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Overview  

Mission 

Empowering preschool-aged children to believe "I can" through guided learning experiences in a 

nurturing and safe environment. 

 

PSI Child Centers’ (dba Sunshine School) Philosophy 

Founded in 1978 by a group of PSI graduates, PSI Child Centers (dba Sunshine School) is based 

on the guiding principles that: 

• Young children learn in an atmosphere of love and support 

• Each child should be valued for his or her uniqueness 

• Each child should be nurtured in a family environment of shared experiences and in an 

environment that nurtures a sense of community 

• Each child is a capable learner. 

The staff and board of directors have attended the Basic PSI seminar to perpetuate these beliefs. 

 

At Sunshine School, we focus all aspects of our program on building and enhancing a child’s 

positive self-image. A positive self-image creates the foundation that allows each child the 

freedom to be unique. 

 

With this as our foundation, each child is supported in the following: 

• Developing individuality 

• Understanding and being in touch with their and other’s feelings 

• Communicating effectively 

• Instilling responsibility and being self-directed 

• Finding solutions to problems independently and in collaboration with others 

• Making positive choices 

• Respecting self, others, and the environment 

• Being of service to others 

• Taking risks 

• Being a part of a learning community 

 

Our curriculum engages children in making connections between home, school, and community. 

We believe that school can be an important part of a child’s life. We provide an environment that 

allows children the freedom to explore their world through play. Through these experiences, 

each child discovers that learning is an exciting and continual process. Making connections, 

sharing life experiences, and growing with love all foster this idea. 

 

The school is a private, non-denominational, not-for-profit organization. 

 

Curriculum  
Each of our three classrooms include learning centers: a creation station, sensory table, library, 

unit and hollow blocks, dramatic play, science and discovery, writing center, puzzles, and 

manipulative games. The daily schedule provides children with time for uninterrupted indoor 

active play in the learning centers and on one of our two outdoor playgrounds, as well as time 

for quiet resting, family style meals, morning meetings, and small group teacher-directed 



5  

activities. 

 

We develop a sense of community through chores or jobs, which each child selects and 

accomplishes during their time at school. Classroom jobs may include setting up the table for 

lunch, watering the plants, feeding the animals, putting away laundry, or inspecting the learning 

centers after cleaning up time. 

 

We strive towards having a sustainable environment. Children help with the compost by adding 

classroom waste to the worm bins. We encourage families to reduce, reuse, and recycle by 

having them donate items (empty milk cartons, egg cartons, etc.) for our creation station. We 

also use reusable dishes, metal utensils, and cloth napkins at mealtimes and washcloths for 

cleanup. When packing home lunch for field trips, families are encouraged to use reusable 

containers. Children help to take care of the gardens around the school through planting, 

watering, and harvesting. 

 

During their morning meeting, children go through a period of quiet sitting while teachers do a 

guided visualization with them. Children take turns to express their thoughts and feelings. A 

story and songs with movement are also a part of the meeting. 

 

An integrated unit of study is used as the vehicle for organizing activities and preparing the 

classroom environment. For example, for the unit Life Cycles, children observe the life cycle of a 

butterfly and/or a plant, as well as reflect on their time as an infant to a preschooler and, soon, to 

a Kindergartener. Teachers also observe the children in order to create units of learning that 

interest the students. Activities are addressed in each domain (literacy, language, science, social 

studies, physical, song and movement, literature, field trips, cooking, and math) to ensure a 

balanced curriculum. 

 

Sunshine School uses logical and natural consequences as effective methods of behavior 

management of children. Teachers and staff regularly communicate with children – and have 

them help develop – expected classroom behaviors and/or “rules” for social and emotional 

choices. When a child makes a poor choice or struggles with big emotions or feelings, the child 

will receive statements and support or attention. Parents will be informed about the on-going 

observations and plan to address behaviors. This method helps the child better understand what 

is expected and, ultimately, an understanding of good self-concepts, problem solving abilities, 

and self-discipline develops. 
 

General Information 

Campus  
Sunshine School is located at 175 Kihapai Street in Kailua. The campus consists of three 

spacious classrooms, each with an outdoor deck. There are two large outdoor play areas. The 

front playground is equipped with environmentally friendly Jimmy Jolly custom-designed play 

structures. The back playground is CPSI (Certified Playground Safety Inspection) certified and 

meets/exceeds Federal Playground standards. It was designed by Leather’s and Associates. The 

administration building houses a commercial kitchen, accounting office, and a resource room 

for       parents, teachers and staff. 
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Board of Directors  
Sunshine School is governed by a Board of Directors, which consist of community members and 

parents. The different backgrounds and strengths of the Board members provide diverse talents, 

knowledge and skills to the school. Interested parents are encouraged to stand for election to the 

Board. 

 

A Kailua pediatrician provides services as our school’s private health consultant. Dr. Brit Reis is 

the current health consultant. 

 

Group Levels  
Sunshine School is licensed by the State of Hawaii Department of Human Services for 49 

children from the ages of over two years and eight months to nine years. There are three group 

levels: Seedlings (generally 2-3 years), Sprouts (generally 3-4 years), and Shoots (generally 4-5 

years). Placement within a particular group is decided according to the child’s age and 

developmental level. Movement from one group to the next occurs as space becomes available. 

The developmental needs of the child as well as recommendations from teachers and parents are 

taken into consideration. 

 

Sunshine Staff 
 

Seedlings Classroom: 

Shyla Layugan seedlings@sunshineschoolkailua.com 

Dominique “Nikki” Nakamura   seedlings@sunshineschoolkailua.com 
 

 

Sprouts Classroom:  
Raina Kahanu-McNeeley sprouts@sunshineschoolkailua.com 

Kali Higa sprouts@sunshineschoolkailua.com 

Kelly Friel      sprouts@sunshineschoolkailua.com
 

 

Shoots Classroom:  
Carrie Keike shoots@sunshineschoolkailua.com 

Maya Cummings shoots@sunshineschoolkailua.com 
 

Sunshine Plus: 

   Genevieve Dunn    sunshineplus@sunshineschoolkailua.com 

 

 

Director: Julie Kalakau: director@sunshineschoolkailua.com 
 

Office Manager: Renee Kaleiopu: office@sunshineschoolkailua.com 
 

Cook: Colleen Sanchez-Hunkin: cook@sunshineschoolkailua.com 
 

 

mailto:seedlings@sunshineschoolkailua.com
mailto:seedlings@sunshineschoolkailua.com
mailto:sprouts@sunshineschoolkailua.com
mailto:sprouts@sunshineschoolkailua.com
mailto:shoots@sunshineschoolkailua.com
mailto:shoots@sunshineschoolkailua.com
mailto:director@sunshineschoolkailua.com
mailto:office@sunshineschoolkailua.com
mailto:cook@sunshineschoolkailua.com
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Class Sizes  
4 full-time teachers, each classroom has an assistant to ensure a limited child-to-teacher ratio. In 

the event that a teacher is out the director will be the substitute.  

  
 

Classroom Child/Staff Ratio Group Size DHS Licensing Maximum 

  
Seedlings: 6:1 12 12:1 

Sprouts: 7:1 14 14:1 
Shoots: 12:1 23 16:1 

 

Sunshine School accepts Early Childhood Students, on a semester basis, who are pursuing a 

degree from Honolulu Community College or the University of Hawaii. 

 

Schedules  
Sunshine School offers flexible schedules that recognize the different and changing needs of 

parents and their children. Parents may elect to send their child five days a week regular day 

(until 3:00pm) or with an extended day (until 5:45pm). Space is limited in each day-length, so 

early enrollment in all levels is advised and changes from one day-length to another during the 

school year can be made on a space-available basis only. 

 

Transportation  
Staff members do not transport children to or from school. 

 

For field trips, we charter a bus to provide transportation from the school to the field trip site and 

back. The school will occasionally use public transportation through the City and County of 

Honolulu bus system. Classes also take walking field trips around the Kailua community. 

 

Hours of Operation and School Closures (Pre Covid- See COVID updates)  
Sunshine School operates from 7:00am to 5:30pm, with the regular day ending at 3:00pm. The 

school is open Monday-Friday year-round except for winter and spring breaks, a 1-week closure 

in summer for environment preparation for the new school year, 4 Professional Development 

days, and the following state holidays:  
 

• President’s Day 

• Spring Break (1 week) 

• Prince Kuhio Day 

• Good Friday 

• Memorial Day 

• Kamehameha Day 

• Independence Day 

• Environment Preparation Days (1 week) 

• Statehood Day 

• Labor Day 

• Veteran’s Day  

• Thanksgiving Break (Thursday and Friday) 

• Winter Break (2 weeks) 

• Martin Luther King Day 
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Parents as Partners 

Confidentiality and Non-Exploitation  
All information about children is confidential. Unless an emergency arises, no information about 

any child or family member is disclosed to anyone other than staff without written permission 

from parent/guardian. Staff and administration will take every precaution to assure 

confidentiality and assess every situation carefully before releasing information. 

 

Neither children nor staff may be used in any advertising, promotional or fundraising materials 

without prior written consent of parent/guardian or staff member. 

 

A permission form will be distributed at the time of enrollment to get your consent to use your 

child’s image in media print, video or publications to promote the school’s fundraising efforts 

and on the website. This form will be held in your child’s file for the duration of the school year. 

 

We ask you to support our confidentiality policy by refraining from posting or sharing photos of 

children, families or staff on social media networks or other forms of media. Some families have 

strong feelings about not putting their child’s image out on the World Wide Web and we would 

like to support their choices in the manner. 

 

If you need our staff members to share information with other schools or professionals or to 

complete evaluations or reports that will be sent to others, please provide at least two weeks’ 

notice to our staff. A signed consent form (found on website) will need to be accompanied with 

the evaluations that allow the release of information from the school. 

 

Communication  
Open lines of communication between parents and teachers are maintained through informal 

conversations, written notes and emails, parent-teacher conferences and a home visit. Parent 

involvement is encouraged at every level. 

 

Teachers from each class writes, emails and prints a “Week-in-Review”, which includes 

highlights of the week, skills being promoted, important upcoming dates, and occasional “Home- 

to-School” activities. 

 

Weekly Activity Plans – which include the unit of study and classroom activities with the related 

skill/goal/or standard – are also electronically emailed to the parents. A hard copy is posted in 

each classroom. 

 

Parent-teacher conferences are scheduled two times per year and may be requested by either a 

parent or teacher as needed. Information about your child’s transition to school and teacher 

observations will be shared with you. Parent calls or emails are welcomed at Sunshine 

School. Parents should not hesitate to ask questions or raise concerns. Sunshine School news 

is primarily sent via email. Please check the classroom bulletin boards, sign in/out clipboards, 

front gate, and bulletin board on front office for information on school-wide events. 

Parent Advisory Council (PAC)  
Parent Advisory Council meetings are a vital resource for Sunshine School, allowing parent 

interaction with the staff, Board of Directors, and other parents. The purpose of the meetings is 

to provide value resources to parents, announce school improvement projects and fundraising 

ideas, and provide current information regarding the school’s needs. PAC meetings are held 

quarterly and begin with a one-hour parent workshop conducted by an early childhood 

professional. Following the workshop is a parent meeting which covers updates, workdays, and 
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relevant ways to support the school. Please check the bulletin boards and emails for the dates, 

times and workshop topics. Childcare with a light dinner is available for children and siblings (2 

years and up) for $5. 

 

Parent Participation  
Since parents are the first and most important teachers of their children, all parents are 

encouraged to participate in our preschool program in some way on a regular basis. Parent 

participation in the classroom truly enhances the child’s learning environment. You can share in 

the learning experience of your child while enriching the lives of others. The quality of the 

school is the result of parents and teachers working together. 

 

We always welcome parent participation. There are many helpful ways in which you can 

participate in our early childhood education program:  
 

• Special interest (share your hobby, cooking, career, art activity, etc.) 

• Make educational materials 

• Help with the care of school pets and plants 

• Serve as room parent 

• Chaperone learning field trips 

• Help repair the playgrounds and/or facilities 

• Participate with a community service project 

• Attend a family breakfast or afternoon social 

• Bring in fresh flowers to help create an aesthetic environment 

• Watch the children nap while teachers attend a staff meeting 

• Attend Parent Advisory Council meetings 

• Participate with the school’s annual fundraising efforts to raise funds for school 

improvement 

• Participate in workdays to improve the school’s facility 

 

Learning Trips  
The children go on field trips and watch theater troops perform at the school throughout the year. 

Destinations for field trips are diverse and support the classroom curriculum. Examples of past 

field trips include the Honolulu Zoo, Botanical Gardens, Waimanalo Country Farm, Honolulu 

Symphony, local bakery and the Kailua Library’s story time. Sunshine School field trips are 

designed to be fun but are also educationally valuable, helping a child translate what is learned in 

the classroom into a “real-life experience.” Permission forms are required for each child prior to 

the event. There are no provisions for care for children who do not wish to attend. Parent 

involvement on field trips is encouraged and welcomed. A certified ARC Advanced Life Saver 

or a YMCA Senior Lifesaver will supervise all beach trips. 

 

Transportation for field trips to the community is walking on foot or by school bus. Children 

should wear covered shoes or sandals with straps to avoid tripping. Children must also wear their 

Sunshine School t-shirt and school tag. A backpack with a water bottle, extra clothes, and a 

healthy home lunch should also be provided by parents for children to use during the trip. 

 

Each classroom will provide the morning snack for the field trip. We ask that families avoid gift 

shops, vending machines, snack carts, restaurants, etc. and not give treats or snacks to the 

children while on the field trip. We want to ensure the children’s health and safety, especially if a 

child has an allergy or intolerance or lifestyle preference. 
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We ask that chaperones do not smoke during the entire duration of the field trip. Also, please 

refrain from using your cell phone while chaperoning the children. We encourage you to be an 

active participant with the learning experience! Children deserve your undivided attention to 

ensure a safe, engaging, and fun field trip for the entire class. 

 

Grievances  
The Board recognizes that effective school governance requires that the primary responsibility 

for issues involving student discipline, curriculum, assessment and promotion and other day- 

to- day decisions regarding school management lies with the faculty, staff and Director of 

the School and these individuals are best suited to resolve conflicts that arise with respect to 

these issues. The Board has the authority to appoint, employ, and remove the Executive 

Director, but primary responsibility and authority over faculty, staff and volunteer 

organizations of the School are vested in the Director. The Board, therefore, will exercise any 

authority in this policy conservatively and narrowly so as not to usurp the authority granted to 

the Director. 

 

Informal Procedures: 

A parent should first attempt to resolve any grievance through discussion with the relevant 

teacher(s) or other involved persons. If the parent’s concern is not adequately addressed through 

an informal discussion with the teacher and/or staff involved, the parent should next attempt to 

resolve the grievance with the Director. If a grievance cannot be resolved in an informal manner, 

the parent may initiate a formal grievance procedure. 
 

 

Formal Grievance Procedure: 

In instances where informal means are ineffective or otherwise not feasible, the School offers 

these more formal grievance procedures. Grievance proceedings and information shall be kept 

confidential at all levels to the extent possible and permitted by law. A parent grievance is a 

formal written claim by a parent or group of parents identifying the concern, identifying the 

individual or group’s resolution attempts, and identifying any law, policy, or practice that 

is implicated by the concern. No one shall retaliate against a parent who files a grievance under 

this policy (or against a student whose parent files a grievance) in good faith. 

 

Level One  

Director Request a Conference. A parent may, by written request, seek a formal conference with 

the Director to address an unresolved grievance. The request shall succinctly describe the 

specific grievance(s) and related details, and shall identify any specific policy, rule, regulation or 

law believed to have been violated, and shall provide other relevant information to help the 

supervisor adequately understand the nature of the grievance. The request shall be filed within 

fifteen (15) business days of the most recent incident(s) or last informal attempt to resolve the 

grievance, provided that such attempt was made within ten (10) business days of the last 

incident. Following receipt of the written request, the Director shall, whenever possible, conduct 

a conference with the aggrieved parent(s) within ten (10) days. Within five (5) business days 

following the conference, the supervisor will state in writing his or her decision with regard to 

the grievance and a copy will be given to the parent. 

 

Level Two 

Appeal to the Board: Appeal of Rights and Discretionary Appeals. If a parent is not satisfied 

with the disposition of the grievance at Level One, the parent may, within five (5) business days 

of receiving notice of the decision of the Director, submit a written request to the Board of 

Directors to appeal the Director’s decision and to request a formal meeting. 
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Within five (5) business days of receiving the written request for appeal, the Board President 

shall issue a written notice to the parent and the Director indicating whether the Director’s 

determination is “final” in nature or whether the Board, in its discretion or by right of appeal, 

shall grant a meeting. The notice shall also specify, if a meeting is granted, the time it will occur 

and guidelines by which it will be conducted. 

When a meeting is granted, a panel consisting of at least three board members shall hear the 

grievance within ten (10) business days of the date the President's notice is issued to the parent. 

The Board panel may affirm, reverse, or modify the decision of the Director. Following the 

meeting, the parent and Director shall be informed in writing of the panel’s decision within five 

(5) business days after the meeting, whenever feasible. 

The decision of the Board panel is final. 
 

 

Sunshine School Admissions 

Enrollment 

Sunshine School admits children of any race, color, religion, national and ethnic origin to all the 

rights, privileges, programs, and activities accorded to the children at the school. It does not 

discriminate on the bases of race, sex, creed or national origin in any of its educational, 

admission, or other school policies. It is our policy to operate within our State and Federal law to 

follow the ADA law and accept children with disabilities within reasonable boundaries by 

considering whether the acceptance would result in undue hardship to Sunshine School. 

 

All parents wishing to enroll their child in Sunshine School should complete the necessary 

application forms and submit them to the school together with a non-refundable registration fee 

of $75. Due to the waiting list for entry into the school, early application is recommended. 

Sunshine School will ask parents to confirm annually whether they want to keep their child on 

the waiting list. If a parent responds “No” or does not respond, the child will be removed from 

the waiting list and parents must reapply if they wish for their child to be placed back on the list. 

 

Preference is given to siblings of current or past students of Sunshine School as well as PSI 

graduates. The Director will fill enrollment spaces based on the goals of the school. Sunshine 

School accepts admission for children over two years and eight months to six years. All 

applicants are accepted on a provisional basis in the order of application receipt. When a class 

becomes full, Sunshine School establishes a waiting list from which new children are selected in 

the event of later vacancies. Selections from the waiting list are made in accordance with the 

child’s position on the waiting list as well as keeping a female/male balance in each program. 

 

Notification letters are sent to parents as places become available. All efforts will be made to 

enroll your child in the day-length requested. In the event of a place becoming available in a 

schedule different than desired, the opening will be offered regardless, allowing parents the 

option to change their minds. Should the parent decline, the place will be offered to the next 

child on the list. The child passed over will then be first in line for the next available space. 

 

Once a child has been firmly accepted into the school, parents will need to submit a deposit of 

$350 by the date stated in the notification letter. This deposit will be applied to the first month’s 

tuition. Parents are asked to submit all medical forms (DOE form 14, DHS supplemental form 

908, Special Care Plan for Allergy, State of Hawaii TB form) and emergency contact form to the 

office before transition visits to the classroom begins. Sunshine School will only accept medical 

forms in their original state with the physician’s signature. It is the responsibility of the parents 

to keep Sunshine School informed of any record changes. 



12  

 

Children need to be fully toilet learned before enrollment. 

 
 

Sunshine School’s Immunization Policy 

Sunshine School requires that children attending our school be immunized and does not accept 

immunization exemptions. 
 

 

Background and Rationale 

Vaccines are one of the great public health advances of the 20th century and prevent hundreds of 

thousands of illnesses in the US every year. Vaccines protect both the person vaccinated and 

those around them from serious diseases, a concept known as herd immunity. Herd immunity 

protects other members of the community, such as babies too young to be vaccinated or those 

who cannot receive immunizations because of a medical condition, such as cancer. We have 

many families in our school with new babies or toddlers, who because of their age, are not yet 

immunized or only partially immunized. These children are put at risk when we allow non- 

immunized children to attend our school. 

 

We firmly believe in the safety of vaccines and that their many benefits far exceed the rare safety 

risks. Science supports that vaccination may be one of the most important health promoting steps 

parents can take with their healthcare providers. The vaccine schedule promoted by the 

American Academy of Pediatrics (AAP) and the Advisory Committee on Immunization 

Practices (ACIP) is backed by many years of scientific study and data on millions of children. 

Policy 

• The following immunization policy supports the safety of children attending Sunshine 

School, and their families. 

• A complete immunization record is required for each student. Sunshine School will 

follow the recommendations of the AAP and ACIP (see attached, Exhibit A). Students 

enrolling at Sunshine School must have proof of up-to-date immunizations as outlined by 

the Hawaii Department of Health Immunization Branch. (Administrative Rules HRA 

Title 11 Chapter 157). 

• Waivers: 

o Waivers for new students will be limited to approved medical waivers only. 

o Current students with waivers classified as religious or other will be 
grandfathered in and allowed to re-enroll. However, Sunshine School reserves the 
right to discontinue this practice of grandfathering, as needed. 

• Sunshine School reserves the right to decline admission or re-enrollment to any child 

who is not fully immunized. 

• Sunshine School reserves the right to exclude from the school any child who has not been 

fully immunized. In such cases, there will be no refund or tuition adjustment. 

• Enrolled children are required to keep their immunizations up to date in order to remain 

at the school. 

• Employees: 

o Waivers for employees will be limited to approved medical waivers. 
o Sunshine School reserves the right to decline employment to, or terminate the 

employment of, any person who is not fully immunized. 
 
 

Exhibit A: Immunization Table 
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Vaccine Number of vaccines required 

Diphtheria, Tetanus, Pertussis 

(DTaP or DTP) 

4 

Final dose: 6 months after third dose and not before 

age 12 months 
Polio (IPV, OPV or any combination) 3 

Hemophilus influenzae type b (Hib)* 3 or 4 depending on brand 
Final dose: Not before age 12 months 

Prevnar (pneumococcal disease) ** 4 
Final dose: Not before age 12 months 

Hepatitis B 3 

Measles, Mumps, Rubella (MMR) 1: Not before age 12 months 

Varicella (chickenpox) 1: Not before age 12 months 

Hepatitis A 1st dose: Not before age 12 months 

2nd dose: 6 months after first dose 

 

Sunshine School follows the ACIP (American College of Immunization Practices) on 

immunizations guidelines and adheres to ACIP’s list of medical conditions for contraindication 

to vaccinating. If vaccines are not completed by the standard schedule the medical consultant or 

director will review to ensure that the student is in compliance with ACIP standards. 

 

Tour of the School 

Prospective parents are always welcome at Sunshine School when time and schedules permit. 

Parent tours, prior to enrollment, are offered by appointment. We ask that you call the office to 

arrange a visit time and date. The Director conducts parent tours and introduces prospective 

parents to the facilities and the staff as well as answers any questions or concerns. 

 

School and Classroom Transition 

A mandatory parent orientation is held at the start of each school year. 

 

Sunshine school requires transition visits to the classroom before the child’s start date. 

Arrangements for dates and times will be scheduled between the classroom teacher and parents 

prior to enrollment. A total of four visits is highly encouraged. 

• The first visit will be for an hour in the afternoon with the parent and child. 

• The second visit will be for an hour or two in the morning, scheduled around the morning 

meeting, with the parent and child. 

• The third visit will be for an hour or two, and the parent will leave the school premises 

for 45 minutes, and then return. 

• For the last visit, the child will stay for the entire morning (8am-1pm) so he or she can 

experience the class day all the way through lunch without the parent. 

 

Teachers also make arrangements to do a home visit with each family. 

 

Children moving from one classroom to another will also go through similar visits to their new 

classroom. Parents are not required to accompany their child’s transition visits because the child 

is already enrolled in the school. 
 

 
 

Tuition / Tuition Aid  
Tuition is monthly-based and payable by on the 1st of each month a late fee will be assessed on 

any tuition paid after the 5th of the month. The monthly tuition is inclusive of meals, t-shirt, 
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fieldtrips and activity fees. A 10% reduction is given for the second child in the family attending 

Sunshine School. There are no credits given for absences. There are no refunds or reduced 

tuition for family vacations or extended absences. Space may be saved for a child only if tuition 

for that child is paid as if he or she were in daily attendance. One month (30 days) written notice 

is required prior to withdrawal. 

 

A $25 late fee will be assessed should tuition become delinquent. There will be a $25 charge for 

each returned check. Payment plans must be arranged for any amounts unpaid at the end of 30 

days. Failure to establish and meet a payment plan will result in the withdrawal of your child 

from Sunshine School. Arrangements can be established with our Office Manager. 

 

Sunshine School recognizes the benefits of a socially and economically diverse pre-school 

community and can provide a limited amount of financial assistance to several families. 

Application forms are available through the office. Financial aid is granted on the basis of need. 

Please see the Office Manager regarding state/federal funding through Arbors and Preschool 

Open Doors. 

 
 

Terminations 

Voluntary Termination: Parents/guardians must give written notice 30 days prior to withdrawal. 

Tuition will be charged for the full 30 days after written notice is given. 

 

Involuntary Termination 

Sunshine School makes all reasonable efforts to help both children and parents succeed in its 

programs. However, when it is determined that this is not possible, Sunshine School reserves the 

right to terminate enrollment. Whenever possible, the family will be given time to locate other 

childcare services. Involuntary termination may occur as a result of the following: 

 

• Non-payment of tuitions and/or fees 

• Child’s behavior is disruptive to normal functioning of the school 

• Lack of parent cooperation in efforts to resolve differences 

• Inability of Sunshine School to meet child’s developmental needs, as determined by the 

Sunshine School staff 

• Abusive behaviors and/or threats towards children, staff or other parents made by parents, 

guardians or any other adult who enters the grounds or participates in program activities 

• Parent or guardian consistently fails to abide by the policies and procedures outlined in 

this handbook 

 

Disputes   
Any dispute or controversy relating to PSI Child Centers (dba Sunshine School) which cannot be 

resolved informally between the parties shall first be submitted to mediation, and if the parties 

remain unable to resolve the dispute or controversy, be settled or resolved by a confidential 

binding arbitration in Honolulu, Hawaii by a single neutral arbitrator. 

 
 

Sunshine School Daily Activities 

Child’s Belongings at School   
 

• Small blanket for rest time, stored in a dishpan sized “cubby” 
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• Change of clothes, rain jacket, footwear (please dress your child in comfortable, safe 

clothing that you will not mind getting dirty or stained; please label all items with your 

child’s name) 

• A toothbrush for your child, which should be replaced twice a year or as needed 

• Optional – favorite cuddly toy or pillow from home 

***All items must fit completely in the cubby for health and safety reasons*** 

Please keep personal toys at home or in your car, not in your child’s cubby. 

Pick Up / Drop Off / Parking (Pre Covid- See COVID updates)  
Children may arrive any time after 7am, but please no later than 8:30am to ensure greeting and 

easy assimilation into their group. Pick up time for the regular day is 3:00pm. Charge for pick up 

after that time is $25 for each 15 minutes or fraction thereof. Sunshine School closes promptly at 

5:30pm. If it is not possible for you to pick up your child by 5:30pm, alternative arrangements 

must be made. The charge for pick up after 5:30pm is $25.00 for each 15 minutes or fraction 

thereof. 

 

Parking is available along the fence line of Sunshine School. You may also park along the side of 

the Sunshine School administration building for brief periods. Please park safely, being 

considerate of others. Do not leave children unattended in parked vehicles for safety. 

 

Sign In / Sign Out  
Parents are required to sign their child in when arriving and out when departing. The time and 

your initials are required each time. These are legal documents that we are required to keep and 

share with other agencies. Teachers will bring the sign in/out clipboard as the class moves from 

one place to the next (at the Seedlings room for breakfast, on the playground, etc.). The teachers 

will need to know the number of children in case of an emergency. No one, other than the people 

specified on school forms, may pick up your child. It is the parent’s responsibility to inform the 

school if someone other than those indicated will be picking up the child. All persons must show 

identification. 

 

Food Service  
Breakfast is served at 7:15am and completed by 8am daily. Snacks are served at 9:30am and 

3pm. Lunches are served at 11:45am. All meals are prepared in the school’s commercial kitchen 

that is annually certified and inspected by the Department of Health. The Department of Health 

Sanitation Branch’s placard is displayed and on file. 
 

Our food program is monitored by The State of Hawaii Child Nutrition Program (HCNP) for 

serving size, quality and quantity. Red meat is substituted with turkey and chicken. The Federal 

Government regulates components that are required for meals and snacks, as well as the portion 

sizes. Please consult your child’s teacher and the cook if you plan on sharing a special snack for 

your child’s class. We need to still be in compliance with what we need to serve the children and 

cannot substitute with a “treat.” (For example, we need to serve a “whole grain” in two different 

components daily. We might serve Triscuit crackers for morning snack and brown rice for lunch. 

We cannot serve cupcakes to replace the Triscuit crackers. We can replace a fruit or vegetable 

muffin made with whole wheat for the Triscuits because it would meet the “whole grain” 

component.) 

 

If your child has special dietary needs or restrictions, please inform the classroom and the 

kitchen staff. Our policy for food allergies requires a physician’s notation on school health forms 

(Form 14, Supplemental 908 with Allergy Plan) to be submitted at the beginning of every school 
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year. The information on the physician’s note should include the student’s name, allergy or 

intolerance, with the physician’s signature and date. No white out forms will be accepted. 

Parents will provide the substitute for food allergies and sensitivities that will be served during 

mealtimes. A five-week rotating menu is posted in each classroom and will be provided in the 

New Student Packet. 

 

Sunshine School acknowledges a family’s preference for a particular lifestyle regarding the type 

of foods their family consumes (e.g., vegan, vegetarian, gluten free, and/or organic). Families are 

able to supplement the meals offered by the school or bring in their own meals in a lunch box 

that will be kept in the classroom. Please communicate your family’s needs with your child’s 

teacher and the cook. 

 

In accordance with Federal law and U.S. Department of Agriculture policy, this institution is 

prohibited from discriminating on the basis of race, color, national origin, sex, age, or disability. 

(Not all prohibited bases apply to all programs.) To file a complaint of discrimination, write 

USDA, Director, Office of Civil Rights, Room 326-W, Whitten Building, 1400 Independence 

Avenue, SW, Washington, DC 20250-9410 or call (202) 720-5964 (voice and TDD). USDA is 

an equal opportunity provider and employer. 

 

Special Snacks 

Holidays and birthdays are special occasions for many families. We honor your family’s 

traditions and celebrations and welcome your participation with sharing them with our program. 

Please consider donating a book to commemorate your child’s birthday or holiday. Each teacher 

will make a special birthday book for your child. 

 

We would like to encourage you to consider low-sugar and low-fat alternatives to support a 

healthy lifestyle. Here is a list of our suggestions:  
 

• Oatmeal cookies 

• A fruit or vegetable muffin (made with 50% whole wheat flour, 50% all-purpose flour) 

like banana, blueberry, pumpkin, zucchini, etc. 

• Vegetables and dip 

• Fresh fruit 

• Trail mix with low sugar cereal, pretzels, nuts 

• Finger sandwiches 

• Yogurt with granola 

***It is imperative that you consult with your child’s teacher to be aware of any allergies or 

intolerances in your child’s class. *** 

 

Health Policies 

Absences / Sickness  
If your child is unable to attend school, please notify the teacher via a phone call to the office or 

to the teacher’s cell phone. If your child is unwell, please keep him or her home. A child will not 

be permitted to attend the school if he or she has any suspicious or identifiable medical ailments, 

or if he or she is still in the recovery stage, unless accompanied by a doctor’s note stating that the 

condition is no longer contagious to others. Children with the following symptoms should not be 

sent to school, and should these symptoms develop during school time, parents will be notified 

so the child can be taken home:  
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Fever, runny nose, sneezing, heavy coughing, severe colds, sore throat, earache, swollen glands, 

red or discharging eyes, nausea, diarrhea, headache, vomiting, skin eruptions, rashes, chills, 

and signs of listlessness, weakness or drowsiness. 

A fever is 100.4 or higher. If a child is sent home from school, they we be allowed to return to 

school when they are fever and symptom free without being medicated for 24 hours. If the fever 

originates at home, they need to be fever and symptom free for 24 hours. A doctor’s note is 

needed for children to return if they have been diagnosed with a contagious illness. 

 

Examples of common communicable diseases that require a doctor’s note to return include 

conjunctivitis (pink eye), hand/food/and mouth disease, impetigo, norovirus, pinworms, strep 

throat, chicken pox, and mumps. 

 

Updated sick policy for COVID 19 (07/28/2021) 

 

 

Notification of Changes to Health & Safety Policies / Coronavirus 

Effective August 2, 2021, the following changes to our health and safety policies to address the 

concerns of the Coronavirus. Sunshine School’s focus and commitment is to the health and 

safety of children, families, and staff. Every effort is being made to ensure the safest 

environment possible. All procedures follow Department of Human Services guidelines and 

CDC guidelines. 

Check-In and Pick-Up 

• Children will be required to come to school with a mask on.  

• Parents must have masks on.  

• Families will be greeted in the parking lot for drive up drop off. A staff member will 

greet the child (ren). Parents and other family members will not be allowed inside at 

morning drop off the due to high volume of people.  

• If your child is having a difficult morning or you need to apply sunscreen or bug 

spray, please park. This is to keep the morning traffic flow smooth.  

• Please be at school no later than 8:30 am. If you arrive after 8:30am please text 

classroom teacher to screen your child.  

• During check in, a trained staff member will take the temperature of the child 

(ren) and ask parents the following questions: 

o Have you or anyone in your household traveled out-of-state in the last 14 days? 

o Do you live with anyone or have you had close contact with anyone who has 

been diagnosed with COVID-19 within the past 14 days? 

o Do you or anyone in your household have a fever, cough and/or shortness of breath? 

o Have you had medication in the past 24 hours?  

• Children and staff will be required to wash their hands immediately upon arriving 

and at least hourly throughout the day. 

• Upon your arrival to pick up your child, a staff member will bring your child out to 

you during the 2:30pm – 3:00 pick up window. To limit contact and help us to 

maintain social distancing. 

• For children enrolled in the Sunshine plus program (Pick up between 3 pm and 5:30 

pm). Please Park and report to the “Shoots” room or playground where the children 

are. Children will be signed out by parent on Sunshine plus attendance sheets.  
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MASKS AND 6 FT OF DISTANCE ARE REQUIRED DURING THIS PICK TIME. 

There can be no congregating to minimize the exposure.  

• Breakfast will be available in each classroom and practice physical distancing. 

Breakfast is 7 am – 7:45 am. Breakfast will close at 7:45 and be picked up back to the 

kitchen.  

 

Healthy Environment 

• Children will remain with their classroom community, per DHS licensing ratios for the 

entire day (except for Sunshine Plus program where the last hour will be combined and 

distanced. Each classroom will have a dedicated assistant. 

• Increase disinfecting and sanitizing of high points through out program day.  

• Before and after used surfaces will be wiped down along with faucets, doorknobs, and 

other high touch areas. 

• Schedule ensures that playground and outdoor play is dedicated to one group at a time 

(no co-mingling) 

• Enhanced deep cleaning every night in all areas, on all touched surfaces. 

• Staff will have access to hand sanitizers and disposable gloves in each classroom 

• Each staff member and all children will wear masks throughout day except during meals 

and rest time, which will be physically distanced.  

• Staff will wash/scrub their hands and children will also wash hands a minimum of 

hourly (noted by the CDC as the most effective preventive measure). 

• Program tours will be given after school hours or via virtual platform until further 

notice to reduce the number of visitors in the building. 

• Children are required to wear slippers to school, and they will be removed upon entering 

the classroom. 

 

 

 

Meal Preparation & Service 

• All surfaces will continue to be disinfected before meal preparation and feedings using 

CDC- or EPA-approved products. 

• All staff will continue to wash hands before and after meal preparation 

• Each child’s meal will be plated in individual containers and served by staff, instead of 

served family-style. 

• Snacks will be individually wrapped or served by a staff member.  

• Water, juice and/or milk will be poured by a staff member 

Child Health and Sick Policy 

• Staff will receive education on COVID-19 symptoms as well as preventive measures. 

• Children or staff who start to experience symptoms of respiratory illness, including a 

fever of >100.4 while at school, will be isolated from other children until they can be 

picked up. 

• Sick children must be picked up within the hour of being notified via phone or message. 

• If child displays symptoms of COVID they will be sent home and remain at home until 

tested for COVID 19 or quarantine for 14 days. If COVID test is negative your child 

may return with proof of COVID negative result and has significantly improved with no 
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symptoms or medication for 24 hours. Parents should contact pediatrician to inquire 

about screening for COVID 19 and report recommendation to school. Child will need a 

signed doctor’s note clearing child to return to school. 

• In addition to arrival times children and staff have their temperature taken at 10:30 and 

2:30pm with Infrared Thermometer. 

• Symptoms of COVID are: 

• Fever 

• Cough  

• Vomiting  

• Sore throat 

• Onset of severe headache especially with fever 

Staff Health & Wellness 

• Staff will receive additional training on infection control and workplace disinfection. 

• Staff will wear cloth face coverings while in the classrooms with children. 

• Staff will not share their phone, devices, meal, or utensils with one another or children. 

• Staff will check their temperature at the beginning of each shift and notify their 

supervisor if >100.4 as well as self- monitor for signs and symptoms of COVID-19 and 

notify their supervisor if any develop (fever or respiratory symptoms). 

• Staff will wash their hands immediately upon entering the program and immediately prior to 

leaving, in addition to hourly.  

• Staff will not be allowed to work if they are feeling ill or experiencing respiratory 

symptoms. 

Tuition 

• If Sunshine School is open and your child is in attendance, tuition will be due in full. 

• Monthly tuition is expected to be paid on the 1st of the month. If we are forced to 

close there will be no refund or prorated tuition.  For your child to continue to be 

enrolled, tuition will be due. 

• No tuition exception made in the event of exposer or mandatory quarantine 

• If you choose to withdraw your child out our withdrawal policy is a 30-day notice in writing.   

• If you withdraw there is no guaranteed spot upon a request to return. 

 

Other safety measures 

• Water bottles will be allowed but left at school for the duration of the week and sanitized by 

staff daily. 

• We will not apply sunscreen or bug spray to the children. Please apply before you arrive at 

school! 

• Each child must have their own nap blanket and 2 pairs of extra clothes in their cubby 

these items are required at school. Cubbies will be sent home every Friday. 

• During nap time children will be spaced out with 3- 6 feet distance and/or placed head to toe 

to further prevent    transmission. 

Communication 

• Each group will have a group text for communication. 
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• Plans and updates will be sent via email 

• Teachers and Staff communicate via Walkie-Talkie on the school grounds to ensure no co-

mingling.  

If School has a positive case: 

• Report immediately to the director of a positive COVID test result.  

• The entire class will be notified and closed until all clear is given 

• The entire class will be required to get tested.  

• Sunshine School will follow all contact tracing protocols and guidance from medical 

professional.  

 

 

Travel (Updated 07/14/2021) 

 

Due to children under 12 being unable to be vaccinated and many places are not requiring masks for 

children. The new travel requirements will be as follows: Pre-travel test before arrival in Hawaii 

AND a post travel test 5-7 days after return with negative results before returning to school, please 

provide documentation. Or you can keep your child home 10 days post travel with no testing and 

return on day 11.  

 

 

Medications 

Only physician prescribed medications will be administered. Parents must sign a medicine 

permission form. Medicines must be in the original container and a calibrated measuring tool 

needs to be provided. 

 

Allergies 

Children with allergies are required to have a Food Allergy Action Plan. The child’s physician 

needs to complete the plan and information is dispersed to all food service areas. Staff is advised 

of action plans and procedures. 

 

Protection of Children  
All teachers and childcare providers in the State of Hawaii are required by state law to report any 

suspected abuse or neglect of a child to Child Protective Services, so that the family can receive 

help. Failure to report can result in fines and/or imprisonment. 

 

If unexplained bruises or injuries are noted on your child, we want you to know that we will 

discuss the situation with you. If a report to Child Protective Services must be made, you will be 

informed. Please remember that our goal and the goal of Child Protective Services are not to 

punish parents, but to help families in need of such services. 

Wading pools are used for water activities at our facility and are emptied after each use. 

 

 

Safety 

Health Emergencies 

The Director and teachers are trained in emergency first aid procedures and are CPR certified. 
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Minor cuts, bumps, etc. are dealt with on site and a written report is sent home. In more serious 

emergencies, you or your designated emergency contact will be called to come to care for your 

child. In the event of a medical emergency, your child’s primary teacher or the Director will 

contact you. Your child will be transported by ambulance to Castle Medical Center located at 

640 Ulukahiiki St., Kailua, Hawaii (phone: 808-263-5500) or to a hospital that the responding 

medical professionals propose at the time of transport. Your child’s primary teacher or the 

Director will travel and stay with your child until you arrive. We will make every effort to 

contact you, but treatment will not be withheld in serious emergencies. 
 

 

Injury Prevention  
 

• Sunshine School performs daily safety inspections of the classroom, playground, and 

equipment. Defective equipment will be removed or repaired as soon as possible to 

prevent injury. 

• Paths are swept daily and kept clean of debris and sand. 

• When visiting, parents are asked to keep all personal belongings, purses, briefcases, etc. 

out of the reach of children. 

• Playground safety is a major concern. One particular risk is associated with children’s 

clothing becoming entangled with equipment. Families are asked to ensure children do 

not come to school with clothing items that create more of a risk (ie: long necklaces, 

scarfs, sweatshirts, or clothing with drawstrings). If staff members determine a child’s 

clothing may be a risk, they will have the child change their clothing or remove the item 

that poses a possible risk. 

 

Fire 

• A fire drill is held monthly throughout the year. The signal for the drill or actual fire is a 

fire bell, which will sound from the seedlings room. Those who have difficulty walking 

or have other physical limitations will be excused from all drills. We will leave in an 

orderly fashion according to the evacuation plan posted in the facility, and under staff 

supervision proceed to the front of the school facing Kihapai Street or exit by the stream 

gate under the supervision of the teachers. After a role call and the all clear signal, we 

will return to the school. This procedure will be timed. 

• In the event of an actual fire, our evacuation procedures and destinations will be the same 

as the drill. 

• Should our facility be damaged by fire to the extent that we are unable to occupy it, we 

will temporarily be housed at the Kailua District Park located at 21 S Kainalu Drive 

Kailua, HI 96734 (phone: 808-266-7652). You will be called to pick up your child. 

 

Tsunami 

NOAA defines a tsunami as: 

Giant waves caused by earthquakes or volcanic eruptions under the sea. Out in the depths of 

the ocean, tsunami waves do not dramatically increase in height. But as the waves travel 

inland, they build up to higher and higher heights as the depth of the ocean decreases. The 

speed of tsunami waves depends on ocean depth rather than the distance from the source of 

the wave. Tsunami waves may travel as fast as jet planes over deep waters, only slowing 

down when reaching shallow waters. While tsunamis are often referred to as tidal waves, this 

name is discouraged by oceanographers because tides have little to do with these giant 

waves. 
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Below are the definitions of common tsunami announcements: 

• Tsunami Watch: Be Aware—A distant earthquake has occurred. A tsunami is possible. 

Stay tuned for more information. Be prepared to take action if necessary. 

• Tsunami Advisory: Take Action—A tsunami with potential for strong currents or waves 

dangerous to those in or very near the water is expected or occurring. There may be 
flooding of beach and harbor areas. Stay out of the water and away from beaches and waterways. 

Follow instructions from local officials. 

• Tsunami Warning: Take Action—Danger! A tsunami that may cause widespread 

flooding is expected or occurring. Dangerous coastal flooding and powerful currents are 

possible and may continue for several hours or days after initial arrival. Follow 

instructions from local officials. Evacuation is recommended. Move to high ground or 

inland (away from the water). 

 

Our facility is in an Extreme Tsunami Evacuation Zone (marked in yellow on the map) which 

means there is a low probability of an occurrence, but we are in a high impact zone. We will 

need to evacuate under an extreme tsunami warning. 

 

The school will evacuate to Kailua District Park located at 21 S Kainalu Drive Kailua, HI 

96734 (phone: 808-266-7652), or other shelter designated by the Department of Emergency 

Management. 

When the Civil Defense sirens sound, we will tune in to the Official Broadcasts channel KSSK 

on the radio. 

 

We will continue to care for your loved one until you are able to pick up. Please be aware that a 

citywide evacuation may result in traffic gridlock. We urge all families to minimize traffic and 

avoid picking up family members until the ALL CLEAR is sounded. 

 

Hurricane / Tropical Storm 

A hurricane is a type of storm called a tropical cyclone, which forms over tropical or subtropical 

waters. A tropical cyclone is a rotating low-pressure weather system that has organized 

thunderstorms but no fronts (a boundary separating two air masses of different densities). 

Tropical cyclones with maximum sustained surface winds of less than 39 miles per hour (mph) 

are called tropical depressions. Those with maximum sustained winds of 39 mph or higher are 

called tropical storms. 

When a storm's maximum sustained winds reach 74 mph, it is called a hurricane. 

Below are the definitions of common hurricane announcements: 

• A watch lets you know that weather conditions are favorable for a hazard to occur. It 

literally means "be on guard!" During a weather watch, gather awareness of the specific  

threat and prepare for action - monitor the weather to find out if severe weather 

conditions have deteriorated and discuss your protective action plans with your family. 

Watches are issued 48 hours prior to the arrival of a hazardous storm 

• A warning requires immediate action. This means a weather hazard is imminent - it is 

either occurring (a tornado has been spotted, for example) - or it is about to occur at any 

moment. During a weather warning, it is important to take action: grab the emergency kit 

you have prepared in advance and head to safety immediately. Both watches and 

warnings are important, but warnings are more urgent. Warnings are issued when the 

storm could affect Oahu within 36 hours or less. 

When a Hurricane warning is issued, the Director will make the decisions to close the school. 
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Warnings are typically issued far enough in advance (36 hours) to allow the school to remain 

closed as we are not yet open for the day. If evacuation is necessary, we will evacuate to Kalaheo 

High School located at 730 Iliaina St. Kailua, HI 96734 or other shelter designated by the 

Department of Emergency Management. 

 

Stay tuned to an Official Emergency Broadcast for school closure. 
 

Earthquake  
An earthquake is a sudden and violent shaking of the ground, sometimes causing great 

destruction, as a result of movements within the earth's crust or volcanic action. 
 

If we are inside, we will stay indoors and immediately take cover under tables and desks. If 

outdoors, we will stay outdoors and move toward the open area of the playground near the fence, 

away from electrical lines, tall buildings and trees. 

 

When the shaking stops, the Director will treat and care for injuries and evaluate the condition of 

the school. If the facility is sound, we will remain in place and listen for Civil Defense 

instructions. If the facility is damaged, we will evacuate to Kalaheo High School. 

 

Flood 

Our facility is located in an identified flooding zone. In the event we are advised to evacuate, we 

will evacuate the school to Kailua District Park located at 21 S Kainalu Drive Kailua, HI 96734 

(phone: 808-266-7652), or other shelter designated by the Department of Emergency 

Management. 

 

When the Civil Defense sirens sound, we will tune in to the Official Broadcasts channel KSSK 

on the radio. 

 

We will continue to care for your loved one until you are able to pick up. Please be aware that a 

citywide evacuation may result in traffic gridlock. We urge all families to minimize traffic and 

avoid picking up family members until the ALL CLEAR is sounded. 

 

*If public schools are closing for a disaster related event on Oahu, we will also close. Under 

no circumstances will we close until all school participants have been picked up. 

 

Insurance 

Sunshine School has liability insurance in the amount of $1,000,000 per occurrence for personal 

injury and property damage and $2,000,000 general aggregate. 


