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Harpswell Community Nursery School 

Parent Handbook

Learning through play and friendship

Our Purpose is…

· To provide a high quality educational program for the children of Harpswell 

· To encourage learning outside the home 
· To foster new friendships 
· To develop children’s ability to share, take turns and solve problems
· To create a happy atmosphere where children can develop at their own rate
USEFUL TELEPHONE NUMBERS

Myrna Koonce, home: 725-7103

Parents are encouraged to bring their concerns about any classroom matter to the attention of the teacher first, then to the administration.

Elizabeth Davis, home: 833-8037

The school’s director is available to answer any questions or address any concerns you may have regarding the school in general or your child in particular. 

Classroom Telephone: 833-5102.

Teachers will answer this phone during school hours. Please use it to report school absences or to inform them if you are running late for pick up.

Church Office: 833-6026

This number can be used if you are unable to get through on the classroom phone and need to reach the teacher in an emergency during school hours.

PARENT COMMUNICATION FILE

You will find a file folder with your child’s name on it in the file box on the bookshelf outside the classroom.  In it teachers will place the monthly calendar, and other notices throughout the school year.  Please make every effort to check the folder regularly.

DAYS AND HOURS OF OPERATION

The nursery school is in session Monday, Wednesday and Friday, from 9 a.m. to 12:00 noon, except when holidays and school closures occur.

CURRICULUM
Our curriculum is based on the understanding that children learn through interactions with their peers and adults, through independent play with materials, and through hands-on experiences prepared by adults.  

The teaching staff strives for a balance between planned projects and the spontaneous exploration of topics or materials based on the children’s interests.  Planned activities are designed to foster skills in all areas of development:  social, emotional, fine motor, gross motor, language, and cognitive.

Since a well-prepared environment is essential to children’s engagement in learning activities, the teachers take care in setting up the classroom each day.  It is therefore important that children not be dropped off early unless prior arrangement is made with the staff.

DAILY SCHEDULE

9:00



Arrival and Free Play
9:30



Circle





    Songs and movement; sharing time

9:50



Free Play & Project Time





    Cooking, art, science, journal writing

10:40



Clean Up/Wash Up

10:45



Snack

11:00



Story Time

11:15



Outside/Gross Motor Time

12:00



Departure

CHILD GUIDANCE
The staff uses positive methods of child management, which encourage self-control, self-direction, and cooperation.  Rules and limits are clearly explained and consistently applied.  No child will be expected to perform behavior which is beyond his/her comprehension or ability. 

ILLNESS

Please keep your child home from school if he or she shows any of the following symptoms:

Fever of 100 degrees Fahrenheit or higher

Severe pain or discomfort

Acute diarrhea in a 24-hour period

Two or more episodes of vomiting in the past 24 hours

Sore throat or severe coughing

Red eyes with discharge

Skin lesions that are weeping or bleeding

Difficult or rapid breathing

Fatigue or irritability that prevents participation in regular activities

Skin rashes lasting longer than 24 hours

Swollen joints

Visibly enlarged lymph nodes

Once your child is symptom free for 24 hours or has a physician’s note stating that he/she no longer poses a serious health risk, he/she may return to school.

If your child contracts any of the following diseases, please notify the director immediately:

Chicken Pox

German Measles

Mumps

Strep Throat

Lice

Conjunctivitis

Impetigo

Scabies

Your child may not return to school without a doctor’s note stating that the child presents no risk to himself/herself or others.

Children who are not well enough to go outside for playtime are not well enough to come to school. If your child becomes sick during the day, the teacher will inform the parents by telephone.  Parents are responsible for arranging for or picking up the child from school soon after notification.

FOOD

A simple and nutritious snack is served mid-morning every day. Teachers do cooking projects with the children and often use them as snacks.  If your child has any food allergies it is imperative that you inform the School.  This information should be in writing on the medical form.

TUITION POLICIES

· Tuition rate for the 2004-2005 school year is $200 per month for 3 days a week.

· We encourage parents to pay in two $800 installments, one each semester, to simplify our billing process.  If this is problematic, please speak to the director about an alternate arrangement. The payment due dates are October 1 and February 1. A tuition envelope will be in the Parent Communication File where parents can conveniently place their payments. Checks should be made out to “The Kellogg Church.”

SNOW DAY POLICY

The Harpswell Community Nursery School will follow the Harpswell Public school system for school closing due to inclement weather.  The nursery school will close whenever the public schools in Harpswell close.

If the Harpswell Public Schools make the decision to have a delayed opening, the Nursery school director and the head teacher will jointly decide if the Nursery School will open at its regular time or be delayed until 10 a.m.  In the event of a delayed opening, dismissal will be at the normal time.  The decision whether to open or close will be made in as timely a manner as possible and before 7:00 a.m.  Parents will be notified via the snow chain of the decision.

DROPPING OFF/PICKING UP CHILDREN

MORNING DROP OFF

School opens at 9:00am and we ask that parents not arrive before then.  Although staff arrives earlier, our teachers need the time to prepare the classroom for the day before we officially open. 

Please call the school by 9:00am if your child is sick and cannot attend. 

NOON PICK UP

Please arrive at school no later than 12:00 in order to ensure that there is time to pick up your child’s belongings.

We understand that occasionally there are emergency situations and when such situations occur please call the school as soon as possible to let us know you are going to be late picking your child up.  Notifying the teachers allows them to better prepare your child and themselves for your delayed arrival.  In order to compensate the School for this unexpected delay there is a fee for any late pick-up after the first occurrence.  Please call if you are running late. 

LATE FEE (after the first late pick-up):


$10.00 for the first ten minutes, or portion thereof


$5.00 for each additional five minutes

NO unauthorized adult will be allowed to pick up the child.  The following are approved authorizations:

· Persons whom parents have included on their child’s application as “Alternate Pick-up person”

· Persons for whom the parents have provided written permission.

POLICY OF CHILD ABUSE AND NEGLECT 
Harpswell Community Nursery School is mandated by the State of Maine to report to the Department of Human Services any reasonable concern of child abuse or neglect.  Parents will always be notified of these concerns and the need to make a report.

WHAT TO BRING TO SCHOOL

Please bring the following items clearly marked for easy identification:

· Jacket/coat/sweater (seasonal), hat and mittens and boots for rain or snow. Please take all outer garments home at the end of the day.

· Extra clothing: underpants, socks, a complete change of outer clothing

TOYS AND PERSONAL POSSESSIONS FROM HOME
Children may need to bring a “transitional object”---blanket, stuffed animal or other comforting object---from home.  Generally, the teachers encourage children to leave these comfort objects in the coat room once they begin to play.  

Nature items, books, tapes, CD’s and the like are welcome additions to the classroom.  Toys are better left at home. We ask particularly that children do not bring in guns, swords and other toys that encourage rough or violent play.

FIRE EVACUATION/SAFETY PLAN

The classrooms are equipped with smoke detectors and fire alarms.  Fire drills will be held on a regular basis to familiarize the children with the evacuation plan for the building.

In the event of a minor injury, the teacher will administer simple first aid using the classroom first aid kit.  For serious emergencies, parents will be notified and rescue personnel will be summoned.

THE ELIJAH KELLOGG CHURCH

The Elijah Kellogg Church, Congregational, is our sponsoring institution.  The present building was dedicated in 1843 and stands in Harpswell Center as a familiar landmark and spiritual home to many. In 2002 the congregation completed and dedicated a new addition, which is used and appreciated by a variety of community service groups. We welcome families of all faiths in our Nursery School, and encourage awareness and respect of various traditions.

