five Day Program - $555.55 a month. 
- Three Day Program (Monday, Wednesday, Friday) - $346.55 a month.  
Families must pay all amounts according to the payment plan option.  If a family is not able to fulfill their 
financial obligation notify the principal immediately to create a plan.  Families who fall behind more 
than two months may be asked to remove their child from the program.   

Calendar  
The Little Royal Pre-Kindergarten Program follows the school calendar and the holidays observed by 
Saint Simon Catholic School.  

School Day 
The School day starts at 7:45 am and ends at 2:45 pm.  All students must arrive between 7:30-7:45 
am.  Within the Pre- Kindergarten program, the Pre-K classes will consist of two attendance options; 5-
day week and a 3-day week. Children who attend the 5-day week option will attend school Monday 
through Friday when school is in session. Children who attend the 3-day week option will attend school 
on Mondays, Wednesday, and Fridays. 

Pre-Kindergarten Staff 
Saint Simon Royal Preschool Program teachers and staff are first-aid certified and pass thorough 
background checks.  Preschool teachers are Indiana State Licensed and have a college degree.  

Students with Special Needs  
The Little Royal Pre-Kindergarten Program will strive to accommodate children with special needs on a 
space-available basis and will admit children with special needs on a trial basis for three months, after 
which a conference with the family will be convened.  Close communication with parents is essential in 
providing quality care.  

If unable to meet the needs of any child, proper time, and assistance to find a more appropriate 
placement will be given.  Please indicate any special needs for your child on the appropriate registration 
forms.  Please contact them directly at cdarragh@saintimon.org for further discussion and questions.  

 

http://www.school.saintsimon.org/
mailto:cdarragh@saintimon.org
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Expectations and Child Responsibilities  
Upon admission, all parents and students agree to abide by the policies and rules of the Student/Parent 
Handbook.  

Emergency Parent/Guardian Contact  
Parents are asked to keep contact information current through Sycamore School Management System. 
This includes mailing address, phone, email, emergency contacts, and any changes to a child's 
emergency pick-up as soon as they are known. 

The Little Royal Pre-Kindergarten Program shall comply with any court order which precludes a 
particular individual from having contact with a child.  In order to comply, a copy of the court order must 
be on-site in order for Saint Simon to deny the non-custodial parent’s request to pick up the child. 

If a non-custodial parent comes unexpectedly to pick up the child, a verification must first occur with the 
custodial parent.  If consent is not obtained, the parent will be asked to leave the premises. 

Medical and Health Information 
Immunizations  
As a matter of state law, children in the program must be fully immunized, or be in the process of 
becoming fully immunized, to the approved schedule, have a physician’s statement that immunizations 
are not needed for medical reasons or a note from the parent stating that the child is not being 
immunized due to religious beliefs.  Immunizations are an important public health policy affecting 
children.  

Immunizations are an important public health policy affecting children.  As a matter of state law, 
children in the program must: 

• Be fully immunized 
• Be in the process of becoming fully immunized according to the approved schedule 
• Have a physician’s statement that the immunizations are not needed for medical reasons  
• Documentation from the parent stating that the child is not immunized due to religious beliefs.   
• If an outbreak occurs, the parent of the non-immunized child will be asked to remove the child 

from programming to ensure the safety of all children and staff. 

Health Plans and Records  
All student files are securely contained in the school health clinic.  Children are required to have an 
annual completed health record and to have all immunizations up to date at the time of 
enrollment.  Immunizations are to be kept up to date thereafter following the Indiana guidelines 
schedule. 

  

http://www.school.saintsimon.org/
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Medication and Consent Forms  
All medication will be kept in the school health clinic with the student’s name, dosage, frequency, and 
duration of such medication.  A signed record of medication order must be submitted to administer 
medication that will be kept on file in the school health clinic.  

Illness 
Parents will be notified if their child becomes ill at school.  If a parent can’t be reached, the person listed 
as an emergency contact will be notified. The school nurse will be the one to administer any necessary 
over the counter medication.  If your child is sick, please notify your child’s teacher and call the school 
attendance line.  If your child has any of the following symptoms, you must wait 24 hours after the 
symptoms have subsided, without aid of medication, before sending your child back to school.  

• A fever of or over 100 degrees. • Diarrhea, vomiting, or rash of unknown origin. 

• Ringworm • Positive reaction to the tuberculin skin test A  

• Conjunctivitis (pink eye) • Cold or other illness, causing breathing difficulties or other 
symptoms that prevent the child from participating comfortably 
in activities. 

Injuries and Accidents 
Accidents and injuries will be reported to parents immediately.  An incident report will be completed by 
the respective teacher.  As needed, the child will be administered first aid by the staff, and if necessary, 
911 will be called.  

Discipline 
“Love One Another” 

As your child begins their experience in Pre- Kindergarten, they will learn throughout the school year 
these special words that Jesus taught his friends, “Love One Another.”  Each child is unique and special. 
Learning self-control and self-discipline are important aspects of a child’s development as they begin to 
make choices with their actions and words. 

To encourage these developments of making “good” choices, your child will learn our “Super Hero High 
Five Ways” through a song sung each morning. These “Super Hero High Five Ways” are: 

• Use put- up words, not put down words. 
• Listen with their ears, eyes, heart, and give their attention to their classmates and teachers/ 

adults.         
• Use helping hands when they share and take turns during speaking and playing times.          
• Use their best manners with their words and actions. 
• Do their personal best on work and activities.  
• Remember to say, “I think I can!!” 

http://www.school.saintsimon.org/
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If a behavior problem occurs, a variety of methods will be used to reinforce appropriate behavior such 
as: gentle reminders, offering choices, providing praise and encouragement, discussing natural and 
logical consequences, and providing discussion among the child and/ or adult. We also encourage the 
child to use their “I care” words to express their feelings to a friend when a “wrong” choice has been 
made.  

 If a serious “wrong choice” occurs (i.e. hitting, pushing, shoving of another child or being disrespectful 
to a parent or teacher,) a “renewal time” will be used. This is a time for the child to “renew” their 
feelings and to have a “cooling off” period. During this time, the child is moved away from the situation 
so as to recuperate their feelings and composure. The child will then discuss with a teacher the situation 
that occurred and to discuss what happened and then what choice should have been made. The child 
and teacher will discuss ways to avoid this type of event so that it doesn’t happen again. The length of 
the “renewal time” will depend on a child’s age (one minute per age year. i.e. 4 years old= 4 minutes of 
renewal time.)  

These reminders and discipline approach will assist your child in developing and becoming a loving, 
thoughtful, caring and respectful person to show their “love to one another.” 

Communication 
Monthly Newsletter 
A printed classroom newsletter will be provided at the beginning of each month with information on 
classroom activities, upcoming field trips, and a monthly calendar outlining activities to do at home that 
will reinforce the skills that your child is learning at school. 

What’s Happening in Pre-K Weekly Email 
A class newsletter detailing the highlights of the week and information for the coming week will be sent 
weekly via email to the email addresses you have in your contact information in Sycamore.  We also 
encourage families to read the school’s weekly newsletter “Saint Simon School News” sent on Sundays. 
This is a wonderful opportunity for you to be aware of what is occurring in our school community.  

Daily Folder 
Messages from the teacher, permission slips, school information, and your child’s work and projects will 
come home in their folder.  Please review its contents each night and return the empty folder to school 
each day. You may also include notes to the teacher in the folder, however, email is the best 
communication method to reach the teacher. 

Attendance  
If your student will be absent, please send an email to their teacher and attendance@saintsimon.org 
with the reason for their absence.   

Snow Days/School Delays/Emergency Closure 
Snow day, delays and emergency closure practices may vary and are subject to change at any time by 
the Saint Simon Principal.  Notification of school closures and delays are reported through a voice 
message, local news stations, email and social media.   

http://www.school.saintsimon.org/
mailto:attendance@saintsimon.org
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Details of the Day 
Arrival    
The children enter the classroom on their own each morning.  This will help them 
develop independence and learn important routines.  All will arrive between 7:30-7:45 
am at their selected arrival locations.  If you arrive after 7:45 am, please enter the 
Narthex doors of the school.   

Dismissal 
The Pre-Kindergarteners will leave the classroom and go to their designated areas.  They will be 
dismissed at three locations: North Carpool, South Carpool, and the Walkers Area at 2:45 pm.   If 
someone other than a parent or scheduled caretaker is picking up your child, please provide a note to 
your child’s teacher or call the school office by 2:00PM.  

Extended Care 
Extended care is available for families who need before and/or after school care for their students.  Our 
Extended Care program is not outsourced, it is run through the school and all Extended Care staff are 
employees of the school. A yearly $75 enrollment fee is required for students into the program.  
Families who are more than two weeks behind in paying for extended care may be asked to find other 
arrangements for their child. Parents or guardians will need to sign in and out students from Extended 
Care to keep a record of their child’s attendance.  The Extended Care Pre-Kindergarten program will 
follow the Saint Simon School emergency closures. You will receive at least a week’s notice for planned 
days Extended Care will not be available.  

     Morning Care  

• Hours: 7:00 AM – 7:30 AM 
• Cost: $25.00 a week or $5.00 a day 

   After School Care  

• Hours: 3:00 PM to 6:00 PM  
• Anyone arriving after 6:00 PM, per the Saint Simon clock, will be charged a late pick-up 

fee.  Within the first five minutes, an automatic flat $10.00 late fee is charged.  After five 
minutes, an additional $1.00 per minute fee is charged.  Late fees will be added to parents’ 
billing statements and due with the next regularly scheduled payment.  

• Repeated failure to pick up children in a timely manner will result in removal from Saint Simon’s 
Extended Care program.   

• If you have an emergency and will be late to pick up your child, call your Saint Simon Extended 
Care Leader as soon as possible.   

 

 

http://www.school.saintsimon.org/
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Daily Routine 
Morning:  Circle Time, Prayer/Religion, Classroom Play time, Learning Centers, Movement, Morning 
Recess, Snack, Related Arts, and Story time.  
Afternoon:  Lunch, Rest Time, Songs and Rhyme Time, and Story time. 

Curriculum 
The Pre- Kindergarten curriculum is filled with many individual and group activities. A 
variety of themes and units will be incorporated with the use of resourceful multi- 
sensory learning tools and “The Learning Without Tears” program. These learning 
tools will build and strengthen your child’s fine and gross motor skills, language and 
math development, listening skills, etc. These opportunities will allow them to 
investigate and explore the world that they live in. STEAM activities, field trip outings, 
socio-emotional activities, and classroom visitors will also be incorporated throughout 
the school year to expand the children’s knowledge and experiences from our themes 
or units.  

Our Religion Curriculum will consist of the “Seeds” program for four to five-year-olds. This program will 
focus on age- appropriate understandings and concepts of the weekly gospels for the young child. This 
program will be presented at the end of each week. The children will also learn formal and “special 
intentions” prayers within their classes. The children will begin attending Mass during Catholic Schools 
Week. Mass will be held based on the schedule provided by our school administration and Father Doug. 
The children will also be encouraged to develop a relationship with God and Jesus through our prayers 
as well as learning the meaning of the “Sign of the Cross.” 

Lunch 
Students will be able to purchase school lunches and/or milk.  Payment for hot lunch is made through 
your student’s FACT account. Children who pack their lunch may also purchase milk.  

If your child brings a lunch from home, we strongly recommend that your child's lunch include healthy 
food items (sandwich, fruit, vegetables, etc.) We encourage you to refrain from sending "sweets and 
dessert type" foods. These are very tempting for your child. As teachers at Saint Simon School, our goal 
is to encourage students to have a nutritious and well-balanced lunch.  Your support will be appreciated 
by assisting your child in developing positive and healthy habits.  

Children with food allergies will be closely monitored during our scheduled lunch time by making sure 
that they do not come into contact or ingest any foods that they may be allergic to. We would strongly 
encourage notification of any food allergies that your child may have as soon as possible. 

 

http://www.school.saintsimon.org/
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Clothes 
Play is a child’s work! There is no uniform in the Little Royals Programs. Your 
child should wear comfortable, weather-appropriate clothes.  Please choose 
clothing with fasteners that your child can open and close as they grow in their 
independence. (Belts are very hard to unbuckle when you have an emergency 
run to the bathroom.) Girls should wear shorts under dresses and skirts.  Your 
child should wear socks and sturdy shoes that will assist them in climbing, 
balancing, and moving efficiently.  Slip on tennis shoes, Velcro shoes are 
recommended; if your child is confident in tying their shoes, lace up shoes that 
tie are encouraged. Crocs, dress shoes, and sandals are discouraged.  

Extra Clothes 
In case of an accident or spill, a spare set of, weather-appropriate, clothes is required and should be 
kept in a Zip-lock bag, marked with your child’s name, in your child’s backpack. The change of clothes 
should include a shirt, underwear, pants/shorts (depending on the weather), and socks.  

Birthday Celebrations 
Birthdays are a wonderful way to celebrate your child’s unique and special day. To celebrate each child’s 
birthday, your student will bring home a “birthday bag” one week prior to their birthday celebration as 
designated by the teachers. Children with summer birthdays will celebrate their half birthdays on or as 
close to their half birth dates. The “Birthday Bag” will contain an "ALL ABOUT ME" booklet that will be 
completed by you and your child. For your child's birthday celebration, they may also bring to school the 
following items in the bag: 

• A favorite storybook from home to be read during story time 
• A favorite toy 
• A favorite souvenir 
• A favorite stuffed animal 

These items will be shared by your child with their classmates and returned the day of their birthday 
celebration. Please refrain from sending any birthday treats and/ or drinks with your child. This is a 
new policy that we are implementing for the safety and concerns of children with food allergies. 
Thank you for your cooperation with our policy. 

Supplies and Materials  
Backpacks 
All Pre-Kindergarteners will need a backpack that is big enough to fit a change of clothes, a water bottle, 
a green folder, and a beach/bath towel for rest. Please do not use backpacks with wheels.  Your child’s 
name will be on their folder and should be put in their backpack every day.  Folders should be reviewed 
at the end of each day and the contents kept at home.  On Mondays, your child will bring their clean 
towel for rest time. The towel should also be labeled with your child’s name.  On Fridays, your child will 
take home their towel to be washed.  

http://www.school.saintsimon.org/
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Sunscreen 
Sunscreen is not provided by the school. We recommend you keep a bottle in your child’s backpack. 
Staff will help children apply it appropriately.  Sunscreen must be clearly labeled with your student’s 
name. 

Labeling Personal Items 
Please label all personal items with your child’s name.  (EX: sweatshirts, sweaters, coats, hats, gloves, 
backpacks, and lunch boxes.) 

Supply List  

4 boxes 24 Crayola crayons  ART 
1 2” binder w/ clear sleeve on the front  1 Box of tissues 
1 beach towel for rest time  1 Roll of paper towels 
1 tray of 8 watercolor paints    
1 4x6 photo of student (child’s name on back)    
1 plain spiral 70 page, one subject notebook    
1 pair of sturdy scissors      
1 sturdy supply box (no larger than 8” x 6”)    
4 glue sticks    
     

BOYS  GIRLS 
1 package of Crayola markers  2 bottles of Elmer’s multipurpose glue   
1 roll of paper towels  1 container of Clorox Wipes   
1 bottle hand sanitizer (8 oz. or larger)  1 Pkg. Small, uncoated paper plates 
2 pkgs. of refillable baby wipes  1 Box of Kleenex tissues 
1 Box of gallon Ziplock bags  1 Pkg. of large, uncoated paper plates 

  

http://www.school.saintsimon.org/
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Emergency Procedures and Evacuations 
Emergency phone numbers for local fire and police departments are clearly posted in each 
classroom.  Children’s emergency contact information is to be provided within their Sycamore profile 
and on the paper application stored in their student file.  Teachers are required to report, in writing, any 
injuries that may occur while the child is present at all of our facilities/programs.  

This includes Saint Simon Royal Pre-Kindergarten and Extended Care. Teachers will notify the 
parent/guardian of any injury requiring first-aid treatment.  Teachers report serious injuries to the 
school nurses immediately.  In case of an emergency, a faculty/staff member may go with the child to 
the emergency room and remain until a parent/guardian arrives.   

Fire and tornado evacuation routes are posted in all rooms and restrooms.  The Saint Simon Little Royal 
Pre-Kindergarten Program practices regular fire and tornado drills.  If we are required to evacuate Saint 
Simon School, teachers and staff will evacuate to Holy Cross Lutheran Church on Oaklandon 
Road.  Parents/Guardians will be notified through a voice message, text, and email.   

School Safety  
Fire drills are practiced monthly and tornado drills every three months to prepare children and staff in 
the event of an emergency.  Shelter-in-place (lockdown) drills are held at irregular intervals throughout 
the year.  Emergency evacuation plans are posted in each classroom and hallways.    

Annual inspections by the office of the State Fire Marshal are conducted.  These inspections ensure that 
all fire, health, and safety regulations are met and that Saint Simon Little Royal Pre-Kindergarten 
Program adheres to high-quality standards regarding teacher requirements, adult/child ratios, 
curriculum, nutrition, and other administrative practices.  

Safe Environment 
Saint Simon Little Royal Pre-Kindergarten Program is committed to providing a safe and healthy 
environment for children.  Our school is secured with locked doors and classrooms.  All visitors and 
guests are required to sign in and use our security system in order to be identified, greeted, and allowed 
into our facilities.   

All children are actively supervised within the eyesight and sound of our staff.  As conditions of 
employment, all staff are fingerprinted, background checked, have been trained in First Aid/CPR, and 
Universal Precautions.  All staff must complete Safe and Sacred training as a condition of employment 
which includes a Background Check.  Additionally, all staff participates in annual training in the detection 
and prevention of child abuse and neglect.  Safety standards will be continually updated.  

 

 

http://www.school.saintsimon.org/
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Policies 
Visitation Policy  
Saint Simon Little Royal Pre-Kindergarten Program is a secure facility that remains locked throughout the 
day.  Visitors will be admitted to the building by the receptionist.  No one is allowed in the facility 
without permission or without proper identification.   

Volunteer Policy 
Our school volunteer policy is as follows: 
In order to volunteer at Saint Simon the Apostle Catholic School, the Archdiocesan Safe and Sacred 
Training must be completed.  The Safe and Sacred training program is designed to assist Catholic 
dioceses in training staff, volunteers, clergy, and members of religious orders.  Safe and Sacred is 
required to chaperone field trips and for all parent volunteers along with room parents.  Volunteers 
must have completed a volunteer background check and attended a Parent Chaperone Meeting in order 
to volunteer or chaperone students.  Safe and Sacred link: Safe and Sacred.  A valid ID is required for all 
volunteers.  

Social Media Policy 
Photographs are sometimes taken and used for marketing purposes.  If you do not want your child’s 
image to be used, please make sure to choose that option when submitting your application.  These 
forms will also be shared with the teacher and Social Media Coordinator, Courtney Veigel 
(cveigel@saintsimon.org).  

No Saint Simon School staff member should be utilizing any personal social media avenues to post 
images of students during programming hours or after, due to possible “No Photograph” permissions 
and privacy infringements. 

Lice Policy 
Each year approximately 6 to 12 million children between the ages of 3 and 12 are infested with head 
lice. To better manage and to limit the spread of head lice at St. Simon School, parents should notify the 
school nurse. Parents have the primary responsibility in the prevention and treatment of head lice 
through regular checks of their children’s heads and immediate treatment in the event of an active 
infestation.  

Head lice is not a medical ailment. It is not treated in the school clinic but notification of affected 
classroom will be communicated through the clinic. Head lice screening programs have not been proven 
to be effective in reducing the spread of head lice in the school setting and generally will not be 
conducted. Additional information and resources about head lice are available on Sycamore under the 
clinic area. 
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Weapons Policy 
Only sworn law enforcement officers are permitted to bring firearms and other weapons inside the 
buildings of our parishes, schools, and agencies.  State law permits employees to bring firearms and 
ammunition onto our property as long as the weapons and ammunition are in the glove box of a locked 
vehicle, locked in a vehicle’s trunk, or stored out of plain sight in a locked vehicle.  Schools, child-care 
centers, and emergency shelters are exempt from this state law and may forbid employees from 
bringing firearms onto their property.  Parishes may forbid firearms and other weapons on all parish 
property if there is a school and/or child-care center on the premises. 

Non-Discrimination Statement  
The School Commission, Administration, and Pastor establish policies for admission of Catholic and non-
Catholic students in alignment with archdiocesan policies.  Catholic Schools administered under the 
authority of the Archdiocese of Indianapolis comply with those constitutional and statutory provisions as 
may be specifically applicable to the schools which prohibit discrimination on the basis of race, color, 
sex, age, disability, or national origin in the administration of their educational, personnel, admissions, 
financial aid, athletic and other school-administered programs.  This policy does not conflict with the 
priority given to Catholics for admission as students.  This policy also does not preclude the ability of the 
school to undertake and/or enforce appropriate actions with respect to students who publicly advocate 
any practices or doctrines which are inconsistent with the religious tenets of the Catholic faith. Catholic 
schools have not been, nor shall they become, havens for those wishing to avoid social problems 
confronting them in the public sector. 
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