
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Preschool Program Handbook 

2025-2026



Welcome to St. Michael’s Preschool! 

  

This handbook is designed to give you information about our Preschool program, as well as alert you to the policies 

and regulations that guide us.  Please be sure to read through it carefully.  We recommend that you keep this 

document to refer to if questions arise throughout the school year. 

  

Hours/Days of Operation 

 St. Michael’s Preschool is in session during the school year only.  We are open daily from 7:45 a.m. to 2:50 p.m.   

We follow the St. Michael’s School calendar and are closed on all days that there is no school. 

  

Licensing 

St. Michael’s Preschool is licensed under the name St. Michael’s Preschool & Childcare through Grand Forks County 

Social Services.  It is under the Directorship of Mrs. Lindsay Thorfinnson and is supervised by Mrs. Sara Dudley, St. 

Michael’s School Principal. Father Raymond Courtright and the St. Michael’s School Board of Education. 

  

Enrollment Eligibility 

●​ Children enrolling in St. Michael’s Preschool must reach the age of  3 or 4 before August 1st of the current 

school year.  This conforms to the state of North Dakota regulations for Kindergarten entrance. 

●​ The Director, with guidance from the School Principal, will determine acceptance into the Program. 

●​ Children must be able to use the bathroom independently to attend Preschool. 

●​ Children of all faiths are welcome at St. Michael’s Preschool. 

●​ All required forms and paperwork must be completed and turned in before children will be allowed to 

start school.   

These forms include, but are not limited to: 

○​ Online Preschool Enrollment Form 

○​ Immunization Records 

○​ Birth Certificate 

○​ Parent Statement on Health (SFN 847) 

○​ Child Information Sheet (SFN 845) 

  
  
Schedules and Tuition 

A variety of schedules are offered at St. Michael’s Preschool.  Due to limited class sizes, St. Michael’s Preschool may 

not be able to accommodate all scheduling requests.  Classes offered and their tuition rates are as follows: 

  

Mon-Fri      ​                     ​ $5290/year $587.78/month 

Mon – Fri (1/2 day)               ​ $2360/year $262.22/month 

M-W-F                                ​ ​ $3490/year $387.78/month 

M-W-F (1/2 day)       ​         ​ $1910/year $212.22/month 

Tue/Thu (1/2 day)     ​         ​ $2030/year $225.56/month   

  

●​ The ½ day program is in session from 8:00-11:00 am.  

●​ No exceptions can be made to the times for this schedule. 

●​ Bus service is not available at 11:00am 

●​ A non-refundable $25.00 application fee is required at the time you submit your online application.   

●​ A non-refundable $85.00 registration fee is required at the time you submit your online enrollment.   



●​ No applications or enrollment packets will be considered without the application and enrollment fees.    

  

Tuition Obligation 

●​ Tuition is due by the 5th or 15th of each month, depending on your chosen tuition payment schedule. 

●​ All payments will be set up through FACTS online tuition payment.  

●​ A late fee of $1.00/minute may be charged for children who are not picked up on time.   

●​ St. Michael’s Preschool retains the right to dismiss families from preschool in the event that tuition is not 

received and prior arrangements have not been made with the Program Director. 

●​ All preschool families receiving assistance for tuition must notify the school in order to adjust your 

payments. 
  
Changes in Enrollment 

  
●​  If you would like to change your Preschool schedule, notice must be given in writing to the Director.  

Schedule changes will be offered if/when spots become available. 

●​ A 1 month’s written notice is required when withdrawing from St. Michael’s Preschool.  Families will be 

billed for this time if proper notice is not received. 

  
* see ‘Forms’ appendix 

 

School Closings 

 

St. Michael’s Preschool will follow St. Michael’s School when deciding to close due to inclement weather.   St. 

Michael’s Catholic School follows the Grand Forks Public Schools when deciding to close school.  You will be 

notified of school closures through the schools via text message and email.  All media outlets will be alerted to this 

decision.  

 

In the event of a 2-hour late start, Preschool will open at 9:45. 

** There will be NO ½ day session on days with a delayed start. 

***There will be NO morning bus on days with a delayed start.  

  

Drop-off & Pick- up 

  

●​ Children should be escorted to the classroom by an adult each morning. 

●​ Children will only be released from St. Michael’s Preschool to individuals listed on the Authorization to 

Pick Up form. 

●​ A teacher will escort children to the ASAP program. 

  
 

 

 

Meals & Snacks 

  

Meals are not included in the monthly Preschool tuition.  Each parent must access their child’s lunch balance 

through Parents Web.  Money may be deposited into that account for meals eaten at school.  A packed lunch may 

be brought to school if desired. All food needs to follow our peanut/tree nut free guidelines.  



 

Breakfast is served each day from 7:45-8:15.  Preschoolers eat lunch from 11:00-11:30 in their classrooms.  Parents 

are welcome to join us for lunch at any time!  Please alert the office or the classroom teacher by 10:00 when you 

plan to join your child for lunch.  In addition to breakfast and lunch, a snack will also be offered in the classroom.  

Families will be asked to provide a healthy snack for the classroom snack cupboard to be shared with all the 

students in the class.  

  
Dietary Accommodation Policy for St. Michael’s Catholic School 

The Child Nutrition Department will accept either of the following as documentation of a special dietary need: 

1.​ St. Michael’s Health Care Provider’s Request for Special Dietary Accommodation Form 

The form must: 

●​ Be signed by a licensed physician, physician assistant, or advanced practical nurse. 
●​ Identify the child’s medical need, food sensitivity, and/or food allergy.  
●​ Include an explanation of why and how the child’s medical need, food sensitivity, and/or allergy restricts 

the child’s diet. 
●​ List the food or foods to be voided from the child’s diet and the food or choice of foods that can be 

substituted. 
 
2.  A Medical Statement for Children with Special Dietary Needs as long as the following is included: 
 

●​ It must be signed by a physician, physician assistant, or advanced practical nurse. 
●​ The form must identify the medical condition(s) that restrict the child’s diet. 
●​ It must list the food or foods to be avoided from the child’s diet and the food or choice of foods to be 

substituted. 

SPECIFIC REQUESTS MUST BE DETAILED ON THE SUBMITTED DOCUMENTATION. 

Documentation must be submitted to the administration for verification, who will then forward a copy to food 
services. Dietary accommodations begin once Nutrition Services receives and processes the request. Please note 
that dietary accommodations that require purchasing specific items may not be immediately available. It can take 
up to four weeks to receive delivery of special order items.  

St. Michael’s Catholic School will review and may honor the request if it is deemed reasonable and not requiring a 
burden on financial and/or personnel resources of St. Michael’s School. Parents will be notified of the 
administration’s decision on the request for approval or non-approval. 

Dress Code 

Preschoolers are not required to follow the St. Michael’s School dress code.  However, when attending field trips or 

participating in all-school events, Preschoolers may be asked to wear a red St. Michael’s shirt and black bottoms.  

The Bridge Builders organization donates one St. Michael’s shirt to each student every year. 

  

Please be sure your Preschooler is dressed comfortably and appropriately for the day.  No flip-flops, please.  Tennis 

shoes are required for gym class. 

  
  
  



  
  
Outdoor Play 

  

Outdoor play is regarded as an essential part of the Preschool day.  Children will play outside everyday, unless the 

wind chill temperature is below zero degrees.  On days that are deemed too cold to go outside, recess will take 

place in the school gym.  Please dress your Preschooler appropriately for recess. 

  

St. Michael’s Preschool does not have staff available to remain indoors with children during recess times.  All 

children deemed healthy enough to be at school will be expected to go out for recess. 

  

Illness Policy 

  

Children who are ill should remain at home.  Please call the school to let us know that your child won’t be in 

Preschool that day.  Parents will be contacted if a child becomes ill during the school day.   For the safety of the 

other children in the class, students will be removed from the group when they are sick. The list of 

illnesses/symptoms children may be sent home for can include, but is not limited to the following: 

  

·      Fever of 100 degrees or higher 

·      Vomiting 

·      Diarrhea 

·      Excessive tiredness 

·      Severe cold symptoms that are impacting the child’s success at school 

·      Unexplained rash or hives 

·      Impetigo 

  

Children must be free of fever without the use of fever reducing medicine, vomiting and diarrhea for 24 hours 

before returning to school. 

  

Please alert the school if your child becomes ill with any of the following communicable diseases: 

·      Chicken Pox                                   ​ 
·      Measles 

·      Mumps 

·      Roseola 

·      Hand/Foot/Mouth disease 

·      Head Lice 

  

Accidents & Injuries 

  

Children who suffer an injury while at school will be given basic 1st Aid.  Wounds will be cleaned and bandaged, and 

if appropriate an ice pack may be applied.  All injuries will be documented, and a report will be sent home 

informing parents of the injury. 

Parents will be called and children will need to be picked up immediately if: 

●​ It is suspected that the child may require stitches 

●​ The child displays signs or symptoms of concussion 

●​ A broken bone is suspected 



●​ A child experiences lingering pain from an injury 

  

We are mandated to report all injuries that require medical attention to Grand Forks County Social Services within 

24 hours.  Please alert the Preschool Director if your child has sought medical care for an injury that occurred at 

school. 

  

In the event that a child is severely injured, St. Michael’s Preschool reserves the right to call for medical assistance.  

All expenses incurred due to this medical call will be the responsibility of the family. 

  

  

Medication Policy 

  

Children who require medication to be regularly dispensed at school must be on a medical plan and approved by 

the Preschool Director.   All medication will be kept in the school office. 

  

  

Emergency Preparedness 

  

Escape routes are planned and posted in each classroom.  Fire, Tornado, and Lock Down drills are regularly 

practiced with the children. 

  
  
Aquatics Policy 

  

Aquatic activities are not offered at St. Michael’s Preschool and Childcare.  Children are not offered the opportunity 

to visit rivers, lakes, streams, swimming pools or water slides. 

  

Curriculum 

  

St. Michael’s Preschool program is designed to give students an academic foundation on which they can continue 

to build as they grow and learn.  Teachers will employ a variety of teaching strategies such as songs, rhymes and 

movement activities to engage children during learning times.  Students will have the opportunity to take concepts 

learned and put them into practice during teacher planned and prepared learning center activities.  We believe 

that Preschool age children learn best while “doing”.  With this in mind, we work to give children hands-on practice 

in a fun and supportive learning environment.  Students will be encouraged to be an active part of their own 

learning, and teachers will strive to meet each student’s personal and academic needs on an individual basis. 

Preschoolers at St. Michael’s benefit from taking part in our special classes, each week includes time for Music, Art, 

Library, Gym and IDEA Lab classes.  Integrating technology into our Preschool classrooms is an on-going goal of St. 

Michael’s Preschool.  With carefully planned educational goals in mind, children are granted access to both our 

classroom iPads and the school’s IDEA Lab. 

  
 
Behaviors  

 

We understand that some behaviors are typical at different rates of child development. Teachers and staff are here 

to support and redirect the students to have a safe and positive social and learning environment  However, if it's 



determined by the director of the preschool program that your child’s behavior is disruptive to the learning 

community and can’t be corrected for the day, he/she will be sent home and a parent will be asked to pick up the 

student right away.  

 
  
 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



Forms Appendix 

 

  

 

Notice of Intent to Withdraw 

  

  

  

I __________________________, formally submit my 1 months notice of intent to 

           ​ (Parent’s name) 

  

withdraw my child, ___________________________________, from St. Michael’s Preschool. 

                                          ​      ​ (Child’s name) 

  

  

  

Child’s Preschool Schedule: 

​ Monday – Friday 

​ Mon / Wed / Fri 

​ Mon / Wed / Fri ½ days 

​ Tue / Thu ½ days 

​ Monday – Friday ½ days 

  

  

  

  

Today’s Date:  ______/______/______ 

  

Child’s last day of school:  ______/______/______ 

  

  

  

Parent’s Signature: ______________________________    Date: _________________ 

  

  

Director’s Signature: _____________________________    Date: _________________ 

  

  

  

  

  

  

 

  

 



Request for Schedule Change 

  

  
  

I, _________________________________, request a change in my child, 
               ​ ​ (Parent’s name) 
  
___________________’s, Preschool schedule. 
     ​ (Child’s name) 
  
  
  
  
  
  
Child’s current schedule _______________________________________________ 
  
  
New schedule request _________________________________________________ 
  
  
  
  
  
  
  
Parent’s signature _________________________________   Date: ________________ 
  
  
Director’s signature ________________________________   Date: _______________ 
  
 
  

 
 
 
 
 
 
 
 

 
 



Late Fee Notice 

  

  

St. Michael’s School may charge a late fee of $1.00 per minute for children not picked up at 11:00 and 3:00. 

  

A late fee is being charged for: _________________________________________ 

  

Date of late pick up: __________________ 

  

Actual pick up time: __________________ 

  

Late fee charged: ____________________ 

  

  

  

Date: 

  

  

Amount paid: Received by: 

  

  

  

  

Late Fee Notice 

  

  

St. Michael’s School may charge a late fee of $1.00 per minute for children not picked up at 11:00 and 3:00. 

  

A late fee is being charged for: _________________________________________ 

  

Date of late pick up: __________________ 

  

Actual pick up time: __________________ 

  

Late fee charged: ____________________ 

  

  

  

Date: 

  

  

Amount paid: Received by: 

  

  


