INTRODUCTION

Thank you for choosing Hilltop Nursery School as your child’s preschool experience. 

It is “great soil to grow in!”

This handbook is designed to inform you of Hilltop Nursery School’s procedures, policies and activities. We hope this will help your family become better acquainted with the school so that you will have a positive experience while your child is in our care. Please read this information carefully and keep this manual handy for future reference.

Hilltop Nursery School was established in 1978. We are a Christian Preschool experience. The Board of Directors operates the school and is accountable to Line Lexington Mennonite Church. All children are welcome, within the age guidelines, having met potty-training requirements, regardless of race, national origin, or religious preference.

A strong partnership between home and school is important to us. We encourage parents to feel free to be part of the school with comments, class involvement, sharing of your hobbies and careers, helping with parties, celebrations, centers, and also as field trip drivers.  We have an “open door” policy that allows you to visit at any time. It is best to allow at least a month as an adjustment period. The staff is available to answer your questions concerning your child’s school experience.  We wish to work together with you to give your child a wonderful first experience in school.

Please take an active interest in your child’s school by reviewing their take home projects, and asking about their day. At Hilltop, the process of creating a piece of art is more important than the end product. Experimenting and creating with different materials is important to develop skills needed for the future. Art is an important way for children to communicate their thoughts and ideas. Each child learns in similar sequence but varying rates. They have their own timetable so please keep from comparing your child’s work with others and make comments such as “I see you worked hard on this,” “Tell me about this artwork,” or “These colors you chose look like they are dancing on the page.” Making comments shows your interest in their artwork and reinforces the process they used to produce their work.  

The mission of Hilltop Nursery School is to help your child understand that God created them for a unique purpose and to cultivate both a love for God and an excitement for learning. The brain grows most dramatically in the early childhood years and needs a variety of sensory experiences to maintain or increase brain development. We strive to provide a stimulating multi-sensory environment that helps develop the whole child (spiritually, physically, intellectually, emotionally and socially) while in our care. To do that we provide a balance of activities-individual and group learning, active and quiet times, indoor and outdoor play, small and large muscle practice, teacher-directed and child-initiated activities. Our instruction is theme based and the environment is set up to enhance their learning.

We love children at Hilltop Nursery School and desire the best for them. With this in mind we strive to provide…
     C-Child-friendly classes that are safe, nurturing and age-appropriate
      H-Hands on activities at the heart of the program

      I-Independence, creativity, responsibility and self-initiative is encouraged
      L-Learning environment rich in literature, language, music, art and exploration
      
      D-Designed to build self-esteem, confidence, personal achievement and respect for others

1. SCHOOL YEAR

Classes are held from the first Thursday after Labor Day in September through Thursday before Memorial Day in May.  School will be closed:  Thanksgiving, Christmas, Martin Luther King Day, Easter and in February for parent-teacher conferences.  A school activities calendar for the year will be sent to you in August.

2. ELIGIBILITY

Each child who attends Hilltop Nursery School must be at least three years old by September 1st or eligible to attend kindergarten as a 4 year old in its respective school district. The 3-Year Old Class is held on Tuesdays and Thursdays and the 4-Year Old Program is held on Mondays, Wednesdays and Fridays. Morning sessions are held from 9-11:30 and the afternoon sessions are from 12:30-3:00. 

Each child must be potty trained, though we understand accidents do occur. 

3. CLASS RATIO

We strive to have a one staff teacher for every 7 students in the 2-Day Program and a maximum of one staff teacher for every 9 students in the 3-Day Program. 

4. ARRIVAL
A parent or guardian needs to bring the child down to the classroom.  A Parent or guardian is responsible for supervising their child before entering the classroom. Make sure the teacher is aware of your child’s arrival. Use the front entrance when arriving.  We ask that children arrive no earlier than 5 minutes before the start of class. Arriving on time assures that your child will not miss out on any activities and helps develop good habits for elementary school. The doors at the bottom of the stairs are locked approximately 15 minutes after school begins. When arriving late please use the ramp entrance at the back of the building.

At times your child may be apprehensive with you leaving. It is good to have a routine when entering the room so the child can predict when you are leaving. Tears will disappear quicker if you do not prolong the goodbye.

5. DEPARTURE

When arriving for pick-up, please form a line at the main entrance as cars arrive.  We will bring your child to your vehicle. You are ultimately responsible for securing your child in a child restraint seat. State law requires all children to be in the back seat and in an age-appropriate car seat. To keep the line moving, please refrain from questions at this time. You may talk to the teacher about your concerns at a more opportune time. 

6. AUTHORIZATION FOR PICK-UP
At Open House you will receive a form to list all the people (16 years or older) permitted to transport your child home. If throughout the year another person needs to be added, please put it in written form for our records.  If a crisis arises please call us with verbal consent and instructions for your child’s care. All unknown adults will need identification before a child is released to them. A written note stating your car pool arrangements should be given to the teacher. 

7. SCHOOL ATTIRE

We encourage the children to come in comfortable, easy to manage clothes and shoes. Preschool   activities can be creative and messy, please keep this in mind when choosing your child’s outfit. Most days we try to offer active play outside. It is best to wear sneakers or non-skid sole shoes to school. Also as the weather gets colder please dress your child appropriately for outside play. Remember to label outer clothing including hats, boots, sweaters, etc. Please provide an easy to open school bag or tote bag for the children to carry their papers and projects home.

8. TOYS FROM HOME

Please do not send in toys from home. Our room is full of exciting choices and toys to be shared. Occasionally the teacher will request an item from home for a special activity or Show ‘N Tell. Weapons, fighting figurines and war toys encourage aggressive play and are to be left at home.

9. SPECIAL PERSON AND SNACKS

A “Special Person” is designated for each day to help the teacher out with various duties and      provide a snack for each of their classmates. When your child is the special person their name will be listed on the monthly newsletter. We encourage them to wear their class T-shirt and to bring a simple nutritious snack. Several suggestions are fresh fruit, muffins, pretzels, popcorn, granola bars, raisins, crackers, cheese, and vegetables, etc. Please avoid artificial flavors, colors and high sugar items. Since there is an increasing occurrence of severe allergic reactions to peanut butter, we ask that no snacks be brought in with any peanut butter, tree nuts or any products made with nut oils. We cannot guarantee that a child will not come in contact with an item or product that may cause an allergic reaction. Please keep us appraised of any changes involving your child’s food allergies. Each child with a known reaction to a certain food is to have a Food Allergy Action Plan filled out by the first day of school. Parents may be required to provide an alternate snack for their child with severe food allergies. The preschool will provide apple juice, cups and napkins. 

10. BIRTHDAYS

Your child will be chosen as the “Special Person” on or near their birthday. Special treats (cookies, cupcakes, brownies, Rice Krispie treats, ice cream cups, etc.) may be brought in to celebrate their birthday. Summer birthdays will be celebrated in May.

11. FIELD TRIPS

Field trips are a very important part of your child’s educational experience. There will be 7-10 field trips for the 3-Day Class. The 2-Day Class has 2-3 trips later in the year.  Please have your child wear their class T-shirt. Parent volunteers will transport students. A consent form must be signed by the parents one class day ahead to allow their child to attend the field trip. Some of the field trips will require an extra fee; this is covered in the Activities Fee paid at the beginning of school. Parents are invited to accompany the class to help supervise. If you have smaller children, we asked that you find a babysitter because the trips are geared for older children. Please be prompt for the trips.

** Field trips may vary from year to year depending on curriculum and availability.
 12. ADDITIONAL FEES

The 3-Day Program has an Activities Fee for field trips, celebrations and special guests scheduled throughout the year.   

13.CELEBRATIONS

Our celebrations emphasize the positive and religious aspects of each holiday. We invite parents to participate and assist with these special day events.



November
-Fall Festival (2-Day)

-Thanksgiving Feast (3-Day)



December
-Christmas Program/Party (Both)



February
-Valentine’s Party (Both) 



March/April
-Easter Party (Both)





-Dad ‘N I Night (3-Day)





  (To celebrate Father’s Day)



May

- Mother’s Day Tea (3-Day)





-Ice Cream Social (2-Day)





-Graduation (3-Day)

14. FRIDAY CENTERS

Friday Centers is an exciting part of the 3-Day program. Each Friday the class is divided into 3 groups so learning can occur in a smaller setting. One parent is needed for each week to help assist with one of the activities. There will be a sign-up sheet provided if you are interested in leading one of the groups.
15. BOOK CLUBS

Several book club order forms will be sent home each month. These are a great opportunity for you to purchase current literature at a reasonable price and encourage reading. Do not feel obligated to purchase any books. This program helps to enable the preschool to receive free books for our library. 

 16. COMMUNICATION

At Hilltop we desire to maintain a partnership between home and school. Parents have the right   to immediate access at all times. However it can be difficult if parents come and go often throughout the day. We would appreciate a phone call when your child will be absent from school. You may leave a message on our answering machine at any time.

Parent/Teacher Conferences are held the 3rd week in February to give you feedback on how your child is progressing. Throughout the year we will chart your child’s progress in basic skills and developmental areas appropriate for 3 to 5 year olds.

We provide a monthly calendar to inform you of activities, field trips and special events. This will be sent home in your child’s backpack/bag so be sure to check it daily.

17. HEALTH POLICY

To help ensure the health of all the children, we ask that you take responsibility for making sure contagious diseases are not spread. It is hard for a child to enjoy preschool when they are not feeling well. Please do not send your child to school if the following are present:

1. Fever- Remember fevers are often low in the morning and rise as the day wears on. Fever medicine will lower the fever but the cause of the fever may still remain.

2. Uncontrolled diarrhea

3. Vomiting two or more times in the past 24 hours

4. Heavy, colored nasal discharge

5. Conjunctivitis- pink/red coloring of the white of the eye, white/yellow discharge, matted eyelids 

(May return to school 24 hours after treatment has begun and the discharge has cleared)

6. A constant productive or dry, hacking cough

7. Head Lice- return 24 hours after treatment began

8. Strep Throat- return 24 hours after treatment began

9. Chicken Pox- may return 6 days after onset of rash or until all lesions have dried or crusted.

**Please notify the school at once if your child contacts any communicable disease.

**We will notify the parents of any contagious illness so they can be alert to the symptoms.

If your child becomes ill or experiences an accident while at school, we will attempt to contact a parent immediately. If we cannot reach you we will contact the person listed on the emergency card. Only if necessary will we call the child’s physician and/or ambulance. An emergency card needs to be completed to attend school. It is essential to fill this form out carefully and accurately. Please notify us of any change in medical information. A response card must be filled out for all severe allergies/asthma and the protocol to be followed if a reaction occurs. Parents must provide appropriate medication at all times to counteract this severe allergic reaction. We dispense only doctor prescribed life saving medication.

Hilltop is required by law to report any suspected child abuse to social services.
18. CONFIDENTIALITY

Confidentiality is important to all the staff at Hilltop. Children’s records are accessible to the parents of the child at any time and also to lead teachers and the Director.  Please remember that due to confidentiality laws we can only discuss your child’s behavior. We will inform you if a situation arises which affects your child but cannot name other children involved. We do not want to discuss situations in front of other parents or your child. If you need to talk to us please feel free to call the school to discuss the situation or set up a meeting. Rest assured you will be informed of issues that need your attention.

19. PARENT CODE OF CONDUCT

Children learn by the role models they observe. Please remember to use respect, kindness and courtesy when speaking to others in the building, including the staff. Gossip can be harmful and possibly untrue. Stop it before it grows. All adults must refrain from using inappropriate or foul language. Safety is a high priority. No smoking, alcohol, possession of illegal substances, or unauthorized potentially toxic substances is permitted on the school property. 
20. DISCIPLINE POLICY

We view discipline as a process of positively training and guiding a child, not just controlling the behavior. We want to set up the children for success by giving them clear-cut limits, appropriate expectations and a consistent routine. The staff will treat the children with love, respect and kindness and will encourage the children to do likewise. Understanding the reasons for a child’s behavior is the key to making a decision on how to respond. We work on building character qualities of honesty, kindness, respect and self-control. We will help them understand the importance of inside and outside voices. Should a child not respond well, we would reinforce positive words, help them mutually solve the problem or give them tools to choose more appropriate alternatives. 

At times we may need to impose logical consequences. They may not hurt toys, others or themselves. We will help them see how their actions affect other people or the situation. We may need to remove them from an activity or privilege and give them a short “time-out” if they choose to not obey. We intend to use them infrequently. There will be no corporal punishment as our form of discipline. If the child does not respond well to the previous guidance and the inappropriate or harmful behavior continues (such as biting, hitting, kicking, etc.) the teacher will consult with the parents informally. If the behavior continues a written plan of action will be developed.  If behavior does not improve a probationary month or dismissal will occur determined by the School Director and the Board of Directors. We strive to work together to produce strong positive traits in each child.

21. SAFETY AND SECURITY

Our staff is committed to your child’s safety while in our care. One staff member for each class is trained in first aid and CPR and all are carefully screened and have passed child-abuse and criminal checks. 

If an injury occurs, an accident report will be completed as soon as possible, recording any first aid or other medical treatment needed.

Fire drills are conducted on a bi-monthly basis. We have an emergency response plan in place in event that we would need to be “Sheltered in Place” until it is safe to travel. We are prepared to provide supervision, basic food, bottled water and shelter to the best of our abilities.

Children will not be released to a parent or pick up person if the staff is concerned about the safety of the child. Examples of this may include a person who appears too ill to drive, has been drinking alcoholic beverages, or appears under the influence of any type of drugs.

In case of inclement weather, the Teacher and Director will determine the schedule for the day since Hilltop Nursery School is the hub of three school districts. If the surrounding school districts are closed, Hilltop Nursery School will also be closed. If there is a 2-hour school delay most likely we will modify our class time. The morning sessions will run from 10:00 am to 12:00 pm and the afternoon session will run from 1:00 to 3:00 pm. You can view any delay or closing on 6abc.com or Channel 6abc. You will also receive an emergency calling chain to help pass class information on to school families. When the weather becomes inclement during school hours, parents are welcome to pick up their child at any time prior to dismissal if you feel uncomfortable about driving. Safety is our number one concern. If more than 2 days are cancelled for any one class, additional snow days will be made up at the end of the school year.

22. CHILDREN WITH SPECIAL NEEDS

Hilltop Nursery School attempts to serve all children and have enrolled children with special needs in the past. However we do not have on staff our own special education teachers or therapists so services must be arranged with outside providers. We will be glad to work with outside providers if possible. Parents are encouraged to inform the Director and Teacher of their child’s individual needs and discuss what is in the best interest of both the child and the school.

     23. FINANCIAL ARRANGEMENTS

A $100 non-refundable fee ($40 registration & $60 “good faith deposit”) is due with the application form to reserve a place in class for the coming year.

We need to receive all tuition payments to meet our expenses each month. The tuition is divided up into 9 equal monthly payments. The first payment is due August 15th. The succeeding payments are due by the 1st of the month starting in September and ending in April. A late fee of $5.00 per month will be charged after the 15th unless arrangements have been made with the Business Administrator. A payment invoice is provided for your record keeping.  Please place your check in the black mailbox right inside the first classroom door. 
We ask that all payments be made in check form. Please make them out to Hilltop Nursery     School. If there is a difficulty with this method, please speak to Julie Frankenfield at 215-822-8625. If you need to pay in cash, it is your responsibility to hand the payment to the teacher and get a receipt to receive credit.

There is a $5.00 per month discount for more than 1 child per family attending the school.

In situations where tuition payments are not received for a period of two months, the student will   be asked to refrain from attending classes until the outstanding tuition payments are made.

The final tuition payment is due on April 1st with a grace period extending until April 15th. In situations where an account is not settled by April 20th, the student(s) will not be able to attend classes until the outstanding debt has been cleared.

Credit is not given for sessions that are missed. There are no adjustments made for illness, except for extended periods with a doctor’s excuse. The Board of Directors will review these special requests individually.

A written notice is requested 1 month in advance if your child needs to be withdrawn from school. In case of immediate withdrawal, current month’s payment will be due to the school.


Hilltop reserves the right to withdraw a child with previous notification to parent for reasons:

1. Delinquency of payment of the monthly tuition.

2. A serious illness of a child.

3. School is unable to meet the child’s needs.

4. Parent/guardian fails to submit required forms. 

5. Parent fails to observe rules and policies of the center.

6. The child’s adjustment to school is unsatisfactory and it is not in the best interest of the school or other children enrolled to have the child in attendance.
**********WE LOOK FORWARD TO SERVING YOU DURING THE SCHOOL YEAR**********
