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I.
TEACHERS

A.
Will be hired by the Executive Committee of the HCNS Board of Directors.

B.
The substitute teacher list shall be the responsibility of the Vice President.
C.
State Law requires:

1.
All teachers must complete a First Aid Course every three years.

2.
All teachers must show a health certificate every 2 years.

3.
Workmen's compensation must be paid.

4.
All teachers must meet the state's continuing education requirements yearly. (One percent of total hours worked annually.)

D.
Hebron Center Nursery School requires:
1.
All teachers must present proof of a PPD, Mantoux TB test or a chest X‑ray at time of initial employment, and every 2 years thereafter.

E.
All contracts shall be drawn up between the teachers and the assistant teachers and the Executive Committee and finalized by 6/1.

F.
All correspondence from the HCNS Board shall be accompanied by a Board member's signature and appropriate title or office.

G.
A parent-teacher conference shall be scheduled upon request of either the parent or the teacher.

H.
Teachers or assistant teacher must report absences as early as possible to the Vice President in order to arrange coverage.  In which case, the VP will notify the Treasurer for payment to the substitute teacher.

I.
Teachers will meet with atleast 2 members of the Executive Committee atleast every 2 months to discuss the curriculum for the month ahead, to list supplies to be ordered or purchased by Educational Supplies, to discuss field trips to be taken and to discuss other topics of mutual concern.   
J.
The teachers will conduct planning sessions as needed to coordinate activities.

II.
PARENTS

A.
Volunteers will be called upon to assist the teachers, and he/she will be expected to follow the Volunteer and Classroom Guidelines.


The Snack Parent is to provide the morning snack and drink for the class from the snack calendar (or appropriate substitution with items from 2 food groups) and ask the teachers to record the snack provided in the logbook in the kitchen.  

B.
It is the responsibility of the parents to cooperate to their fullest abilities with assigned duties.  Assigned duties include snack and committee responsibilities.  Parents are also obligated to sell $100 worth of raffle tickets for the Cash Raffle and to make a $25 Maple Fest donation (cash or goods).    (This does not apply to S.O.A.R. Only parents)
C.
Parents should bring their children to school on time and pick them up on time. All parents will report to the teacher with their children upon arrival and departure.  A transportation permission slip must be on file for each student listing adults who may pick up your child other than yourself.  A written note is required, signed by a legal guardian, if someone other than the legal guardian or person(s) listed on the Emergency Consent Form or transportation permission slip is going to be picking up the child from HCNS.

D.
Early Dismissal from School:  If, for any reason, the child is to be taken home before the close of school, it is required that the parent notify the school or teacher of his or her intention before removing the child.  It is felt that the child will build better habits and adjust to the school situation more rapidly if he/she attends school regularly and arrives and departs at the usual times.  In cases where it is felt that a shorter day of school would benefit the child's health or emotional state, or when unusual circumstances arise, the proper adjustment will be made.

E.
Uncooperative Parent Policy:  If parents or guardians fail to meet their responsibilities in tuition payment, assigned committee, cash raffle donation, or Maplefest auction donation responsibilities, the Executive Committee shall proceed as follows:

1.
The President will contact the parents and discuss the reasons.

2.
The parent will be fined $30 for each time he/she fails to cooperate.  This fine must be paid within 10 days of demand.  If, after being fined twice, the parent still refuses to cooperate, the Board of Directors has the option of removing the child from school.

F.
All forms (developmental, child's physical, emergency consent, etc.) must be returned to HCNS on or before June 1st.  (Exceptions will be made for physicals which are scheduled between June 1st and the start of school. A written note to this effect must be submitted by June 1st noting the date of the scheduled physical and the physical form submitted following the physical and before the start of school.)  If there are outstanding forms after June 1st, HCNS shall assume you no longer wish to enroll your child in the nursery school.  Any deposits made up to that point, including registration fee and one month’s tuition*, will not be refunded.  At that time, the next person on the waiting list will be contacted to fill the vacated slot.  

G.
In the event of long-term illness or other situation where the parent is unable to meet his/her responsibilities to the school, the Executive Committee will make a decision regarding a leave of absence in relation to the situation.  Parents should contact the Executive Committee.

H.
When a teacher or assistant teacher is absent, a substitute teacher will replace him/her.  
I.
Tuition is payable in full in advance, or for the parents' convenience, it may be paid in three (3) equal installments or ten (10) monthly installments, as outlined on the Payment Options Form.  The first payment (June’s tuition) is due at the time of registration. All other payments are due on the 1st of each month beginning in September and ending in May.  

A $15.00 penalty fee will be charged if tuition is more than 15 days delinquent.  If tuition and the fine are not paid by the end of the month, the Board of Directors has the option of removing the child from the school.

A check returned to HCNS by our bank or the issuing bank due to insufficient funds or for nonpayment will incur a fifteen (15.00)  dollar returned check fee.

J.
A parent may visit or observe his/her child in the classroom by making an appointment with the teacher.  

A parent of a prospective student may visit or observe a class with his/her child by scheduling said visit with the Membership Chairperson who will coordinate with the Teacher.  It should be made clear to the parent that the child will participate in circle time (or other activity that is being presented) and will not disrupt or prevent the currently enrolled students from obtaining the full benefit of the Teachers' lesson.  The parent must accompany the child at all times.
K.
Parents who are consistently late picking up their child will be charged $10.00 for every 10 minute increment they are late. 

III.
HEALTH & SAFETY

A.
State Law requires:

1.
Liability insurance for HCNS shall be purchased.

2.
Each child must present a Health Certificate before entering the classroom showing that he/she was immunized against DPT, mumps, measles, rubella, polio, varicella (chicken pox) and HIB.  This form must be signed and dated by a physician yearly, and must be submitted to the nursery school.

3.
Parents must sign a form extending permission for emergency treatment of illness or injury of their child.  This form must be returned to the nursery school.
4.
Parents must sign a form absolving the school of responsibility for injury on school excursions.  

5.
Abuse and Neglect Policy:  An important factor in providing quality care to young children is ensuring their health and safety by protecting them from abuse and neglect.  In Connecticut, any paid person involved in caring for children in a Connecticut Licensed Center is mandated to report suspected abuse or neglect to the Connecticut Department of Children and Families.  It is the agency's responsibility to determine if abuse or neglect has occurred.  Hebron Center Nursery School staff receives training in observing symptoms of abuse and neglect and responsibilities in reporting procedures during first aid classes and available workshops.  A complete file, including the Connecticut Law summary and reporting forms, are kept on school premises.

a.
Suspected Parental Abuse:  As a paid professional in our state licensed center, staff are required by law to report if they suspect a child is being abused or neglected.  Professionals whose work puts them in regular contact with children are considered "mandated reporters". 

b.
If a teacher reports suspected abuse or neglect as the law requires, they are immune from civil and criminal liability.  However, if he/she fails to report, they can be fined up to $500.00.  He/she may also be sued for damages if the child is further injured because they did not act.

c.
If a teacher suspects that a child is being abused or neglected, he/she must document his/her observations and report them immediately.  The HCNS President should be notified. The teacher will make a call to DCF at 1‑800‑842‑2288.  A written report using DCF form #136 must be completed within 48 hours.

d.
Abuse and Neglect Prevention by Staff of Hebron Center Nursery School:  Prevention of abuse and neglect will be achieved through staff orientations, annual reviews of policies, staff meetings, further staff education through workshop opportunities, and staff supervision and evaluation on an ongoing basis.

Refer to the complete Abuse and Neglect Policy document for all details of HCNS's policies.

B.
The school assumes no responsibility for the children during the time they are outside the school area in the charge of parents or parental substitutes.

C.
There shall be a consultant nurse or physician (health consultant).  The consultant nurse or physician will instruct the teachers so that they will be qualified to inspect a child upon suspicion of illness.

D.         It shall be the parent's responsibility to see that the child does not attend school while in a contagious condition.  The parent shall notify the teacher when a contagious condition arises.  It is HCNS’s policy that all children must be fever free for 24 hours to be able to return to school.  If a child has chicken pox, they can be re-admitted to school in accordance with state regulation, only after the 6th day and/or after the lesions have been scabbed over. 

E.
If a teacher determines that a child has a fever and/or may have a contagious illness or infestation while attending school, that child should be removed to an isolated area of the room with continual visual supervision by staff.  The parents should be immediately contacted to pick up the child.  The parent should then attempt to pick up the child as soon as possible.

F.  
The school shall maintain and annually review the emergency procedures listed below.  All shall be posted in the classroom. 

1.
Medical 

2.
Fire 

3.
Weather

G.
Details of health and safety rules are outlined in the State of Connecticut Department of Public Health’s Child Day Care licensing regulations.  

IV.
FINANCE  

A.
The Treasurer shall reconcile all bank accounts monthly and prepare a monthly report of cash receipts and disbursements.

B.
The Expenditure Record form shall be used by anyone spending HCNS funds.

C.
There shall be 4 bank accounts: a "General Account" (checking), an "Admissions Account" (savings), a “Tuition Escrow Account”, and a “Mortgage Reserve Account” (savings) with the following conditions:


1.
 All registration fees and last month’s tuition paid to register a child for the following school year should first be deposited into the Tuition Escrow Account.  This income cannot be released into the Admissions Account or General Account until 7/1.  

2.
All income, including the following, shall first be deposited into the Admissions Account (Basic Savings):

a.
Tuition payments. 

b.
Fundraising profits. 

c.
Transfers from other accounts.

3.
All disbursements, including the following, shall be disbursed from the General Checking account:

a.
All budgeted and/or approved expenditures. 

b.
Fundraising expenses. 

c.
Teacher bonuses (taxes deducted) at the discretion of Executive Committee.

d.
Payroll.


4.  
The Mortgage Reserve Account will have the following conditions:


a. 
To accept donations so designated.


b.
To accept Board approved transfers from other accounts.


c.
Contain a total yearly account balance determined by the Board.  The amount needed to attain that balance must be transferred at the time of determination by the Board from the Basic Savings Account and/or General Checking Account.


d.
Contain the USDA Reserve Balance.

Eligibility:

1.
Any member requesting emergency tuition assistance shall be required to complete an emergency assistance application.

2.
Eligibility shall be determined (upon review of said application) by not less than two members of the Executive Committee in the following order:  President, Treasurer, Assistant Treasurer, Vice President, and Secretary.

3.
If a member of the Executive Committee applies for said assistance, he/she must apply to two of the others in order listed for eligibility.

4.
In order to maintain the confidentiality of the person, all applications for emergency assistance will be destroyed at the end of the school year.

E.
All accounts may remain open with a balance at the end of the school year.  A balance of at least $15,000.00 in total of all accounts should be maintained in order to cover unforeseen expenses.  Funds, with the exception of registration fees, should be deposited initially into the Admissions Account (interest bearing/Basic Savings) and transferred to the General Account (General Checking) when necessary.

F.
The Treasurer’s books must be reviewed by an independent accountant at the end of the fiscal year (July 1 - June 30). 

G.
The Treasurer is responsible for filing HCNS’s yearly income taxes, payroll tax returns, W2s, and USDA annual Report.

H.
The Assistant Treasurer shall be in charge of collecting and depositing tuition payments and all incoming funds to HCNS.

V.
MEMBERSHIP

1)
There will be separate registration time slots for enrollment:

A.
 Pre-Registration for all currently enrolled students who will be returning. 
 Pre-Registrations will be accepted in the following order: 

a.
Children who have completed a class and are returning to the same class. 

b.
Children who have completed a class and are switching to another class.
B.
Priority Registration for siblings of current or prior year students and Alumni’s Offspring.

a.
Brothers and sisters of currently and/or previously enrolled students.

If a group exceeds class size, enrollment will be determined by lottery among the group.

C.
Open Registration for the general public with preschool-aged children.  Open registration will be determined by the lottery method.

2)
Available Classes:



3-Traditional
Tues/Thurs 

3-Extended Day
Tues/Thurs




4-Traditional
Mon/Wed/Fri 

4+ 3-day S.O.A.R.
Mon/Wed/Fri  









          4+ 5-day S.O.A.R.
Mon/Wed/Fri















Tues/Thurs




S.O.A.R. Program 



5-day afternoons only
3)
 A 3 year old class is considered full when up to 18 children are registered.  A 4 year old and older class are considered full when up to 20 children are registered.  No more than 20 students are permitted in the school at one time for classes. Subsequent registrations will be placed on a waiting list in anticipation of openings.  After Registration night, one Official Waiting List shall be maintained for all classes.  As openings occur, parents will be called (in the order they appear on the waiting list) and be offered a place in the class as long as they qualify for it. A waiting list child may pass the opportunity of a spot in a class to the next child on the waiting list without forfeiting their position on the waiting list.  A parent may request to have their name removed from the waiting list at any time.

4)
If a child has been confirmed to a class after the Registration night, appropriate registration fee and the last month’s tuition must be paid within 10 days of receiving their confirmation packet.

5)
If there are siblings enrolled in HCNS for the same school year a 10% discount will be given to the second child.  This discount applies to the lesser-priced tuition if they are in different classes.

6)
The information/registration packet and the registration form will be made available. It is recommended that no parent be encouraged to pay the registration fee unless that parent is thoroughly familiar with the HCNS program, philosophy, and cooperative parent policy.  

A.
Sibling/Alumni Registration:

1.
Priority Registration will take place on a specified date to be publicized in local newspapers.  This will be for all students who plan on returning to HCNS including siblings of prior‑year students.  Proof of previous HCNS enrollment is required.  Canceled checks, class lists, HCNS diploma, and copies of Enrollment Agreements are acceptable sources of proof of enrollment.  Any other proof of enrollment must be reviewed and approved by the HCNS Board of Directors.  If the number of students exceeds the class size, enrollment will be determined by lottery method.  If a class fills up, then one waiting list for all classes will be started with the child's name and classes preferred.

2.
Registration forms will be given out at the registration to be completed, and the registration fee and one month’s tuition will be paid as a child is registered.
3.
Anyone interested in priority registration must be present or represented at registration night.  There will be no exceptions.

B.
Open Registration:

1.
Open Registration will take place on a specified date to be publicized in local newspapers.  HCNS will advertise well in advance that it is an interracial, interdenominational organization, as State Law requires, and will publicize necessary information regarding the Open Registration night.  Enrollment will be determined by lottery method for all interested with preschool-aged and kindergarten aged children.  Anyone interested in registering at Open Registration must be present or represented at registration night.  

2.          Anyone interested in registering after Priority or Open Registration has been completed should contact the appropriate Membership Chairperson.  They will be able to register at that time if there are openings in the class in which they are interested, or will be placed on a waiting list.  

C.
Withdrawals:

1.
If a parent withdraws their child from the school prior to June 1st of the year that they registered, the June tuition payment for the following year will be refunded only if they submit a postmarked written letter regarding the withdrawal.  The registration fee is not refundable.  However, if the parent withdraws the child from the school after June 1st, no refunds (of tuition or registration fee) will be given. (For any monthly tuition greater than $200, $200 will be forfeited and the balance will be refunded.)
2.
Parents may be requested to withdraw their child upon recommendation of the teacher and the Executive Committee.  In such case, a pro‑rated tuition refund will be made.

3.
If a child must be withdrawn for any other reason during the school year, a tuition refund will be made only if the child can be replaced from the waiting list with no financial loss to the school.  If a replacement cannot be found, the parents will be responsible for tuition for a 30 ‑day period following written notice of withdrawal.

4.
If, during the school year, there is a withdrawal from any class, the position will be offered to the first person on the waiting list (as long as their child qualifies for the class).  If they are not interested in the position, the next person on the waiting list will be called.  This will continue until the opening can be filled.

D.
The Membership Chairperson shall keep a mailing list.

VI.
CALENDAR

A.
The school calendar will follow that of the Hebron Public Schools as closely as possible.  All vacation weeks will coincide.  Scheduled early dismissal days will not be observed by HCNS.  The calendar will be finalized and approved by the June board meeting.

B.
Cancellations or delays due to inclement weather will occur as follows:

60 minute, 90 minute and 2 hour delay from original start time by Hebron Public Schools, indicates a 60 minute, 90 minute and 2 hour delay from HCNS original start times.

Early Dismissal is at 1pm, an early dismissal would be decided by 11 am and therefore no bussing from Gilead would take place on those days.
Cancellations/delays for Hebron Schools are announced on several television stations (WFSB, WVIT, and WTNH) as well as several local radio stations.

*Parents always have the option to keep their children home due to weather conditions.

C.
Class sessions cancelled due to inclement weather during the school year will be made up at the end of the year only when the following conditions are present: cancelled days in excess of 3 (4 year old and S.O.A.R) classes will be made up one for one but are limited to 3 days; cancelled days in excess of 2 days (3 year old) classes will be made up one for one but are limited to 2 days. Any days in excess of this will NOT be made up.  The number of classes to be made up will be established by May 1st.  
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