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Shepherd Lutheran Preschool is
operated by Shepherd Lutheran
Church. Upon enrolling your

childinthis preschool, youindi-
cate that you subscribe to the
policies stated in thishandbook.

Ifthere are any questions re-

garding any of the preschool's
policies as stated or not stated
herein, you are encouraged to
bring your questions to the di-

rector, the principal, oramem-
berofthe School Board.

Ourearnestdesireisthatthis
handbookwillsetforththe poli-
ciesof ourpreschoolclearly and
will thus lead to an even greater
mutual understanding and coop-
eration between parents and
teachers. Parents and teachers
work togetherto give the chil-
dren a sound, well-rounded
Christian Education.

Organization and Administration

Shepherd Lutheran Preschool/
Childcare was established in
2002 and is operated by the
members of Shepherd Evangeli-
cal Lutheran Church. The pre-
schoolplaysanintegralrolein
the congregation's mission to fol-
low Christ'scommand to "make
disciples of all nations." Final
authority in the control of Shep-
herd Lutheran Preschool/
Childcareisinaccordance with
andisgoverned bythe Constitu-
tion of the congregation. To
carry out the philosophy and
objectives of the preschool/
childcare, the Voters' Assembly

elects a School Board to super-
vise the functions of the school.

The pastor has the God-given
obligationto keep watch over
the spiritual welfare of the en-
tire flock which has beenplaced
in his charge by the Holy Spirit.
He is, therefore, vitally inter-
estedinall phases of the pre-
school/childcare program. It is
the principal's duty and obliga-
tionto see thatthe policies of
the School Board and the con-
gregation are implemented as
they pertaintothe operation of
the preschool.

“Our preschool director has a
Bachelorof Sciencedegreefor
elementary and early childhood
education.”

The director will oversee the day
-to-day operation of the pre-
school, as well as serve as the
primary teacher.

Shepherd Lutheran Church has
operated a preschool since
2002 and an elementary/
middle school since 1982. Shep-
herd Lutheran Preschool/
Childcare is licensed through
New Mexico Children, Youth and
Families Department.

Mission Statement

1. OurmissionistoteachGod'’s

Word in all its truth and purity.
The children will gain a growing
knowledge of God—Father, Son
and Holy Spirit, the chief teach-
ings of the Bible, and will try to
live according to the will of God
out of love for their Savior.

.'ﬂ-\L’ Son. T %
AP g

T_;-l—___" 2. We pre-
~ pareour stu-
dentstolive
Christian livesintheir relation-
ships between themselves and
their fellow man by maintaining
a Christian environmentin which
they grow in faith and by op-

portunities for each child to hear
andlearn God’s Wordthrough
formal instruction, by encourag-
ingthemtoattend regularwor-
shipinchurch, and by providing
individual conferences for per-
sonal guidance in Christian liv-

ing.
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Mission Statement (continued)

Their mental growth is important

toussoweteachallsubjectsin
the light of God’s Word, support
theindividual child’s skillsand
abilities that he/she may pro-
gress as far as possible in all
learning and knowledge, and by
arranging a variety of experi-
ences, which will help them meet
the problems of life.

Forphysicaldevelopmentofthe
child, we teach our childrento
respecttheirbodies astemples
of the Holy Spirit, furnish physi-
cal experiences for the children
to develop their bodies through
organizedrecess andlarge mo-
tor skillstime, andinstructinthe
care of the body through formal
and informal health education.
We provide for the develop-
mentofsocial gracesthatthe
children may live competently
and creatively by helping them
recognize all people to be
God's creation sothatthey may

show proper respect, courtesy
and consideration for the rights
and welfare of others, we teach
them good manners and social
graces and assistthemto prac-
tice the same in their school lives,
instill Christian attitudes toward
family life, and teach the re-
sponsibilities of good citizenship
and respect towards all govern-
ment as being God ordained.

The emotional needs ofachildis
provided by showing each of
themrespectasachildof God.
We communicate genuine love
for each child so that his/her
emotional stability may be main-
tained. We ensure each
child find securityasa
child of God.

Assistthe childrento un-
derstand and cope with
emotions, such as anger,
love, frustration, etc. And

finally, to guide each child in
their personal feelings of pride,
shame, conceit, remorse, and self
-satisfaction.

We encourage the childrenand
help them to appreciate the
beauties and wonders of all
God's creation, develop knowl-
edge, attitudes, and conduct to
properly use and care for God's
gift of nature. We promote
good attitudes for and an ap-
preciation ofthefine artsinthe
lightofgood Christianjudgment.
We support and encourage the
children in expressing themselves
as Christian children in different
art and music media.

Philosophy

Our purpose and philosophy is
to provide a family atmosphere
where each child learns that he/
sheisaunique and preciousin-

dividual - a special person for
whom Jesus lived, died, and rose
again.

We wantto help children grow
spiritually, socially, intellectually,
emotionally, and physically in a
safe, secure, child-centered envi-
ronment of warmth, friendliness,
and genuine love.

The children will have opportuni-

ties for exploring, experiment-
ing, and questioning, which will
encourage curiosity, creativity,
and expression. Since all chil-
dren are individuals, we believe
indevelopingthe whole
child in accordance with
his/herneedsandlearning
styles through develop-
mentally appropriate play
and instruction.

Each opportunity will be
provided and guided by
anadult. We believe that
parents and teachers need

to be partners in the entire edu-
cational process. To this end, we
stress open communication and

ask for your participation.
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Program Information

Shepherd Lutheran Preschool is
located at 3900 Wyoming Blvd,
NE, and is licensed through New
Mexico Children, Youth and
Families Department. Hours of

service are from 7:30 A.M. to
4:30 P.M. First and foremost,
Shepherd Lutheran Preschool
offers a full-day educational
program from 8:00 A.M. through

3:30P.M.orahalf-day educa-
tionalprogramfrom8:00A.M.
through 12:00 noon. Wealso
offer After School Care (See

page 6).

Curriculum

“The curriculum is based on the
High/Scope Philosophy.”

The High/Scope Curriculum em-
phasizes adult-child interaction,
a carefully designed learning
environment, and a plan-do-
review process that strengthens
initiative and self-reliance. The
curriculum includes experiences
that develop alphabet and num-
berrecognition, reading readi-
ness, fine and gross motor devel-
opment, music, art, and sociali-

zation skills. These will all be
learnedthrough "play" and not
taught as specific "classes.” The
children will have opportunities
to make choices to experiment
and explore through develop-
mentally appropriate play and

instruction. The Word of God
will be the center of their instruc-
tion. Daily devotions, prayers,

and Bible songs will be part of

the curriculum (Adetailed pre-

school curriculum is available on
request).

Before School Care

7:30-8:00 Table Toys

Preschool
8:00—8:15
8:15—8:35

8:35—9:30
8:30—9:50

Daily Schedule

Table Toys
Greeting Time ~Table Toys

Planning~Work Time

Clean-Up~ Recall Time
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Preschool (continued)

9:50—9:55
9:55—10:40
10:40—10:55
10:55—11:15
11:15—11:50
11:50—12:00
12:00—12:45
12:45—2:30
2:30—3:15
3:15—3:45

After School Care

3:30—5:30

Bathroom ~ Wash Hands

Snack ~ Music ~Movement

Bible Story Time
Small Group Time

Outside Time

Wash Hands ~ Morning Pick-Up

Lunch Time

Bathroom ~ Books ~ Rest Time

Afternoon Activity
Afternoon Pick-Up

Join K-8 for After School Care (See pg. 6 for After School Care de-

tails.)

Admissions Policy

Shepherd Lutheran Preschool
offers a full service early educa-
tion program for children3to 5
years of age by the first of Sep-
tember of that year. Part-time
and full-time spaces are avail-
able. We accept children of
anyornoreligiousbackground.

Since the love for our Lord and
Savior, Jesus Christ, know no
bounds, Shepherd Lutheran Pre-
school admits students of any
race, color, national and ethnic
origin, to all the rights, privi-
leges, programs, and activities
generally accorded or made

available to students at the pre-
school. ltdoesnotdiscriminate
onthebasisofrace, color,and
national and ethnic originin ad-
ministrationoritseducational

policies and other schooladmin-
istered programs.

Enrollment Procedures

An application will be com-
pleted. Upon acceptance, a
birth certificate, currentimmuni-
zations record, driver’s license
and car insurance information
must be provided. Various

forms will need to be completed:

registration form, emergency

form, field .
o Enroll now for

trip form, ;j«p{;;m preschool
authorization | L YD =y
for pickup | el
form, etc. - 4l
Ll

Yearly Calendar

Shepherd Lutheran Preschool
follows the calendar of Shep-
herd Lutheran Elementary/
Middle School. Thiscalendaris
available in April for the coming
schoolyear.
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Fee Schedule

Registration Fee

$175

Preschool Program (8:00 A.M. -12:00 noon)

Five-Day Program
Four-Day Program

Three-Day Program

Two-Day Program

Preschool A.M. and Childcare Program P.M. (8:00 A.M. - 3:30 P.M.)

Five-Day Program

Four-Day Program
Three-Day Program

Two-Day Program

Drop-off Childcare

$280/month
$243/month

$194/month

$146/month

$448/month

$405/month
$362/month
$313/month

The first month’s
tuition paymentis
due at final
registration in
August,

and monthly
payments aredue
by the first of
each month,
October through
May

(totalof 9
payments)

Paid-in-full
Tuition Discount
atRegistration,

5%

$6/hour (See After School

Care below for details.)

Arrival & Departure

Childrenmustbe broughtinto
preschool by an adult and
checkedinonthe classroom sign-
in sheet. Children may not be
dropped off and allowed to
signinthemselves. The person
who picks up your child must also
sign out on the sign-in sheet.

Children will only be released to
the parents of the child or
authorized personslistedonthe
enrollment form.

Please bring your childintothe
child care area so that the
teacher knows that your child

has arrived. Please notify the
school if you will not be bringing
your child forany reason.

Please make suretheteacheris
aware that you are signing your
child out.

After School Care

Thereis after school care avail-
able each school day from 3:30
P.M.through5:30 P.M. for stu-
dents enrolled at Shepherd.

There is no extra cost for pre-
school parents to use this service.
When you drop your child off

please inform the director if

your childwillbe staying for
after school care that day.
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Absences

Parentsaretonotifythe
schoolviatelephoneora
notewhenanabsence
occurs.

Confidentiality Policy

All items located in the children’s files are
confidential. Individual files are located in the
teacher’s desk and are only accessible by Shepherd
Lutheranfaculty and staff.

Discharge Procedures

Achildmaybedischargedfrom Shepherd Lutheran Preschoolfornon-paymentand orbehaviorissues
thatcould notberesolved. Inaddition, parentswhose behavior could resultin unsafe situations may be

askedtonotreturntothe school.

Snack—Lunch

Onyourassignedsnackday, you
are required to provide a drink
and food item. We have no
food allergies thisyear. We do
not provide cups, plates, spoons,
or forks for snacks or lunches

1. Snacks

Acceptable drinks:
= Juice boxesorpouches
= Bottleofjuiceandcups
= Milk andcups

Acceptable food items:

= Fresh fruits (apple slices,
grapes, peeled oranges, ba-
nanas, berries, etc.)

= Fresh vegetables (cherry to-
matoes, celery, carrots, broc-
coli, snap peas, etc.)

= Dips or spreads (peanut but-
ter, cream cheese, Nutella,
ranch
dressing,
etc.)

= Pretzels or
Crackers
(Ritz, Cheez
-its, Gold-
fish, Wheat Thins, Triscuits,
Nilla Wafers, etc.)

= CheeseslicesorMeatslices
(ham, salami, turkey, pep-
peroni, etc.)

= Muffins

= Applesauce, pudding, Jell-O,
or fruit cups with spoons

= Granola or cerealbars

Asyou can see, we are looking
for healthy snacks. Ifthere are
any other options you may think
of, please speakto one ofthe
teachers. Obviously we will
make exceptions for birthdays
or special holidays, but on a
daily basis our children need
nutritious snacks.

2. Lunches
We also encourage healthy

foodsforlunches. Wehavea
microwave that will be used by

the teacher or teacher’s assistant
for your child. We require the
children to eat their “main
course” (sandwich, pasta cup,
etc.) before movingontoother
itemsintheirlunch. Candyisal-
ways saved until all other items
are eaten. We do ask thatyou
do not send soda in their lunches.
We will notpermitthemtoopen
itandinstead they will drink wa-
ter.

3. Water Bottles

We require each stu-
dentto have awater
bottle at school each
day that is labeled
with his/her name.
We will fill it as the
childdrinksitthroughoutthe day,
butitshould cometoschoolinthe
morningsfilled withwater.
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Birthdays

Children’s birthdays may be
celebrated on the actual birth
date orclosestschooldaytoit.
Parents may bring simpletreats
thatare easyforthe childrento
manage. Please feel free to
speak with the teacher and staff

if you are uncertain about a
particular treat. Parents are
welcometo attend their child’s
snack time or leave a camera
for pictures to be taken in your
absence.

Holidays

Thanksgiving, Christmas, Valen-
tine’s Day, and Easter will be the
holidays we willincorporate into
our learning. Various activities
will be planned and enjoyed.

Religiousholidays, suchas

Christmas and Easter, will be
celebrated in order to teach
your child about God’s love.

Field Trips

Special field trips and tours are
arranged during the year to

correlate with the educational
experiences of the children or
for special days. We will rely
onparentstoassistindriving

and chaperoning our field trips.
Without parents who volunteer
and chaperone, we willnotbe
ableto take field trips. All chil-

dren must have their own car/
booster seats or they will not be
allowed to participate. While
most field trips will incur a small
feewhichis notpartofthe pre-
school fee, occasionally there
willbe freefield trips. The stu-
dents are to wear their gold
Shepherd T-shirts forease of
keeping our group together.

Health

Medical Proce-
dures

Medications
will be stored
intherefrig-
eratorin aclosed container with
a medical authorization at-
tached. Allmedication mustbe
in the original container and la-
beled with clear instructions. A
signed consentfrom parents or
guardian is required before we
giveanymedication
to a child. Used
medication will be
returnedto parents,
or properly dis-
posedofinoutside
trash.

Sick Children

1. Each child is observed daily
for signs of illness.

2. Children who are contagious
muststayathome. Allparents

of children atthe school, as well
astheHealth Department, will

be notified of communicable dis-
easessothatyou cantake ap-

propriate actionto protectyour
child and to protect the other
children.

3. Ifachild shouldbecomeill
duringthe day, youwill be noti-
fied immediately and will be
expectedto pick up your child
within one hour. Symptoms for
which achildwillbe senthome

are uncontrollable coughing,
greenish nose discharge, rash,
vomiting and fever. Your child
willbeisolatedfromthe other
children until you arrive.

4. A child with a fever must stay
home 24 hours after the fever
has subsided.

5. Children with contagious dis-
eases, such as chicken pox,
mumps, measles, etc., muststay
home long enoughtoensurea
complete recovery.
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6. Ifyour child shows any of the
following symptoms, he/she may
notcome toschool:

= Diarrhea: Three or more
watery stools in a 24-hour
period, especially if the child
actsorlooksill.

= Vomiting: Vomiting ontwo
or more occasions within the
past 24 hours.

= Rash: Bodyrash notassoci-
ated with diapering, heator
allergic reactions, especially
with fever oritching.

= Eyes: This mucous or pus
draining from the eye or
pinkeye.

= Appearance/Behavior: Fa-
tigue that prevents partici-
pationinregularactivities,

unusuallytired, pale, lack of
appetite, difficult to wake,
confused or irritable.

= Sore throat: Especially if
associated with feveror
swollen glands in the neck.

= Fever: Temperature higher
than the normal 98.6 de-
grees and sore throat, rash,
vomiting, diarrhea, ear ache,
irritability or confusion.

= Lice: Childrenwho havelice
may notreturn to school until
theyarefreeofnitsandlice.

Accidents and Injuries

1. With your signed consent,
Shepherd Lutheran Preschool

teacherandstaffareallowedto
give First Aidand CPRto your

child. Minor cuts, bruises and
scrapes will be washed with wa-
ter and bandaged. Please keep
yourwork, home, and cellphone
numbers current so that we can

notify you at the time of acci-

dentorinjuryincaseyouwould
like to take your child home.

2. Intheeventofaseriousin-
jury or emergency, we will, of
course, call 911. We will then
notify you immediately to let
you know if your child is being
treated atthe hospital you indi-
cated on your enrollment form,
or at some other emergencycen-
ter.

Child Protection

Child Abuse

Teachers and other staff are
required by state lawto report
any suspected childabuse or
neglect or exploitation to the
Department of Social and
Health Services, Child Protective
Services,andlocallawenforce-
ment without consulting the par-
entorguardian.

Missing Child

Ifachildisfoundtobe missing
from the classroom and play-
ground, the assistant teacher will
search the building and the
grounds. Parents will be called
ifthe childcannotbefoundand
the police will be notified.

Disaster Plan

Inthe event of an unforeseen

natural disasterorinthe event
of a security problem, all rea-
sonable precautions will be

taken to ensure the safety of the
children. Ifpossible, parentswill
be contacted by phone concern-
ing the status oftheir childand
pick-up procedures. Firstplace
to meet will be in front of the
church and second will be atthe
school playground. Should we
needtorelocate, we willtrans-
ported to St. Luke Preschool at
9100 Menaul Blvd, NE. At no
timewillany child beleftalone.
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Supervision

Children will never be left unattended in the

building or on the playground.

SchoolClosing

Shepherd Lutheran Preschool follows the APS closures and
delays forinclementweather. Please listento radio KKOB
(770 AM) for thisinformation or turn to Eyewitness News 4.

Discipline
1. General Information

Discipline is a way of correcting
a behavior and achieving an
expected behavior. Classrooms
are set up to encourage appro-
priate behaviors from all chil-
dren. Praise, positive rein-
forcementandredirectionwill
be usedtoreinforce acceptable
behavior. Children are given
the opportunities to make
choices for their own behavior.
We intend to use logical and
natural consequences to work
with children as aresult of their
choices.

Corporal punishment will at no
time be used. Some negative
behavior may resultina"time
out.” Those behaviors include
harming self or others, uncontrol-
lable behavior or repetitive
wrongdoing. "Time out" gives
the childan opportunitytocool
down and communicate with the
teacher afterwards. The childis
allowed to return to activities
whenthe behaviorisundercon-
trol. We teach children about
Jesus' unconditional love and
forgiveness.

Parentswillbe contacted and
consultedinthe eventthatthere
are persistentproblems. Ifthe
childregularlythreatenshisor
others'safety orexhibitsuncon-
trollable behavior, the parents
ofthe child will be called to pick
up their child immediately. Ifa

child's uncontrollable behavior
continues, the administration may
decide to dismiss the child from
the program afterconsultation
with the teacher involved and
the parents of the child.

2. Discipline Policy

Discipline and guidance shall be
consistentwithandbasedonan
understanding of the child's indi-
vidualneeds and development.
Alldiscipline shallbe directed
towardsteachingthe child God-
pleasing behavior.

The basic policy is preventative
innature. The staff will use posi-
tive approaches of guidance
which encourage self-control,
self-esteem, and cooperation
among children. Basicrules will
be discussed with the children
earlyinthe schoolyear.

When children have differences,
they are encouraged to verbally
expresstheirfeelings. Negative
behavior will be pointed out and
separationfromthe group fora
brief period may follow. Unac-
ceptable behavior will be han-

dledbyquietdiscussionandin

workingwiththe parents. Atno
time willphysical punishmentbe
used.

Theprocedureis asfollows:

= Recognizeandencourage
goodbehavior.

= Show an attitude of love,
understanding, and firmness.

= Teach by example through
use offairandconsistent
rules.

= Give clear directions and
provide guidance at the ap-
propriate level of under-
standing.

= Redirectby stating alterna-
tiveswhenabehaviorisun-
acceptable.

= Helpthe children understand
whytheirconductisunac-
ceptable and tell them what
is acceptable.

= Hold the child firmly if his
behavior could harm himself
or others.

= Donotshake orspanka
child.

= Donotsubjectachildtopun-
ishment like humiliation or
degradation.

= Donotuse profanelan-
guage.

= Do not threaten the removal
of love from that child.

Ifthe child exhibits uncontrolla-
ble behavior or threatens his
own safety or the safety of oth-
ers, the child's parents will be
called to pick up the child imme-
diately.
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Parental Involvement

Because our program operates with an “open door” policy, parents are

welcome at any time and will be encouraged to

Complaints

Parental complaints willbe
directedtothe preschool

participate with the children in group activities
within the classroom. Family involvementopportu-
nities include but are notlimited to sharing talents
and knowledge with the children, taking part in
field trips, reading newsletters, school family
nights, and parent conferences.

FﬂeﬂdéTwi |

director. The director will
workwiththe individualto
resolve anyissues. Ifnec-
essary, the principal will be
asked to work with the di-
rector and individuals in-
volved to resolve the issue.

Communication

Thereare variouswaysinwhich
these communicationlinescanbe
kept open:

For trust building, there must be
effective communication.

Parents and teach-
ers must develop
and cultivate an
honest, open rela-
tionship. Without
open communica-
tion lines, problems
remain unsolved,
feelings are hurt,
andthe child'sedu-
cation suffers.
Problems thatarise
should be con-
fronted and dealt
with immediately.
Parents are asked
to speaktothe
teacherfirst. Ifaproblem can-
notbe resolved between parent
and teacher, both parties should
seek advice from the principal.

Connect

1. Conferences

We will schedule at least two

If the problem remains, all par-
ties should then seek advice from
the Pastor and finally from the
School Board.

conferences per year with you.
At these conferences we will
complete an assessment of your
child's growth. You are always
welcome to discuss any concerns

you might have at any time.
We value parentalinputinour
efforts to build and improve the
quality of our program.

2. Classroom Visits

We invite you to visitour classes
atany time. We wantyouto be
familiar with us and our pro-
gram. You are encouraged to
participate in our volunteer par-
ent program as your time and
schedule permits.

3. Newsletter

A weekly newsletter is sent home
explaining our programs and
activities. Please read all com-
munications carefully.
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Clothing

Childrenshouldbedressedin
comfortable play clothes. They
cannot engage in the many ac-
tivities providedifthey are wor-
ried about getting his/her cloth-
ing dirty. Painting and other
“messy” activities are a part of
the daily schedule. Be assured
that the paints and crayons are
washable. We willprovide

paintsmocksforyour child; how-
ever, these do not prevent all
messes.

The children spend sometime
outdoors each day if the
weather permits. Please supply
your child with appropriate
clothing so thathe may jointhe
othersoutside. Allshoes must

cover theirtoes. Each child must
have a change of clothing for
emergencies. Please provide
underwear, pants, socks,anda
shirt. Please mark allitemswith
your child's name and place
themin alarge zip-top bag to
be left at school.

Toys from Home

We have plenty of toys and
gamesforthechildrentouse, so
we ask that children do not
bring items from home for gen-

eral play. We are not responsi-
blefor personalitemsthatare
lost or broken. For comfortrea-
sons, afavorite stuffedanimal

or doll may be broughtto help
ease the transition from hometo
school.

Parenting Classes

Our regularly scheduled parenting
classes offer parents an opportunity
to meet with other parents in the
study and discussion of topics which
deal with the joys and challenges of

Basic Care

Guidance & Boundaries

Stability

parenting.

Enduring Safety

Position of Trust

Werecognizethatbyenrolling

your childin Shepherd Lutheran
Preschoolyouare allowingusto
care for, teach, and love your
most valuable blessing, your

child. We are honored, butyet
humbled, by your trustyou have
shown in us. We will do all in

ourpower,withthe helpofGod,
toensure thatyour childis cared

for in a safe environment
(physically and emotionally),
taught well, and loved at all
times. Clear communicationand
an open-door classroom is an
integral partofour partnership
and trust building. Safety, com-
munication, and discipline all
come underthisbroadtopicof
trust.
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Location

Shepherd LutheranPreschool
3900 Wyoming Blvd. NE
Albuquerque, NM 87111
505.292.6622 ext 304
Email:
school@shepherdlutheran.comcasthiz.net
Website:
shepherdlutheranschool.com
Hours of operation: 7:30 AM — 4:30 PM
Monday through Friday

Preschool Faculty

Mr. PaulJ. Schultz Mrs. Sandy Karnopp Mrs. Amanda Miller
Principal Preschool Director & Teacher Preschool Assistant
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