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OUR MISSION
Columbia Heights Public Schools 
create worlds of opportunity 
for every learner in partnership 
with supportive small-town 
communities by challenging all to 
discover their talents, to unleash 
their potential and to develop 
tools for lifelong success.

COMMUNITY EDUCATION
COLUMBIA HEIGHTS PUBLIC SCHOOLS
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EARLY CHILDHOOD FAMILY EDUCATION



 
 

Welcome to Early Childhood Programs in 
Columbia Heights Public Schools! 

We are so glad you are a part of our school! 
 

We look forward to working with you and your child(ren) and 
hope that this Parent Handbook is helpful to you in 
understanding our philosophy, practice and procedures.  It 
outlines what you may expect from the Early Childhood 
Education experience and provides information that will be 
helpful to you throughout the year. 
 
 
Mission Statement 
We, the Early Childhood staff, are committed to serving all families through support, education, 
empowerment, and advocacy.  We strive to help families achieve their own individual goals in 
their own unique style.  We recognize that families and society change and we will be flexible 
and respond in ways that promote healthy families.  Our goal is to provide a positive 
developmentally appropriate introduction to the school setting and ongoing support for all 
family members. 
 
 
Overview of Early Childhood Programming 

• Early Childhood Family Education (ECFE): Classes for parent and children ages 
birth to five years of age. Sibling Care is available for age specific classes. 

• ECFE for EL: Early Childhood Family Education (ECFE) for families learning English. 
These classes will teach basic level English in an ECFE format. 

• Pre-K: This drop-off program educates children, three to five years of age. 
• Baby Read, Baby Grow, Toddler Story Time and Preschool Story Time: This 

collaboration is between Columbia Heights Public Library and Columbia Heights ECFE.  
A licensed family educator along with the children’s librarian will partner to make this an 
enjoyable experience for your family. 

• Super Second Saturdays: Monthly fun family events on Saturdays. 
• The Family Center Presents: Educational and fun family events throughout the year 

and open to the public. 
• Early Childhood Screening: Developmental and Hearing/Vision Screening for 

children 3 years to kindergarten age. Required for Kindergarten. 
• Lending Library: Educational toys, parenting and children’s books. 
• Home Visits: Licensed Family Educator is available to come to your home for 

educational and support visits. 
• Parent Advisory Council (PAC): Parents involved in supporting Family Center 

programming through advocacy, outreach, fundraising and volunteering. 
 



 
 
Early Childhood Contact Information 
Superintendent of Schools:     Kathy Kelly  763.528.4436 
        kellyk@colheights.k12.mn.us  
Community Education Director:    Kristen Stuenkel 763.528.4515  

stuenkek@colheights.k12.mn.us 
Early Childhood Manager:     Karen Kremer  763.528.4423  

kremerk@colheights.k12.mn.us 
Community Education Assistant:    Jasmine Fink  763.528.4517 
        finkj@colheights.k12.mn.us 
          
Early Childhood Family Education: 

Child Educator     Lorien Stewart  763.528.4457 
        stewartl@colheights.k12.mn.us 

 
 Parent Educator:     Abby Sundquist  763.528.4446 
        sundquia@colheights.k12.mn.us 
 Assistant:      Rebekah Alm  763.528.4457 
          
Pre-K (3-5-year-old program): 
Family Center Pre-K 3’s     

Early Childhood Educator    Naomi Fleming  763.528.4468 
fleming@colheights.k12.mn.us 

Assistant:          763.528.4453 
Valley View half day:  
 Early Childhood Educator, 4/5’s Pre-K:  Stephanie Fortner 763-528.4227  
        fortners@colheights.k12.mn.us 
Assistant:       Jacqueline Hed  763.528.4227 
Valley View Full Day 
 Early Childhood Educator:    Jana Norgren  763.528.4235 
        Norgrenj@colheights.k12.mn.us 
        Michelle Wermerskirchen 
         
Highland: 
 Early Childhood Educator Pre-K:    Kathy Anderson 763.528.4393 
        anderska@colheights.k12.mn.us 

Assistant      Aimee Barrett  763.528.4393 
Early Childhood Educator:     Karissa Ouren  763-528.4455 
        ourenka@colheights.k12.mn.us 

Assistant:      Jessie Fisher  763.528.4455 
North Park:       
 Early Childhood Educator:    Jackie Mosqueda-Jones 763.528.4327 
        mosquedj@colheights.k12.mn.us 
 Assistant:      Julie Ktytor  763.528.4327 
         
Early Childhood Special Education: 
 ECSE Educator:     Shannon Campbell   763.528.4448 
        campbels@colheights.k12.mn.us 
Early Childhood Screening: 
 Scheduling:       Jasmine Fink  763.528.4517 
 Screening Questions:    Karen Kremer  763.528.4423 
Home Visits:       Abby Sundquist  763.528.4446 
         
Parent Advisory Council (PAC):    Karen Kremer  763.528.4423 
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www.colheights.k12.mn.us/ec 
Program Details 
 
Early Childhood Family Education (ECFE) 
The Minnesota Legislature has designated Early Childhood Family Education as a parent 
education program for families of your children birth through pre-kindergarten age. Classes 
meet once or twice a week. Classes are age specific, such as “Terrific Twos” and others are 
mixed age, such as “Grow with Me.”  
 
Pre-K 
This prekindergarten program for 3 year-olds and 4/5 year-olds, prepares children for school 
by offering opportunities for participation in a wide variety of enriched play experiences and 
educational activities. These provide a foundation for the intellectual, social and personal and 
academic development needed for school success.  Pre-K is a class that focuses not only on 
preparing and supporting children but also on parental involvement throughout that process. 
During the year parents can participate in activities that focus on Parent Development, Parent-
Child Relationship, Early Childhood Development, and Family Development. Our pre-k 
program is 4-Star Parent Aware Rated. 
 
Early Childhood Special Education 
Early Childhood Special Education Services are under the Special Services Department of 
Columbia Heights Public Schools. Services are available to children who exhibit delays according 
to Minnesota State Guidelines. If you have concerns about your child’s development, you may 
call the following numbers to begin the referral process: 
Children Birth to Three Years:  763.323.6075 
Children Three to Five Years:  763.528.4448 
 
Early Childhood Screening 
In Minnesota, all children are required to have an Early Childhood Screening before entering 
kindergarten in public schools. Screening can be done when your child turns three years old. 
Early childhood developmental screening helps a school district identify children who may 
benefit from district and community resources available to help in their development. Early 
childhood developmental screening includes a vision screening that helps detect potential eye 
problems but is not a substitute for a comprehensive eye exam. A Developmental Screener, 
Hearing and Vision Screener and Licensed Parent Educator will facilitate the screening.   
Suggestions or referrals for follow-up will be made when appropriate. Screenings are free! 
 
Home Visits 
A licensed Family Educator will come to your home and bring activities for you and your 
children to enjoy. You will have a chance to share your questions and concerns and receive 
information about how children grow and develop, and services in the community. Home Visits 
are free. 
 
Parent Advisory Council (PAC) 
The Parent Advisory Council is composed of parents involved in the Family Center’s programs. 
The purpose of PAC is to support and enhance the Early Childhood programs through 
outreach, fundraising and volunteering. PAC also serves as a way for parents to communicate 
concerns and ideas regarding programs. Meetings are held monthly and include free childcare. 
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Components of our Programs 
All our Early Childhood classes are taught by Parent Educators and/or Early Childhood 
Educators who are licensed by the State of Minnesota. They are assisted by a support staff of 
classroom assistants experienced in the area of early childhood education. 
 
Parent/Child Play Time (ECFE) 
Parents and their children spend time together in the children’s classroom which is set up with 
developmentally appropriate activities for parents and children to enjoy.  Follow your child’s 
lead and have fun! 
 
Circle Time (ECFE, Pre-K) 
During Circle time, encourage your child to join the circle and engage in the activities.  Some 
children will get up and wander and that is okay. Staff will encourage children who wander from 
the circle to rejoin circle and keep them safe in the classroom. 
 
Parent Discussion (ECFE) 
While the children are in the children’s classroom, a Parent Educator leads a group discussion 
with the parents about parenting issues.  These groups provide parents with support and 
information for the exciting and sometimes challenging job of parenting. 
 
Children’s program (ECFE, Pre-K) 
Children’s learning takes place through play.  Activities are planned to support learning in the 
following areas: self help skills, social development, literacy, mathematical thinking, scientific 
thinking, social studies, the arts and physical development.  The teacher’s role during this time 
is to encourage and guide children’s exploration. 
 
Snack Time ECFE 
The children in the classroom share a snack.  Parents may be asked to bring specific items for 
snack to share with the whole class.  Health regulations do not allow us to serve homemade 
snacks.  All snacks must be peanut-free.   
 
Inclusion (ECFE, Pre-K) 
Early Childhood Special Education (ECSE) and Early Childhood Programs integrate children 
with special needs into the classrooms.  There will be some classes that have a staff member 
from ECSE in the classroom if the child requires additional assistance.  Some of our classes are 
inclusion classrooms that have two Early Childhood Teachers, one teacher from ECFE or Pre-K 
and one from ECSE.  These classrooms use a team teaching approach with both teachers and 
assistants.  The classroom is staffed appropriately to meet all children’s needs. 
 
 
General Information 
 
Registration 
To register for a an ECFE or Pre-K 3 class you may stop in, go online to the 
www.colheights.k12.mn.us/ec or call 762.528.4517.  For a Pre-K 4 class you must visit the 
Placement Center to register.  At the time of registration, you will need to pay and fill out 
payment option information.  All Pre-K 4 classes are free.  However, no one will be turned 
away for inability to pay.  Fee assistance forms can be obtained at our front desk. 

http://www.colheights.k12.mn.us/


 
Attendance 
Regular attendance helps you and your child get the most from our programming. Please call 
your classroom teacher (see contact information) if you are unable to attend class. Please try to 
arrange other appointments so they do not conflict with class times. In order to support the 
health of others, please do not attend if you or your child is ill.  If your elementary age child 
does not have school on your day of class, please make other arrangements for them.  We are 
not staffed for extra children, parent discussion topics are not child appropriate and it isn’t safe  
for your child to sit alone in the hallway.   
 
Parking 
Please park in the Family Center lot located between the Family Center and Highland 
Elementary for ECFE and three year old classes.  At the elementary buildings please park in 
designated areas. 
 
Birthday Celebrations 
We celebrate every day of the child’s life in our classroom and encourage families to celebrate 
the child’s specific birthday outside of class.  Please do not bring birthday treats to class as a 
snack. 
 
Cell Phones 
Please turn off your cell phone during class time. If you are expecting an emergency call, 
you can put your phone on vibrate and take the call in the hall. 
 
Class Lists 
The printing of class lists is for class members only. Class lists are intended to help parents 
connect with each other, not to be shared with others or used for selling or promoting 
activities outside of our program. 
 
Bringing Items from Home  
Please discourage your children from bringing items from home.  Staff is not responsible for the 
items your children bring into the classroom from home. 
 
Fees 
Fees are based on gross annual income. No family will be turned away because of inability to 
pay. Contact the Early Childhood Manager for scholarship information. 
 
Mandated Reporter 
All Columbia Heights Public School Employees are mandated reporters. Therefore, if a staff 
member suspects a child or parent is in danger, the staff member is required by law to call the 
proper authorities. 
 
Special Needs 
If you or your child have any special needs (such as hearing impairment, limited mobility or 
developmental delays) contact our Coordinator, 763.528.4423, so we can assist you. 
 
Classroom Snacks 

1. We will be providing the snack for your child (ren).  Parents will be asked to contribute 
specific items for snack.  Health regulations do not allow us to serve homemade snacks.   



2. If a child has a food allergy, a parent may wish to bring a non-allergic snack to use as 
a substitute. Be sure to tell the child’s teacher about food allergies on the first day of 
class. 

3. Peanut-free zone: Some allergic reactions to peanuts can be life threatening. 
Therefore, the Family Center is a peanut-free zone.  

 
Classroom Volunteers and Observers 
Many times you may see extra adults in our Early Childhood Classrooms.  We collaborate with 
the University of Minnesota and other higher education institutions to support their teacher 
training programs, Lutheran Social Services utilizing Foster Grandparents in the classroom and 
Columbia Heights High School Child Development Programs.    
 
Pre-K Pick Up Policy 
Children are to be picked up promptly!  If you have an emergency and are going to be late 
please call the classroom teacher and let them know.  If children are consistently picked up late 
you will be need to speak to the manager and pick your child up in the manager’s office. 
Chronically tardy pick-ups may result in the removal of the child from the 
program. 
 
Non-Discrimination Policy 
Our program follows Columbia Heights District policies including policies related to non-
discrimination, sexual harassment and offensive behaviors. 
 
 
Emergency Procedures 
 
School Closing 
If Columbia Heights District Schools are closed due to severe weather, there will be no 
daytime or evening programming. Listen to WCCO #830AM on your radio for 
announcements. Classes that are canceled due to severe weather will not be rescheduled. 
 
Fire/Severe Weather Drills 
Fire and Severe Weather Drills are held throughout the year. Staff will escort children to a safe 
area. When parents are on site for programming, they will join their children. 
 
Intruders 
If an intruder enters the building, the staff will be notified by the administration and classrooms 
will be locked until an all-clear is given by the police. 
 
Bomb Threat 
In case of a bomb threat at the High School or the Family Center, staff will escort children to 
designated safe area at Highland Elementary School. Parents who are not on site will be notified 
to pick up their children. 
 
All Early Childhood Staff are trained to respond to emergency events. 
 
 
Health 
 



Illness 
Columbia Heights Public Schools want to minimize exposing children, parents and staff to 
infectious diseases. Children with one or more of the following conditions should not attend 
school: 

• Diarrhea - 2 or more times – exclude from school until diarrhea-free for 24 hours  
• Vomiting - exclude from program until vomit-free for 24 hours  
• Undiagnosed rash or contagious rash  
• Lice – exclude from school until first treatment is completed and no live lice are seen  
• Pink eye(conjunctivas) until treated and eye redness has cleared  
• Sore throat – especially with fever or swollen glands  
• Streptococcal – exclude from school until 24 hours after treatment begins and the child 

is without fever  
• Chicken Pox – unless all lesions are dry and crusted 
• Fever of 100 degrees or more - exclude from school until fever-free without medication 

for 24 hours  
• Hand, foot & mouth disease – exclude from school until fever-free for 24 hours  
• Ringworm – exclude from school 24 hours after antibiotic treatment begins  
• Unusually tired, pale, lack of appetite, difficult to wake, confused or irritable  
• Cold related runny nose (green or yellow)  
• Persistent cough or breathing difficulty  
• If your child looks or acts differently - Awake all night, unusual crying, tired, pale, lack of 

appetite, irritable, or abnormally restless. 
• If your child has had recent surgery - as a precautionary measure, please wait 48 hours 

before returning. 
 
Immunizations 
State law requires that all children registered for Early Childhood classes submit immunization 
records before class starts each programming year. Children may not attend school 
without us receiving immunization records.  These will be reviewed by a Health Aid and 
returned to parent if immunizations need updating. Doctor signature is not required. 
 
Diapering/Bathroom 
If parents are on site for programming, they will be called if their child needs a diaper change. 
When changing diapers, please use the designated changing area and follow the posted diaper 
changing guidelines. Please dispose of diapers in plastic bags and in trash labeled for diapers.  
 
Emergency Forms 
All parents are required to complete an emergency information form if their child attends a 
class that meets more than once a week. 
 
Hand and Toy Washing 
In order to help in the health of all participants, please wash your child’s hands and your own at 
the beginning and end of each class. This has been shown to significantly cut down in 
transmission of colds!  Many diseases are carried in mucous and saliva. If you see your child 
mouthing a toy, give it to the classroom staff for appropriate cleaning when your child is done 
playing with it. Using a disinfectant, the staff washes toys and tables before and after snack. The 
staff assists children in washing hands before snack. 
 



 
Frequently Asked Questions 
 
What if my child only misses the cutoff date by one day?   
For all age specific classes your child must be the age specified in the class by description in the 
brochure. 
 
What are the procedures for cleaning toys? 
Toys that have been mouthed or handled by infants and toddlers are washed with soap and 
water and sprayed with a disinfectant solution before the next class.  Parents can help by 
putting mouthed toys in the “to be cleaned bucket” provided by the staff. 
 
What if my child has a difficult time separating for the parent discussion time? 
Helping a child through the lifelong process of learning to be apart from those they love is a 
valuable gift a parent can give a child.  In some of the younger age classes, separation is gradual.  
Our goal is to help make the separating process during these classes an easier one for both 
parent and child.  We do this by working together with you to determine what strategies will 
be most helpful. 
 
What kind of training do the teachers and assistants have? 
All Parent Educators and Children’s Teachers have four year degrees at minimum and are 
licensed by the Minnesota Department of Education.  Assistants and licensed staff have 
continuing education and in-service training throughout the school year. 
 
My baby will be born during the semester.  Will I be able to bring the baby into the 
parenting room? 
Newborns are always welcome in the parenting room.  We find that it’s best if the baby goes 
to sibling care (or remains in a mixed age children’s classroom) once they are no longer 
content to just sit or sleep during the class time.  This is usually by six months. 
 
Do I need to call if we won’t be in class? 
Yes, a phone call to one of the teachers is much appreciated. 
 
 
What if I can’t come to class one day - can my child still come with someone else? 
Yes. Your child may attend class with another adult if necessary, but not on a regular basis.  
However, please call the staff ahead of time to discuss this with the Classroom Teachers. 
 
What should I do if on a child-only day I’m unable to pick up my child and need to send 
someone else to do it? 
If someone other than a parent will be picking up your child, an advance written notice is 
required.  For the security of your child, picture identification will be requested from anyone 
other than a parent. 
 
Can I bring a child to ECFE/Pre-K class who is not registered?  For example:  what if I 
needed to take care of someone else’s child in an emergency? 
We need to maintain an appropriate teacher-child ratio in order for children to be safe and 
have the best possible experience. We understand about emergencies, but the children’s 
teacher must still be notified.  This would only be acceptable in an emergency situation not on 
days when older children do not have school. 
 



 
Parent-Child Interactions 
 

1. Focus on your child! Relax and enjoy the time with your child. Get down to your child’s 
eye level and create a meaningful connection through words, smiles and loving touches. 

2. Process is more important than product! At the Family Center, finishing an art project 
or puzzle is not the priority. Children need opportunities to choose the pace and 
activities, yet still have their parents’ relaxed, full attention. You’ll have time to visit with 
other adults during the class. 

3. Encourage language, regardless of age. Talk about what you two are doing and what you 
notice. “I see you’ve picked up a red block.” “Isn’t it fun to paint?” 

4. Stay positive. If your child misbehaves or doesn’t want to participate, don’t worry. Try 
talking with your child about what they can do. Instead of “Don’t climb on that chair,” 
say, “Feet on the floor.” Remember that while you are in the room with your child, you 
are fully responsible for your child’s safety and limit setting. Stay close! 

5. At the end of class, please assist staff in cleaning up the room. Encourage your toddler 
or preschooler to help as well! 

 
 
Separation Strategies 
Learning to separate is a necessary part of growth and development for parent and child, and 
can be difficult for both of them. By working together, parents and staff can help children move 
more smoothly through this transition. These tips may be helpful: 

1. Don’t sneak out! Always tell your child that you are leaving and will come back. Your 
child needs to trust you and the teachers. 

2. Tell your child where you are going. Explain how long you will be gone in terms of 
events, not time. “I am going to my class and I will be back after your snack.” 

3. Leave something special with your child.  A “lovey,” blanket, special toy or pacifier 
works well. A family picture or something your child identifies with you, such as your 
sweater, can also be helpful. Please label with your child’s name! 

4. Talk with your child about feelings. “I know you’re upset (worried, angry, etc.) but you’ll 
be all right. You can do this.” 

5. Get your child involved in an activity or with a staff member. 
6. Finally, with a confident smile, say, “I am going now,” or “I’ll be back soon.” Then LEAVE 

QUICKLY! If necessary, you can physically hand over your child to a teacher or 
caregiver. 

7. Should we call you back? We want parents and their children to enjoy their time with 
us. We will do our best to comfort your child. Staff will negotiate with parents, on an 
individual basis, as to when they would call you back to the room.  

8. “See? I always come back!” When you do return, greet your child with a smile and a 
tone of confidence that there was some success, even if your child starts to cry upon 
seeing you. They’re just relieved and need your calming, positive reassurance. 
 

 
Parent Discussion Guidelines 
The purpose of parent discussion time is to offer education and support that will strengthen 
families. Everyone brings something to this time together. The parent educator brings an 
awareness of group process and facilitating skills, as well as knowledge based on reading, 
research and experience with families. As the best experts on their own children, parents bring 



a wealth of information, experiences and insights. From these combined resources, parents can 
choose which options best fit their parenting styles and family needs.  
 
In order to create a safe, comfortable place for discussion, the following guidelines have been 
established.  

1. Everyone shares responsibility for the group. 
2. Support rather than judge. 
3. Value differing opinions. Disagree with mutual respect. 
4. Listen to each other, give everyone a chance to speak and avoid side conversations. 
5. Respect confidentiality. Outside the group, share what you learn but please don’t share 

names. 
6. You have the right to pass. 
7. You’re an important part of our group. If you will be absent, please contact the parent 

educator or early childhood educator for your class. 
 

 

Employment and Services Criminal History Background Checks – 
Notice to Parents and Guardians 
The school district has adopted a policy, the purpose of which is to promote the physical, social, and 
psychological well-being of the students.  Pursuant to this policy, the school district shall seek criminal 
history background checks for all applicants who receive and offer of employment with the school 
district.  The school district also shall seek criminal history background checks for all individuals who are 
offered the opportunity to provide athletic coaching services or other extracurricular academic coaching 
services to the school district, regardless of whether compensation is paid.  These positions include, but 
are not limited to, all athletic coaches, extracurricular academic coaches, assistants, and advisors.  The 
school district may elect to seek criminal history background checks for other volunteers, independent 
contractors, and student employees. 
 

 

School Board Policies 
For a complete listing of school board policies please see the Columbia Heights School District Website: 
www.colheights.k12.mn.us under School Board. 
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