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THE TERM OF EMPLOYMENT; AND 4) THE DOCUMENT IS SIGNED BY THE DIRECTOR OF CBK.  
 
Signature:__________________________________________ Date:__________________________ 



2 

 



3 

 

Table of Contents 
 

Table of Contents ········································································ 3 

Teacher’s Poem ·········································································· 4 

Calvary Kindergarten Staff ··························································· 5 

Staff Member Handbook ··························································· 6-7 

Job Description: Teacher ······························································ 8 

Job Description: Assistant Teacher ················································ 9 

2020-2021 School Schedule ························································ 10 

Evaluations ··············································································· 11 

Substitutes ················································································ 12 

Car Pool ··················································································· 12 

Recess Schedule ······································································· 12 

Preschool Behavior Management Plan ········································ 13 

School Rules ············································································· 13 

Weekly Behavior Report - Go Home on Fridays····························· 14 

Fire Plan ··················································································· 15 

Severe Weather ········································································ 15 

Emergency ··············································································· 15 

Visitors ····················································································· 15 

Hostile Intruder ·········································································· 15 

Notes ··················································································· 16-19 

COVID Addition………………………………………………………………….20 



4 

 

 

“A Teacher's Creed” 
 

 
I believe I have been called by God to teach. 

I believe in children...young and old...black and white… 

rich and poor....each in need of learning.  

I believe in blackboards, chalk dust, textbooks,  

and computers for each has a part in imparting knowledge. 

I believe the love I give to my students  

will someday be reflected in their lives.  

I believe the gift of teaching is not measured simply by marks, 

enrollment, or the end of the school year.  

It is in the witness I give  

and the fullness of the life lived by those I teach.  

I believe I have the power to lead those in need of learning  

to the threshold of their own minds.  

I believe in my giftedness to use each of the tools available 

no matter how new or old…  

for the light of knowledge in the eyes of another is my goal.  

I believe teaching is more than tests, diplomas, paperwork,  

and fundraising.  

It is the values I breathe daily into another… slowly.  

It is in the faith I share in Jesus… ever changing and growing…  

never ending.  

I believe my success today goes unnoticed…  

until those I teach and touch  

can stand alone and say "in my life I have learned..."  

I believe if I have taught and touched one person… in God's name… 

I have used my gift to me justly… and can humbly say…  

I believe in teaching.... 

I AM A TEACHER!!  

 
~ Julie McCllelan  
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Calvary Kindergarten Staff 

Director: 

Mrs. Rita McInville 

830 Greenwing Teal Drive 

Florence, SC 29505 

843-667-1798 office OR 843-992-7504 cell

rmcinville@calvarycares.com

843-206-7626

843-992-9876

Fun Ones 

Mrs. Cheri Jordan    

Mrs. Beth Yarborough 

Two Year Teachers 

Mrs. Tammy Floyd  

Mrs. Melanie Collins 

Three Year Teachers 

Mrs. Mary Hatchell  

Mrs. Keri Margita  

Mrs. Donna Rushing 

Mrs. Vickie Chaney 

Four Year Teachers 

Mrs. Linsey Cooper 

Mrs. Janice Squibb  

Five Year Teacher 

Mrs. Robin Baker 

Assistants 

Ms. Debra Anderson 

Ms. Somer Johnson 

1329 Madison Ave Florence, SC 29501 

808 Eleanor Drive Florence, SC 29505  

1891 Brigadoone Lane, Florence, SC 29505 

1607 Jones Road, Florence, SC 29505  

2920 Willard Henry Road, Florence, SC 29505 

41 Chalmers Row, Florence, SC 29501 

2821 W. Woodbine Ave, Florence, SC 29501  

843 Statton Dr. , Florence, SC 29501  

2595 East Briarwood Drive, Florence, SC 29505 

3312 Lakeshore Drive, Florence, SC 29501 

314 Spring Farm Road, Florence, SC 29505 

1808 E. Howe Springs Rd, Florence, SC 29505 

35 Chalmers Row, Florence, SC 29501 

 

843-667-0985 
843-319-3225

843-662-4583 
843-496-4374 
843-669-1233 
843-617-7943

843-679-6745 
843-676-0008 

843-496-1846

843-601-4572 
843-615-7977 
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CALVARY BAPTIST KINDERGARTEN 

STAFF MEMBER HANDBOOK 
 
 

The staff is the most important part of a church weekday education 

program.  The quality of the program depends on the sensitivity, 

knowledge, skill and strength of the director and teachers.  They 

influence the development of children more than any curriculum 

resources or educational methodology. 

 

The purpose of Calvary Baptist Kindergarten is to help each child 

develop to his greatest potential – spiritually, mentally, emotionally, 

physically, and socially.  This is to be accomplished by providing 

learning and developmentally appropriate experiences with the 

Christian principles of Calvary Baptist Church based on the Bible. 
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POLICIES 
 

HEALTH:  All teachers must be able to interact physically with children.   

 

EVALUATIONS:  Each regular employee should participate in an 

evaluation conference with the director after the first three months 

of employment, and once  a year thereafter. 

 

TERMINATION OF EMPLOYMENT:  The kindergarten shall expect, if possible, 

at least 30 days’ notice of resignation.  References will be furnished 

on request.  They will be based on periodic evaluation in the work 

record on file.  If it is necessary to terminate the employment of a 

staff member, the kindergarten shall give a 30-day notice.  In the 

case of failure to discharge responsibilities of the position, dismissal 

may be immediate.  Such a decision shall be made by the director 

in consultation with the Associate Pastor/Education and Outreach. 

 
WORKING HOURS:  Teachers are expected to be in the building by  

 8:30 a.m. and may leave at 12:15, or when all children have left 

and rooms are cleaned accordingly - except on staff meeting 

days. 
 

STAFF MEETINGS:  A daily staff meeting will be at 8:35am. Teachers  should  

be  in  their  classrooms  and  ready  for  their  class  by 8:50am.  A 

monthly staff meeting will be held the third Wednesday of the 

month.  All staff members are expected to attend. 

 

SICK LEAVE OR EMERGENCY LEAVE:  Five-day teachers will have ten (10) 

days; three-day teachers, six (6) days. $35 per day will be 

deducted when you exceed those days. 

 

CONFERENCES:  Since conferences are regarded as educational 

opportunities, staff members are required to attend at least one 

per year.  Expenses will be paid by the kindergarten. If a teacher 

registers and does not attend for any reason other than sickness, 

the kindergarten must be reimbursed. 

 

USE OF CELL PHONES:  Cell phones are to be turned off during work hours. 

Emergency calls should come through the kindergarten office or 

the church office. Do not text, email, or send pictures to parents 
during school hours.  

 

RELEASE OF STUDENTS:   If a child needs to be dismissed during the 

morning, the director will call and make arrangements.  
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JOB DESCRIPTION – TEACHER 
 

QUALIFICATIONS:  The teacher shall be a Christian and one who has 

had experience working with preschool children.  A love for children 

and a commitment to teaching are essential.  It is preferable that the 

teacher have a bachelor’s degree in early childhood or an equivalent 

degree. 

 

STAFF RELATIONSHIP:  The teacher is responsible to the director of the 

kindergarten. 

 
PRINCIPAL FUNCTIONS: 

1. Assist the director in the ongoing activities of the kindergarten. 

2. Serve as teacher in keeping with policies established by the 

kindergarten. 

 
DUTIES: 

1) Help provide and maintain a Christian environment in which the 

children may grow spiritually, physically, mentally, socially, 

emotionally and creatively. 

2) Work according to the schedule outlined by the director. 

3) Assist in planning and carrying out a daily teaching program.  (Turn in 

weekly plans.) 

4) Give each child the attention needed to assure his/her best welfare. 

5) Make home visits to establish relationships with the family of each 

child. 

6) Record significant incidents and experiences observed in the child.  

Place information in his/her file. 

7) Attend classes, workshops and other training opportunities. 

8) Work with maintenance personnel to assure a clean and orderly 

room each day. 

9) In cooperation with the director, plan with other teachers using the 

same room to assure maximum benefits of facilities. 

10) Attend all parents and staff meetings. 

11) Schedule appointments (doctor, etc.,) after school hours. 

12) Inform director of needed supplies, repairs, and materials as far in 

advance as possible. 

13) Provide a monthly (weekly or biweekly for 5’s) newsletter describing 

classroom activities. 

14) Remember we are professionals. (dress code, social media, etc.)  

15) Sick days for teachers are as follows: 3 day teachers = 6 sick days, 5 

day teachers = 10 sick days.  If you exceed the number of paid sick 

days, $35 per day will be subtracted from your paycheck to cover 

the cost of the sub.  

16) ENJOY the children!  
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JOB DESCRIPTION – ASSISTANT TEACHER 
 

QUALIFICATIONS:  The assistant teacher shall be a Christian and one 

who has had experience working with preschool children.  A love for 

children and a commitment to teaching are essential.   

 

STAFF RELATIONSHIP:  The assistant teacher is responsible to the director 

of the kindergarten and to the teacher with whom she works. 

 

PRINCIPAL FUNCTIONS:  Assist the director and her lead teacher in the 

activities of the kindergarten. 

 
DUTIES: 

1. Help provide and maintain a Christian environment in which the 

children may grow spiritually, physically, mentally, socially, 

emotionally and creatively. 

2. Assist in carrying out a daily teacher program. 

3. Give each child the attention needed to assure his/her best 

welfare. 

4. Attend classes, workshops, and other training experiences. 

5. Work with maintenance personnel to assure a clean and orderly 

room. 

6. Assistants have 3 paid sick days. 

7. Remember– we are professionals! (dress code, social media, etc.) 

8. ENJOY your children!! 
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School Calendar 2020-2021 
 

 
 

 September 8 First day for 5 day students 

September 9 First day for 2 and 3 day students 

November 3 Election Day-NO SCHOOL 

November 18 Thanksgiving Celebration in Classroom (3 day students) 

November 19 Thanksgiving Celebration in Classroom (5 day students) 

November 25-27 Thanksgiving Break 

December 16 Christmas Celebration in Classroom (3 day students) 

December 17 Christmas Celebration in Classrooms (5day students) 

December 21-January 1 Christmas Break 

January 4 Return to School 

January 18 Martin Luther King, Jr. Holiday 

February 1-5 Conference Week 

February 11 Valentines Celebration in Classrooms (5 day students) 

February 12 Valentines Celebration in Classrooms (3 day students) 

February 15 President’s Day Holiday 

 March 25 Spring Celebration in Classroom (5 day students) 

 March 26 Spring Celebration in Classroom (3 day students) 

April 2-9 Spring Break 

May 28 Last Day of School 
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EVALUATIONS 
 

 

  Checklists will be used to observe each child individually 

to determine if he/she has acquired particular concepts or skills. 

 

Each grade level MUST use the same checklist. 

 

 Teachers of five-year-old children will complete inventories by 

November 1 and hold conferences with parents to review these.  

Mid-year evaluations will be completed and scheduled 

conferences will be held with parents.  End-of-year evaluations 

must be completed.  Parents may request a conference. 

 

 Teachers of four-year-old students will complete checklists by 

November 1.  Mid-year evaluations scheduled and conferences will 

be held. End of year evaluations will be completed with 

conferences by request. 

 

 Teachers of three-year-old students will complete mid-year 

evaluations with scheduled  conferences  and end of year 

evaluations will be completed with conferences by request. 

 

          Teachers of two -year-old students will complete mid and end

-of-year evaluations.  Conferences may be requested by parents. 

 

         Teachers of one  - year-old students will write summaries mid 

year and end of year for the students using observations and 

anecdotal records.  
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SUBSTITUTES 

If you need a sick day, call me at 843.992.7504.  

I will contact a substitute for you.  Please submit lesson plans  

for two days to have on file for a substitute.  Include your  

daily schedule, a responsible helper, labels with student names, and  

other helpful information. This is due by the 3rd Monday in September.  

 

CAR POOL 
 Each teacher is to escort her class to the appropriate hall between 

11:50 - 11:55 pm.  Please stay in the area until all your children are gone.   

 
 

 

  

Thirty (30) minutes of the school day is to provide exercise to develop 

large motor muscles and to release energy.  Please abide by the 

schedule for safety reasons. You may swap due to a change in schedule. 

Please monitor the children closely for aggressive behavior. Due to the 

Child Abuse Policy, two teachers must be at recess. 
 

Recess Schedule 
 

Small Playground 

*Five Day Teachers will follow same time schedule but can rotate equipment.* 
 

Large Playground 

9:50-10:15 4K 3 day class 

10:20-10:45 Squibb 

10:50-11:15 Cooper 

11:20-11:45 Baker 

  Small Structure Large Structure 

  Monday Wednesday Friday Monday Wednesday Friday 

9:30-9:55 Floyd Collins NEW NEW Floyd Collins 

10:00-10:25 Jordan Yarborough Rotate Yarborough Jordan Rotate 

10:30-10:55 Margita Hatchell Rotate Hatchell Margita Rotate 

11:00-11:25 Rushing Chaney Rotate Chaney Rushing Rotate 

*Times can be adjusted for 5 day teachers.* 
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PRESCHOOL BEHAVIOR MANAGEMENT PLAN 
 

 

Positive reinforcement is the discipline plan we will use. Our goal is to 

help the child recognize that he has two choices- a better choice 

and a poor choice and each has consequences. Our role is to help 

him identify the choices. Consequences should be natural and logi-

cal whether positive or negative.  

 

Please don’t use the phrase “He was bad” with parents or the child.  

IDENTIFY THE BEHAVIOR you wish to address.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Always listen to your teachers. 

Be nice to others. 

Take care of things in our room.  

 

Positive consequences – praise, positive notes, phone call, email, 

privileges, awards, rewards 

Negative consequences – warning, ‘sit and think’, loss of activity, 

privilege, recess, director involved,  note, call, email,  

 

Severe Clause- injury, defiance – straight to director.  

 

1st time - warning - state behavior 

2nd time - talk it out 

3rd time - sit and think 

4th time - loss of recess 

5th time - director 
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WEEKLY BEHAVIOR REPORT- GO HOME ON FRIDAYS.  
 

Tell parents: 

Assume the best. 

No news = good news. 

Our goal in the classroom is for child to accept teacher authority 

and manage self - not for the parent to manage him. If behaviors 

are outside of normal classroom preschool behaviors, we will let 

them know.   

 

Consequences need to happen when the behavior happens  

(pos. or neg.) for reinforcement. Parents can help very little with 

classroom behavior. Sharing with them after the fact is basically for 

information and dialogue at home. Things done at home have very 

little effect in the classroom.  Do not give reports or go to cars to 
discuss behavior during dismissal.  
 

 

 

 

 

 

GIVE ME 5 
 

Ears listening 

Eyes watching 

Mouth quiet 

Hands to yourself 

Hearts caring 
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FIRE PLAN 
 

In the event of fire or the sounding of the alarm, the classes on the 

nursery hall should exit through the back door and the double gate 

and gather on the back fence of the playground. Head counts 

should be performed as often as possible. Teachers should turn off 

lights and close classroom doors if possible. Wait until the all clear is 

given to reenter the building. 

 

In the kindergarten wing rooms 106,103,102 should use the sidewalk 

exit to go the back fence of the big playground. Rooms 101, 100 

should use the school entrance door and the single gate to exit the 

building and gather at the back fence. Room 108 should exit to the 

left of the classroom and down the sidewalk, use the single gate 

and gather at the back fence. Head counts should be performed 

as often as possible. Teachers should turn off lights and close 

classroom doors if possible. Wait until the all clear is given to reenter 

the building. 
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SEVERE WEATHER 

 
For the nursery hall escort your class to the adult restroom/Noah ark area and have 

them sit down, and cover head. For the kindergarten wing, escort your class to the 

back hall near 5K and have the students sit and cover head. Earthquake – evacu-

ate building to playground. 

 

 

EMERGENCY – if life is threatened call 911.  

 
Should a medical emergency or extreme emergency arise, use the handheld radio 

and say “Red Folder Needed”  and state location (gym, playground, nursery, kin-

dergarten wing) 

 

In a less extreme emergency, can use handheld radio to call Rita or Eddie ASAP 

and have them report to wherever they are needed. 

 

VISITORS 

 
Politely greet guest/intruder and identify yourself. 

Ask guest/intruder the purpose of his/her visit. (name teacher or child) 

Inform guest/intruder that all visitors must see Mrs. McInville at the preschool office. 

If intruder’s purpose is not legitimate, ask him/her to exit the area and go to church 

office. Accompany/observe intruder to exit. 

 

HOSTILE INTRUDER 

 
Shut your doors and lock them.  

Turn off lights. 

Close blinds. 

Be prepared to cover door glass.  

Gather class in bathroom or on interior wall. 

Monitor hand held radio for alerts and information.  
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Notes 
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Notes 
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Addendum to 2020-2021 Calvary Kindergarten Parent Handbook 

 

**Due to COVID-19, we have had to make some adjustments to the handbook. 

We have outlined these changes below. Please note that this situation is fluid and 

subject to change at anytime. ** 

 

Birthdays: We ask that you not bring outside treats in for birthday celebrations at 

this time. You can send in your child’s favorite book to be read to the class or 

they can choose one in their class.  

Calendar: The yearly calendar will still be given at the beginning of the year but 

many of the larger events have been cancelled. We left all dates on the 

main calendar just in case.  

Carline: Due to COVID 19, all students must arrive in carline, ON time.  You will 

not be allowed to walk your child in late.  

Celebrations: Celebrations will be held in the classroom with only the teacher 

and students. Sadly, there will be no special gatherings of any kind for the  

     20-21 school year.   
Changes to General Routines: We have implemented additional hand washing 

and hand sanitizing throughout the day. We have implemented additional 

cleaning throughout the day of commonly touched surfaces. Children and 

teacher’s temperatures are taken upon arrival. We also ask that you have 

your child wash their hands before coming to the Kindergarten  and once 

they leave.  

COVID Consent Form: A COVID consent form must be completed and on file. If 

you have any questions or concerns, please speak with the Director.  

Drop off/Pick up: Parents/Guardians will be unable to enter the actual school. 

Children will be screened for signs of illness daily, including a temperature 

screening and visual screening, which could include looking for flushed 

cheeks, rapid breathing or difficulty breathing (without recent physical  

     activity), fatigue, or extreme fussiness upon arrival in carline.  

Drop off and pick up will be in carline.  Please remain in your vehicle. Once we 

will complete the screening, we will escort your child to class. 

Extra-Curricular Activities: We will not have any outside people coming into the 

Kindergarten, including therapist. 

Financial Procedures: Collection of Fees-We strongly encourage all families to 

utilize the online or electronic check (free with most banks) options when 

paying Kindergarten tuition. These options allow us to remain as contactless 

as possible for everyone’s safety.  
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Health and Safety with COVID 19:  

COVID 19: If a Calvary Baptist Preschool and Kindergarten child, family 

member, or employee is confirmed with COVID-19, we will notify our 

school families immediately.  We ask that you be extra cautious during 

this unprecedented time. When in doubt, please keep your child home! 

It is critical that an authorized pick up person is available at all times in 

the event that we need to send home a child. This person needs to be 

able to pick up the child within 45 minutes of a call. Please be sure we 

have current phone numbers available for all your authorized pickups.  

Staff members temperatures are checked daily upon arrival. Staff members 

also follow our Illness Guidelines and are encouraged to stay home if in 

doubt.  

 

 

Masks: Children are not required to wear masks. If you want your child to wear a 

mask, we will do our best to encourage them to do so. We do not require staff 

members to wear masks when they are working in their home classroom. If a 

staff member has to work in another classroom, they will be required to wear 

a mask when they are not able to keep a 6-foot distance from the children.  
Meeting: We would love to meet with you, but with how unique everything is 

right now, we ask that if you are requesting to meet with the teacher or  

     director, please call or email to schedule this. Morning drop off and pick up 

times are not a great time for meetings or for questions just with our new  

     procedures.  
 

Symptom/Diagnosis When Child will be sent home/

excluded 
When the Child May Return 

Child/Staff has any COVID symp-

toms: 
  

Fever 100.4 
Dry Cough 

Shortness of Breath 

Immediately moved to director’s 

office to separate from class-

mates until picked up by parents. 

When child has been symptom 

free, without fever reducing 

medication for 48 hours. 

Child/staff has been in contact 

with someone under quarantine for 

a suspected case of COVID-19 

Cannot attend until 14 days after 

contact or after contact person 

has been tested and proven to 

be NOT positive. 

Cannot attend until 14 days af-

ter contact or after contact  

person has been tested and 

proven to be NOT positive. 

Child/staff has been in contact 

with someone with a confirmed 

case of COVID-19 

Cannot attend until 14 days after 

contact.  If household family 

member, cannot attend until 28 

days after contact. 

Cannot attend until 14 days  

after contact.  If household  

family member, cannot attend 

until 28 days after contact. 

Family/child has traveled interna-

tionally in the last 14 days 
Cannot attend until person who 

traveled has been home for 14 

days. 

Cannot attend until person who 

traveled has been home for 14 

days. 
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Music/Lunch Bunch: Sadly we will not be able to offer music or lunch bunch this 

year. 
Programs: Sadly, all of the programs have been cancelled for the 20-21 school 

year.  
Social Distancing: Children are assigned to specific classrooms and do not mix 

with children from other classrooms. Teachers are assigned to classrooms and 

rarely work in another classroom, but when they do, they will have masks on. It 

is impossible for children to social distance at all times in a preschool setting. 

We are using common sense in this area by distancing the children during nap, 

table activities, meals, and circle time. There are other times during the day 

that children will be playing close together.  
Snacks: We ask that you provide a clearly labeled daily snack and water bottle 

for your own child due to virus precautions.  
Toys/Candy: There will be no outside toys, books, or candy allowed in the Kinder-

garten unless approved by the director prior to the day of.  
Tuition: Should the school or your child’s classroom be closed due to quarantine, 

teachers will continue teaching virtually.  You will still be responsible for tuition.  
Visitors: We will not have any visitors until further notice. This includes but it not  

     limited to speech therapists, early interventionists, extra-curricular activities, on 

site field trips, etc.  

 

*ATTACHED IS OUR COVID CONSENT FORM THAT MUST BE COMPLETED PRIOR TO AD-

MISSION. 

Visits: We ask that parents not visit their child’s classroom until further notice. We are attempting to minimize  

contact due to COVID concerns. If you would like to meet with the teacher, please communicate with Rita,  

the Director, and she will get that set up for you. 
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