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Special Notice about Content 
This handbook contains information that is most pertinent to the operations and the PreK-1 and PreK-2 daycare 
programs. It is important, however, that you also read and become thoroughly familiar with the contents and 
associated requirements of the current edition of the full St. Edward the Confessor Student/Parent Handbook, which 
may be accessed on the school’s website (www.steddyschool.com). 

 
Introduction 
It is a pleasure to welcome you and your child to the St. Edward the Confessor PreK-1 and PreK-2 Daycare Program. 
The program follows the St. Edward the Confessor Mission Statement and Philosophy. Our teachers and assistant 
teachers fulfill these principles in a loving, caring, and attentive environment. We wish to foster a positive learning 
environment, encouraging the development of your child’s self-image within his/her family, church, school, and 
community. 

 
The goal of this handbook is to provide you with the most pertinent information about the St. Edward the Confessor 
PreK-1 and PreK-2 Daycare Program. Please read the handbook carefully to ensure successful cooperation between 
home and school. 

 
Mission Statement 
Based on the belief that God is the center of all being, the community of St. Edward the Confessor School strives to 
foster the spiritual, intellectual, personal, social, creative, and physical development of each child to his/her fullest 
capacity. 

 

Statement of Policy 
Saint Edward the Confessor PreK-1 and PreK-2 Daycare Program is an entity of the Archdiocese of New Orleans and is 
owned and operated by St. Edward the Confessor Roman Catholic Church, Metairie, Louisiana. 

 

The schools of the Archdiocese of New Orleans, Louisiana, admit students of any race, color, national and ethnic origin 
and handicaps to all the rights, privileges, and activities generally accorded or made available to students at its schools. 
They do not discriminate on the basis of race, color, national and ethnic origin or handicaps in administration of their 
educational policies, admissions policies, scholarship and loan programs and athletic and other school-administered 
programs. 

 
Additionally, in compliance with Title IX of the Civil Rights Act of 1964, no persons in the school of the Archdiocese 
shall, on the basis of sex, be excluded from participation in, or be denied the benefits of, or be subjected to 
discrimination under any educational program or activity except as permitted under Title IX. 

 

THIS POLICY APPLIES TO ALL SCHOOLS WHICH ARE UNDER CATHOLIC ARCHDIOCESAN AUSPICES. 

 
State-Approval and Licensing 
The Saint Edward the Confessor PreK-1 and PreK-2 Daycare Program is licensed by the State of Louisiana as a TYPE I 
DAY CARE FACILITY. 

 

St. Edward the Confessor School has been granted the status of fully APPROVED by the Louisiana Board of 
Elementary and Secondary Education, according to Non-Public School Standards. 
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Disclosure of Information and Complaint Policies 
Information about the licensing policies, such as inspections, regulations, and information regarding the early learning 
center may be found on the Louisiana State Department of Education website (http://www.louisianabelieves.com/). 
Parents are advised to call or write the Licensing Division should they have any significant, unresolved licensing 
complaints: Louisiana Department of Education, Division of Licensing, P.O. Box 4249, Baton Rouge, Louisiana, 70821; 
telephone: 225.342.9905; email: ldelicensing@la.gov. 

 

Child Abuse & Neglect Policy 
As mandated reporters, all staff and owners shall report any suspected abuse or neglect of a child to the Louisiana 
Child Protection Statewide Hotline: 1.855.452.5437. This should be done immediately, and without delay. 

 

Firearm Policy 
Act 833 of the 1991 regular session of the Louisiana Legislature created the crime of carrying a firearm (or knife) by a 
student or nonstudent on school property. The crime is defined as the intentional possession of any firearm by any 
student or nonstudent on a school campus during regular school hours or on a school bus. Whoever is convicted of 
the crime of carrying a firearm by a student or nonstudent on school property is subject to a maximum penalty of 
imprisonment at hard labor for not more than five (5) years. The law exempts from its provisions a federal, state, or 
local law enforcement officer or a school official or employee acting during the normal course of employment, or a 
student acting under the direction of such a school official or employee. The law also requires that the principal notify 
the parent of any student who is arrested for carrying a concealed weapon on campus. 

 

The St. Edward the Confessor PreK-1 and PreK-2 Daycare Center prohibits firearms, alcohol, and tobacco on the 
premises. 

 
Insurance 
Every St. Edward student is covered by accident insurance while in attendance at school and traveling to and from 
school. This insurance covers medical expenses related to the accident and is considered primary. 

 

Insurance claim forms are available from the school office and may be requested at the time of the accident; The 
student’s family is responsible for filing such a claim. 

 
Public Health and Safety 
In accordance with the Asbestos Hazardous Emergency Relief Act (AHERA), a management plan has been prepared 
and approved by the State Department of Environmental Quality (DEQ). This management plan is available for you to 
review in the school office during regular school hours. If you desire a copy of the plan, it will be made available at the 
cost of $25.00 (which covers the cost of reproduction). 

 

In accordance with the State of Louisiana, Department of Health and Hospitals, the lead concentration level in our 
drinking water is periodically tested and has been determined to be safe. 

 
Drills 
Emergency fire, tornado, and lockdown drills are held throughout the year to acquaint your child with these 
procedures. For the safety of our children, the whole school participates in these drills. 

 
A Crisis Management Plan has been put into place at St. Edward the Confessor School. 

http://www.louisianabelieves.com/
mailto:ldelicensing@la.gov
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PreK-1 and PreK-2 Programs 
Development of the whole child is expressed spiritually, socially, emotionally, physically and intellectually. Children 
are encouraged to work and play cooperatively in small groups. Opportunities for individual work are present during 
child-directed activities, fostering independence and initiative. Children will be carefully monitored and observed to 
assess developmental ability. Each child is accepted for his/her uniqueness and individuality. 

 

Admission and Registration 

Age Requirements 
PreK-1 children must be 1 year of age by September 30th to register for PreK-1, but if the child’s birthday falls between 
the first day of school and the child’s birthday, the child may not attend until after his/her birthday. PreK- 2 children 
must be 2 years of age by September 30th to register for PreK-2. 

Registration 
Registration requires a copy of the Birth Certificate, Baptismal Certificate, Social Security Card, and Health Record, 
each of which must be presented at the time of registration. After classes have been filled, all remaining registrations 
will be kept on file for that school year, and as openings become available, applicants will be contacted. 

Class Size 
The student-adult ratio for PreK-1 shall not exceed 8:1; the student-adult ratio for PreK-2 shall not exceed 12:1. 

Required Records 
• Birth certificate 
• Baptismal certificate (if Catholic) 

• Immunization records (must be up to date with immunizations in order to attend the program): 

o Birth—2 months: HBV #1 
o 2 months: DTaP#1, Hib#1, HBV#1, PCV#1, HBV#2, RV 
o 4 months: DTaP#2, Hib#2, IPV#2, PCV#2, RV#2 
o 6 months: DTaP#3, Hib#3, IPV#3, HBV#3, PCV#3, Influenza, RV 
o 12-15 months: Hib#4, MMR#1, Var, PCV#4, HAV 
o 15-18 months: DTaP#4 
o 24 months: Influenza (Annual) & Hepatitis Aseries 

Child Records 
The parent(s) must provide the St. Edward the Confessor PreK-1 and PreK-2 Daycare Center a written authorization 
listing the names of the individuals to whom a child may be released. In unplanned situations, parents may authorize 
additional individuals via a text message (from a known parental phone number) or email (through a known parental 
email account) and then must follow the message with written authorization. 

Custody Notices 
The custodial parent is responsible for furnishing the school/daycare center with the custody section of the divorce 
decree; it must be signed by a judge. In the absence of a court order to the contrary, St. Edward the Confessor PreK- 
1 and PreK-2 Daycare Center will provide the non-custodial parent with access to academic record and other school- 
related information, in accordance with the Buckley Amendment. If there is a court order forbidding such a disclosure 
of information, the custodial parent must provide the school/daycare with a copy of the court order, signed by a judge. 

Goals 
Recognizing God’s love for us, His children, is primary in the development of this program. His love has granted us 
bodies and hearts in which to hold our love for God, our families, and our friends. 

 
We encourage the natural inquiry to learning inherent in each child. 
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Social skills and emotional well-being are primary concerns. Children at this age must be able to work cooperatively 
and take responsibility for their bodies and actions. They must learn to share, take turns, cooperate, and understand 
others’ feelings in order to communicate and problem-solve later in school and adulthood. 

 

Children are beginning to express their independence at this age. They need to feel secure with themselves in order 
to utilize their learning environment. Children can often become frustrated trying to accomplish tasks they may want 
to do, but which they are not ready to do. Positive development of the child’s self-image helps the child to develop the 
initiative to try new tasks and the perseverance to try again. 

 
Many children are just beginning to take on responsibilities at home. Whether a child is picking up toys, dressing 
himself/herself, or simply choosing which shoes to put on, these are big steps. We want our children to grow to be 
responsible adults, taking care of their bodies and actions, as well as their belongings. 

 
Language skills are emphasized, encouraging children to express themselves, ask questions, share information, and 
communicate with others. How to listen to and respect others is often difficult in their egocentric world. Priorities are 
often my family, my school, my things, and my opinion. Trying to listen to others and their points of view is something 
that will continue to develop for years to come. 

Parental Visitation 
Parents are allowed to visit the center during regular hours when children are present, but are reminded that regular 
or extended visits will require that the parent must have previously completed archdiocesan Safe Environment 
Training. Parents are encouraged to help with special projects during the year, along with the Mardi Gras parade and 
end-of-year activities. 

 

Curriculum 

PreK-1 (12-24 months) 
This program is designed to accommodate the development of self-help skills needed for children 12 months to 24 
months of age… The children are introduced to new and exciting sensory experiences. A consistent program of 
developmentally appropriate activities helps to nurture a positive attitude. Teachers in the PreK-1 program believe in 
the right of every child to a safe, nurturing, supportive environment in which the child may reach full potential. 

 

Our goal is to facilitate the growth of each child through a carefully planned curriculum that encourages children in 
each area of development. Cognitive, emotional, physical, and social domains are developed, using hands-on 
experiences and sensory activities. Each child is allowed to progress at his/her own rate in a developmentally- 
appropriate environment based upon best practices. 

 

The program provides a well-balanced curriculum that includes teacher- and child-initiated activities, large and small 
groups, active and quiet times, indoor and outdoor play, fine and gross motor activities, individual and group needs, 
and structured and unstructured activities. 

PreK-2 (25-36 months) 
This program fosters development in the following areas: fine and gross motor skills, language, and cognitive and 
social development. During this time of constant growth and exploration by busy toddlers, we encourage a “can do” 
attitude to promote self-help skills and the development of a healthy self-concept. Washing hands, participating in 
toy clean up, clearing one’s table space after eating, and potty learning are a few of the self-help skills that shall be 
practiced daily. 
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Included in the curriculum are readiness activities in Reading and Mathematics. The children will explore colors, 
shapes, numbers, beginning counting, and some alphabet recognition, all on a continuing basis. Some of our science 
activities and themes include family, colors, numbers, shapes, animals, food, and nursery rhymes. Each of the major 
holidays will also be explored. 

 
Children will participate in large and small groups, and quiet, active play, both in and out of doors. Children are allowed 
to choose from activities in various learning centers, including the following: art, blocks, dramatic play, language arts, 
manipulatives, music, reading, and sensory play. Our goal is to provide both child- and teacher- initiated activities that 
will engage each child in developmentally appropriate learning experiences. 

 
Physical activity requirement, per state standard 1511: 

a. Children under age two shall be provided time and space for age-appropriate physical activity, both 
indoor and outdoor, weather permitting, for a minimum of 60 minutes per day. 

b. Children age two and older shall be provided a minimum of physical activity, both indoor and outdoor, 
weather permitting, per day that includes a combination of both teacher-led and free play. 

 
Children must be provided a minimum of 75 minutes per day of rest time. 

 
Computer Practice 

State law requires monitoring/filtering software to limit children’s access to inappropriate internet content. 
Students in the PreK-1 and PreK-2 program are not given access to computers. 

 
Electronic Devices 

Relative to state law, it is mandated that “time allowed for electronic device activities for children ages two and 
above shall not exceed two hours per day, with the exception that television, DVD, or video viewing shall be limited 
to no more than one hour per day.” Students in the PreK-1 program are not given access to electronic devices. 

 
Programs and Video Content 

State law mandates that programs or video material with violent or adult content is prohibited; all content must be 
suitable for the youngest child present. Students in the PreK-1 and PreK-2 program are not given access to video 
content. 

 

Communication, including School Web Site 
At dismissal, communications shall be placed in the child’s pocket folder in the child’s tote bag. A copy of information 
concerning the child’s day and any information about school meetings, or school and parish functions will be sent 
home in the folder. Please empty the folder each evening and place the folder back in the tote bag for the next day. 
Any written instructions you wish the staff to see must be placed in the folder. The folder will be checked by the staff 
each morning. 

 

The teacher is available for discussion after school, by appointment, or by telephone call (888.6353—school; 
888.0756—center). E-mail contact is available through the school’s website, at: http://www.steddyschool.com. The 
director’s e-mail address is as follows: nhaynes@steddy.org. Please realize that because your child’s room is self- 
contained, the teacher will rarely be able to access your e-mail during the day or return a phone call immediately. A 
note in your child’s folder may be a more efficient method to schedule a meeting or express a concern. Also, please 
keep emails brief (50-75 words, maximum) and to the point. The class is the teacher’s responsibility; therefore, 
teachers are not available for conference when children are present. 

http://www.steddyschool.com/
mailto:nhaynes@steddy.org
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Important school wide notices will either be posted on the school website or emailed. It is every family’s responsibility 
to register on the school’s website and maintain a valid e-mail address in the system; families should also provide a 
cell phone number for emergency text messages. The school has the ability to send mass e-mails and texts in the event 
of emergencies but cannot do so unless you register a valid email address and text number in the school’s student 
information system parent portal (Headmaster). 

 
Early in the school year, parents will receive information about how to access your child’s class website. Please check 
the website frequently. On the website you will find the e-mail addresses of teachers and staff, 
http://www.steddyschool.com . 

 

Derogatory remarks by parents about students, their families, the school, or staff, or online posting of such remarks 
will not be tolerated and are grounds for dismissal of a child from school. 

 
Daily Schedule 
Class schedules for the PreK-1 and PreK-2 classes will be posted on the classroom wall and included in the parent 
orientation folder. 

 
PreK-1 and PreK-2 are self-contained classrooms, which means that all subjects shall be taught by your child’s teacher. 
Each day, religion, social living, language arts, and mathematics will be explored through manipulatives, storytelling, 
and similar activities. 

 
School Hours 

The center is open Monday through Friday, from 7:00 a.m. until 6:00 p.m. Our full day program is from 8:00 a.m. until 
2:45 p.m. Before-care and After-Care are available at an additional charge. Depending upon interest among enrollees, 
optional holiday and summer programs (during June and July, from 7:00 a.m. until 5:00 p.m.) may be offered at 
separate prices. 

 
School Office Hours 

The school office is open daily from 8:00 a.m. until 3:30 p.m. during the months of August through June. July office 
hours are promulgated each year. 

 

In order to ensure a smooth transition into the day’s schedule, all children must be checked in by no later than 9:30 
a.m. and will not be accepted for the day after that time unless the child comes with a note from a physician; even 
with such a note, children will not be accepted for the day after 11:00 a.m. 

Morning Arrival 
1. Children may arrive for school between 7:45 a.m. and 8:00a.m. 
2. Children arriving before 7:45 a.m. will be attending Before-School Care. 
3. PreK-1 and PreK-2 children must be walked by their parents or authorized persons to the front door of the 

center and be signed in every day. Upon the child’s arrival at the center, the physical condition of each child 
shall be observed for possible signs of illness, infection, bruises, or injuries. If something is observed, it shall 
be documented. Documentation shall include an explanation from the parent or person dropping off the child. 

4. In the morning, parents of PreK-1 and PreK-2 children may park in the following locations: 

a. In main parking lot, to EAST of Parish Center (with special placard obtained from director) 
b. Along Park drive, but only EAST of the “No Parking” sign near the statueof Mary. 
c. Note that parents may not park on Park Drive, from Transcontinental to the “No Parking” sign near 

the statue of Mary. 

http://www.steddyschool.com/
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Afternoon Dismissal 
1. Dismissal is at 2:45P.M. 
2. Parents must park (see above, 4a-c), come to the center, and sign out their child every day. 
3. Children picked up after 3:00 p.m. are considered to be in After-School care and will incur charges. Only parents 

and authorized persons whose names are on the orientation form will be allowed to sign their child out. 
4. Parents must adhere to the hours of the center. Parents who pick up children later than 6:00 p.m. will incur 

a $1 per minute, per child late fee. This payment is due at the time the child is picked up. 

 
Parking Lot Rules 
Please see the St. Edward the Confessor Student/Parent Handbook for a full explanation of morning and afternoon 
traffic patterns and regulations, including helpful maps. 

 
Discipline Policies 
The goal of the St. Edward the Confessor PreK-1 and PreK-2 Daycare Program’s discipline policy is to foster self- 
discipline within each child. The habit of self-regulation, which a child forms early in life, sets the pattern for character 
as an adult. Polite behavior towards others, respect for others, and obedience to rules are expectations for all of our 
students. Parental cooperation is essential in forming these qualities in students. With that goal in mind, the following 
procedures and techniques ae used to foster discipline within a loving, caring environment: 

Classroom Rules Virtues 
1. Listening ears 1. Politeness 
2. Walking feet 2. Sharing 
3. Kind hands 3. Honesty 
4. Inside voices 4. Kindness 
5. Sharing hearts 

 

These virtues will be emphasized through our Religion curriculum and by gentle reminders throughout the day. 
Puppets will be used to demonstrate and encourage the students to grow in their relationships withothers. 

 

Children will not be subject to any of the following: 

 
1. being disciplined by another child 
2. being bullied by another child 
3. being deprived of food or beverages 
4. being restrained by devices such as highchairs or feeding tables for disciplinary purposes 
5. having active play time withheld for disciplinary purposes, except timeout may be used during active play 
time for an infraction incurred during the playtime 

 
Consequences 

1. Redirection: the teacher redirects a child displaying inappropriate behavior to a more appropriate activity. 
The teacher separates students when a problematic situation between students appears to be developing. 

2. Warning 
3. Consultation with parents 
4. Note that corporal punishment is not used in any form, at any time. 
5. Timeouts: 

a. shall not be used for children under 2 
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b. may not last longer than 1 minute per year of age 

c. must take place in sight of staff 
d. may be used only during an active play time for infractions occurring during play time 

Our goal for students is that they learn to take responsibility for their own actions. 

Children are taught to treat others gently and kindly. Respect for adults, other children, themselves, and the 
environment are foremost. 

 

No child will be subject to physical or verbal punishment. 
 

In an extreme case, when a child is uncooperative, unmanageable, or disruptive, parents may be required to come 
to school upon request and pick up the child and keep him or her home for the remainder of the day. 

 
Derogatory remarks by parents about students, their families, the school, or staff, or online posting of such remarks 
will not be tolerated and are grounds for dismissal of a child from school. 

 
Biting 

LA State Regulation 1915 mandates that “guidelines shall be developed regarding biting behavior, treatment of 
bites, and notification to parents of the children.” 

 

Biting is a behavior that sometimes cannot be prevented; however, the faculty will use the situation to teach the 
children that biting is inappropriate and must not be done. Biting is scary for all who are involved and, moreover, it 
hurts. 

Procedures for Biting Incidents 
 

The Biter: 
1. Upon the first bite, the biter shall be removed from the situation and verbally told that “we do not 

bite” and that “biting hurts.” 

2. If the biter is 2 years old or older, the biter will be removed from the situation and placed in a quiet 

“thinking area” for a number of minutes equal to the child’s age. If the biter is under age 2, he or she 

will be redirected to another area away from the bitten child. 

3. Staff will write a report for both the biter and the child who was bitten, and the children of both 

parents will be notified of the bite. Staff will ask the parents of the biter whether there have been 

any recent changes in home behavior of which we should be aware. 

4. If the child bites a second time within a 6-week period, the teacher and Director will hold a 

conference with the parent(s) to discuss different ways to prevent the biting from happening. 

5. If the child bites a third time within a 6-week period, the child will be sent home for the day and must 

stay out of school for an additional 24 hours. 

6. If the child bites a fourth time within a 6-week period, the teacher, Director, Principal, and parent(s) 

shall meet; the school may request that the parent(s) keep the child out of school until the child can 

show improvement (better verbal or social skills, for example). 

Other guidelines: 
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A. Note that procedures 1-6 cover a 6-week period. A child will go back to the first level if 

there has been no additional biting within the 6-weekperiod. 

B. If a child bites 2 times in any one day, the child will be sent home for the remainder of the day. 

C. If at any time a child bites and breaks skin, the child will be sent home immediately for the 

remainder of the day. 

D. Depending on the severity of the bite, the child (biter) may be required to stay home for at 

least 24 hours. 

E. Specific details of any plan or treatment for a child is confidential and cannot and will not 
be discussed with any other parents or families. 

The Bitten Child: 

1. The teacher will comfort the bitten child and the teacher will assess what medical attention is needed. 

2. The area that was bitten will be cleaned with soap and water. 
3. Ice will be provided to reduce swelling. If the skin is broken, a bandage will be provided once 

the bleeding has been controlled. 
4. The parent of the bitten child will be notified. 

Dress and Grooming 

Hair 
Girls must keep their hair neat and clean. Hair may not cover the eyebrows. No highlighting or dyeing of hair 
permitted. 

 
Unusual, distracting, or extreme hair styles are not permitted. 

 
Boys’ hair must be neat and well-groomed, cut uniformly, not excessively bushy, and may not touch the collar, cover 
the eyebrows, or cover the middle of the ear. Haircuts must be conventional. High fades, hard parts, low cuts, wedges, 
shaved heads. uneven cuts, bowl cuts, excessively short sides with long tops, tails, razor cuts, visible cut lines showing 
in the hair, and other such cuts are not allowed. All haircuts must be blended evenly, with no line or marked difference 
in length showing in the hair. Other extraordinary styles will not be permitted. No highlighting or dyeing of hair 
permitted. 

 

Parents who violate the policy shall need to have the child’s hair trimmed to a uniform length before the child may 
return to school. Students who do not adhere to the standards of St. Edward School will be sent home until the problem 
has been corrected to the satisfaction of the principal. 

 
Nails 

All children must have their fingernails cut on a regular basis. 
 

PreK-1 Uniform 
Children in the PreK-1 program must wear the official school uniform. The entire uniform must be purchased from 
SCHOOLTIME UNIFORMS, 5008 West Esplanade Avenue, Metairie, LA 70006, 885.2993. 

Girls’PreK-1Uniform 
• Navy blue shorts 
• White polo shirt with logo - work with navy blue shorts 
• Velcro tennis shoes only 
• White socks 
• In cold weather, may wear black, navy blue or white leggings instead of shorts 

 

Boys’ PreK-1 Uniform 
• Navy pull-on shorts or navy pull-on pants 
• Light blue polo shirt with logo 
• Velcro tennis shoes 
• White socks 

 
NO LIGHTUP SHOES MAY BE WORN. 

 
 
 
 

 
Revised 1/13/2023 
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PreK-2 Uniform 
Children in the PreK-2 program must wear the official school uniform. The entire uniform must be purchased from 
SCHOOLTIME UNIFORMS, 5008 West Esplanade Avenue, Metairie, LA 70006, 885.2993. 

Girls’ PreK-2 Uniform 

• Navy baby doll dress 

• Navy pull-on skort 
• White pique knit shirt with logo—worn with dress and skorts 

• Velcro tennis shoes only 

• White socks 

• In cold weather, may wear black, navy, or white tights 

 
Boys’ PreK-2 Uniform 
• Navy pull-on shorts or navy pull-on pants 

• Light blue pique knit shirt with logo 

• Velcro tennis shoes 

• White socks 
 

All PreK1 and PreK2 students must come to school in appropriate clothing and ready for the day when arriving at 
school. 

 

Illness 
1. Parents must submit a competed emergency card with current emergency telephone numbers of parents and 

other individuals designated as caregivers for the child. These cards must be updated whenever there is a 
change in contact information. 

2. If symptoms of contagious or infectious diseases develop while a child is in school, (s)he will be brought to the 
director’s office. The child will be made comfortable until a parent can be contacted. Children are dismissed 
immediately from school, once an illness or physical problem is noted. Parents or persons listed on the 
emergency form will be notified to pick up the ill child. In the event the parent cannot be reached, a relative 
or neighbor whose name appears on the emergency sheet will be called. Please keep the information on the 
emergency sheet up to date. 

3. If your child becomes ill at school, the parents are always notified first. The child must be picked up in a timely 
manner. 

4. FEVER: In cases where a child has a fever of 100 degrees or higher, the child must be kept home for a full 24 
hours after the fever has subsided without the use of medication. 

5. VOMITING/DIARRHEA: Any child who has been nauseated or has vomited during the day or morning before 
school should not be sent to school the following day. A child must be picked up from school after two 
uncontained diarrheal bowel movements. Before returning to school, the child must be diarrhea-free for 24 
hours. 

6. ALLERGIES: ALL allergies must be reported on the Information Form. 
7. RASHES: Children with undiagnosed/unknown rashes must be picked up from school. A physician’s note of 

clearance is required before the child may return to school. 
8. COMMUNICABLE DISEASES: (including pink eye) The parent must present a physician’s note of clearance 

before the child may return to school. 
9. HAND, FOOT, & MOUTH DISEASE: Any child that has been diagnosed with hand, foot, and mouth disease must 

stay home at least 48 hours AND until the scabs have begun to crust over. Also, the child must have no 
excessive drooling in order to return to school. Upon the child’s return, the parent must present a physician’s 
note to the school. 
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10. RSV: If a child has RSV, the child must stay home a minimum of 48 hours, and upon the child’s return, the 
parent must present a physician’s note to the school. 

11. LICE: If a child has lice, the child must stay home for one day after prescribed medical treatment has begun 
and must present a physician’s note in order to return. 

12. ABSENCES of 3 DAYS or greater require the parent to present a physician’s note of clearance before the child 
may return to school. 

13. SIGNS AND SYMPTOMS OF POSSIBLE ILLNESS: unusual lethargy, uncontrolled cough, irritability, persistent 
crying, difficulty breathing, wheezing, sever congestion.  These symptoms do not need to be accompanied  
by a fever. 

14. EAR INFECTIONS:  May not return until 24 hours after medications have been started and must present a 
physician’s note before being cleared to return. 

15. SYMPTOMS CHART—Please see page 21 and APPENDIX A for information on illnesses and symptoms. 
 

Exposure 
Ill children, as described in the “Illness” section (above), may not attend school until they have been cleared.  Our goal 

is to avoid the possibility of exposing staff and other children to communicable illnesses, as well as possibly having a 

child whose resistance is already low being exposed to other diseases. 

 

Injuries 
If a student is injured while at school, depending in the severity of the issue, the parents will be notified by telephone. 
All injuries above the neck will be reported to the parents immediately by telephone. All noticeable marks, bruises, 
etc., are noted in the observation logbook daily upon arrival. All child injuries also are noted in the accident log, along 
with the time of the accident and the procedures that were followed. Parents must sign the log when picking up the 
child. 

 
Medical: General Policy on Medical Services 
Saint Edward the Confessor PreK-1 and PreK-2 Daycare Program endeavors to the full extent of its capability to provide 
a quality education for your child. At the same time, Saint Edward the Confessor PreK-1 and PreK-2 Daycare Program 
acknowledges that this school does not provide any and all medical services. 

 

The school does not assume the role of health-care provider in diagnosing or treating its students; nor do the personnel 
(including the principal, faculty, and staff) have experience, knowledge, or expertise in providing emergencymedical 
treatment that may be necessary for any student, including but not limited to—and by way of example only—any 
treatment for allergic or diabetic conditions. The school will take reasonable steps in a medical emergency to carefor a 
student. In specific circumstances in which the student needs to self-medicate or requires assistance with medication, 
the school may be unable to accommodate the medical needs of the child/student. In the event such assistance is 
needed, this matter should be discussed directly with the school principal in order to determine what steps can be 
taken in regard to providing the student with medical assistance. 

 

PreK1 and PreK2 staff do not administer medication to students, with exception of Epi Pen Policy (see below). Parents 
must come in, sign the medicine log, and administer the medicine to their child. All medication must be in the original 
container. 

 

Parents of children who require emergency medication, such as an Epi Pen or Benadryl, shall provide the school with 
a written plan of action that the parents update every 6 (six) months, and a current note from a physician; there are 
two designated staff members who are able to give out emergency medication. St. Edward the Confessor’s early 
learning center has trained employees that can administer auto-injectable epinephrine to a child who is believed to 
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be having an anaphylactic reaction whether or not such child has a prescription for epinephrine.  
 
EPI PEN POLICY 
 
In accordance with Louisiana HB 417/Act 335, effective August 1, 2022, as a licensed daycare center, the St. Edward 
the Confessor Early Childhood Center authorizes a trained early learning center employee to administer auto-
injectable epinephrine to a child who is believed to be having an anaphylactic reaction, whether or not such child has  
a prescription for epinephrine. 
 
Parents must complete the required release form, as drafted by the Archdiocese of New Orleans. 
 

Meals 

 

Lunch Program (PreK-2 only) 
PreK-2 children may bring their lunch from home (labeled) or eat the hot lunch provided at school. St. Edward offers 
a school lunch program provided by Archdiocesan Food Services. The cafeteria workers concentrate on providing to 
all students tasty and nutritious lunches that are lower in fat content than are most fast foods. 

 
For PreK2 students, snack will be provided by parents on a rotating basis; a calendar with more explanation will be 
sent home. Parents may send only store-bought snacks for the class. 

 
Menus are established monthly and posted on the school’s web page; whenever possible, notification of menu 
changes shall be given. 
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If you have questions about the lunch program or need assistance, please check the “Cafeteria” link on the school’s 
website (under the “Parent” tab) or call the cafeteria manager at 887.4283. 

Lunch Program (all) 
Lunch and snack will be served in the classroom. PreK-1 children must bring their own lunch (labeled) and snack 
(labeled) from home each day. We encourage healthy snacks of fruit, whole grain crackers, and other such wholesome 
foods. Please do not send anything that must be refrigerated or heated. 

 

Children may not bring Gatorade or other sports drinks. 
 

Children shall be allowed a reasonable amount of time to eat and shall not be forced to finish food. All children must 
have milk at least once per day. Parents of all children in a class in which a child has food allergies shall be advised via 
a not sent home to all parents to avoid any known allergy foods in class treats or food brought into the center. Parents 
may request diet adjustments with a note from a physician. 

 
All SIPPY CUPS must be labeled and will be sent home daily for cleaning. All sippy cups must have a lid. Children 
shall not be placed lying down on a mat or otherwise with a bottle or sippy cup. 

 
PreK1 students may not bring bottles after the child has reached 14 months of age. At that point, the child needs to 
transition to a sippy cup. 

 
Parties 
The St. Edward the Confessor Ladies’ Council and Men’s Club (StEAM) sponsor various school parties. With prior 
permission of the Director, special treat events may be arranged by the Room Mothers. 

 

Invitations to home parties may not be distributed in school unless the entire class is invited. Note that PreK-1 and 
PreK-2 children celebrate birthdays at school; on those days, the child is allowed to bring a snack to class to share 
with classmates on his or her birthday. Note that teachers are not permitted to give out class rosters. 

 
Except with prior approval of the Director, individual students may not bring king cakes, muffins, cupcakes, candy, 
food, beverages, or gifts of any kind to school to be given to an individual student or to the entire class; this includes 
during the lunch period. 

Care of Books and Toys 
Part of our role as early childhood educators is to teach our very young students respect for items such as toys, school 
materials, and books. Through modeling by caregivers as well as direct interaction and appropriate reinforcement, 
children learn the proper way to treat these items. Simple rules are explained and modeled for students, such as not 
throwing toys, not stepping on them, and sharing them with each other. 

 

Please reinforce proper care of toys and books at home as well. 

 
Note: As with any case of damage to school materials, toys books that are damaged must be paid for (whether they 
come from the classroom or the school library). 

 

Potty Training 
St. Edward the Confessor does not potty train your child but does work with the family in accomplishing this task. We 
will help assist you with potty training once you have worked with the child and believe that he/she is ready. Please 
note that a child must be accident-free for two consecutive weeks at home and at school before he or she may wear 
regular underwear to school. 
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Once in underwear, if a child has accidents three (3) days in a row, the teacher will recommend the child go back in 
pull ups for 2 weeks; after that period, the child should try underwear again. 

Keep in mind that children must be fully potty-trained before entering the 3-year-old program. 
 

School Closing 
Announcements for the closing of Archdiocesan schools, including St. Edward the Confessor School and St. Edward 
the Confessor PreK-1 and PreK-2 Daycare Center, will be made over WWL-AM 870 Radio. In the event of a closing, 
you will also receive a text message. Please be sure to keep your email updated in the system 

 

School Fees 
Registration for returning students is generally in late January or early February. A registration packet is sent home 
through school. All loans should be current in order for the packet to be sent home. Registration is $150.00 per child 
(an archdiocesan-mandated Clarion Herald Subscription Fee of $15.00 per family is also due) and is non-refundable, 
non-transferable. All fees are due at the time the completed registration card is returned. Any fees collected after the 
deadline will have an automatic late fee of $25.00 per student added to the total amount due. You must return your 
registration card by the deadline even if you are not planning to return. For those families who are not qualifying 
parishioners, in addition to the aforementioned fees, there is a Non-Support Fee (per child) also due at the time of 
registration. 

 

To qualify as a parishioner your family must be Registered, Active and Supporting: 

• Registered - an individual or family who has completed a parish census form, or some written document 
declaring registration in St. Edward the Confessor Parish, and who has been accepted by the pastor. 

• Active - an individual or family who is regular in attendance at Mass on Sundays and Holy Days of Obligation. 

• Supporting - an individual or family who is a regular financial contributor to the parish in accord with the 
stewardship program of St. Edward the Confessor Parish. 

 
The Non-Support Fee is charged for all children whose families do not meet the Parish Support Guidelines. For parents 
who meet the Parish Support Guidelines in a parish without a school, or a parish with a school but in which there is no 
room in the child's grade, parents can meet with their Pastor to obtain a voucher for the school which the parent 
wishes the child to attend. This voucher stipulates that the home parish will pay the Parish Support Fee. Please note 
that each pastor sets his own guidelines. You must check with your Pastor to see if you qualify. 

 

Tuition 
Tuition must be paid in full by MAY 1st of each year. A late fee of $10.00 per week (per child) will be assessed if payment 
is not received. We offer a Pre-Paid Tuition Program, with BankPlus. This is a ten-month program, with the first payment 
due June 5th, and the final payment due March 5th. Fees for the following school year must be included in all loans. 

 

An annual fee of $15.00 will be assessed on your Tuition Line. This fee will appear on your statement and should be 
included in your first payment. This fee is charged by the bank and offsets the cost of providing a pre-approved means 
of financing. This fee is waived if you request automatic payment. 

 
If a decision is made to finance your tuition, your Tuition Line Activator will be sent to you when it is received from 
BankPlus and must be executed and returned. A fee of $25.00 is assessed on each late sign-up for returning students. A 
Cancellation Request Form must be completed before May 1st if you wish to cancel your Tuition Loan. Forms are 
available and must be signed in the parish office. If cancelling after June 1st, you will be responsible for all fees and 
interest accrued. 
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Loan Defaults 
When the bank notifies you that your loan is 30 days past due, you must bring your loan up to date before the 45th 
day. Otherwise, the balance on your loan will be charged back to the school by BankPlus and your child will not be 
allowed to come to school unless the entire remaining loan balance plus a $50.00 charge back fee is paid to the school 
immediately. There will be no exceptions made to this policy. 

 

Since Saint Edward the Confessor PreK-1 and PreK-2 Daycare Center relies upon the prompt payment of tuition and 
fees in order to meet its own financial obligations, it is necessary that there be penalties attached to nonpayment; 
consequently, the following regulations shall be enforced: 

 
All financial obligations must be paid before a student will be permitted to take part in end-of-term activities. A parent 
who becomes seriously delinquent in the payment of tuition and/or fees will be required to withdraw the student from 
the school, but withdrawal does not negate the existing financial obligations. St. Edward the Confessor School has the 
right to legal action for non-payment of tuition and fees, and parents will be responsible for all costs of collection, 
including court expenses and attorney’s fees. IT IS THE DECISION OF THE SCHOOL COMMITTEE that if your loan has 
been charged back or we have had recurring problems with collection for the current school year, you will not be 
eligible for a loan the following school year. 

Returned Checks 
There will be a $25.00 service charge on all checks returned for non-sufficient funds. If there is a recurring problem 
with NSF checks, you will be required to pay in cash. 

Refund Policy 
If for any reason a student is removed from school, tuition may be refunded on a prorated basis per the following 
schedule: 

• From the first day of school through September 30th, up to 60% of the yearly tuition may be refunded. 

• From October 1st through December 1st, up to 40% of the yearly tuition may be refunded. 

• After January 1st of the current school year, no tuition refunds will be issued. 

• Once you register your child, all fees are NONREFUNDABLE and NONTRANSFERABLE. 

 
Signature Sheets 
Note that the Handbook’s parental signature sheets have been split into two (2) different signature sheets, one for 
the handbook policies and the loan default policy, and the other for the public information communication release. 

 

Student Records 
The parent(s)/guardian(s) of students enrolled at St. Edward the Confessor School or St. Edward the Confessor PreK- 1 
and PreK-2 Daycare Center hereby authorize any school previously attended by our child/children, , including, but not 
limited to any school denominated as a Catholic School by and/or under the vigilance of the Archbishop of the 
Archdiocese of New Orleans pursuant to Canon law of the Roman Catholic Church and which my/our child has attended 
in the past, to send a copy of any and all school records, including but not limited to any and all transcripts, standardized 
test scores, attendance records, special education records, disciplinary records, financial records in regards to 
payments of fees and/or tuition, and/or any and all other educational and/or social or informational recordsof the 
student(s) to St. Edward the Confessor School and Saint Edward the Confessor PreK-1 and PreK-2 Daycare Center. The 
foregoing authorization also applies in the event that Saint Edward the Confessor PreK-1 and PreK-2 Daycare Center, 
and St. Edward the Confessor School, which is the school authorized to receive the foregoing records,receives an inquiry 
in the future from any requesting Catholic School. Further, in consideration of sending and receiptof such records and 
related consideration, parent(s)/guardian(s) agree to release, indemnify and hold harmless the Roman Catholic Church 
of the Archdiocese of New Orleans, their members, directors, officers, administrators,principals, teachers, employees, 
agents, and/or representatives and 
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the Archbishop, bishops, and clergy of the Archdiocese of New Orleans, from any and all claims, demands and/or 
causes of action arising from the sending and/or receipt of the aforementioned records and/or from the content of 
such records. 

 

Provisional Employee Monitoring Policy 
A center may provisionally employ as a staff member, a person for whom it has requested a CCCBC-based 
determination of eligibility for child care purposes, and for whom the department has received a satisfactory 
fingerprint-based Louisiana or federal criminal history information record, pending the department’s receipt of the 
other CCCBC results and determination of the person’s eligibility for child care purposes. A provisionally-employed 
staff member may be counted in child to staff ratios, but must be monitored at all times in accordance with the 
following. 
A monitor of a provisionally-employed staff member must be an adult staff member for whom the center has a CCCBC- 

based determination of eligibility for child care purposes, (or prior to October 1, 2018, a satisfactory CBC), who is 
designated by the center to monitor a specific provisionally-employed staff member. The center must designate a 
monitor for each provisionally-employed staff member present at the center. The monitor shall be physically present 
at the center at all times when the provisionally-employed staff member is present at the center. Monitors must 
remain within close enough physical proximity of their designated provisionally-employed staff members to be able 
intervene at any time if intervention is needed. 
A monitor shall perform at least one visual observation of each designated provisionally-employed staff member every 

30 minutes. The center may designate one monitor for up to a maximum of five provisionally-employed staff members 
at any given time. At least one monitor must be physically present at all times in any room during naptimesif a 
provisionally-employed staff member is present. The center shall have a log or other written documentation of the 
monitoring of provisionally-employed staff members that identifies each provisionally- employed staff member, the 
designated monitor for each, and the times of the visual observations. 

 

Supply List for PreK-1 
General note: Please label all supplies 

 

See school website for current list (www.steddyschool.com). 
 

 

Supply List for PreK-2 
General note: Please label all supplies 

 

See school website for current list (www.steddyschool.com). 

http://www.steddyschool.com/
http://www.steddyschool.com/
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Toddler’s Class Schedule 2022 
7:45-8:00 Arrival/Diaper Check/Hand Washing 
8:00-8:45 Free Play/Structured Play (legos, blocks, dinosaurs, doll houses, balls, trucks) 
8:45-8:55  Hand washing 

8:55-9:10 Snack 
9:10-9:35 Arts and Crafts 
9:35-9:55 Story Time/We read to them and they look at their own set of books 
9:55-10: 15 Songs and finger plays/musical movement 
10:15-10:45 Stroller Ride 
10:45-11:15 Recess 
11:15-11:25 diaper change/hand washing 
11:25-12:00 Lunch 
12:00-2:15 Nap 
2:15:-2:30 Diaper change/hand washing 
2:30-3:00 Dismissal 

3:-3:15 Hand washing 
3:15-3:30 Snack 
3:30-6:00 Free Play 
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Pre-K2 Classroom Schedule 

7:45-8:00 Arrival\Handwashing 

8:00-8:30 Tabletop Activities 
8:30-8:45 Prayer/Pledge/Calendar 
8:45--9:00 Circle Time(Story Time, shapes, colors, ABC’s and 123’s) 
9:00-9:10 Diaper Change/Potty/Hand Washing 
9:10-9:20 Snack 

9:20-9:45 Walk 
9:45-10:15 Learning Centers 
10:15-10:45 Recess 
11:00-11:20 Music & Movement 
11:20-11:30 Diaper Change/Potty/Hand Washing 
11:30-11:55 Lunch 
11:55-12:00 Hand Washing 

12:00-2:15 Nap Time 
2:15-2:25 Diaper Change/Potty/Hand Washing 
2:25-2:55 Tabletop Activities 

3:00 Dismissal 
3:00-3:30 Aftercare/Story Time 
3:30-4:00 Outside Play 
4:00-4:15 Diaper Change/Potty/Hand Washing 
4:15-4:30 Snack 

4:30-5:00 Musical Movement 
5:00-6:00 Free Play/Dismissal 



P a g e | 21 

Revised 1/13/2023 

 

 

 

St. Edward the Confessor PreK-1/PreK-2 Center Parental and 
Student Acknowledgement and Acceptance of Policies 

PLEASE SIGN AND RETURN TO THE HOMEROOM TEACHER BY AUGUST 19, 2022 
 

I have read the PreK-1/PreK-2 Handbook and agree to abide by the rules and regulations established at Saint Edward 
the Confessor PreK-1 and PreK-2 Daycare Center. This is a formal agreement to uphold standards of good conduct 
and to support the school by adhering to the policies stated in this handbook, the full St. Edward the Confessor 
Student-Parent Handbook, and also those policies of the school that have not been included. 

 
I have read and understand the school policy regarding Loan Defaults. By signing below, you agree fully to the 
provisions of each of the two paragraphs above: 

 

 

Parent or Guardian Signature 

Date 
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St. Edward the Confessor PreK-1/PreK-2 Center Parental and Student 
Acknowledgement and Acceptance of Policies 

PLEASE SIGN AND RETURN TO THE HOMEROOM TEACHER BY AUGUST 19, 2022 
 

St. Edward the Confessor Public Information Communication Release: 

 
I agree that the name, voice and/or likeness of my child may be used in yearbooks, news publications, audiovisuals, 
websites, and other electronic transmissions issued by employees or designees of St. Edward the Confessor School 
and/or Parish, or by members of the media with permission of officials from schools or offices within the Archdiocese 
of New Orleans School System. These information items may include, but are not limited to, photographs, videotapes, 
live broadcasts, web postings, sound recordings and/or electronic transmissions related to school activities. I hereby 
waive compensation or reimbursement of any kind related to use of the above material for myself or the minor child. 
I hereby further release, indemnify, and hold harmless St. Edward the Confessor School, Metairie; Saint Edward the 
Confessor PreK-1 and PreK-2 Daycare Center, Metairie; St. Edward the Confessor Church, Metairie; The Roman Catholic 
Church of the Archdiocese of New Orleans; their directors, officers, agents, pastor(s), employees, and insurersfrom any 
and all claims and/or damages on behalf of myself/ourselves and/or our child(ren) resulting from the publication or 
posting of my/our child’s name, photograph, voice, or likeness on film, videotape, through digital means, or on St. 
Edward the Confessor School or Parish website, or on the Internet. This agreement shall remain in force and effect at 
all times during my/our child’s/Children’s enrollment at Saint Edward the Confessor PreK-1 and PreK-2 Daycare Center. 

 
By signing below, you agree fully to the provisions of the above paragraph: 

Parent or Guardian Signature 

Date 
 

NOTE: If you do NOT agree to the above St. Edward the Confessor Public Information Communication Release, you 
must submit in place of this release a signed letter that contains the following language: “I have read and agree to the 
provisions of the St. Edward the Confessor Public Information Communication Release, with the following specific 
exceptions:” (please list each). 
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APPENDIX A 
Illness and Symptom Information 

Children, faculty, and staff with the following illnesses or symptoms shall be excluded from school based 
upon the potential communicability of the disease. Depending on individual conditions and proof of non- 
carriage of disease, periods of exclusion may be extended beyond these guidelines. The school must be 
presented with a signed physician’s release with date of safe return indicated. Children with the following 
symptoms will not be able to be in care or remain in care until cleared and symptoms have improved: 

 

Illness/Symptom Exclude until . . . Signed Physician’s Release to 
Return to School? 

100or higher temperature, and 
behavioral signs of illness 

24 hours after fever resolved (fever- 
free for 24 hours) and cleared by 
child’s physician or health 
department 

Physician’s note required 

Ear infection 24 hours after medication has started Physician’s note required 

Diarrhea (two or more loose stools, or 
over and above what is normal for the 
child) (contained in diaper or toilet) 

Diarrhea free for 24 hours None, unless additional contagious 
disease present or lasting 3 days or 
longer 

Vomiting Vomit-free for 24 hours None, unless additional contagious 
disease present or lasting 3 days or 
longer 

Generalized rash No sign of rash, or cleared by the child’s 
physician as non-contagious 

Physician’s note required 

Excessive irritability or excessive 
sleepiness 

Evaluated and cleared by the child’s 
physician 

Physician’s note required 

Strep throat/impetigo (streptococcus 
bacteria or staphylococcus bacteria) 

One day after prescribed treatment has 
begun 

Physician’s note required 

Pink eye (conjunctivitis) One day after prescribed treatment has 
begun 

Physician’s note required 

Green/yellow excessive running nose or 
cough; coughing, wheezing, severe 
congestion 

Symptoms improving and evaluated and 
cleared by the child’s 
physician 

Physician’s note required 

Chicken pox Skin lesions (blisters) scabbed over 
completely 

Physician’s note required 

Fifth disease (erythema infectiosum) Evaluated and cleared by the child’s 
physician 

Physician’s note required 

Hib disease (Haemophilius influenza, 
type B) 

Well, with proof of noncarriage Physician’s note required 

Meningococcal disease Well, with proof of noncarriage Physician’s note required 

Hand, Foot, and Mouth 48 hours after the first outbreak, and 
scabs have begun to crust over 

Physician’s note required 

Croup 24 hours after medication has started Physician’s note required 

RSV 72 hours after diagnosis Physician’s note required 

LICE 1 day after prescribed treatment has 
begun 

Physician’s note required 

 


