
                                  

 
 

 

UPK Class Procedures 

❖ Fill in the forms and return them right away, particularly the Emergency 

Form. We need to know on the first day of school if your child has any 

allergies or medical concerns. Keep us informed of any change in address 

or phone numbers. 

❖ Uniform is: Sacred Heart sweat suit or shorts, uniform T-shirt, white socks 

and white Velcro sneakers. 

❖ Make sure that everything that is brought or worn to school by your child is 

labeled with their name including clothes, shoes, lunch boxes and soft 

toys. 

❖ A spare set of clothes in a shoebox is kept in school in case of 

emergencies. This does not have to be uniform. Please replace it ASAP if it 

is used. 

❖ Be punctual for arrival and dismissal. The school day is from 8:00 a.m.-2:20 

p.m. For safety reasons if you arrive late in the mornings and the door is 

closed you are required to go to the office so that the staff can inform us 

to open the door.  

❖ Please call the office when your child will not be in school on a registered 

day. Absence notes are required upon return when your child did not 

attend school on a registered day.  

❖ Money or office mail sent to school should be in an envelope that is 

clearly marked with child’s name, the contents and Pre-K on the outside. 

❖ Put all communications into your child’s folder. This saves time and ensures 

that your notes will be found. Please check your child’s folder nightly for 

school information. 

❖ Birthdays will be celebrated at snack time on or the closest possible day to 

the birth date. You may send in cupcakes or a special snack to share. No 

goody bags please. We have a party in June to celebrate Summer 

Birthdays. 

❖ If you have any questions or concerns, a meeting can be scheduled 

before or after school by appointment. Arrival and dismissal times require 

our full attention on the children. 

 

Thank you for your cooperation in these matters. We are looking forward to a 

happy, productive year as partners in your child’s education. 
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