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WELCOME TO THE NEST! 
 
We are happy you have chosen Rochester Catholic Schools Preschool for your child. Preschool is an 
exciting time for parents and children, and we look forward to a wonderful year of growth and learning 
with your family.  
 
The Nest is comprised of 3 preschools located at Holy Spirit Catholic School, St. Francis of Assisi 
School, and St. John the Evangelist/St. Pius X School (St. Pius X Campus).  Each school’s team of 
faculty and staff work together to establish a loving, safe, and structured community in which your child 
will develop strength of character, mind, body, and spirit.  
 
Within our carefully prepared environments, our trained and dedicated staff aim to cultivate confidence, 
compassion, and an enthusiasm for all great studies in God’s creation.  With our teachings rooted in 
the gospel of Jesus, The Nest serves as an Early Learning Academy for life!  
 
 
At that time the disciples approached Jesus and said, “Who is the greatest in the kingdom of heaven?” 
He called over a child, placed it in their midst, and said, “Amen, I say to you, unless you turn and 
become like children, you will not enter the kingdom of heaven. Whoever humbles himself like this child 
is the greatest in the kingdom of heaven. And whoever receives one child such as this in my name 
receives me.”  

Matthew 18:1-5 
 
 
 

We whole-heartedly welcome you to the Rochester Catholic School community! 
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EDUCATIONAL MISSION OF THE CATHOLIC CHURCH 
“Catholic schools afford the fullest and best opportunity to realize the fourfold purpose of Christian 
education, namely to provide an atmosphere in which the Gospel message is proclaimed, community 
in Christ is experienced, service to our sisters and brothers is the norm, and thanksgiving and worship 
of our God is cultivated.” (Renewing Our Commitment to Catholic Elementary and Secondary Schools 
in the Third Millennium, §2, 2005) 
 
DIOCESE OF WINONA CATHOLIC SCHOOL MISSION STATEMENT 
The Catholic Schools in the Diocese of Winona are learning communities rooted in the teaching 
mission of the Catholic Church offering academic excellence and Gospel values in a diverse and 
nurturing environment. 

 
ROCHESTER CATHOLIC SCHOOLS MISSION STATEMENT 
Rochester Catholic Schools develops the spiritual, social, emotional, and academic growth of young 
people. RCS partners with parents and the Catholic faith community to nurture the development of a 
Christ-centered learning environment that fosters a culture of excellence where students grow in 
wisdom, courage and character. Rooted in Gospel values, RCS students are challenged and 
supported to become critical thinkers, collaborative problem solvers, creative visionaries and servant 
leaders who bring hope to the world. 
 
ROCHESTER CATHOLIC SCHOOLS PRESCHOOL 
Rochester Catholic Schools (RCS) Preschool programs provide creative play and learning for children 
ages 3-5.  Each day the children have the opportunity to experience prayer, individual and small group 
learning, music, creative art, children’s literature, language development, activities which encourage 
fine and large motor development, and time to enhance their social skills.  Our program also includes 
science discovery and exploration, drama, and outdoor play.  RCS Preschool offers a wide variety of 
activities in order to accommodate the abilities and interests of all children enrolled.  To help organize 
the content and delivery of each of these areas of development, our staff follow the Creative 
Curriculum guide, a student centered investigative approach to early learning.  It is our goal to ensure 
that every child experiences happiness and success each day. 
 
Children are ready for our 3 year old Preschool classes when they have turned 3 years old before 
September 1st of the year they are enrolled; children registered for the 4/5 year old classes must be 4 
years old before September 1st  of the year they are enrolled.  ALL CHILDREN MUST BE 
COMPLETELY TOILET TRAINED BEFORE ENTERING RCS PRESCHOOL. 
 
 

 
 

THE WAY OF LIFE IN OUR CLASSROOMS 
We take good care of the people in our room. 
We take good care of the things in our room. 
We listen carefully when others are talking. 

We use quiet voices. 
We move quietly and slowly. 
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PRESCHOOL PROGRAM PLAN 
 

● Children attending RCS Preschool Programs will be supervised at all times. 
● The program serves no more than 16 children per class, with a ratio of 2:16.  
● The program operates Monday through Friday with morning and afternoon sessions.  Children 

may attend a two, three or five half-day program.  Classes will be held for three, four, and five 
year olds.  Families enrolled at Holy Spirit Catholic School and St. Pius X School have the 
option of additional childcare which opens at 7:15am and closes at 6:00pm.  The childcare 
classroom serves daily lunch and snack.  

● RCS Preschool offers a young child a variety of learning experiences. In a Christian 
atmosphere, the child is free to explore his/her environment and develop spiritually, 
emotionally, physically, socially, and intellectually through learning/interest areas, small group 
lessons, and whole group activities. 

● This program plan shall be reviewed and evaluated annually by a teacher of the program. 
 
Goals and Objectives 

 
    1.    Physical Development 

                 a.  Goal 
Our program strives to provide each child with the opportunity to use both 
large and small muscles during the group activities and free play, thus  
enhancing the development of large and small muscles. 

                 b. Objectives 
                      1.  To learn the skills involved in coordinating body movements. 
                      2.  To manage clothing independently. 
                      3.  To improve proficiency in printing own first name. 
                      4.  To increase small muscle development through printing, sewing, tracing,  
                           painting, cutting, puzzle making, small manipulative toys, and play dough. 
  
          2.    Intellectual Development 
                 a. Goal 

         Our program is designed to provide a learning environment which  
                     facilitates positive thinking, listening, vocabulary development, productive 
                     thinking, and independence. 
                 b. Objectives 
                     1.  To teach problem solving and creative thinking. 
                     2.  To improve language skills. 
                     3.  To gradually increase attention and interest span. 
  

3.   Social Development 
            a.  Goal 

    Our program works to help children accept themselves and others as important 
                parts of our world and community. 
            b. Objectives 
                1.  To learn to take turns. 
                2.  To learn to share. 
                3.  To develop the ability to accept rules and limitations. 
                4.  To promote the desire to seek the companionship of others. 
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      4.   Emotional Development 
               a. Goal  
                   Our program works to ensure that all children feel important and loved, that their  
                   ideas are recognized and discussed, and that they are unique individuals. 

           b. Objectives 
               1.  To develop a respect for the rights and feelings of others. 
               2.  To develop a positive self image within each child. 
               3.  To develop a respect for each person’s individuality. 
               4.  To develop the ability to express their feelings in an appropriate manner. 
 
If, at any time, a student is not making adequate progress towards these goals, the school will work 
with the family to determine the best course of action. Depending on the nature of the concern, the 
school may elect to follow our progressive behavior guidance plan, or work with the Early Childhood 
Special Education Team to determine next steps. Keeping the best interest of the children in our 
program is at the heart of all of our decisions.  We make a conscious effort to meet the needs of all 
learners.  If we are not able to meet the needs of a child after all interventions have been followed, we 
may ask the family to consider alternative educational settings supportive of the child’s needs and will 
offer assistance in the facilitation of this transition.  
 
The Daily Schedule and The Preschool Program Plan are posted in the classroom for review at any 
time. 
 
BEHAVIOR GUIDANCE PLAN 
 
General Behavior Requirements 

● All children at RCS Preschool will be provided with a positive model of acceptable behavior. 
● All policies and procedures at RCS Preschool will be tailored to the developmental level of 

children ages 3-5. 
● We will use redirection and acceptable alternatives when dealing with problem behavior. 
● Children at RCS Preschool will be taught to use acceptable alternatives to problem behavior. 
● Our policies are set to protect the safety of the children and staff at RCS Preschool. 
● All consequences for a child’s behavior will be immediate and directly related to that child’s 

behavior. 
 
Persistent Unacceptable Behavior 
The focus of behavior guidance is to teach children how to use acceptable alternatives to that behavior 
and attempt to redirect behavior into a constructive activity.  If the behavior continues, the staff may 
choose one of the following alternatives: 
 

● provide positive reinforcement for appropriate behavior and immediate consequences for 
inappropriate behavior. 

● guide children by setting clear, consistent, fair limits of classroom behavior. 
● guide children to resolve conflicts and model skills that help children learn to solve their own 

problems. 
● explain to the child why such behavior is not acceptable and have a “timeout” period which is 

documented.  When necessary, staff will ignore attention-seeking behaviors, allowing the child 
to make positive choices, and model pro-social behaviors. 

 
If a child exhibits persistent unacceptable behavior that requires an increased amount of staff guidance 
and time, a plan to address the behavior will be developed in conjunction with the parents, teacher and 
staff.  Children are never subjected to corporal punishment or emotional abuse. 

5 



Separation from the activity group and unacceptable behavior 
Separating a child briefly from the activity group will not be used unless: 

● All the previously listed methods have been used unsuccessfully in altering the unacceptable 
behavior. 

● The behavior threatens the safety or well-being of the child or other children.  
 
When a child is separated from the group, the child will be within continuous sight and hearing of the 
staff, and will remain in the classroom.  Separation is used to teach the child that a behavior is 
unacceptable.  
 
As soon as the child can alter or stop the undesirable behavior, the child will be returned to the group. 
 
Use of separation will be documented in the daily log and include the following information:  child’s 
name, staff person’s name, time, date, other less intrusive methods used to alter behavior, how the 
behavior continued, and how the behavior was threatening to the child or other children.  Parents will 
be notified if a child is separated from the group three or more times in a day, and this notification will 
also be documented in the daily log. 
 
Prohibited Behavior Actions 
RCS Preschool believe in the value of each and every child and their right to be treated with dignity 
and respect.  The staff will never use or direct another to use any of the following methods to address 
behavior issues:  
 

● Corporal punishment such as, but not limited to, spanking, rough handling, shoving, pulling, 
shaking, slapping, kicking, biting, pinching and hitting. 

● Emotional abuse including but not limited to name calling, ostracism, making derogatory 
remarks about the child or family, using language that threatens, humiliates, or frightens the 
child. 

● Separation from the activity group, except as stated under the behavior guidance plan. 
● Punishments for lapses in toilet habits. 
● Punishment by use of withholding food, light, warmth, clothing, or medical care. 
● Use of physical restraints such as ties or straps. Securely holding a child within a teacher’s arm 

is permitted when necessary to protect the child or other children from injury or harm. 
 
LICENSURE 
 
Licensing Information 
The RCS Preschool Programs are licensed through the Department of Human Services, Division of 
Licensing, State of Minnesota.  For general information, please call (651) 296-3971. 
 
Licensing Procedures 
As a licensed program, the RCS Preschool Program follows state regulations.  These regulations allow 
for care of 16 children (maximum) per session per classroom.  
 
Our program is licensed to operate a Preschool Program which services children between the ages of 
3 and 5 years of age.  The RCS Preschool Programs are in operation from September to June.  We 
serve families from Monday through Friday with morning and afternoon classes.  Additional childcare 
(open from 7:15am to 6:00pm) is offered at 2 sites as well.  
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PROCEDURES 
 
Absence Notifications 
Please notify the school secretary in the school office or email the teacher if a child is absent due to 
illness, appointments, or vacation.  
 
Arrival/Dismissal 
Arrival and dismissal information will be sent to parents by the classroom teacher.  Children should be 
picked up promptly at dismissal time.  At dismissal time, parents and siblings are asked to wait quietly 
at the designated pick-up location.  Arrival and dismissal to and from the Childcare Classrooms will 
require the signature of an authorized adult.  Families picking up children from childcare arriving later 
than 6:00pm may be subject to additional fees.  
 
Backpacks 
Children should bring a backpack to school each day.  We recommend that the backpack be kept in 
the same place at home so it is readily available each school day.  This is a simple task for which your 
child should assume responsibility.  It is important that you spend a few minutes after school each day 
going through the things in your child’s bag.  Ask your child to talk about projects, etc. and carefully 
read parent letters.  WHEN CHOOSING A BACKPACK, PLEASE CONSIDER THAT IT WILL NEED 
TO BE LARGE ENOUGH TO HOLD SNOWPANTS, PROJECTS, ETC.  PLEASE DO NOT SEND 
BACKPACKS WITH WHEELS. 
 
Calendar 
Preschool will follow the regular RCS calendar, which is available in the school offices or found on the 
RCS website (www.rcsmn.org). Please note vacations, and teacher workshop days on your personal 
calendar as there are no Preschool classes on these days.  School closings or delays due to 
emergency or weather will be announced on local radio and television stations, and are communicated 
through RCS email, phone message or text, if you have signed up for those options. 
 
Child Pick Up 
Parents/Guardians are asked to indicate on the emergency form the names of person(s) authorized to 
pick up their child.  If an unauthorized individual attempts to pick up a child, the staff will not release the 
child without getting parental permission.  Therefore, it is necessary for the parents to let the teacher 
know by phone call or signed note if a different person will be picking up their child. 
 
A court order is needed to keep a parent away from their child.  If this is the case, we need a copy of 
the court order on file at the school. 
 
If someone who is incapacitated attempts to pick up a child, all efforts will be made to convince that 
person to call a cab or let us call someone.  The proper authorities will be notified if necessary. 
 
Classroom Communication 
Preschool and Childcare newsletters will be sent home monthly. Please read them carefully as they will 
contain important notes for parents as well as information about classroom activities.  
 
If you have a note to send to the child’s teacher, please put it in the child’s folder in their backpack. 
The paraprofessionals go through the folders at the beginning of each class and make sure that notes 
from home get to the teacher.  It is best to phone the teacher after 3:30 p.m. 
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Clothing 
Preschool is full of messy activities.  Please be sure your child wears clothes which are suitable for 
playing with sand, water, paint, glue, etc.  We do provide paint shirts, but there are often drips and 
splatters.  Your child should also wear comfortable shoes appropriate for active play – tennis shoes are 
best. 
 
Children should be able to easily manipulate their snaps, buttons, etc.  While the teacher and 
classroom paraprofessional are available, time is sometimes important.  Please test these things at 
home. 
 
We have extra clean clothing available at school in case of need.  If your child comes home in these 
clothes, please wash them and return them to school so they will be available for other emergency 
situations. 
 
We try to play outside each day, weather conditions permitting.  Please dress your child appropriately. 
In winter, your child should wear a jacket, snow pants, hat, mittens, and boots.  
 
Conferences 
Parent-teacher conferences are held in the fall and spring.  Conferences are a time to discuss your 
child’s physical, intellectual, emotional and social development.  Children are welcome to come to 
conferences.  Please feel free to schedule a conference any time during the year if you would like 
additional time to talk with the teacher.  
 
Emergency Events 
If there are indications of severe weather or radio warnings, or if there is a utility failure at the school, 
parents will receive an email, a text message if parents signed up for this option, and announcements 
will be made on local radio stations for school closing announcements.  When there are blizzard 
conditions or it is extremely cold, parents may use their own judgment about sending children to 
school. 
 
In case of a tornado warning or sighting, the children will be kept at school in our designated tornado 
shelter area with staff until all danger from weather has passed. We will follow our tornado drill 
procedure.  Tornado drills will be practiced and documented during the months of September, April, 
May, and June. 
 
In case of fire, the class will evacuate the building according to our fire drill procedure.  Fire drills will be 
practiced and documented monthly. 
 
Children will be dismissed upon parental request when severe weather warnings are announced.  If we 
decide to close school early because of inclement weather or other unusual circumstances, RCS will 
send an email and/or parents will be called to pick up their child and take the child home.  If the 
elementary school has a delayed start time due to inclement weather, there will be no A.M. Preschool. 
If the elementary school has an early release due to inclement weather there will be no P.M. 
Preschool. 
Childcare availability on any half-day situation will be subject to staffing availability and the number of 
families in need.  
 
Field Trips 
Learning is extended outside of the classroom on field trips.  Children will be transported only by their 
own parent or by city bus.   Parents and children must wear seat belts on field trips.  All children will 
use car seats on field trips.  Each child must have a permission slip on file for each field trip or will not 
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be allowed to participate.  In case of illness or injury on a field trip, first aid will be given as appropriate 
and the child will be transported for emergency care, if needed. 
 
Liability Insurance 
RCS Liability Insurance is provided by the Diocese of Winona Self-Insurance Program.  The school 
and the Preschool Program are not liable for accidents, health difficulties, etc. which occur on the 
property or during school hours.  The level of liability insurance carried by RCS can be obtained in the 
RCS Director of Schools office.  
 
Missing Child 
Children at RCS Preschool will be supervised at all times. If, by chance, a child would be noticed as 
missing, the head teacher would conduct a search of the building while the administration checks the 
outside area.  If the child has not been found within three to five minutes, the police and parents will be 
notified.  All attempts will be made to locate the child. 
 
Parent Visits 
Parents are welcome to visit Preschool at any time.  Please arrange visits directly with the teacher. 
 
Parent Grievance Procedure 
Parents who have a grievance are asked to follow these steps: 

● Meet with the teacher to discuss the issue.  The teacher will respond with a written summary of 
the meeting and a description of steps which will be taken to resolve the conflict. 

● If parents are dissatisfied with the process in Step A, they will arrange to meet with the principal 
of the school the child is attending and/or the program coordinator.  The principal or coordinator 
will respond with a written summary and action steps. 

● If parents are dissatisfied with the process in Step B, they will arrange to meet with the next 
level of Administration. 

 
Parental Permission 
RCS Preschool Programs shall obtain parental permission in writing before allowing any research, 
experimental procedure, or public relations activity involving their child to take place. 
 
Pets 
RCS Preschool Programs have an open procedure dealing with pets.  Visits from pets must be 
arranged beforehand and occur outside of the school building.  If there are any problems or questions, 
please contact us immediately.  
 
Snacks 
Your tuition fee includes all snacks.  We serve nutritious foods accompanied by milk, water or 
unsweetened fruit juice.  
 
Tuition 
Tuition is billed through SMART Tuition. Tuition and payment information will be given to each family at 
the time of enrollment.  Financial Aid is available through FAIR.  Information regarding the Financial 
Aid process will be included in the enrollment or acceptance packet information.  
 
Volunteer Requirements 
Although parent volunteers are not widely used in Preschool, all volunteers at RCS must successfully 
complete the Diocese of Winona Safe Environment training: Virtus and a Criminal Background Check. 
You can sign up for Virtus training by visiting www.virtusonline.org and clicking on registration on the 
left side of the page.  Following the instructions for registering and enrolling for a training.  When your 
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training is complete please bring your Virtus Certificate and Criminal Background Check form to the 
school office. We strongly suggest you complete this training so you are in compliance when volunteer 
opportunities arise.  
 
Weekly Broadcast 
Families are signed up to receive our electronic newsletters delivered via email every Friday and/or the 
last day of the school week.  If you do not have access to email, please notify the school office and a 
paper copy will be provided for you. 
 
HEALTH & MEDICAL 
 
Administration of Medication 
If a child requires medication during school hours, written instructions must be provided by a parent. 
Medications must be in their original containers bearing the original label with legible information. 
Non-prescription medications must be administered according to the manufacturer’s instructions, 
unless there are written instructions for their use provided by a licensed physician or dentist.  All 
medication will be kept out of the reach of children.  Please request a medication policy/permission 
form from the teacher if your child needs medication at school.  
 
Child Injury/Illness 
Each parent is asked to complete an Emergency Form for their child at the beginning of each school 
year.  This form contains information for the school on what action should be taken in case of accident 
or illness.  If there is an indication that the situation is serious, 911 will be called, and the parents will 
be contacted. 
 
In case of non-threatening illness or injury, the child will be kept under supervision separate from 
classmates until transportation can be arranged.  Minor first aid will be handled by staff. 
 
Each parent will receive a listing of reportable contagious diseases upon the enrollment of the child into 
school.  If their child contracts any of these diseases, they must notify the school within 24 hours. 
Parents must notify the school within 24 hours of diagnosis of lice, scabies, impetigo, ringworm, or 
chicken pox.  After we receive the notification, we will notify the other parents of children in that class 
by a letter sent home with the children. 
 
Emergency Medical Care 
As previously indicated, in case of emergency, 911 will be called and we will abide by their decision to 
call an ambulance.  If an ambulance is needed, the child will be transported for emergency care to the 
nearest facility. 
 
First Aid and CPR 
First Aid and CPR certification is required for all teachers and assistant teachers.  A staff person 
trained in CPR and First Aid must be present during all hours of operation and on field trips.  A Red 
Cross first aid manual and first aid kit are available in the classroom area.  If the injury or illness is 
minor, it will be handled by the staff or by calling the parents.  If there is an indication that the situation 
is serious, 911 will be called, and parents will be contacted. 
 
Health and Immunization Forms 
Parents are required to submit an immunization form prior to their child’s attendance of the 
first program session.  This form must be signed by a parent, physician, or public health clinic, and 
must be kept up-to-date.   Medical or legal exemptions to the immunization requirements must be 
submitted prior to entrance. 
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In addition, a Health Care Summary signed by a physician or their representative must be submitted 
within 30 days of enrollment for each child.  All children must have had a physical exam after they have 
reached 33 months of age.  
 
The signature of a physician or public clinic is required on the immunization form if the child has not 
received all of the immunizations required by law for child care.  A signature from a physician will also 
be required if the child has not had the Chickenpox Vaccine (Varicella), but has had Chickenpox.  
 
Illness 
Parents are often faced with making a decision to keep their child at home or send him/her to school. 
If a child remains at home and has the care he/ she needs when first becoming ill, the length of the 
illness is often shortened.  
 
Staying home and resting permits the body to combat the illness more quickly.  If your child is coming 
down with a communicable disease remaining at home may prevent infecting the rest of the children.  
     It is required that children remain at home if they have the following symptoms: 

● Severe colds, coughs, or sore throats 
● Eye infections, especially if discharge is present 
● New skin rashes - unless medical opinion states rash is non-communicable 
● Temperature of 100 degrees or more with or without symptoms 
● Nausea, vomiting, diarrhea, or abdominal pain 
● Any other sign of acute illness 
● We strongly recommend you keep your child home until throat culture results are known. Child 

must be on antibiotics for 24 hours following a positive culture 
● Chickenpox - Child must remain at home until all blisters have dried into scabs, usually 6-7 

days after the rash first appears 
 
Children may return to school when free of symptoms. 
 
POLICIES 
 
Sexual Misconduct/Abuse Policy 
Sexual misconduct or abuse by personnel of RCS is contrary to Christian principles and is outside of 
the scope of the duties and employment of all personnel.  All personnel must comply with applicable 
state and local laws regarding incidents of actual or suspected sexual misconduct or abuse and with 
the policies defined in the personnel manual of the Rochester Catholic Schools. 
 
All employees of the school have received a Sexual Misconduct Policy Manual and are required to 
complete a signed pledge of commitment to uphold the policy at all times. 
 
According to state law, all Preschool staff are mandated reporters of suspected child abuse and/or 
neglect. 
 
Drug and Alcohol Policy 
RCS Preschools prohibit employees, subcontractors, and volunteers who are directly responsible for 
children from abusing prescription medications or being in any manner under the influence of a 
chemical that impairs the individual’s ability to provide services or care. RCS Preschool staffs, 
volunteers or any subcontractors, will be trained about the drug and alcohol policy.  
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PHYSICAL ACTIVITY IN PRESCHOOL - Policy 4105 
 
Rochester Catholic Schools recognize the physical, social and developmental benefits of regular 
physical activity for young children.  Rochester Catholic Schools is dedicated to promoting the health of 
children through physical activity policies and practices. 
 
Procedure: 
Rochester Catholic Schools had made a commitment to adhere to best practice recommendations for 
physical activity in preschool. 
 
I. Active Opportunities 

● Time for structured (teacher-led) physical activity and unstructured play is provided 
● There are opportunities for outdoor active play every day (weather permitting) 
● Children are not seated for periods of more than 20 minutes and will not be required to 

remain (awake) on resting cots for childcare longer than 30 minutes.  
● Rare use of videos will be for educational or developmental purposes only 

 
II. Play Environment 

● There is space for outdoor activities  
● There is an indoor space for activities 
● A variety of play equipment including fixed (slides, climbing, ladders) and portable (balls, 

mats)  is provided 
● Equipment is maintained 

 
III. Staff Behavior 

● Staff joins children in active play 
● Staff encourages children to be active 
● Active playtime is not withheld for misbehavior 

 
IV. Physical Activity Support 

● There is visible support for physical activity in classrooms and common areas (books, 
posters, pictures) 

● There are no televisions or electronic games in the classroom; the use of any electronic 
technology will be implemented for intentional teaching strategies only and will be 
managed and monitored by staff at all times 

 
V. Physical Activity Training 

● Physical education is provided to children at least once per week 
 
MALTREATMENT OF MINORS MANDATED REPORTING POLICY FOR DHS LICENSED 
PROGRAMS 
 
Who Should Report Child Abuse and Neglect 
● Any person may voluntarily report abuse or neglect.  
 
● If you work with children in a licensed facility, you are legally required or mandated to report and 

cannot shift the responsibility of reporting to your supervisor or to anyone else at your licensed 
facility.  If you know or have reason to believe a child is being or has been neglected or physically 
or sexually abused within the preceding three years you must immediately (within 24 hours) make 
a report to an outside agency.  
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Where to Report 
● If you know or suspect that a child is in immediate danger, call 911. 

● All reports concerning suspected abuse or neglect of children occurring in a licensed facility should 
be made to the Department of Human Services, Licensing Division’s Maltreatment Intake line at 
(651) 431-6600. 

 
● Reports regarding incidents of suspected abuse or neglect of children occurring within a family or in 

the community should be made to the local county social services agency at 507-328-6400 or local 
law enforcement at 507-328-6810.  

● If your report does not involve possible abuse or neglect, but does involve possible violations of 
Minnesota Statutes or Rules that govern the facility, you should call the Department of Human 
Services, Licensing Division at (651) 431-6500. 

What to Report 
● Definitions of maltreatment are contained in the Reporting of Maltreatment of Minors Act 

(Minnesota Statutes, section 626.556) and should be attached to this policy. 

● A report to any of the above agencies should contain enough information to identify the child 
involved, any persons responsible for the abuse or neglect (if known), and the nature and extent of 
the maltreatment and/or possible licensing violations.  For reports concerning suspected abuse or 
neglect occurring within a licensed facility, the report should include any actions taken by the facility 
in response to the incident.  

● An oral report of suspected abuse or neglect made to one of the above agencies by a mandated 
reporter must be followed by a written report to the same agency within 72 hours, exclusive of 
weekends and holidays.  

Failure to Report 
A mandated reporter who knows or has reason to believe a child is or has been neglected or physically 
or sexually abused and fails to report is guilty of a misdemeanor.  In addition, a mandated reporter who 
fails to report maltreatment that is found to be serious or recurring maltreatment may be disqualified 
from employment in positions allowing direct contact with persons receiving services from programs 
licensed by the Department of Human Services and by the Minnesota Department of Health, and 
unlicensed Personal Care Provider Organizations. 

Retaliation Prohibited 
An employer of any mandated reporter shall not retaliate against the mandated reporter for reports 
made in good faith or against a child with respect to whom the report is made.  The Reporting of 
Maltreatment of Minors Act contains specific provisions regarding civil actions that can be initiated by 
mandated reporters who believe that retaliation has occurred. 

Internal Review 
When the facility has reason to know that an internal or external report of alleged or suspected 
maltreatment has been made, the facility must complete an internal review within 30 calendar days and 
take corrective action, if necessary, to protect the health and safety of children in care.  
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The internal review must include an evaluation of whether: 
● related policies and procedures were followed;  
● the policies and procedures were adequate;  
● there is a need for additional staff training;  
● the reported event is similar to past events with the children or the services involved; and  
● there is a need for corrective action by the license holder to protect the health and  

safety of children in care. 
     

Primary and Secondary Person or Position to Ensure Internal Reviews are Completed 
The internal review will be completed by school principal. If this individual is involved in the alleged or 
suspected maltreatment, Mr. Michael Brennan, Director of Schools will be responsible for completing 
the internal review. 
 
Documentation of the Internal Review 
The facility must document completion of the internal review and make internal reviews accessible to 
the commissioner immediately upon the commissioner's request.  
 
Corrective Action Plan 
Based on the results of the internal review, the license holder must develop, document, and implement 
a corrective action plan designed to correct current lapses and prevent future lapses in performance by 
individuals or the license holder, if any. 
 
Staff Training 
The license holder must provide training to all staff related to the mandated reporting responsibilities as 
specified in the Reporting of Maltreatment of Minors Act (Minnesota Statutes, section 626.556).  The 
license holder must document the provision of this training in individual personnel records, monitor 
implementation by staff, and ensure that the policy is readily accessible to staff, as specified under 
Minnesota Statutes, section 245A.04, subdivision 14. 
 
The mandated reporting policy must be provided to parents of all children at the time of 
enrollment in the child care program and must be made available upon request. 
 
SCHOOL CONTACT INFORMATION 
 
Holy Spirit Catholic School 
5455 50th Ave. NW 
Rochester, MN  55901 
507.288.8818 
 
St. Francis of Assis School 
318 11th Ave. SE 
Rochester, MN  55904 
507.288.4816 
 
St. John the Evangelist/St. Pius X (St. Pius Campus) 
1205 12th Ave. NW 
Rochester, MN 55901 
507.282.5161 
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