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The Chenango Nursery School, Inc.

Parent Handbook

Introduction


The Chenango Nursery School (CNS) is a non-profit, non-sectarian, parent cooperative early childhood program serving the various childcare needs of families in the Hamilton area.  Since it’s founding in 1948, CNS has been in continuous operation as a corporation owned by the parents of the children attending the school.  A Board of Directors, elected by parents, establishes school policy and the direction of education programs. CNS is licensed by the New York State Office of Children and Family Services.


Chartered by the State of New York, CNS enrolls children 6 weeks to12 years old in age-appropriate programs supervised by a teacher and an assistant.  An after school program is available for kindergarten through fifth grades.


CNS will not discriminate on the basis of race, color, sex, religion, national origin, physical disability, age, marital status, sexual orientation, or status as a disabled veteran or veteran of the Vietnam era.  This nondiscrimination policy complies with all current statutes and applies to admission, employment and access to all programs, services, and other activities offered by CNS.

Purpose


CNS provides a safe and healthy environment for children to enjoy supervised play, developmental activities, creative activities and socialization with other children.  All activities are supervised and directed by our staff of qualified teachers, assistants and parents. We recognize the importance of each child’s school experience and strive to promote his or her physical, social, emotional, and intellectual development.

Curriculum and Programming

Curriculum


CNS has traditionally emphasized the social development of its children.  Our curriculum uses a variety of individual and group activities designed to develop the particular strength, skills or emerging “intelligences” inherent in each child.  Recent research suggests that all people possess “multiple intelligences.”  CNS teachers and staff have recently examined their curriculum to ensure that it provides opportunities for the development of these emerging abilities.  A complete explanation of the curriculum is available from the director.

Infant Program


The Infant Program, like other CNS programs will provide each child with a safe, nurturing environment in which to grow and develop.  We recognize the importance of creating a “home” environment in the setting of a quality early childhood program.  Infants in the program range from age 6 weeks to 12 months.  Tremendous changes take place at this stage of child development.  Our staff is experienced at dealing with these rapid developmental changes.


Infants are introduced to a variety of age appropriate activities that will encourage their development.  Socialization, through mealtime conversation, crawling, and playing on the floor helps the infants’ social development.  The staff is aware of the importance of conversation to the child’s development. Infants process information at an amazing rate.  All sensory and motor activities are interesting, new and amazing.  Rolling, climbing, playing peek-a-boo, and watching others do the same can keep young children happy, busy, and learning.
Parents are encouraged to visit the room at any time.  Parents are asked to communicate any changes or concerns with the teachers.  They are also asked to complete a daily form so that teachers may be kept informed about their child.  

It is our intention that all children leave the Infant Room with independence and the confidence and trust in caregivers necessary to explore the Waddler Room.
Additional information, specific to the Infant Program, regarding food, formula, etc. will be given to parents.

Waddler Program


The Waddler program was specifically developed for the 12-24 month old child.  Ambulatory exploration is the rule of the day.  Waddlers continue to learn by touching, jumping, running and putting everything in their mouths.  It is with this in mind that the Waddler environment was created.  In order to proceed to the Waddler room the child must be walking and able to handle other children who are running.  Children are transitioned into the Waddler program over a two-week period.  Information specific to transitions will be discussed with parents at the appropriate time; the parents’ input is very important to us as their child develops.


More challenging sensory and motor activities are explored in this program.  Children are nurtured and able to investigate their surroundings in a safe environment.  Emerging social skills are strengthened and playing next to a friend becomes a real possibility.  The children are readied for the stimulating environment of the Toddler room. Additional information specific to the Waddler Program will be given to parents. 
Toddler Program


The Toddler Program introduces the children to a modeling of the schedule in the 3’s and 4’s.  Toddlers are brought together for brief “circle time” and engage in gross and fine motor skills activities and arts and crafts projects. Toddlers become more and more socialized and begin to play with their friends.  


Toddlers continue to explore all modes of sensory experiences.  They are encouraged to begin using and understanding their “self-help” skills.  As they are nurtured, they are encouraged in to become independent 3 year olds. Additional information specific to the Toddler Program will be given to parents. 
Threes and Pre-K
The morning program offers “circle time”, activities such as singing, dancing, playing musical instruments, cooking, water and sand play, simple science lessons, poetry and stories, muscle coordination and fine motor skill development, outdoor play, and artistic endeavors.  Nutritious snacks are provided.  In addition to a teacher and an assistant, the morning schedule introduces children to learning centers, circle time, and a “school-like” routine. Children experience a rigorous morning enriched with music, cooking, gross motor play, fine motor activities, and plain fun. Children are able to initiate child-centered activities as well as those more teacher dictated. CNS believes that children learn through play, so while we encourage the development of all of their abilities, we do so in a stress-free, playful environment. 
Teachers follow a “multiple intelligence” curriculum which focuses on logical, linguistic, spatial, musical, bodily, and inter/intrapersonal intelligence. Lessons are developed and reviewed to enhance the growth of the whole child. 

Lunchtime and Afternoon Program

     Children enrolled in the afternoon program will enjoy supervised play, creative activities and the companionship of other children. Lunch will be at 11:45 for all children.  Parents are advised to provide a nutritious lunch; no gum or candy please.  Clearly label your child’s lunch box.  All lunch boxes should be placed in the refrigerator as soon as your child arrives.  The school will provide an afternoon snack*.  Children should bring a blanket for rest. A small stuffed animal or pillow is also acceptable.

*Snacks   We at CNS are very conscientious about the nutrition of our children. We suggest that our parents think carefully before providing snacks for school.  Fruit juice or milk, whole-wheat crackers, muffins, bagels, cheese, fruit, vegetables, and nuts are some of the snacks we offer.  We are sure you can think of other healthy foods that children enjoy.  Please reserve treats for birthdays.  The children will do better with your continued cooperation.  Please inform your child’s teacher if you will be bringing in treats for a birthday.
Please notify your child’s teacher and the Director if your child has any food   allergies. Information will be supplied to parents regarding nutritious lunch ideas.
After School Program

     We offer our after school program for kindergarten through 5th grade students each day from 2:30 p.m. to 5:30 p.m.  CNS offers school age children a variety of enjoyable activities, including computers, board games, and ample time outdoors.  The program allows for the development of special new relationships among children of different ages.  For more information please see the School Age Program Handbook. 

Summer Program

     The Summer Program is an important part of the CNS calendar.  Parents may enroll for any one or more weeks.  Children bring their own lunch.  Parents are encouraged to participate in the program and may be invited to participate with field trips or special events.  Our program centers around weekly themes and activities.  There is no cooperative obligation for parents in the summer program

Clothing & Child’s Daily Needs

Because your child will be quite active at school, he or she will no doubt be most comfortable in clothes that do not require any special care.  For safe play on larger toys and equipment, we strongly recommend rubber-soled shoes or sneakers.  Hard-soled shoes do not provide adequate grip, and slippers are not appropriate for active play.  Please be prepared for your child to be involved in messy activities; hands-on experiences make up a large part of the child’s day.  Please have your child dress accordingly, or send a smock.

Your child should come appropriately dressed for the weather since all the children are outside each day, unless the weather is inclement or below 20 degrees.  Please send your child with a warm hat and mittens as soon as the weather gets cold.  During the winter children need jackets, snow pants, and boots every day.  You should also send a complete change of labeled clothing (underwear, socks, shirts, and slacks) to be kept at school.  Please label all outside clothes such as boots, coats, etc.  We suggest that you send a large tote bag or backpack with your child each day for the purpose of clothing as well as transporting projects.  Please clear cloak areas, as often as possible, to ensure that your child’s belongings do not get misplaced and to eliminate clutter.

Parents are asked to provide the following items labeled with your child’s first and last name.

	Item
	Infants
	Waddlers
	Toddlers
	3’s & 4’s

	At least one complete change of clothing
	· 2
	· 
	· 
	· 

	Small blanket  (if child stays for rest time)
	· 
	· 
	· 
	· 

	Hairbrush/comb
	· 
	· 
	
	

	Pacifier (if child uses one)
	· 
	
	
	

	Baby food/cereal/formula
	· 
	
	
	

	Diapers
	· 
	· 
	· 
	

	Wipes
	· 
	· 
	· 
	

	Plastic bottles with formula or breast milk
	· 
	
	
	

	Ointments
	· 
	· 
	· 
	

	Sippy cups (if needed)
	· 
	· 
	
	

	Sunscreen
	· 
	· 
	· 
	· 

	Hat & mittens as weather cools
	· 
	· 
	· 
	· 

	Snow Pants and Boots when snow comes
	
	· 
	· 
	· 

	Healthy lunch (if staying for lunch)
	· 
	· 
	· 
	· 

	Stuffed animal or pillow if desired for nap
	
	· 
	· 
	· 


Note:  Please discourage the bringing of toys from home.  Toys often become misplaced or broken, and in general become a source of problems among children.

Hours of Operation

CNS operates from 7:30 am – 5:30 pm, Monday through Friday.

· 7:30-12:30
Morning Programs (Infants, Waddlers, Toddlers, 3’s and 4’s)
· 8:30-11:30
Pre School Programs
· 11:30

Afternoon program

· 2:30

After school program

· 5:30

Close

 Changes in Hours


Since each slot is reserved, there will be no refunds for vacationing or sick children and no time substitutions.  The Director should be notified in writing should the parent wish to change a child’s hours.  An exception to this rule occurs during the first two weeks of your child’s enrollment.  If a child is having difficulty adjusting, s/he may withdraw completely, and unused paid days will be refunded.  The parent must, however, meet privately with the Director to discuss the issue.  In the rare instance when teachers feel a child is not adjusting well to CNS, the parent will be asked to withdraw the child and any unused days will be refunded.  We will try to accommodate requests for expanded hours as quickly as possible.  In case of a conflict for expanded hours, priority will be given in the following order: a) time of request, b) number of hours that the child will be enrolled, and c) the date expanded hours will begin.  All requests for changes in hour or notices of withdrawal must be submitted, in writing, to the Director.


A change in hours during the year will be accommodated, if possible, if it results in an increase of hours.  Parents will be responsible for any hours that have been contracted after the first month of school.  Petitions for any changes resulting in a decrease in hours or withdrawal must be made to the Director in writing and will be decided upon by the Board.
Drop-In Hours

   Drop-In hours (hours in addition to your normal schedule) will be allowed for enrolled children only.  If a child needs supervised care on an occasional basis, parents may arrange such hours, if available, by contacting the Director no later than 24 hours prior.  Drop-In hours are billed at $6.50/hr. and will appear on the following month’s bill.  Drop-in hours are only available if your account is paid to date.

Calendar

     A calendar is provided in the back of this handbook.  The basic calendar is similar to the Hamilton Central School calendar however CNS offers a longer schedule that includes HCS’s vacation days (Supplemental Schedule).  Parents request either the regular calendar or the supplemental calendar. 
Snow Day Policy 
      In general, CNS will be open as usual on days when Hamilton Central closes for snow. Children enrolled in any of the Early Childhood Programs may attend for their usual days and hours. In the event that HCS has a one or two hour delay, CNS will operate as usual. 

If the director, in consultation with the Board, determines that the weather conditions are too sever to allow for normal operation, CNS will close. The announcement of closing will be posted on the CNS website, local TV stations, and will be emailed to parents. 
Arrival and Departure

Please adhere to the following procedures when arriving or departing with your child to ensure the safety and smooth transition of your child’s entry to and from school.

·  Accompany child in and out of building … A parent or adult must always accompany children into and out of the child’s classroom.  If picking up a child from the playground, please notify the child’s teacher before leaving with the child.  Parents are to assist their children with outer clothing at arrival and departure.  A release form must be turned in to the teacher if someone other than the parent is to pick up a child.  

· Sign-in and Sign-out …… All Parents are asked to sign their child in upon arrival and to sign them out when leaving for the day.  If you pick up your child for a mid-day appointment, please sign them in and out each time you leave and arrive.

· Prompt arrivals and departures …. We would like to stress the importance of prompt arrivals and departures.  Bringing your child to school too early upsets planning and preparation time that the teachers and assistants need to set up for class.  Tardiness may cause your child to miss out on a special activity.  Late departures make it difficult for teachers to prepare for the next class’s activities. Late pick up also interferes with our regulations regarding child: staff ratios. Parents will be charged a fee if they drop off their children early or pick them up late (See section on CHARGES AND BILLING).  Drop-in care may be arranged for those occasions when guardians will not be able to drop off or pick up at scheduled times.

· Parking lot safety….. Parents are responsible for the safety of their children in the parking area.  Please do not allow children to go into the parking area unattended, as they are too small to be seen easily by drivers.  When parking at CNS, be careful not to block the right of way. Please be aware of children, traffic and our residential neighbors.  Please do not leave children in your care unattended.  All CNS parents are given parking stickers to ensure that other people do not use our lot.

· Responsible Parenting….  It is the duty of the parent to be responsible when picking up their child.  In the event that a CNS staff member feels that a parent/authorized adult is under the influence of drugs or alcohol, when picking up their child, the person will be offered a ride home.  If the parent/authorized adult persists in driving their child, the local police will be contacted.

Policies

Holiday Policy

     CNS values the numerous opportunities to be found in learning about various holidays and forms of celebration.  Therefore, CNS encourages its staff to engage in projects and activities that help the children learn about and enjoy these holidays while appreciating their significance.  The staff will do everything it can do to maintain a balance in these activities so that holidays and modes of celebration will be explored and positively presented.  Parents are strongly encouraged to engage in dialogue with the staff regarding these activities and to contribute suggestions and ideas to the planning and execution of such activities.

     The ultimate goal of this policy is to engage all members of the CNS community in learning about and valuing the richness with which humankind celebrates its cultural traditions.

Discipline

      Gentle verbal reprimand is the preferred method of discipline.  If a child does not respond to this method of approach and disrupts the activities the other children, the Director and teacher will work with the parent in hopes that the child will adjust.  In rare instances, the child may be asked to withdraw.

Field Trips

      CNS children participate in several walking field trips.  We also invite organizations to visit and bring information to us.  Some walking field trips will happen only once due to scheduling.  Please be assured that field trips are planned on varying days so that children will be able to participate in many of them.  We are usually not able to make changes in the schedules based on the days of certain trips.

Parent Responsibilities
The Parent Cooperative

CNS takes pride in its tradition as a parent cooperative school.  The very nature of a cooperative suggests that we, as parents, have certain obligations as members.  CNS depends on parent involvement in all areas of school life to keep the school alive and running efficiently.  We hope that all parents will be excited to share in the responsibility of managing our school.

·  Fundraising …Parents have contributed much time and effort towards fundraising at CNS.  While CNS needs fundraising to keep itself financially solvent, we realize that events and raffles place an undue burden on our families.  Parents are asked to voluntarily help with fundraising events that may be of interest to them.

· Maintenance…..The CNS building is a wonderful asset but requires care and maintenance. We will have “Facility Maintenance” days each month to keep the building and equipment maintained. This activity will be coordinated by the Director and a board member. If you would rather not participate in the maintenance of the facility you may “Buy Out” of this obligation for $75.00/year.  Sign up for these days will happen in the beginning of the school year.

· Board of Directors….For those parents who would like to be more involved in the management of the school we have a Board of Directors.  Parents may volunteer to be placed on a slate for yearly elections to the Board.  

· Parents Advisory Committee…..There is also a volunteer Parents Advisory Committee, which will assist the Director in planning social and educational activities for parents and children.  This group will also assist with publicity and other activities in conjunction with the Director.
· Helping Parent Program……CNS is a cooperative.  As such, staff members and parents unite to provide a learning environment that is healthy, nurturing, and stimulating.  The spirit of working together strengthens the program and, by example, teaches our children the value of cooperation.

The periodic presence of parents other than their own enriches our children’s social/emotional development.  They can compare and contrast other adults with their own parents, thereby teaching them more about societal norms, parental expectations and ways to get along with others.

Being a helping parent is an option in the three and four year old classes.  Parents will receive a parent questionnaire at the beginning of the year.  Teachers will ask when you would help, or you may see the Director to schedule this.  There are no formal duties per se.  You are merely requested to participate, with your own and other children, in the activities of the day.  Snacks will be provided by CNS.  

Communication

Communication between parents, teachers and the administration plays an important role in the smooth running of CNS.  The following is a list of ways we encourage communication.

Parent Meetings

All parents are asked to attend two meetings; one is an orientation meeting in the fall and the other is a budget meeting in the spring.  Parents may also attend monthly meetings of the Board of Directors.  Dates and times will be announced.

Mailbox

Important communications concerning school activities can be found in your mailbox.   Your monthly newsletter and your tuition bills are placed in your mailbox.  It is important that you check it each day.  As a service to parents, you will receive ordering forms to buy children’s books through the Scholastic Book club.  You are under no obligation to purchase these books.  You will also receive information about other service projects opportunities.   

Bulletin Board


Across from the parent mailboxes you will find a bulletin board with CNS news and events, the weekly menu, pictures of the staff, and other pertinent information.  

E-mail  

If you wish to receive CNS news and events via email please give your email address on the registration form. Your email is also important to receive any special announcements. You can also reach the Director at the following email address:  ddinski@ cnymail.com.  
Website


The CNS website can be found at www.chenangonurseryschool.org.  This website offers a wealth of information including the CNS calendar, handbook and photos of the staff.  This website will be updated with pertinent information as needed.

Phone

The main phone number at CNS is 824-1810.  You may call 824-5723 to reach a staff member in the classrooms. The CNS fax # is: 824-8258
The director can be reached by calling during most school hours or by leaving a message at any time. 
The Daybook

The Daybook can be found in the hall by the parent mailboxes. Please use the daybook to write down information about your child that the staff should know.  For example, you should note if someone other than yourself or the person who normally picks up your child will be coming to get your child that day.  All staff must check the daybook each day.

Please do not use the daybook to exchange important information that is more appropriately exchanged in a conversation with the Director or teacher.  Drop-in hours must be approved in advance by the Director before being noted as such in the Daybook.

Parent-Teacher Conferences

Individual conferences are scheduled twice during the year.  However, if you have any questions or concerns, do not hesitate to approach the teacher before or after school, or by phone to schedule a conference.

Grievances

We encourage you to bring your concerns about your child’s class directly to the teacher and the Director.  Staff is available before or after class or by appointment.  If your concerns are not resolved through those channels, you may write an appeal to the Director who will in turn submit it to the Board of Directors to be addressed at their monthly meeting.  Any problems you may have involving classroom relationships should be brought directly to the teacher.  Although they may be sympathetic, other parents do not have the expertise of the staff.
Health and Safety

To safeguard the health of all children, each child must have a current physical (30 days prior to admission) and up-to-date immunization records.  These forms will be given out at registration and should be returned before the first day of school.

     Please do not send a sick child to school, as we will assume that she or he is well enough to go outside and be involved in all of the normal activities.  Any child who has any of the following conditions or symptoms should not be in school:



1.  Fever within the last 24 hours



2.  Croupy cough

3. Runny, crusty or draining eyes

4. Heavy cold symptoms



6.  Vomiting or diarrhea



7.  Ringworm or lice



8.  General malaise due to a previous illness, such as an ear infection

9. Strep throat (unless the child has been on prescribed medication for 24   hours)

A doctor’s written approval is required for the return to school of a child who has had any contagious disease (beyond a simple cold).  If your teacher considers your child too sick to remain at school, you will be contacted and asked to come for her/him as soon as possible.  Unlike the public school, we have no sick room in which to place children until their parents arrive.  The phone number of another responsible person in the area, who has agreed to care for your child if he or she becomes ill, should be put on the “blue card” in case you cannot be reached.

In the rare event that a child requires medication while he/she is at school, a doctor’s written permission must be given and the following information must be on the medication bottle:  Child’s name, medication name and strength (e.g. 250 mg.), specific dosage and time to be given.  This requirement applies to non-prescription drugs such as aspirin, acetaminophen (Tylenol), as well as to prescription drugs.    Please give the medication directly to the teacher.  Do not leave it in the lunch boxes, coats, etc., since children may get into it. (Please see permission slips enclosed with this booklet.)  According to new state guidelines, a person certified in the administration of medication will dispense medication to the children.  Under no condition will a child be given medications without written permission.   

Please advise teachers and the Director of any food allergies or special needs your child may have. 

Playground safety  and “Big Room” safety is an important concern at CNS. It is imperative that children come prepared to play on these surfaces. The only acceptable footwear is closed shoes, preferably rubber solded shoes, sneakers, etc.

In accordance with provisions of Section 432 of New York State Social Services Law, the staff and Director of day care centers are mandated reporters to the New York State Child Abuse and Maltreatment Register.  Whenever there is a reasonable cause to suspect that a child has been abused or neglected, a report will be made.  The Director of CNS will handle the report of the abuse.  



Required Forms


All Children will have on file the following forms:

1. Current medical exam-a copy of the school health record will satisfy the    

   requirement.



2. Signed form stating that you will abide by the rules in the handbook



3. Signed emergency medical treatment form



4. Signed liability form



5. Blue card with current information



6. Signed field trip form



7. Signed child release form



8. Photo release form



9. CACFP form (snack reimbursement)

           10. Feeding Statement (infants only)

Emergency Procedures


Parents will be called immediately, not only if their child is ill, but also in case of an emergency. Please see that all records are kept up to date, so that we are able to contact you. If the staff is unable to reach you, they will proceed with obtaining medical attention, as they deem appropriate.

Tuition and Fees

When you enroll your child at CNS, you are reserving and purchasing a tuition slot for the period of time that begins with the month of your enrollment and ends in June, which you, in turn, pay for in prorated monthly installments.  There are no time substitutions for unused days, sick days or vacation days.  Summer enrollment is separate and affords the parents the ability to register for only the weeks needed.

If you would like to make a change in your scheduled hours, please do so in writing to the Director.  Requests for extended hours will be accommodated if at all possible.  Requests for reduced hours or notice of withdrawal are submitted by the Director to the Board of Directors.  Please note that it is not our policy to grant tuition refunds or to waive tuition for reduced hours or withdrawal.  An exception to this rule occurs during the first two weeks of your child’s enrollment.  If, by the end of that time your child is not doing well, you may withdraw your child completely, and unused paid days will be refunded.  Other exceptions are handled on an individual basis by the Board of Directors.

Financial assistance is available through a grant by the Department of Social Services, the Colgate Employee Assistance Program, and the CNS Scholarship Fund.

Charges and Billing (a tuition sheet is attached)

A non-refundable registration fee of $40.00 ($50.00 if you are also registering for summer) is required at registration.  A second child from the same family pays a $20.00 registration fee.  The registration fee is doubled if you register after the deadline. If you have more than one child enrolled at CNS you will receive a 10% discount for the second child or the child with the fewer number of hours.  

Bills will be placed in your CNS mailbox on the 15th of each month.  There will be a 5% penalty charge each month for all balances not paid by the due date. (See tuition sheet in the back of this booklet)

Please remember, if you sign up for the additional days offered (Supplemental Schedule), you will be billed separately.

Arrears

A failure to pay your bills for two months in succession may result in the withdrawal of your child from CNS. Drop in hours are not available if your account is not paid in full.

Fees for Late Pick-up

You will be charged an additional fee if you drop off your child early or pick up your child late:



5-15 minutes….................................................$10



Greater than 15 minutes….................................$25 first time









$50 second time









$100 third time

Return Check Charge

There will be a $25.00 handling charge for each check returned by the bank for insufficient funds or any other reason.

WE LOOK FORWARD TO A WONDERFUL YEAR

THANK YOU FOR YOUR HELP AND SUPPORT!

HANDBOOK HIGHLIGHTS

     1. Parents are responsible for the full year’s tuition.

     2. Parents who do not help on the building maintenance will be billed for the fee at the end of the year.

     3. All children must be accompanied into class by an adult and must be picked up by an adult.

     4. Call if your child will be absent (824-5723- staff) or (824-1810 – Director). Fax # is 824-8258
     5. For the health of everyone, please keep sick children at home.

     6. Late charges are steep; please be prompt when picking up your child.

     7. No children are allowed in the parking area without an adult.

     8. All tuition payments should be sent to CNS, 59 W. Kendrick Ave. Hamilton, NY

         13346 or dropped in the lock box next to the mailboxes.

     9. All necessary forms must be on file at the school by the first day of school.

     10. A physician’s written permission slip is needed for CNS to administer prescription 

           medication. (see form at back of handbook)

     11. Please provide your children with a change of seasonal clothes at all times.

     12. Children go outside each day; therefore, please have them prepared with   

           appropriate outdoor clothing.

     13. Parents of infants, waddlers and toddlers – please bring disposable diapers and 

           wipes.

     14. Please discourage bringing toys to school; they tend to become the source of many 

           problems.

     15. Tax Identification Number: 16-0901859.
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