




   Smart Cookies
Nursery School
2018-2019
Parent Handbook 
The Smart Cookies Nursery School Parent Handbook has been designed to provide important
information regarding the routines, procedures, and policies of our nursery school.

Our dedicated staff wants to be sure that your child has the very best early childhood experience possible.  We believe that being involved in the life of a child is a privilege and we want to thank you for entrusting us with that privilege and responsibility.

Please take the time to read the following information to help you better understand our program and philosophy.  If you have any questions, please feel free to contact Jamie Rhodes in the church office. 
Program Mission Statement
The Smart Cookies Nursery School is a Christian service offered to parents of our community.  The purpose of our program is to facilitate the physical, emotional, and intellectual development of 3 and 4 year old children and to help them feel a sense of Christian love and acceptance.

Program Objectives
· To impart a feeling of love and acceptance to the child so he/she feels like an important part of the group and therefore can interact comfortably with others during play and organized group activities.

· To encourage the child’s self-expression through creative activities such as painting, storytelling, and dramatics.

· To create interest in the world around the child through stories, field trips, and visits from community workers.

· To aid development and coordination of the child by providing opportunities for running, climbing, walking, and learning to catch a ball.

· To practice fine motor skills through the use of scissors, play dough, and finger-plays.

· To encourage each child to be responsible for his/her belongings.

· To promote the Christian lifestyle through the use of activities, familiar Bible stories, and celebrations of Christian holidays.

Enrollment 
Enrollment will be based on a first come/first serve basis; however, the program will be advertised to our congregation one month prior to being advertised to the general public.  Special needs children will be accepted based on our ability to accommodate their needs as determined by the Nursery School Committee.  Non-English speaking children will also be accepted.  All parents will be required to sign a waiver at the time of registration which states:  “If a child is unable to become acclimated to the program, and continued participation is not in the best interest of the child or the program, they may be dropped from the enrollment following a conference between the teacher, a representative of the Nursery School Committee, and the parents.”  Final authority on all matters related to enrollment of a student or removal of a student rests with the Smart Cookies Nursery School Committee.

Curriculum
Our curriculum is play-based and encourages children to discover and develop based on their interests and their own stage of growth. 

General Topics that our children will be learning:

Colors

Shapes


Letter Sounds
Letters

Numbers

Patterns
5 Senses          Name recognition
Rhyming
Safety

Weather and Seasons Community Workers
Holidays
Health and Food
Music and Movement
Science
Library

Daily Schedule
	9:30                    Arrive at Church                                                      9:30-9:40           Table Time/ Free Play                                       9:40-10:00         Circle Time/Readiness/Calendar                                              10:00 – 10:20    Bible Lesson
10:20 – 10:35    Snack/Bathroom
10:35 – 11:05    Number/Literacy Lesson
11:05 – 11:35    Center/Small Group Time
11:35 – 11:55    Outdoor Play/Gym
11:55 – 12:00    Bathroom         
12:00 – 12:30    Lunch time
12:30 – 12:45    Storytime/Library/Bathroom
12:45 – 1:20      Quiet time/Nap/Bathroom         
1:20 – 1:35        Science/Social Studies/Holidays 
1:35 – 1:55        Number/Literacy Lesson
1:55-2:05           Music and Movement                                 2:05-2:15           Closing Circle  

2:15-2:30           Free Play/Table Time

2:30                   Dismissal
· This schedule will vary and should be used as a general guideline.

	
	
	
	  

	
	
	
	
	


Calendar

Please mark these important dates down. Our School will have off during these holidays.
                                      1st Tuesday after Labor Day – First day of School for 5 Day Students
1st Wednesday after Labor Day – First day of School for 3 Day Students

*October 8th – Columbus Day

*November 12th- Veterans Day Observed
November 21st- Early Dismissal (12:30 PM)

*November 22nd -  November 27th -  Thanksgiving Vacation

*December 21- Early Dismissal (12:30 PM)

December 22nd -31st – Christmas Vacation

*January 1st - 2nd – New Years/Winter Break
*January 21st – MLK Day

*February 15th and 18th – Presidents Day

*March 18th  – Spring  Break

*April 19th – 22nd  – Easter Break

May 23rd – Nursery School Graduation/Last Day of School
*Dates and times subject to change;  parents will be notified by teacher if a change occurs.
We loosely follow the Chambersburg Area School District calendar.  Please listen to the local radio and TV stations or check the School District website (www.chambersburg.k12.pa.us/) for updated severe weather closings or delays.  In the event that Chambersburg Area School District is closed due to inclement weather, we will also be closed.  Should there be a delayed opening; the Nursery School will open at 10:30am.

General Information about our Nursery School
· The opening day for Nursery School will be Tuesday, September 4th. Daily sessions will be from 9:30AM to 2:30PM.

· When dropping off your child, please enter the Nursery School through the 4th Street entrance door. 

· Please do not bring your child to school before 9:20AM each morning. After 9:35 our door will be locked. You will then need to go to the Nursery School entrance and ring the bell to enter. Please receive your child promptly at 2:30PM. 

· We will expect parents/ guardians to receive their children by 2:30PM. As indicated on the schedule, failure to do so will result in a financial penalty as follows: After 2:45pm, late pick up will be documented and once a parent/ guardian accumulates 30 minutes in late pick-up time, they will be assessed a fee of $10. This fee must be included with the next month’s tuition payment. During the final month of school it must be paid within 1 week. 
· Dress your child for active outside play. Please place your child’s name on his or her sweater, coat, etc.

· We have snack time each day. We will appreciate your cooperation in sending pretzels, crackers, vegetables, fruits, etc. We prefer that snacks not be a sweet treat. A snack schedule will be set-up advising you when to send snack. 

· Pack a lunch for your child and also label the bag and food. A refrigerator is available for our students. We will not be able to heat food, but you are able to put hot food in a thermos until lunchtime. We request that no peanut products are brought in because of possible allergies.
· Birthdays are celebrated in Nursery School with light refreshments. Summer birthdays will be celebrated in the spring. A snack note will inform you when to send a birthday snack. 
Administration/Staff
The Nursery School is operated under the supervision of a committee and staffed with a teacher and an assistant in each class.  The teacher has experience and training in Early Childhood and/or Elementary Education. Our Christian Education Director Jamie Rhodes cares for the day to day operations.

Library Books:
Throughout the year your child may check out books from our church library. However, we ask that these books be returned in a timely fashion. If they are not returned by the end of the school year, you will be charged for the replacement of that book(s).
Quiet Time Routines
· Parents provide a blanket, pillow, and if they wish, a stuffed toy for their child to use while at school. Please label these with your child’s name. These items need to go home each Friday to be washed.

· After lunch the children will get their nap mats and other nap items, listen to soft music, and rest on their mats for an appropriate amount of time.

· Please notify your child’s teacher of any nap routines/issues that may help make this time peaceful and cozy for your child
Policies/Procedures
Monthly Tuition 
· Checks are payable to: Smart Cookies Nursery School, 260 South Fourth Street, Chambersburg, P.A. 17201. Please do not send payments with your child. You may also place your payment into the “Nursery School Tuition” box inside the Nursery School entrance door. 

· *NO CASH WILL BE ACCEPTED FOR PAYMENT
Tuition is: 

$180 per month for 3-day session




$300 per month for 5-day session 

Tuition Policy
· Monthly Nursery School tuition is due the first of each month and is considered late if not paid by the 10th of the month.

· Tuitions not received by the 10th of the month are considered late and are subject to a $10 late fee. 

· Checks or money orders should be made payable to: Smart Cookies Nursery School.  CASH WILL NOT BE ACCEPTED.
· Payments should be placed in the box provided inside the door and not taken to the church office. For your convenience, an envelope will be placed in your child’s bin prior to the beginning of each month.

· Please place your child’s first and last name on the memo line of your payment.

· If you are experiencing a period of financial difficulty, please contact the nursery school treasurer Tina Horst at (717) 360-3505 or email horst496@embarqmail.com so alternative payment arrangements can be arranged.

· After 4 weeks of non-payment, your child may be dropped from enrollment.

· Tuition is expected to be paid regardless of attendance. Extended absences of a medical nature are an exception and will require a note from a doctor in order for tuition to be adjusted.

· No tuition will be refunded for early withdrawal or dismissal.
Medication Policy
All medication must be in the original bottle and be accompanied by clear instructions with a medication form filled out.

Illness Policy
Colds, flu, and other contagious diseases seem to occur frequently and spread easily among nursery school children.  To help protect your own child’s health and minimize the possibility of contagion at school, please keep your child at home if you observe any of the following symptoms:

· Nasal discharge that is green or yellow

· Complaints of an earache

· Productive cough

· Severe sore throat

· Eyes that are pink, burning or itching, or producing discharge

· Stomach ache or diarrhea

· Vomiting – your child may return 24 hours after vomiting ends

· Fever - your child may return 24 hours after the fever breaks (fever is defined as a temperature over 99°)

Attendance Policy
· Please bring you child to school on time. This prevents disruption for the other children, teachers, and assistants. It also enables your child to better transition into their day.

· Please call the church office at (717)264-6957 if your child will be absent that day.

· Tuition is due even if your child is absent.

Health Policy

The goal of this policy is to promote good health for students and staff alike through an emphasis on healthy practices in the classroom and school day.  It also entails vigilance as to health conditions which could be detrimental to all Nursery School participants.  

•
It is understood that children will encounter their share of colds, cuts, bruises, etc.  These common maladies will be brought to parents’ attention so that parents can participate in expediting a remedy for the situation.

•
Highly contagious diseases such as measles, mumps, lice, scabies, etc. will be discussed by staff with the child’s parent.  The Nursery School, after discussion between parent, staff, and Director, may exclude a child from school.  If this exclusion from school for medical reasons does occur, the child may not be re-admitted to school unless a physician’s note is received.  The note must state that the doctor has seen the child and that the child is safe to return to school.

Child Abuse Policy

As mandated by state law, Smart Cookies Nursery School will report any incidences of suspected child abuse to appropriate agencies. 


Our teachers, staff, and assistants have had all the required education supplied by the state of Pennsylvania and have had all of their clearances updated every 3 years.

Emergency Procedures
Medical Emergencies
The staff is certified in first aid and child CPR.  In the event of a life threatening medical condition, the teacher will have another adult call 911 first, and then the parent.  For all other serious conditions the parent will be contacted first, so that you may advise the teacher of your wishes regarding further medical treatment. Band-Aids will be applied to minor cuts and scrapes and ice packs applied to minor bumps.  An injury report form will be filled out for each injury requiring attention.

Fire Emergencies
The teacher will conduct fire drills throughout the year.  In the case of a structure fire, the teacher will take the children to relocation sites and will remain with your child until you or someone on your emergency list arrives.

Food Allergy Policy
As part of our ongoing effort to ensure a safe learning environment, the church has stated our peanut and tree nut policy as follows:

Food allergies among young children are on the rise at an alarming rate.  Eight foods cause 90% of all allergic reactions: peanuts, tree nuts, milk, eggs, wheat, soy, shellfish, and fish.  As peanuts and tree nuts are notorious for triggering severe reactions, many daycare centers and schools have formal peanut restrictions in place.  The Nursery School wants to create a safe environment for everyone. 

Smart Cookies Nursery School Staff and Volunteers will:

•
Wash hands with soap and water before interacting with children in classrooms (antibacterial hand sanitizers do not remove all allergens).  This will ensure that any food eaten at home or on the way to church will not cause a reaction. 

•
Wash tables or other surfaces where children will be eating with soap and water or wipes before children enter the classroom.  Wash these areas again when class is over. 

•
Be prepared to allow a food allergic child to consume snacks brought in by his parents and watch that child to ensure that he eats only his snacks. 

•
Pay attention to “hidden” food ingredients used in arts and crafts.  For example, nuts can be found in many things including bird feed and can be used in odd ways such as for filler in things like pillows. 

Recognize signs of a reaction: 

Tingling sensation in the mouth


Swelling of the tongue and throat 


Difficulty breathing 


Hives          


Vomiting                         


Abdominal cramps


Diarrhea             


Drop in blood pressure

Discipline Policy
Preventive Measures to Produce Acceptable Behavior
In order to maintain a happy, healthy, disciplined environment, children are taught the importance of safety, care of property, good habits, rules of conduct, and consideration and respect for others.

Constructive methods of discipline are used to maintain group control and handle individual behavior.  Our main focus on discipline (teaching/training) is preventative in nature, as we aim to build self-discipline in the child.

Constructive Measures to Extinguish Unacceptable Behavior
When a child exhibits unacceptable behavior or attitudes, he/she is instructed as to what is wrong and then directed to a positive alternative approach or behavior.  Along with these new attitudes and behaviors, the child is guided in the direction of self-discipline by encouraging him/her to make as many choices as possible within limits.  Often times, when the teachers are proactive with redirection, children cooperate and participate with the group activity. If the child continues to misbehave, he/she will be placed on timeout equivalent to his/her age (i.e. 3 years old=3 minutes; 4 year olds=4 minutes).

If a child continues to misbehave and disrupt the class, the parents will be asked to come in for a conference to discuss how we can best meet the needs of the child.
We will be using Class Dojo for all communication in regards to behavior.
Separation from Parent
The process of parent/child separation is one of the most important accomplishments of preschool.  At each age level, a child will react differently.  As a child matures, he/she begins to identify himself/herself as an independent personality.  In learning to separate, your child is learning:

· To develop an interest in the activities of the preschool

· To feel comfortable with others at preschool

· To understand that his/her parent will come back and pick him/her up

Some children will experience difficulty in separation throughout the year, even after the initial successful adjustment at school.  This period may occur in September or December or in the spring, but it usually lasts only a short time.  When this occurs, here are some suggestions which may help you handle the situation:

· Place an emphasis on what the child is doing at school rather than what your activities are while he/she is in school.

· See that the child is involved in a specific activity or is in the hands of a teacher before you leave him/her.

· Tell the child when you are leaving.  Avoid prolonged goodbyes.

· Ask the teacher for help in separation.  We expect the crying.  Usually, the child will stop crying when re-directed.

Toilet Training
Smart Cookies Nursery School requires all children to be fully toilet trained. We understand that accidents do happen, so we ask that every child have 2 complete changes of clothing including socks and underwear that can be left in school. If your child has used their change of clothing during the day, please replace them the next day.  All clothing should be labeled with the child’s full name.
Lost and Found
Please mark all items of personal property that your child brings to school.  Items collected without names will be brought to the office.  If your child loses an item, please check with the office or your child’s teacher.  We encourage you and your child to let his/her personal toys at home.  

Dress Code
Children must be fully dressed when they arrive at school. ( NO diapers or pull ups.)  Because play activity is such an important part of the curriculum, clothing should be practical and comfortable. Because of the mulch used on the playground, we recommend socks and tie or Velcro enclosed shoes.  Sandals and flip flops could lead to splinters and hurt toes.  

Indoor/Outdoor Play
Outdoor play is an important part of our daily curriculum, as weather permits.  It is important for parents to provide the appropriate clothing and outer wear for the weather conditions.  

We believe that children learn best through play and hands-on experience.  We also believe that the outdoors is an extension of the indoor classroom.  

Toys, materials, and activities are available outdoors to enhance the children’s play experience.

Parent/Teacher Conferences
We believe that day to day communication is the best way to assure success at school.  Take the time to speak briefly with your child’s teacher concerning the day and to address issues or share successes.  You are your child’s first teacher!

Individual parent-teacher conferences will be held twice yearly for all students.  Teachers are available for conferences throughout the year.
Termination of Enrollment
In certain circumstances, it may be necessary for the Director to decide to discontinue a child’s attendance.  Such a decision would be based on whether it is in the best interest of that child.  Every effort will be made to correct a problematic situation before a final decision is made.  Termination of enrollment may be the result of the following:

Abuse of other children, staff or property.
Disruptive or dangerous behavior.
The staff’s inability to meet the child’s needs.
      Failure to pay tuition in a timely manner.
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Smart Cookies Nursery School
I have received a copy of the Smart Cookies Nursery School 2018-2019 Parent Handbook. I have read the handbook and understand all the policies and procedures set forth by Smart Cookies Nursery School and agree to abide by them.
Parent Name: __________________________________

Signature: _____________________________________

Date: _________________________________________
*Please remove this page from booklet and submit to the teacher.
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