
   

 

 
8155 Oaklandon Drive ● Indianapolis, IN 46236 ● 317-826-6000 www.school.saintsimon.org Facebook, Instagram, Twitter: @indysaintsimon 

 

 

       Little Royals  

2020-2021 Parent Handbook 
Welcome to the Little Royal Preschool Program at Saint Simon the Apostle Catholic School.  Our 
Preschool Program is designed to support the social and emotional development of three year olds, 
guide them spiritually to know and love Christ, and bring curiosity and love of learning to each of our 
littles Royals.  

Through research, we know that children learn best in suppoFrtive, loving, home-like environments 
where they are encouraged by caring adults who observe and learn beside them.  We believe that 
children should be given time, appropriate materials and encouragement to engage in meaningful 
relationships with others.  As teachers learn about and work with each child, they assess and guide the 
learning process empowering children to make sense of their world.  Classroom environments have 
been carefully created and reflect a child-centered view of the world.  Materials and equipment, 
displayed in a functional yet inviting manner, spark children’s inner creativity.  

Varied abilities are accounted for in the preparation of the learning centers.  Tools and props are rotated 
frequently to reflect the needs and interests of the group.  All families and culture are celebrated and 
respected. 

The roles, contributions, and relationships with and of parents/guardians to our programs are vital and 
the reason this program is so strong.  We look forward to serving you and welcoming you to the Royal 
Preschool Program and the Saint Simon Catholic School. 

Important changes made to safely reopen school due to COVID-19 are highlighted in yellow.  As you can 
imagine, frequent disinfecting and hand washing is, and has always been important in our Little Royal 
rooms, so we have implemented additional cleaning plans in place to keep our students safe throughout 
the day.  If you have any questions about any of the included information, please don’t hesitate to 
contact us. 

Blessings, 

Mrs. Megan Brink  
Preschool Teacher 
317-826-6000 ext.105 
mbrink@saintsimon.org  

Mrs. Cathleen Darragh 
School Principal 

317-826-6000 ext. 172 
cdarragh@saintsimon.org 

http://www.school.saintsimon.org/
mailto:mbrink@saintsimon.org
mailto: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. 

Little Royal Preschool Program Vision  
The Royal Preschool Program will serve as a safe and loving environment filled with days of learning, 
exploring, discovering, and interacting.  Our daily vision is to help each child develop a lasting 
relationship with Jesus as we work, play, explore, question, and learn together. 

Preschool Philosophy  
The Royal Preschool Program at Saint Simon is an integral part of the Church’s mission to proclaim the 
Gospel, build faith communities, and celebrate through worship and service to others.  We are 
committed to developing the whole child using a developmentally appropriate approach to learning.  

We believe every child should understand the following: “God made me”, “God made me beautiful”, 
and “God made me in His image”. The Early Learning Programs help children develop a lasting 
relationship with Jesus through their work, play, exploration, and problem-solving through the 
community with others.  

We believe every child has the right to develop to his/her fullest potential under God’s loving grace.  All 
children will be provided with a foundation in readiness skills preparing them for future success.  Since 
children learn by doing, our curriculum will develop critical thinking skills, problem-solving, and the 
ability to explore the world around them 

Preschool Program Requirements 

• All preschoolers must be 3 years of age prior to August 1st.   
• Your child should be toilet trained and able to use the restroom with little assistance.   
• No pull ups or diapers will be permitted in the preschool classroom.   

The Royal Preschool Program shall accept only children who are at a stage of growth and development 
which enables them to benefit from The Royal Preschool Program.  The Royal Preschool Program shall 
not admit or maintain any child with needs that cannot be met or behavior that would be dangerous for 
other children in the program.  Detailed, documented reasons for refusal to admit or provide care to a 
child shall be provided in written form to parents.  

Enrollment and Application  
Enrollment and Application Process 
Applicants must submit a completed application with the nonrefundable application fee of $75,paid via 
check made payable to Saint Simon the Apostle School.  This fee is separate from the School Enrollment 
fee if you have other children in grades Pre-Kindergarten – 8th grade.   

http://www.school.saintsimon.org/
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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 - $195.00 a week 
• Three Day Program (Monday, Wednesday, Friday) - $125 a week  
• Two Day Program (Tuesday, Thursday) - $85.00 a week 

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 Royal Preschool 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 preschool children will arrive between 7:30-
7:45 am.   

Preschool 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 Royal Preschool 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.  

Expectations and Child Responsibilities  
Upon admission, all parents and students agree to abide by the policies and rules of the Student/Parent 
Handbook.  

 

http://www.school.saintsimon.org/
mailto:cdarragh@saintimon.org
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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 Royal Preschool 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.  

The designated forms must be used. Your child’s enrollment must be terminated or suspended if a 
health form is not returned within the above stated time period. Health examinations shall be repeated 
and are required annually for children two years of age and younger.   

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 
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 will need to wait 24 hours after the symptoms have subsided, 
without aid of medication, before returning to school.  

• A fever of or over 100 cannot attend school and must be fever free without medication for 24 
hours.  

• Diarrhea, vomiting, or rash of unknown origin. 
• Cold or other illness, causing breathing difficulties or other symptoms that prevent the child 

from participating comfortably in activities. 
• A positive reaction to the tuberculin skin test 
• Ringworm 
• Conjunctivitis (pink eye) 

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.  

Communications 
Newsletters 
A class newsletter detailing the highlights of the week and information for the coming week will be sent 
weekly to the email addresses in your Sycamore contact information.  

Green Folder 
Messages from the teacher, school information, your child’s daily work and projects will come home in 
their green 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.  

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/
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Details of the Day 
Classroom Rule 
Be kind like Jesus. 

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 preschoolers 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 Preschool 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 PM 
• 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 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, Movement, Reading, Morning Centers, Morning Recess, and Snack  
Afternoon:  Lunch, Rest Time, Afternoon Centers, Afternoon Recess, and Prayer/Religion 

Student of the Week 
For the week your child is Student of the Week, he/she will receive a poster to design and return to 
school.  Your child will also get to bring in pictures of himself/herself, an item for show and tell, and 
his/her favorite short story.   

Birthday Celebrations 
Birthday Celebrations are the highlight of each child’s year.  If your child’s birthday is on a school-day it 
will be celebrated on that day.  If your child’s birthday is over the weekend it can be celebrated the 
Friday before or the Monday after your child’s birthday.  If your child wants to bring in a treat it needs to 
be nonedible.  There are 18 children in the class.  Some examples of nonedible treats are: twisty straws, 
bubbles, playdough, cars, chalk, crayons, glow sticks, bracelets, bouncy balls, mini Slinkies, stinkers, and 
notepads.   

Discipline 
A positive disciplinary approach with our Little Royals.  Caregivers encourage appropriate behavior by 
using positive statements, reinforcement, and encouragement.  Teachers talk with children at eye-level 
in a calm manner about expected behavior. 
 
Children are encouraged and supported to use their own words and come up with solutions to resolve 
conflicts.  Families will be notified when there are concerns and will be asked to work with the school 
and students to address concerns. If a child’s behavior is detrimental to himself or to other children, 
he/she may be asked to leave the program.  

Lunch & Snacks 
Lunch 
Students attending the Little Royal Preschool Program must pack a healthy lunch daily. Students will eat 
in their classroom with their classmates.   

Snacks 
Snacks are provided by parents for the whole class and should be healthy, store bought, individually 
packaged and cannot contain peanuts.  Some examples of healthy snacks are: goldfish crackers, pretzels, 
popcorn, granola bars, animal crackers, and veggie straws.  Each child needs to provide a snack item 
with at least 18 individual servings at the beginning of each month.  Snacks for August will need to be 
brought in on the first day of school.  

 

 

http://www.school.saintsimon.org/
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Supplies and Materials  
Backpacks 
All preschoolers need a backpack that is big enough to fit a change of clothes, folder, and a  
towel for rest.  Your child’s name should be on his/her green folder and should be put in his/her 
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 his/her clean towel for rest time. On Fridays, your child will 
take home his/her towel to be washed.  Please make sure your child’s towel is also labeled with his/her 
name.   

Clothes 
There is no uniform in the Little Royals Programs. Your child should come to school dressed in 
comfortable, weather-appropriate clothes.  Girls should wear shorts under dresses and skirts.  Your child 
should wear socks and tennis shoes to school every day.  Slip on tennis shoes or Velcro shoes are 
recommended; lace up shoes that require tying are not encouraged.   

Extra Clothes 
In case of an accident or spill, a spare set of, weather-appropriate, clothes is required and should be 
kept in a Ziplock 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.  

Sunscreen 
Saint Simon Royal Preschool Program is not required to provide sunscreen to students due to allergic 
reactions.  Staff will assist children with clearly labeled provided sunscreen.  Sunscreen is to be provided 
by parents and clearly labeled with the 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.) 

 

 

 

 

 

 

 

 

http://www.school.saintsimon.org/
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Supply List  

1 Plastic Green Folder label with child’s name 
1 Pair of Child Scissors label with child’s name 
1 Box of 8 large/jumbo sized Crayola Crayons label box with child’s name 
1 Box of 24 regular sized regular Crayola crayons label box with child’s name 
1 Box of 8 or 10 regular sized Crayola Markers label box with child’s name 
1 Sturdy Supply Box label with child’s name 
1 Set of washable watercolors label with child’s name 
1 Bottle of white Elmer’s glue 

10 Glue Sticks 
1 Box of dry erase markers 
1 Pack of baby wipes 
1 Container of Clorox disinfection wipes 
1 Bottle of hand sanitizer 
1 Beach towel for rest time label with child’s name 
1 4”x6” Family Photograph to post in the classroom 

19 Snack items for class snack 
BOYS - 1 Box of sandwich size Ziplock bags 
GIRLS - 1 Box of gallon size Ziplock Bags  

 

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 Preschool 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 Royal 
Preschool 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.   

 

 

http://www.school.saintsimon.org/
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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  Royal Preschool Program adheres to 
high-quality standards regarding teacher requirements, adult/child ratios, curriculum, nutrition, and 
other administrative practices.  

Safe Environment 
Saint Simon Royal Preschool 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.  

Policies 
Visitation Policy  
Due to COVID-19, Saint Simon the Apostle Catholic School will not be accepting visitors at this time, in 
order to limit the number of people our students and staff are in contact with. 
 
Once COVID-19 restrictions are lifted, Saint Simon Royal Preschool 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 
Due to COVID-19, Saint Simon the Apostle Catholic School will not be accepting school volunteers at this 
time in order to limit the number of people our students and staff are in contact with. 
 
Once COVID-19 restrictions are lifted, 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.  A completed 
volunteer background check and attend a Parent Chaperone Meeting in order to volunteer or chaperone 
students.  Safe and Sacred link: Safe and Sacred 

http://www.school.saintsimon.org/
http://safeandsacred-archindy.org/login/index.php.
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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 
Students diagnosed with live head lice should not attend school. The child should be treated and 
returned after appropriate treatment has begun.  A notification will be sent to families confirming a case 
of live head lice in the program.  Nits and lice cannot fall off the hair shaft and hatch on any surface. 
They have to be on the scalp to live. 

Lice preventive measures and first line of defense include: children and staff with long hair to be out up 
in pigtails, ponytails or a bun before entering the program. Classrooms will be thoroughly vacuumed, 
plush items will be bagged for 24 hours to kill live head lice.  

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. 

 

http://www.school.saintsimon.org/
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