[image: image1.jpg]



PARENT HANDBOOK
2019-2020
GENERAL INFORMATION
Briarcliff Nursery School, a parent cooperative, was founded in 1947.  It is located on two and one-half acres of beautiful land in the town of Ossining.  The school building contains three classrooms and has a fenced, park-like area for outdoor play.  The school has owned its present site since 1955. 

Two parent boards and a director supervise the operation of Briarcliff Nursery School.  The Board of Trustees, which governs policy, is made up of seven parents with at least one child having attended and graduated from the school.  The Executive Committee, which oversees the day-to-day operation of the school, is composed of six parents whose children are currently enrolled.  These parents are elected each spring to serve as parent representatives.

PHILOSOPHY
Young children acquire knowledge when they are actively engaged in concrete hands-on experiences. We believe knowledge is constructed through children’s active engagement, rather than “taught” through direct instruction. 

Our program provides a nurturing and stimulating environment that promotes the development of the “whole child.” The curriculum is emergent and responsive to the different needs, interests, and abilities of individual children and the group itself. 

Our goals are to:

· Provide an environment that children find engaging, prompts curiosity, stimulates thinking, and promotes intellectual development.

· Encourage children to develop independence and developmentally-appropriate self-help skills, which builds their sense of confidence and self-esteem. 

· Promote social development by modeling and encouraging pro-social skills, building a sense of community, and encouraging frequent and on-going interactions with adults and children. 

· Support children as they learn to identify and label their feelings and develop self-regulation skills.

· Provide children with a developmentally appropriate, safe, and engaging experience at school, which promotes a love of learning and prepares them for their future school experiences. 
· Consistently work towards creating a more environmentally-friendly school and encourage the children, in age-appropriate ways, to care for our planet. 
· Respect parents and families as children’s first teachers, maintain open lines of communication with families, and work cooperatively to support the children. 

NON-DISCRIMINATORY POLICY

Briarcliff Nursery School does not and shall not discriminate on the basis of race, color, religion, sex, gender, gender identity or expression, age, national origin, disability, genetic information, marital status, sexual orientation, political affiliation, military or veteran status, or any other status protected by applicable federal, state, or local law in any of its activities or operations. These activities include, but are not limited to, hiring and firing of staff, admission of children and families, and selection of volunteers and vendors. We are committed to providing an inclusive and welcoming environment for all members of our school community.
THINGS TO BRING ON THE FIRST DAY

Children should bring the following items, labeled with the child’s name, on the first day of school:

1. A tote or backpack that can fit everything your child needs to bring to and from school. Please make sure it is a bag that they can carry/manage on their own. BNS tote bags will be for sale during the first week of school.  If you would like one before school opens, please email our fundraising chair at BNSfundraising1@gmail.com 
2. A large labeled zip-lock bag containing a complete change of clothes (underwear, socks, shirt and shorts/pants).  The change of clothing should be updated at the beginning of each season.  
3. We have diapers from previous years, so unless your child requires a special type of diaper, you do not need to provide diapers. 

PHASING IN

During the first weeks of school, the schedule will be designed to help the children phase into a new group and classroom in a comfortable way. We believe that by taking a little extra time to ease into school at the beginning of the year, we can facilitate a successful adjustment to school that will endure throughout the year. A phase-in schedule will be sent to you in August. The phase-in schedule for each classroom will be different based on the needs of each age group. 
SEPARATION  
Separation from family and home is often a difficult developmental task for children, and it may be more difficult at one time than at another.  We recognize and respect the feelings of both children and parents as the first steps towards becoming independent are taken by the child.  The staff is also aware of the vast differences in individual children’s abilities to separate easily; therefore, we will help each child as he/she grows through this developmental process.  We want to be supportive and to work with all parents in providing ways in which coming to school can be enjoyable and successful for every child.
Each child must be accompanied at all times by a parent or caretaker during the separation period.  The teacher will let you know when separation has been achieved and you no longer need to stay.  Please do not bring siblings during the separation process. Your preschooler needs your full attention.

ARRIVAL 
Please bring children to school on time.  It is easier for children to become part of group activities if they arrive at school at the same time as others.  `
All classes will begin at 9AM.
DISMISSAL

Dismissal is at 11:55. Please be prompt and pick up your child/ren on time.  When you are late, children become very concerned, as they often think that they have been forgotten.   If an emergency arises and you will be late for pick up, please call the school to let us know. We rarely check our cell phones during the school day, so call the school number: 914-941-4373
You will be asked to share a list of authorized people who can pick up your child at the end of the day. We will not release a child to anyone without parental permission. 
We must have parental authorization whenever changes in carpools or visiting arrangements for children have been made.  This is the only way that we can be sure of your plans.  

If a child is not picked up on time, staff will attempt to contact the parents; if they are not available, then back-up people will be phoned.  

DRIVEWAY PROCEDURE  
For the safety of everyone, please:


Do Not use cell phones while on the car line.


Do Not allow children to stand up in the car.


Do Not allow children to sit in the front seat. 

Arrival: Please form two lines and merge at the top of the driveway.  Two cars pull up, one behind the other, in front of the porch for unloading.  If the door to the school is closed or no one is on the porch, please wait until someone comes out to usher your child or children out of your car.  Please do not leave your child on the porch. When it is time for the session to begin, the door will be opened and a staff member will be on the porch to greet you and to help children out of their cars. 
If you arrive late, please park in a designated space and walk your child into the classroom.
 IF you drive a truck, SUV or other vehicle larger than a normal size sedan, your child must be able to negotiate exiting and entering your vehicle on his/her own. Staff cannot lift children in and out of vehicles.
Anyone who wants to may park and then escort his or her child to the classroom.  Please park in a designated space. Sometimes it is helpful to exchange a few words with your child’s teacher, but please be aware that teachers are very busy attending to the many children’s needs at this time and cannot properly discuss any matters of concern to you.  You are always welcome to schedule a conference or a telephone call at a more convenient time to talk about problems, questions or conditions of concern. 
Dismissal: Form two lines and merge at the top of the driveway and maintain the traffic pattern. Children and teachers will be on the porch of the nursery school building.  At dismissal, two cars at a time pull up in front of the porch and teachers escort and help children into the cars. Drive as far down the driveway as you can to fasten seatbelts. Please do not stop in a “no parking” area, as cars turning in front of the building need space to maneuver. If you choose to park and walk up, please stand to the left of the porch. The teachers will escort your child to you. We need to limit the number of people on the porch for safety. Teachers must be able to see all the children.
For safety reasons, teachers may help children in and out of the car on the passenger side only.  
BRINGING THINGS TO SCHOOL

Some children need to bring their favorite cuddly object everyday.  This may be an indication that they are not yet comfortable about leaving home.  Cuddly toys brought to school for this reason (rather than for sharing with others) will be kept in the child’s tote or cubby during class time.

Please do not allow your child to bring inappropriate, expensive, unsafe items, or toys with many pieces to school.  Remember that in the course of a nursery school day, things can be easily broken or lost.  Possessions that are highly valued or irreplaceable are better left at home.
SNACKS

A mid-morning snack is served during every school session.  Parents take turns supplying a variety of healthy snacks throughout the school year. The class parent will let you know when you are responsible for bringing snack. Please do not bring popcorn, candy, soda, or NUTS of any kind, including peanut butter.  A more detailed guide for choosing snacks will be sent in August. 
DRESSING FOR SCHOOL

Clothing children wear to school should be washable, comfortable, and easy for them to manage.  Children’s clothing should permit them to participate freely in all school activities including art, music, movement and outdoor play.  Children should not be concerned with keeping their clothes clean. Please do not allow your child to wear necklaces, bracelets or scarves to school as they can easily get caught on the play equipment. 
Children’s clothing should be easy for them to manage.  Boots should be bought at least one size larger than shoes.  Velcro or buckle shoes rather than tie shoes, elastic waists and a minimum of buttons/zippers help the child function on his own.  Independence is important skill for your child to develop.  Keep this in mind as you dress your child for school.
OUTDOOR PLAY

Children learn many things when outside and every year more research highlights the benefits of daily outdoor play. Therefore, we make it a priority to take our children out every school day, unless the weather is extreme. We take children out in snow and light rain, so please make sure to send your child to school with appropriate outerwear to keep the kids warm and dry. Children who wear snow boots to school will also need to bring a pair of slippers, sneakers or shoes to wear indoors.
Please label all items of clothing with your child’s name.

HEALTH

All children must have an up-to-date medical form on file, which includes a physical examination and inoculations. Your child is required to have a physical and submit a new medical form on an annual basis. 
If a child comes to school and is not feeling well, parents/caregivers will be notified and asked to come to school and take the child home.  At school, the health of classmates and teachers, as well as the health of the child himself, must be considered.  Sick children cannot remain in school.
Each child will spend part of each day outdoors.  Children whose health will not permit them to participate in outdoor activities should be kept at home.  Teachers accompany classes outside.  Supervision is not available for children to remain in the building.

Exclusion from school is always warranted for fever, diarrhea, vomiting, contagious illness (including stomach viruses) and nuisance diseases (head lice, pin worms). Please inform the school whenever your child is ill or is going to be absent, especially if your child has a communicable illness, like strep throat. In the case of fever and stomach illnesses, children must be symptom free for 24 hours before they return to school. 
MEDICATION
Medications are not administered by school staff. If your child needs medication during the school day, you must come to the school to administer. Epi-pens are an exception to this rule. If your child has an allergy, please let us know before the start of school.
SPECIAL EDUCATION

If you child is receiving special services, we require a copy of the individualized education plan (IEP) and the name and phone number of all therapists.  We need to work as a team in order to provide the most beneficial environment for your child.

EMERGENCY PROCEDURES

In the event of an emergency that impacts the whole school, the Director will notify the entire school community by email and text, with instructions on how to respond.

The director and staff are fully prepared for a variety of emergencies and have emergency forms, a first aid kit, and all allergy medication at the ready if we need to evacuate.
In the event of an emergency evacuation related to Indian Point, families will be contacted by text and email to pick up their children as soon as possible. We will administer the Potassium Iodide Oral Solution to all the children with signed consent.
For your information, there is a General Population bus that will pick up passengers on North State Rd and Chappaqua Rd in case of an Indian Point Emergency. It will transport passengers to Ardsley Middle School. If for some reason, families are unable to pick up their children in a timely manner, the teachers may transport the children to Ardsley Middle School and wait with them there. Again, the school will remain in close contact with families to let you know where, when, and how to pick up your children.
In any other type of local evacuation event, families will receive a text and email detailing our emergency plan. The director and teachers will walk with the children to Club Fit on North State Road in Briarcliff Manor. If any family members are able to walk with us, we would appreciate the help, but we are not going to dismiss any children until we get to Club Fit. This is to ensure that all children are accounted for and dismissed safely.
If there is an emergency related to one child, one teacher will stay with the child, while another teacher contacts someone on his or her emergency list. If the child needs to go to the hospital, one of the teachers or the director will accompany the child to the hospital. This adult would collect and bring all necessary medical and emergency information from the child’s file.
DELAYS/CLOSINGS

In the case of a school closing or delay, we will send out an email and a text by 6:30 a.m. Please make sure that the office has the best email and phone number to reach you in case of a delay/closure. In making a decision to close our school, concern will be for the safety of children, parents, and teachers traveling to and from the nursery school.  In the event of a delay, school will begin at 10:00 a.m. and will dismiss at the usual time (11:55 a.m.). 
VISITORS

Parents are encouraged to visit the nursery school and are welcome in the classroom at any time throughout the school year.  Parents are welcome to help in the classroom, do a project with the children, read a story, or just spend time observing.  Please let your teacher know if you are interested in visiting.   

BIRTHDAYS    
Birthdays are special events for children.  If your child would like to celebrate his/her birthday at school, please remember the following things:

· Be sure that you have made arrangements with your child’s teacher.

· Refreshments should be simple and easy to serve, such as cupcakes.  

· Candy/soda is inappropriate in school at anytime.
· If your child’s birthday is in the summer, you can arrange to have a party during the school year by speaking with your child’s teacher and arranging a convenient time.

· Invitations to home parties must be mailed or emailed, unless every child in classroom is receiving one. The parent is responsible for putting them in the school bags.
· Presents may not be delivered to a child through the classroom.
If it is necessary to hand it over at school please meet the parent in the school parking lot.
HOLIDAYS

We have made a commitment to multi-cultural education.  We introduce the cultural components of many holidays, but we need your help. Please try to share your unique culture/background with the children. Please let us know which holidays you would like to share.  
For Halloween, we do not allow children to come to school in costumes.  Masks and costumes can be very frightening to young children, but we will still “celebrate” in our own low-key (but fun!) way. 
COMMUNICATION

Two formal conferences are held during the school year.  A “Getting Acquainted Conference” is held in the late fall and a “Wrap up Conference” is held in the spring.  Please share your thoughts, concerns and questions about your child and his/her school experience, as well as anything that may be helpful in getting to know your child.  
Please check the school calendar for the dates of conferences because classes are not in session on those days. Please make other arrangements for your child during your conference time. If the weather is good, you are welcome to take turns with another parent and use our outdoor space for child care. 
Parents and children have a special relationship.  At times, children will tell you things about themselves or their experiences at school that they have been unable or unwilling to discuss with us.  If your child shares information with you that you feel could help us to be more effective, please share that information with us.  If you have any concerns, needs, or suggestions please call your child’s teacher or the director or anyone on the Executive Committee.  The reverse is also true.  Often children will express their feelings in school.  Your child’s teacher will want to discuss these insights with you. 
A successful nursery school experience is based on a partnership between the home and the school.  Please keep your child’s teacher and the school informed of changes in your family situation (trips, moves, visitors, illnesses, hospitalizations, deaths, divorces, etc.) that may affect your child at school.  

NEWSLETTER

The school publishes a whole-school newsletter 4 times a year.  The teachers also send a classroom newsletter (at least) every month. 
Please make note of the information contained in the newsletter such as dates of parents’ meetings, changes on the calendar, or school directory.  Each parent will be responsible for incorporating these changes and keeping her/his directory or calendar up to date from information in the newsletters.

DISCIPLINE

Briarcliff Nursery School Staff uses positive techniques of guidance, including logical or natural consequences applied in problem situations, redirection, anticipation of and elimination of potential problems, and encouragement of appropriate behavior rather than competition, comparison, or criticism. Consistent, clear rules are developed in conjunction with children and are discussed with them to make sure they understand.  Staff will discuss situations to encourage children’s evaluation of the problem, rather than impose the solution.  They do not force children to explain their behavior or apologize, but help children recognize another child’s feelings.  

Guidance techniques are non-punitive and accompanied by rational explanations of expectations.  Limits are set for children, within an environment arranged so that a minimal number of “no’s” are necessary.  Instruction in the classroom routine includes teaching respect for materials, cooperation, conflict-resolution, encouraging community spirit and enhancing self-respect.  Children are encouraged to express their feelings, and teachers acknowledge and validate those feelings.  Teachers model behavior and problem solve solutions with the children, thereby helping children develop strategies that will enable them to develop confidence in their own ability to deal with conflict.

PARENT PARTICIPATION

Briarcliff Nursery School is a cooperative venture.  The parents of children accepted at our nursery school automatically become members of this cooperative.  Experience has shown that active members gain the greatest benefits from the school—for their children, as well as themselves.  There is a sense of satisfaction from active cooperation with a worthwhile organization, greater knowledge about the functioning of the nursery school and its program, and pride and satisfaction for children as they see their parents engaged in their nursery school.

Three “Beautification Days” are scheduled each year; the first one is in the fall, the second in the winter, and the third one is in the spring.  During these days, parents engage in a variety of tasks to maintain the inside and outside of our school building and materials. The dates are on our school calendar, and you will have an opportunity to sign up for these days the summer before the school year. Parents with children in the four and five-day program are required to participate in 2 beautification days.  Parents with children in the three-day program are required to participate in one beautification day. 
In addition to participating in beautification days, parents are also asked to volunteer in other ways throughout the school year. The amount of volunteer hours depends on the number of days your child attends school each week. 
If you have a child in a 2-day program, you are required to help with 1 School Event and 1 Option of your Choice. 
If you have a child in a 3-day program, you are required to help during 1 Beautification Day, 1 School Event, and 1 Option of your Choice.

If you have a child in a 4 or 5- day program, you are required to help with 2 Beautification Days, 1 School Event, and 1 Option of your Choice.
Participation fee refunds are made at the end of the school year.  To receive credit for participating, you will be required to participate fully. Occasionally, parents have requested to fulfill their participation requirement by providing a service, talent or skill to our school.  If you are interested in such an arrangement, please discuss the contribution you would like to make with the President or the Director.

SCHOLARSHIPS
Each year BNS offers the Barbara Scopes Scholarship Fund, named in honor of one of the early directors.  Anyone who is interested in the scholarship can ask the Director for an application form. 
TUITION
Tuition is due with registration and then on September 1, November 1, January 1 and March 1. All tuition checks should be mailed to the school or dropped off in person. 
Any payments received by the Treasurer after the 15th of the month are subject to a $15 late fee.  Any bounced checks will also carry a $30 charge.

If a child is absent because of illness or vacation or is withdrawn from the school at any time, the parents are responsible for paying the full tuition.  Partial payments cannot be accepted under any circumstances as our operating budget is dependent upon tuition.
Families with more than one child registered for a school year are eligible to receive a 15% discount, on the lesser of the two or more tuitions.  
CHILD ABUSE POLICY

The staff of Briarcliff Nursery School adheres to our legal responsibility as mandated reporters of child abuse and neglect, suspected or actual, while maintaining a supportive atmosphere for the families throughout the process.
STUDENT PROMOTION AND EXPULSION

Typically, children move each year from the 2’s to the 3’s to the 4’s classroom.
However, it should never be assumed that all children will move from one classroom to the next at the end of each school year. The teachers and Director will have conversations throughout the year about the children’s abilities and needs and will determine which classroom seems like the best fit for each child. Parents will be given a recommendation around the first parent-teacher conference for the following school year. Parents are encouraged to voice their feelings and opinions, but ultimately, it will be up to the Director and teachers to make the decision about whether or not a child will be promoted to the next classroom.
As education professionals, we are committed to being responsive to the needs of all the children in our care. Therefore, we are willing to work with families and children that might need additional support or special accommodations. The Director and teachers may recommend Early Intervention or an evaluation from the Committee for Preschool Special Education (CPSE). We are fully committed to working with outside agencies and specialists to support our students. However, there are rare instances when, even with additional support and accommodations from the teachers and CPSE, the director and teachers might feel that our program is not the best fit for individual children. In these instances, a family may be asked to withdraw their child from the program.
Possible reasons for expulsion include:
· Children who require almost constant one-on-one attention from teachers,
· Children who are consistently physically aggressive with other children and adults,
· Children who are consistently disruptive to the routines and flow of the school day, and
· Children who are unable to take advantage of the activities in the classroom without significant accommodations and support.
When a family is asked to withdraw their child from the program, they will not be held liable for that child’s tuition for the remainder of the school year. If the family chooses to withdraw a sibling, they will be responsible for the sibling’s tuition, unless or until the school is able to fill that spot.
As a reminder to the Director, teachers, and families, any issues that may arise with individual students must be kept confidential between the parties involved. The Director and teachers will not discuss individual children and families with other members of the school community.

ENVIRONMENTAL PROTECTION POLICY 
Whenever possible, Briarcliff Nursery School will purchase and use only those products that have been designated as environmentally safe and/or recyclable.  Briarcliff Nursery School will continue to operate its recycling program and will review its product purchasing and waste on an annual basis.  
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