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Introduction 
Western Heights Learning Center is a non-profit, Christian Childcare and School sponsored by Western Heights 
Church.  The school stands, without apology, for the old-time Gospel and the highest of morality and Christian 
behavior.  Additionally, praying to our Lord and Savior, Jesus Christ, is common and encouraged within this 
school.  This handbook is presented to you for your reference and review.  Should there be any questions or 
comments, please do not hesitate to contact us.  
 
Statement of Faith 

† We believe the Bible is the inspired and only infallible and authoritative written word of God. 
 

† We believe that there is one God, eternally existent in three persons: the Father, the Son, and the Holy 
Ghost. 

 
† We believe in the deity of our Lord Jesus Christ, in His virgin birth, in His sinless life, in His miracles, in 

His vicarious and atoning death through His shed blood, in His bodily resurrection, in His ascension to 
the right hand of the Father, and in His personal future return to earth in power and glory. 

 
† We believe that for the salvation of the lost and sinful man, regeneration by the Holy Spirit is 

absolutely essential. 
 

† We believe in the creation of man by the direct act of God as recorded in the book of Genesis. 
 

† We believe in the present ministry of the Holy Spirit by whose indwelling the Christian is enabled to 
live a godly life. 

 
† We believe in the resurrection of both the saved and the lost: they that are saved unto everlasting life 

and they that are lost unto everlasting damnation. 
 
Philosophy 
All truth is God’s truth. Jesus said, "I am the way, the truth, and the life." Nothing is true which does not 
recognize God as all in all. God reveals truth in His inspired Word, the Bible. Man can know the truth when the 
Holy Spirit enlightens his reason. To be adequate, any basis for education must include as its center, God’s 
revelation, not as a textbook on everything but rather, as the point of reference for evaluation of all other 
areas and sources of knowledge. 
 
A deep belief and desire to comply with God’s will as revealed through His word, the Bible, is the only way to 
develop Christ-like character and conduct in the child. The other assets of our program are bonus benefits to 
being in the will of God. 

 
We encourage our teachers to be sensitive to the child’s needs and to lead the child to knowledge of the Lord. 
 
We must insist that parents, who enroll children, speak enthusiastically of our program and actively seek to 
find reality in Christ. We are not restricting our school to members of our church, but we are asking applicants 
to be completely supportive of our methods and beliefs. 
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Objectives 

a. Provide an atmosphere conductive to moral and spiritual fidelity and the pursuit of Godly wisdom, 
knowledge and understanding, discerning truth from error. 

 
 b. To help each child learn and live to honor the Lord by meeting daily responsibilities with which God 

had entrusted him. 
 
 c. To aid each child in seeking his purpose for life’s service and necessary preparation for eternity 

through emphasis upon biblical principles. 
 
 d. To promote self-discipline and graciousness through training in self-motivation, consistency, 

appreciation, responsibility and thoroughness. 
 
 e. To teach the skill of independent study, so that the pupil shall be prepared to acquire knowledge 

without hindrance. 
 

f. To instill appreciation and respect for government and church, for our national, state, and Christian 
flags, for officials in national and local places of authority and for God ordained law and order. 

 
Accreditation 
Accreditation by state governmental agency is an administrative mechanism designed to ascertain uniform 
education for all children in secular schools. It was established as a governmental means of causing local public 
school districts to meet what the state educational agencies determined to be minimum academic and facility 
standards for government schools. 
 
Accreditation teams, therefore, investigate and approve or disapprove facilities and curriculum in educational 
institutions according to the criteria developed by secular educational Principals who may or may not be 
Christian. 
 
Accreditation of a private Christian school is not necessary for a graduate of that school to enroll in a college 
or university. Registrars of such institutions are interested in the academic merits of individual students, not in 
the name of their school of graduation. Thus, they evaluate each applicant’s academic aptitude through 
nationally standardized tests. Christian and private school students are consistently scoring higher on these 
tests than public school students.   
 
Western Heights is registered with the State Department of Education, listed in the New Mexico Educational 
Personnel Directory, and approved by the Federal Register. 
 
Staff 
Since Western Heights is a private school, our teachers are not required to have a teaching degree. The 
primary criteria in hiring a teacher at Western Heights are: 

a. As a ministry of Western Heights Church, Western Heights Learning Center is directed and staffed 
by personnel approved by the Administration of the Church.  
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b. The teacher must, first of all, be a Born-again Christian, and must be actively involved in their 
church. 

c. They must view teaching as a ministry. 
d. They must be trained in our current curriculum. 

 
 
Admission Policy 
Western Heights Learning Center admits students of any race, color, and national and ethnic origin to all the 
rights, privileges, programs, and activities generally afforded or made available to the students at the school. It 
does not discriminate on the basis of race, color, or national and ethnic origin in the administration of its 
educational policies, admissions policies, athletics, and other school-administered programs. As a Christian 
school, Western Heights Learning Center has certain requirements that are necessary to meet before a 
student can be considered for admission. These general entrance requirements are summarized for you 
below. The remainder of this Handbook will detail specific requirements. 

 
a. The student is encouraged to have a personal relationship with Jesus Christ, having made a 
commitment in personal salvation and must be living a consistent Christian life. 

 
b. We encourage parents and students to regularly attend a Bible believing church. A letter of 
recommendation from the pastor may be required. 

 
 c. No student that uses tobacco, alcohol, or drugs can be accepted. The use of such substances would 

result in the immediate termination of any student. 
  
 d. The dress code for all students must be followed. The dress code is listed in detail in this Handbook. 
 
 e. The child and parents must want to be a part of the daily training program of Western Heights 

Christian School. No student is accepted if he/she does not want to be in the school. 
 
 f. After reading all forms for enrollment, the parents and the student must be in agreement with the 

basic philosophy, rules, regulations, etc. and must agree to abide by and support them. 
 
Curriculum 
Western Heights Learning Center provides a comprehensive Christian education through a nationally 
accredited curriculum. 
 
Our school program is curriculum-based, and is suitably challenging to the students, both academically and 
spiritually. 
 
The instructional program includes basic subjects necessary for high school graduation, but also the spiritual 
and social training necessary to prepare the child to be a responsible, mature Christian citizen who will honor 
both God and country. 
 
Testing 
The measurement of success in achieving academic objectives is made through administering standardized 
tests for 3rd, 4th and 5th grade, and viewing national norms at the conclusion of the academic year. The 
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measurement of non-academic qualities must also be assessed. This evaluation is based on evident qualities of 
Christian character, changes in behavior, and the observable desire of the student to make right decisions. The 
standard in this area is the Scriptural principals of ethics and morality. 
 
Enrollment Policy 

a.  Students must be the appropriate age for their grade by September 1 to be enrolled in that 
classroom. 

 
b.  Your child is not registered until all required forms are completed and on file in the school office. 

This includes enrollment forms, immunization record, and emergency card, and additional forms 
the administration may require. 

 
c.  A copy of each child's current immunization records must be submitted with the enrollment 

application. WE WILL NOT ACCEPT ANY APPLICATIONS WITHOUT CURRENT SHOT RECORDS.  
Exemptions from the Public Health Department will be approved on a case-by-case basis.   

 
d. Registration fee must be paid in order for enrollment and placement to be guaranteed. Half the 

educational supply fee is due at time of registration, and the other half is due by August 1. Each 
parent or guardian is responsible for their child’s full annual tuition amount.  

 
e. An interview with student and parents is required for enrollment to be completed. 

 
Tuition 
Western Heights Learning Center participates in a tuition program called SMART. We will give you details 
regarding the SMART Tuition Program at the time of registration. You will need to fill out and return the 
required forms to get you set up for tuition payments or get setup online.  They have different payment 
options for you to choose from and will set up a ten (10) month payment plan with you.   
 
Payments are to be PAID IN FULL each month.  SMART will post a late fee each month if payment is not 
received by the 30th of the current month.     
 
Each guardian is responsible for the full yearly tuition amount.  All monthly tuition must be paid regardless of 
student absence.  There will be no reduction in tuition for any holiday closures, other closures or when your 
child is absent.  A student’s enrollment may be dropped whenever accounts become four (4) weeks past due.  
Your tuition payments are vital to the daily operations of our program.  When account balances are not up-to-
date, it is difficult for Western Heights to operate efficiently.  Therefore, should your account become 
continually delinquent, we will have no other recourse but to drop your child from our school’s enrollment.  
NO STUDENT WITH AN OUTSTANDING BALANCE OF A PREVIOUS YEAR WILL BE ALLOWED TO RE-ENROLL. 
 
Registration and Educational Supply Fees 
Registration and Educational Supply fees are non-refundable.  The whole registration fee and one half of the 
educational supply fees are due at time of registration.  The remainder of the educational supply fee due at a 
later date.  
 
Returned Check Policy 
If your check is returned we will charge a $25.00 fee. 
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Before and After School Care 
This is offered to parents of school-aged children, K5 through 5th grade who require childcare before 8:00am 
and after 3:30pm.  Check with the office for current pricing. 
 

 
Before and After late fee – You have one month to pay your before and after fees.  After that one 
month, you will be charged a late fee, per child. 
After-hours late fee - The Childcare Center closes at 6:00pm every day.  Any and each child left after 
6:00pm will be assessed a late fee of $25.00 and an additional $10.00 for every 15 minutes thereafter.  
This fee is not included in any assistance program and must be paid within the next billing period.  

 
NOTE:  If any child is left one hour after the center closes, and no emergency contacts can be reached, the 
Bernalillo County Sheriff’s Office will be contacted. 
 
Checking In and Out 
If you escort your child into the Center before 8:00am check them in at the front desk by clocking them in on 
the computer.  If you pick up your child after 3:30pm, clock them out on the computer. DO NOT SEND THEM 
IN ALONE DURING BEFORE AND AFTER HOURS.  Children will not be allowed to use the computer to check in 
or out.  
 
Restricted After Care Child Pickup 
Grade school children on campus after 3:30 pm will be included in our “after care.”  Although school aged 
children are aware of who is allowed to pick them up, we prefer that only immediate family do so.  However, 
Western Heights does not maintain a pick up list for school children; therefore, should there be restrictions, 
please make office administration aware of this.  
 
Closed Campus 
Western Heights has a closed campus.  Students may not leave the school grounds during school hours 
without permission. 
 
Attendance Policy 
All students must be present and on time each day for class. Habitual tardiness (at the direction of the School 
Principal) may result in a student being dismissed from the School and reported to the Attendance Officer of 
the State of New Mexico. All students should be in attendance each day school is in session. 
 
In keeping with New Mexico state law, it is our desire to cooperate with the families of our students by 
keeping attendance problems to a minimum. 
 
Absenteeism: 

a. The school day begins at 8:15am and ends at 2:45pm for Kindergarten and 8:30am - 3:00pm for 1st 
thru 5th Monday-Friday.  
 

b. Students coming in after 8:30 AM will be counted tardy. Any students who arrive at school 
between 11:00 AM and 1:00 PM will be counted absent for half a day. Any students who leave 
school between 11:00 AM and 1:00 PM will be counted absent for half a day.  
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c. When absent for more than three (3) days, the student must bring a written excuse from home 

signed by a parent/guardian the day following their absence. Students returning from an absence 
should bring their excuse to their teacher or school office.  

 
d.  If a student is out for extended period of time, a written excuse from a physician should be 

brought to the school for readmission. 
 
e. No student should continually request early dismissal for parent work schedule, convenience of 

transportation etc. 
 
f. Under no circumstances should a student miss more than ten days per semester. A student missing 

more than 10 days without a doctor’s note or personal family business approved by the Principal 
will be subject to having his or her grade substantially lowered. The Principal will hold conferences 
with the parents, either in person or by telephone, to determine mutually agreed upon solutions. 
Together we can discuss options to assist the student in continuing his or her education.   

 
If it is necessary for your child to leave school other than at normal times, clearance with the school office 
must be obtained. Students will be released to their parent(s) only unless special arrangements are made. Do 
not go directly to the classroom. Please report to the school office first. We will give you a visitor’s pass, or we 
will get the child for you. 

If your child wishes to make up work during the period of absence, please give the teacher at least one day’s 
notice so that they may properly prepare the make-up work. Parents will not be permitted to disrupt the class 
to search for a student’s workbooks, or materials to be sent home. 
 
If you know in advance that your son or daughter will be absent, please contact the teacher in advance so that 
arrangements can be made to have work completed, so the child will not fall behind in his/her class work. 
 
Dress Code 

All the students are expected to adhere to the specific dress code requirements of the given year of 
enrollment. Students MUST attend classes in complete dress code.  

 
      Boy’s Dress Code: 

Clothing cannot be excessively tight, baggy or long.  T-shirts must not portray a negative message.  Shoes 
are required at all times (no flip flops).  Shorts are allowed as long as they are at the knee and not 
excessively tight.  Hats are only allowed on the playground for sun protection and are only allowed 
outside.  
 
Boys’ hair should be trimmed at the nape of the neck and off the ears. Excessive shaved heads, carvings of 
designs and logos or mohawks are not allowed.  Hair may only be of naturally occurring colors.   Generally, 
haircuts should reflect a conservative, well-groomed image.  Jewelry, of any type, is not permitted.  No real 
or fake tattoos or body piercing will be allowed. 

 
Girl’s Dress Code: 
Shorts, dress or skirt lengths should not be shorter than knee length. Mini-skirts are not allowed, as well as 
any type of “skorts”, which is a combination of shorts and a skirt. We do not allow short dresses with 
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leggings.  Your dress, regardless of leggings, must be no shorter than knee length.  If your child wears 
leggings in place of pants/shorts, their top must knee length or no shorter than 4” above the knee.   

Blouses and tops must be modest.  Low cut, backless, strapless, or halter-tops are not allowed. When 
blouses are worn, they must be long enough so that they cover the top of the skirt or pants. Shirts and 
tops must not be too tight or too baggy.  Shoes (no high heels) and sandals must be worn at all time.  
Sandals must have a strap behind the heel (no flip flops).    

A girl’s hair should be neat and washed, with only naturally occurring colors.   No fake nails are allowed, 
and nails need to be clean and reasonably clipped.  Piercings are limited to the earlobes only.  No other 
jewelry is permitted.  No real or fake tattoos are permitted.   Hats are only allowed on the playground for 
sun protection and are only allowed outside. 

 
Dress Code Violations/Disputes: 
When students show up to class in violation of the dress code, they will be sent home to correct the 
violation or a parent or guardian must bring clothes to the child. Students will not be allowed to remain in 
class in violation of the dress code. The decision of the Principal shall be final in all dress code disputes. 

 
Hygiene Policy: 
A student’s personal hygiene is essential to his or her health. Children need to learn good personal. Grooming 
habits. The following are ways to build a healthy self-image: 

 Frequent bathing and hair washing. 
 Combing hair. 
 Brushing teeth. 
 Wearing clean clothes and underwear daily. 
 Wearing deodorants (mainly for older children). 
 Washing hands before meals and after restroom use. 

 
Hygiene is also important to the student’s social interactivity. If the lack of personal hygiene becomes 
offensive to others, or becomes disruptive to the daily routine of a classroom, the child may be sent home to 
correct the problem. The Administrator may take other actions if the problem continues.   

 
Discipline 
Discipline is not what you do to a child, but rather what you do for a child. Our total program is designed to 
develop spiritual, social, and academic qualities in your child.  It allows the child to assume responsibility 
themselves and for others, thus promoting self-discipline. It encourages the child to be fair, respect property, 
and to care about the world in which he or she lives. 
 
Western Heights Learning Center is NOT a corrective institution. Consequently, parents should not enroll their 
child with the idea that we will reform their child. We are here to work with the home, but not take the place 
of the parents who have experienced difficulty in fulfilling their role. If your child comes home complaining 
about a policy or discipline, please follow these procedures: 
Give the staff the benefit of the doubt. 

 Realize that the child will report from an emotionally biased viewpoint. All the facts may not be 
presented. 

 Support the school and call us for the facts. 
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When a problem arises with a student, the following procedures will be used: 
 The teacher will try to handle the problem privately with the student. The child may need to be 

isolated from the class until the teacher can deal with the student. 
 
If the teacher is unsuccessful in correcting the child's behavior, the teacher will enlist the help of the Principal. 
If a student is sent to the Principal, the following procedures will be used: 

 
 1st time: Warning 
 2nd time:  Call parent or send letter 
 3rd time:  In-School Suspension 
 4th time: Home Suspension 

 
If the problem continues, a conference will be held with the parents, Principal, and the student. In cases 
where it is necessary, the parent will be called to come to the school or asked to remove the child from school. 

Extreme cases may result in dismissal of a student or placing the student on probation. This will not be done 
until every effort has been made to work out the problem. 
 
We believe it as necessary to follow the Scriptural admonition to correct a child when his or her behavior is in 
violation of proper or reasonable rules and procedures. Positive methods of motivational strategies are used 
to encourage the children to obey. If this becomes ineffective, other correctional methods will be taken. 
 
We feel that our Christian standards dictate a loving and forgiving atmosphere for study. We also feel that the 
moral standards and behavior of your child are of the utmost importance. Therefore, we expect respect for 
authority and total compliance with the rules and regulation of the entire school, as well as the individual 
classroom. We further expect you, the parent/guardian, to encourage your child to comply with all the school 
regulations. 
 
The Bible is the basis for all rules of Christian conduct, and we have sought to apply its principles in the 
statements of this Handbook. We are not trying to be popular or to shape rules to please all people. Rather, 
we are striving to build a school that has standards and principles that will be pleasing to God. 
 
Undoubtedly, there are extenuating circumstances to almost every policy or rule. Recognizing that someone 
must be in a position to rule whenever there is such an exception, the administration of the school shall be 
empowered to be the final authority on exceptions of any rule or policy. 
 
Discipline for Fighting: 
Fighting will not be tolerated at Western Heights Learning Center. Disciplinary action for fighting will be as 
follows: 

 Suspension for 1 to 3 days 
 Second offense – Expelled  

 
Student Conduct 
Students are expected to conduct themselves according to the highest Christian standards. Honesty, integrity, 
responsibility and love toward their brothers and sisters in Christ are in harmony with the principals of 
Romans 14, I Corinthians 10 and 13 and II Corinthians 6. The rule by which a student lives should be the 
constant striving for God’s approval and the conscious protection of his or her Christian testimony. 
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Western Heights Learning Center expects its students to refrain from the use of drugs, alcoholic beverages, 
tobacco, and any type of sexual misconduct. All of this will be reason for discipline and/or dismissal.  
 
The administration reserves the right to dismiss a student who, in its judgment, does not conform either to the 
stated regulations governing student conduct or to the expressed principles, policies, and programs of the 
school. The prevailing attitude of all students and parents concerning Western Heights Learning Center should 
be that attendance is a privilege and not a right. 
 
Listed below are some general policies and guidelines regarding standards of student conduct: 
 

a. It is expected that students at Western Heights Learning Center will conduct themselves in an 
orderly, courteous manner at all times with prompt and respectful obedience to all school 
personnel. 
 

b. The Bible is explicit in teaching that Christians are to love one another. Each student is therefore 
urged to treat others with common courtesy and mutual respect. 

 
c. Western Heights Learning Center stands for, and insists on honesty, fair play, and sportsman-like 

conduct under all conditions. 
 
d. We do not lie, cheat, or steal, or tolerate those among us who do. Students are expected not only 

to adhere to this policy but also to promote and encourage their peers in following it.  
 
e. Each student is expected to do his or her part in keeping the facilities neat, clean, and in good 

repair. Students shall not deface or damage any property belonging to Western Heights Learning 
Center. Students who deface, damage, or destroy property belonging to Western Heights Learning 
Center will be suspended or dismissed, and will be expected to pay for any and all damages. 

 
f. Students shall refrain from chewing gum in the classrooms, or on school grounds. 
 
g. Students are not permitted to bring the following electronic items to school: 

 CD players, radios, tape recorders and headphones 
 Portable televisions 
 Pagers and cell phones (may be kept in backpack as long as they are off)  
 Pocket video games and cartridges and other electronic games (digital watches with games) 
 Curling irons, hair dryers 

 
These items are considered disruptive to the classroom and will be taken away from the student 
and returned to the parent. Western Heights is not responsible for these items if they are lost or 
stolen.  
 

h. The public showing of affection and disrespectful behavior WILL NOT BE TOLERATED. All students 
should keep “hands off” other students. Immediate action will be taken if this rule is not adhered 
to.  The student’s enrollment at Western Heights Learning Center will be in jeopardy. 
 

i. Talking back to any adult is disrespectful and is unacceptable behavior.  
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Withdrawal from School 
When a student is withdrawn from school, either by the parent/guardian or at the request of the 
administration, the following policies shall govern that withdrawal: 
 

a. Registration fees are not refundable. These fees help take care of the cost the school incurs in 
paperwork, ordering, student records, etc. This fee is not refundable in full or part if the student either 
fails to complete enrollment or withdraws before the end of the school year. 
 

b. Educational Supply fees are not refundable. It is used to supply our classrooms with textbooks, 
workbooks, testing material, updating classroom supplies etc. At the strict discretion of the school, 
some books are recycled and used from year to year. 
 

c. The payment of tuition obligates the school to hold open a position in the school for the student. We 
will refund tuition prior to the first day of school only if proper notice is given for intent to withdraw. 
We expect one (1) week written notice when intending to withdraw after school has begun. No tuition 
will be refunded unless proper notice of one (1) week has been given. This notice of withdrawal is to be 
submitted in writing to the school, signed by the parent/guardian. 

 
1. In a case where the student is withdrawn by the request of the administration, one weeks’ 

notice will be given.  Any tuition paid for time after the disenrollment date will be refunded.  
 

d. Transcripts will not be released until all Western Heights Learning Center property is returned and all 
accounts are paid in full. 

 
Confidentiality Policy 
Western Heights is required to keep certain information on file regarding children, families and staff that may 
be considered personal in nature.  All staff members are mandated to keep this information confidential and 
to not discuss it or release it to persons outside the School unless prior written permission is obtained from 
the parties involved.  We can assure you that your rights to confidentiality will be protected.  

 
Reporting Child Abuse and Neglect 
In accordance with New Mexico State law, staff members of Western Heights are required to document and 
report any suspected child abuse or neglect, and we will do so.   
 
Sick Child Policy 
When your child is ill, please make alternate arrangements for his/her care.  It is our policy that if a child has a 
fever, or does not feel well, he or she is too ill to be at the School.  Any child who has the following symptoms 
should be kept at home.  

 Fever of 101 or more 

 Scabies head lice or other infestation 

 Vomiting  

 Persistent cough 

 Diarrhea  

 Rash 
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 Discharge from eyes or ears  

 Runny nose with colored discharge  

 Other conditions contagious to other children, or needing close attention  
 
If your child has a temperature of 101 or higher or any of the prior symptoms while they are at school, we will 
notify the parent or an emergency contact.  You must pick up your child within one half hour of our call.  
 
Medication Policy 
In the State of New Mexico, we are not permitted to give medication, prescription or over-the-counter, except 
upon written authorization by the parent or guardian.  You MUST fill out a Request for Administration of 
Medication.  Do not send medication in with your child.  A parent or legal guardian must bring the 
medication in its original container to the office and fill out a form.  We cannot give your child expired 
medication or medication that is not in its original container.  The original container must have the proper 
labeling including:  dosage, expiration date, and medicine name.   
 
IMPORTANT: Each child's record must contain a signed statement allowing the staff to transport the child and 
obtain emergency medical treatment.  This is in the event that the parents, responsible person, or the child's 
physician cannot be reached in an emergency situation.   

Special Health Needs 

Any special instructions or health needs that your child may have must be included in the medical information 
form.  This form is available in the office.     
 
Drug and Alcohol Free Campus 
The campus of Western Heights is drug, tobacco and alcohol free.  We prohibit the use of any of these 
substances on campus.   

Holidays 
Western Heights Childcare and School are closed on the following Federal Holidays: New Year's Day, Dr. 
Martin Luther King Day, President's Day, Independence Day, Labor Day, Thanksgiving Day, and Christmas. 
 
Please refer to school calendar for any other dates or closings.   

Severe Weather/Snow Days 
In case of severe weather, please follow APS closures and delays.  For early dismissals, please contact the 
school office.  If APS closes due to any other issue that is non-weather related, such as, water line breakage or 
bus problems, we will be on a normal schedule.  We only follow APS in regard to weather closures.  
 
Complaints and Suggestions 
Parents are encouraged to discuss any complaints, concerns or suggestions with the Principal. 
 
Parent Conference 
Parents are welcome to visit the school at any time to observe or participate in the activities.  If at any time 
you feel that a Parent/Teacher conference is necessary, please make an appointment for a time when class is 
not in session.  This ensures that you will have uninterrupted time with the teacher.  
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Birthday Parties 
Birthday parties are celebrated in the classroom.  We ask that you send enough snacks for each child in the 
class.  Please contact the child’s teacher for information about times and any food preferences or restrictions.  
 
Holiday Parties 
Classroom holiday parties include:  a harvest party in November, a Christmas party in December, and a 
Valentine’s party in February.  

Chapel Day 

Every Wednesday is Chapel Day. All the children assemble in the Chapel for a children’s church service where 
they participate in singing and Bible lessons.   We encourage the children to bring an offering.  This offering 
supports Hillcrest Children's Home and Calcutta Mercy Mission.  If you would like any further information 
about the Hillcrest Children's Home or Calcutta Mercy Mission, please contact the office or visit their websites.  
 
Kindergarten Lunch 
Lunch and PM snack are provided for Kindergarten students.  Western Heights participates in the Child and 
Adult Care Food Program, therefore each child will be required to have an income eligibility application on file.  
 
Lunches 
Please provide a sack or box lunch for your child. You may wish to send “microwavable” items. All items must 
be in a covered microwave-safe container or properly wrapped for the microwave!!  NO FOIL, GLASS OR 
METAL.  If your child brings any items with foil or metal, these items will not be heated.   
 
A staff member warms the food prior to lunchtime, therefore microwavable food items must be received 
before lunch. 
 
Your child may purchase milk.  A “milk card” will be provided for advanced purchase.    
 
Lunch Times 
  
These times may change according to enrollment numbers.  Please check with the office for changes. 
  Kindergarten – 10:45am – 11:15am  
 

 1st and 2nd  – 11:45pm – 12:15pm 
 
 3rd, 4th, and 5th  – 12:30pm – 1:00pm  
 
Snacks 
You may send a snack for your child if they will be staying in after care.  They will not access this snack until 
after 2:30.     
 
Recess Schedule 
 Morning Recess 
  Kindergarten – 10:00am-  10:15am   

1st, 2nd  – 10:00am -10:15am 
  3rd, 4th, 5th  – 10:15am - 10:30am 
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 Lunch Recess 
  Kindergarten  – 11:30 – 12:00pm   

1st, 2nd   – 12:30pm – 1:00pm   
  3rd, 4th, 5th  – 1:00pm – 1:30pm 
 
Field Trip Policy 

Each class is allowed one field trip per semester, which equals two field trips a year.  These trips are 
not mandatory and are determined by individual teachers.  Parents may have to attend and help 
transport for each field trip.  Parents must abide by New Mexico seat belt laws and all traffic laws while 
transporting children for field trips.  If parents are driving children that are not their own, they must 
show a copy of current driver’s license and auto insurance to the teacher before they leave the school. 

 
According to the needs of each field trip, Western Heights may use additional vehicles to transport the 
children.   

 
PPPP Day 
Every Thursday, after school, we sell popcorn, pickles, popsicles and pretzels.  Please check with the front desk 
or your child’s teacher for current prices.   
 
P.E. 
Western Heights offers P.E. for 1st through 5th grade children.  Children learn a variety of sports, practice 
teamwork and work through problem solving.  More information is sent home at the beginning of each school 
year.  
 
Music Program 
Western Heights offers music for 1st through 5th grade.  The students will have the opportunity to learn a 
variety of instruments and to practice singing various songs.  We also have a Christmas Program every year 
with singing opportunities for all age groups.   
 
Photographs 
We do take photographs for yearbook, website, social media and classroom activities.  If you do not want your 
child’s picture taken, please let us know.   

 

Emergency Procedures 

We have regular fire and disaster drills at the school.  If there is an emergency or natural disaster, our Disaster 
Relief Plan will be put into effect. You may request a copy of our Plan from the office.  In case of evacuation, 
contact KOB Radio.  We will evacuate to one of two locations: 

1. 6421 Sage Rd. SW, (505) 242-3135, Located approximately 500 yards west of the school and 
child care facility 

2. 1255 Old Coors Rd. SW, (505) 898-5523, Located approximately 500 yards east of the school 
and child care facility 

3. La Academia De Esperanza, 1401 Old Coors Dr. SW, Albuquerque, NM 87121, Located 
approximately .3 miles south of child care and school facility  
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If we must leave the premises, our destination will be Alamosa Community Center. 
 
 
Emergency and Safety Policy 
Most of Western Heights staff is certified by Red Cross in CPR, Pediatric CPR and First Aid.  If your child is 
injured, employees trained in First Aid will administer first aid, and then you will be contacted.  If the 
emergency requires immediate medical attention, we will not hesitate to call 911.  If you cannot be reached, 
your emergency persons will be contacted.  It is very important that your contact card be updated frequently.   
 
Student Accident Coverage 
Western Heights provides insurance coverage for “school time” accidental injuries for your child.  The 
coverage is secondary to your existing medical coverage.  For further details concerning this coverage, please 
contact school administration. 
 
Notice 
We reserve the right to make changes to all or part of these guidelines at anytime without notice.  
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Student Handbook 

Parent’s Signature Form 
 
 
 
 
 
I have read the Student Handbook and agree to abide by the rules and regulations that have been stated. I 
also agree to make tuition payments on a regular basis.  I understand that a student’s enrollment may be 
dropped when accounts become four (4) weeks past due. 
 
 
 
__________________________________________________________________   
Name of Father (please print)    
 
 
__________________________________________________________________  ____________________ 
Signature of Father (or guardian)          Date 
        
 
__________________________________________________________________   
Name of Mother (please print)         
 
 
__________________________________________________________________  ____________________ 
Signature of Mother (or guardian)          Date 
 
 
 
IMPORTANT: This form MUST be completed and handed into the office to ensure students registration. 
 
 

Western Heights 
Learning Center 

6415 Sage Road SW, Albuquerque, NM 87121 

505-247-2079 – www.WesternHeightsabq.org 

 
 


