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STATEMENT OF PURPOSE

Copper Beech Montessori provides high quality childeauet education to children from eighteen
months to six years of age. We started as a sawlity and have expanded to meet the needs of the
community. Our aim is to have a racially and cultyraitegrated facility both in the mix of staff and
in the children.

We are set up to meet the needs of full time workingrga. We are open hours (8:00 AM to 5:30
PM) which allow most full time working parents adegutiine to schedule their days. Although we
invite parental participation through the Parent Couiids not a requirement.

We employ the Montessori philosophy of teaching. hie imethod the environment is prepared to allow
for maximum freedom of movement and choice. The mnaddeare arranged to allow the children to
engage in the widest possible range of activitiehowit interfering with one another. The orderly
arrangement of the materials helps to define their lisalso provides the security young children need
and helps them make independent and responsible usardféedom. In the Montessori classroom
limits are defined clearly and purposeful activityns@uraged. Children are able to concentrate
without distraction. We feel that this is one a# thest methods to allow the child to move from the
physical world where he/she can develop his/her nsills and all his/her senses into the abstract
world of ideas and concepts.

We provide two natural food snacks daily. We reqtiestparents supply the children's lunches and
we encourage parents to limit foods containing refsiegar and preservatives. Our snacks can
include fresh fruits, whole grain breads and cracksked goods made with a minimum of non-
refined sugars and natural fruit juices.

Historically the childcare provider has been undendaluBhe management of Copper Beech believes
that, in order to provide high quality childcare, fitreviders (teachers, aides, and administrators) nee
to have competitive salaries and benefits. It isi@ipr of Copper Beech to provide a working
environment that will attract and keep qualified dtélre providers.

NON-DISCRIMINATION
Copper Beech does not discriminate on the basis ef ralgion, cultural heritage, national origin,
political belief, disability, sexual orientation or mafistatus of the parents.

APPLICATION PROCEDURE

In order to apply to Copper Beech it is necessaryi@parent(s) to schedule an appointment to spend
about an hour, without the child, observing in the appatpiglassroom. During that time the head
teacher and/or director will be available to answerstjons and explain the workings of the center. If
the parent(s) want to apply for enrolliment, if theredom and the staff agrees, then a non-refundable
deposit is required. Parents will receive the Paramtdbook with all the forms needed at this time or
at Parent Orientation.

POLICIES AND PROCEDURES

Parents are to be aware of the policies and procedavesning the center. They are to read the
following information and sign a parental agreengtating that they understand and agree to the
principles stated.



THE CLASSROOMS

The classrooms at Copper Beech are divided into Hge@roups: young toddlers, older toddlers, and
the 3 to 6 year old children (which include the kig@eten children). All classrooms are open to
accept children at 8:00 AM.

During their time in our program, the youngest childiBoddler One) awaken to the joy of connecting
with people outside the family. They want to learttaice care of themselves little by little, but they

still need the nurturing of a trusted adult. Theyas@are of their needs, and they are learning a
vocabulary to express them. They are beginning to dewelocentration and focus, as well as balance
and coordination. The classroom environment invetgsloration of child-sized materials that are based
on activities of the home, such as food preparataietsetting, washing, polishing, and pouring.
Toddlers are encouraged to do as much as they céimefoselves. Teachers work with toddlers on
expressing needs and feelings verbally. Group actiikiesircle and snack also help develop social
skills. Most importantly, the toddler teachers retpg the significance of each child's early expedenc
in learning to trust and work with adults outsidehbene.

The older toddlers move on to the Toddler Two redmere they spend a year in a more independent
environment before entering the 3 to 6 room. Herg, ¢hatinue gaining language and math skills, and
solidify their sense of group or community. Thesedchih learn to cooperate and “use their words” to
resolve differences. With fewer children than ia &to 6 room the teachers can guide these children
through their toilet training experiences. Here thildloen learn the basics of operating in a Montessori
classroom while in a cozy, nurturing environment.iif feeom incorporates more complex tasks and
materials and a greater emphasis on independenceatioits.

In the 3 to 6 rooms children are mixed in ages wihihree-year developmental span. Mixing ages
enables the older, more socially advanced and caphilideen to become role models for the younger
ones. With the larger class size, respect for oideelothers, and for the environment, form theivas
for all classroom rules. We allow for each childumork alone, with a friend, or in a group, and to
progress through the curriculum at his/her own pace.

There is freedom of movement in the Montessoristtzam allowing children the opportunity to learn
to control their bodies in a defined space and helinem to develop motor coordination and control.
The curriculum includes materials to cover the enpignsof children’s interests and abilities up to the
oldest and most accelerated students in the ctassa highly enriched learning environment. Thedth
year is often the most rewarding for a child. linighis pivotal year that the child gains the self-
satisfaction of mastering the tasks of the 3 to stlzom, before moving on to the next environment.

Many of the children in the third year of the pragrperform addition, multiplication, subtraction, and
even division using the Montessori materials. Thesye a firm grasp of the continents along with a
great deal of exposure to the field of social studigsey read simple books, create words and short
sentences using the Montessori materials, and em@gagh words to compose very short stories. They
progress in their everyday living skills to complexiaties such as sewing, food preparation, shoelace
tying, etc. In fact, the third year is often an esdn of "academic” learning, whose groundwork has
been laid by the activities of the first two years.

STAFF MEETINGS

When staff meetings occur on a regular school dagp@oBeech closes at 3 PM. Refer to the “List of
Closings” for complete details.



PAYMENT

1. Payment for each month is due on the first dajie@month. Those parents who have two children
enrolled at the Center and whose tuition paymentgraagter than $1000 per month may pay semi-
monthly, on the first and the fifteenth.

2. Copper Beech will be closed on the following ldgaidays:

Sept. Labor Day
Oct. Columbus Day
Nov. Veterans' Day, Thanksgiving Day and the foitg Friday
Dec. Christmas Day, the afternoon of Christmas (E\agpplicable)
Jan. New Year's Day, Martin Luther King Day
Feb. President's Day
Mar. Evacuation Day
Apr. Patriot's Day
Good Friday
May Memorial Day
Jun Bunker Hill day
July Independence Day.

Copper Beech will also close for a Thursday and Kradahe end of June to prepare the classrooms
for summer curriculum and again the week before Laborvizaekend to prepare the classrooms for
the school year curriculum. We will be closed for varatveeks that coincide with Boston Public
Schools’ vacation weeks.

A full month's payment is required for the months thalude these holidays.

3. Tuition payments are required when the child isawation.

4. A late fee will be charged for any late pick-upgair child. Rates are: $5.00 for the first 10
minutes (or any part thereof) plus $5.00 for every additid@ minutes (or part thereof). These fees

will be enforced, as late pick-ups cause tremendousveo@nce for the staff members. We will keep
a written record of late pick-ups and parents will biedbiby mail.

MONTHLY RATES

As these change each year the rates for the ciyantcan be viewed online at
www.copperbeechmontessori.com

DIAPERS

Copper Beech will provide diapers and wipes for yourddhilthe Toddler One room; parents need to
supply diapers and wipes for children still requiringnthie the Toddler Two and 3-6 rooms.



ARRIVAL AND DISMISSAL TIMES

1. Copper Beech is open from 8:00 AM to 5:30 PM. Parentddhrrive no later than 5:25 PM to
ensure that they are out of the school by 5:30 PM.

2. Drop-off times are between 8:00 and 9:00 AM for allsgas
3. Pick-up times are between 3:30 and 5:30 PM.
4. If a child will be late please call Copper Beech.

5. Children must be picked up by 5:30 PM or a late feebeilevied and you will be billed
accordingly [see Payment (3)].

PARENTS ARE TO PROVIDE:

1. One complete set of extra clothing for 3 to 6 yéa@s,dwo sets for younger children:

shirt or blouse

pants/overalls/dress/skirt

socks and/or tights

underwear

Sweater
It is the parents' responsibility to make sure that tiéld has this complete set on hand, i.e., ihédc
comes home wearing the extra underwear, for example pllease be sure to send along another the
very next day. Otherwise your child may not havarldry clothes to wear.

2. One pair of slippers for the child to wear indatusng the day. This is especially important
during non-summer months. It protects our floors, helpeep the rooms clean, and ensures that the
children have dry warm feet all day.

3. One blanket for children who nap and a soft studfgchal or doll for sleeping.

4. A child-sized knapsack that can be worn comfortaplthe child. The 3 to 6 classes go on
extensive walks, hikes and nature walks and use #yeskacks to carry lunches, water, extra clothes,
etc.

5. Parents are required to provide lunch. There refnigerator available for foods that need to be
kept cool so please use ice packs in your child's lunchif becessary. Two natural food snacks per
day will be provided by Copper Beech.

PLEASE NOTE THAT ALL BELONGINGS MUST BE CLEARLY LAELED. THIS INCLUDES
BOTTLES, BLANKETS, TOYS, LUNCH BOXES, KNAPSACKS ANCLOTHES.

HEALTH

1. Parents must provide a written statement signedgdhysician or a health agency confirming that
the child is in good health and indicating any dtods that may require special care. This must be

done once a year, even if a child is already esgoll

2. Parents must also provide written proof of immuronst



3. Copper Beech is not equipped to care for sick chiliremore than a few hours. If a child
becomes sick during the day, he or she will be islarel kept quiet. The parent will be notified
immediately to come to pick up the child.

4. No child shall be allowed to attend if he or sheick, contagious, feverish or coughing, or cagyin
parasites. Contagious conditions include wet cougitgssive sneezing, runny noses with opaque,
colored mucous (clear mucous is acceptable), fever vitbitast 24 hours, and diarrhea. Children
who are obviously lethargic and listless should niginatregardless of whether or not they are
contagious. It is each parent's responsibility to malpre a healthful environment by making
conscientious decisions about his or her child's date ®f health; Copper Beech reserves the right to
determine that a child is sick or contagious, etc.

If a child is too ill to go outside to a playgroundemithe class goes out, then that child cannot attend
school. We cannot keep a teacher inside with oite @hd still maintain proper and safe ratios of
teachers to children.

5. No medication will be dispensed without the follogyi

a) A written statement from a doctor (which caretétle form of a prescription on the label),
indicating frequency and amounts in which it is talven.
and
b) A medication form signed by a parent giving tlegfggermission to dispense medication as
explained in the doctor's statement.

6. The staff will keep a written record of the tiem@ amounts of medication, which will be given to
the parent at the end of the week. Over-the commelications cannot be administered without a
doctor's written authorization, which may take thierf of a yearly letter from the doctor.

7. In case of a medical emergency requiring hosgatad, the staff will provide first aid and CPR, if
necessary, call 911, call Children's Hospital, thehtlealparent(s). We will use a staff person's car to
take the child to the hospital or wait for an ambudamehichever we deem appropriate after the phone
calls. If parent(s) cannot be reached, the emergeerspn indicated on the child's enrollment form

will be contacted. If he cannot be reached, thelfagioictor will be contacted. If he cannot be
reached, we will continue with the before mentionegrgency procedures.

FIELD TRIPS

Children will be taking occasional field trips. Patsewill be notified in advance of these trips but will
not always be asked to provide written permissiorreria are responsible for any fees incurred (e.g.,
admission fees). We use only the MBTA or a chadtéres for these field trips; for safety purposes
we do not use cars. Parents are encouraged to pateian the field trips and at times we will
specifically request parental assistance.

We use the parks and playgrounds of the Southwest Godadly. We walk or use the Orange Line
(one to two stops) to reach some of these play aMésle out of the building we carry a backpack
with first aid materials and emergency phone numbArminimum of two teachers are always with
the children while outside so one teacher can hardEmergency while the other teacher(s) remains
with the children, if necessary.



PARENT-TEACHER CONFERENCES

In order to cultivate communication, continuity anagistency between home and school, mandatory
parent-teacher conferences are scheduled twice atlyedast Friday in October and the last Friday in
April. Parents are welcomed and encouraged to regddgtonal conferences throughout the year.
The teacher may also request additional conferehnesessary.

Parents are also encouraged to observe their chilidine school day. Some of our rooms are
designed to allow parents to observe their chiltiouit being seen themselves by the children. This
allows for more natural behavior on the part of thielcHn compliance with the Office for Children
regulations, parents are permitted to come to obseatlkew an appointment. We ask parents to limit
their time in the classroom, however, because theggice is distracting to the other children and
often causes their own children to act boisterously.

TERMINATION

When a parent wants to terminate the child's eneoitrat Copper Beech, a notice of one month at a
minimum is required. At this time the enrollment dap applied to the last month's tuition. Ideally,
a parent should let Copper Beech know as soon as lkefsive so a replacement for the child can be
sought and enrollment at the Center can be maintained

Copper Beech will terminate a child's enrolimenthat€Center for the following:

1. Nonpayment of tuition. When tuition is three welelts, a notice will be placed in the parent's
mailbox. Failure to pay or to establish a payment plaemable to Copper Beech within one week
will be cause for immediate termination (i.e., tuitisrone month late).

2. Lack of parent cooperation in:

(a) Establishing a workable plan for children reqgiraaditional educational or social services. If,
after two meetings with the parent, Copper Beech &tafithat the parent is not cooperating, the
parent will be given two weeks' notice, in writing,find another place for the child.

(b) Following the policies of Copper Beech regardargp-off and pick-up times (excessive dropping
off at odd times causes the child to be disorientelladienated from the group; excessive picking up
after closing hours causes the child to feel abandanddauses the staff inconvenience), iliness,
providing lunch, providing appropriate clothing, discipliftoo large a discrepancy between how the
child is disciplined at home and the discipline pelcat the Center can cause anti-social behaviors in
the child), and parents' presence in the classrafrafter two meetings with the parent, Copper Beech
staff feel that the parent is not cooperating, themawill be given two weeks' notice, in writing, to

find another place for the child.

PLAN FOR REFERRAL OF SOCIAL SERVICES

Children and their families will be referred to Sxdcervices on a case by case basis. Generally the
decision to refer will be made by the director aftensultation with the staff members who work most
closely with a specific child. The decision to redechild will be made when conditions including, but
not limited to, the following, exist:

Developmental Delays: A child will be referred teaial service when he or she is manifesting
significant delays in the development of fine orsgronotor skills, speech and language development,
eye-hand coordination, or other physical developimeshiding seeing and hearing, strength, and
endurance.
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Learning Disabilities: A child will be referred tosacial service if indications of learning disa et

are observed. These include difficulties in processlalays in visual recognition, withdrawal from
the environment, excessive undirected activity, pti@ngon span, incomplete comprehension,
inability to follow through, weak problem solving skillor any behavior which would indicate non-age
appropriate development of cognitive skills (inabilibyise toys and materials at age appropriate
levels).

Socialization: A child will be referred to a socg@rvice if he or she is manifesting significaritgle

in development of social skills. These would incladatinued withdrawal from other children or
adults, speech and language delays, excessive aggreésalmlity to work within a group (at age three
and up), consistent inability to make eye contact, etc

Emotional Development: A child will be referred ts@cial service when delays or problems with
emotional development are indicated by behaviors inguiout not limited to the following: excessive
aggressive behavior, excessive levels of activitthdvawal from peers and/or adults, unusually
difficult separation trauma, specific regressions iralat, e.g., wetting pants frequently or
attachment to an object, frequent tantrums, frequgmgspells, lethargy, unusually intense fears,
etc.

Physical and/or Sexual Abuse: A child will be refert@d social service when physical and/or sexual
abuse is suspected. Indications of physical abuse @chégtlude but are not limited to the

following: lethargy, excessively low energy levdtsar of physical contact, fear of authority figures,
frequent unexplained absences from school, unexplainedrdretjuently occurring injuries (bruises,
cuts, burns, broken bones). Indications of sexual abudesarebvious but can include any of the
above indications of physical abuse as well as indieatof emotional disorders. In the case of either
sexual or physical abuse a child may give verbal clulkereit conversation with adults or peers or
through play acting.

PROCEDURE TO BE FOLLOWED WHEN MAKING A REFERRAL

When a staff member has reason to believe that éstiluld be referred for social services, the
following procedure shall be used:

Conference with Lead Teacher

Non-urgent situation:

If a staff member has observed a child to be experigraig of the conditions outlined above, or any
other condition which would suggest that the childhineed to be referred to social services, thé staf
member shall confer with that child's lead teachithe situation is clearly not urgent, this coefece
shall take place within three working days fromtihee that the staff member requests it. It is the

staff member's legal responsibility to request sucméepence as soon as he or she becomes aware of
the possible need for it.

Urgent Situation:

If it appears that the child may be in immediate plajsianger, the staff member must report to the
lead teacher and/or director and/or administraiwnediately. If none of these is available, thefstaf
member must file a report with the Department of Sds&lices and/or call the police, depending on
the situation. During the conference with the leadher, the staff member will report and present in
writing his or her observations of the child whicvk led him/her to believe that there may be a need
for referral. The lead teacher shall document tbbservations in the child's file. The lead teacher
will then do one or more of the following, dependargthe nature of the situation:



a. File report with DSS or call police If, aftessassing the situation, the lead teacher feels
that the child is in immediate physical danger, hehe will file a report with DSS and call the polite
there is danger of an unauthorized adult disappearimgarghild.

b. Observe child and/or consult with other stafthéf lead teacher assesses the situation and
determines that it is not urgent, he or she will oliséhe child in the classroom for the next two or
three days (or other appropriate period of time) tp Hetermine the validity of the staff person's
observations. During this time the lead teacher atsy decide to consult other staff regarding their
own observations of the child. All observations dgitims time will be documented in the child's file.

c. Report back to person making initial observatidfter observing child and consulting with
other staff, lead teacher will report back to théf gtarson who made the initial observations of the
child. If the lead teacher cannot verify the stadfson’'s observations, he or she will explain whyat If
that point, the staff person still feels that thdccheeds a social services referral, he or she may
request a conference with the director and/or adinator. If at a later date, the staff person féels
the same issue needs to be addressed again, thedehdr shall agree to repeating the observation
procedure.

If the lead teacher has verified the staff persaloservations, he or she shall inform the staff pecton
the course of action that will be taken by the school.

d. Inform director and meet with parents. Oneel¢hd teacher has determined that a child
needs to be referred for social services, he owdhieform the director of this. The lead teachwl
document in the child's files that the director hasn informed.

The lead teacher will then meet with the parenth@ichild, either in person or on the phone. Meeting
in person is encouraged whenever possible. The laaddewill explain the observations that have
been made of the child and will refer the parentheécappropriate services. The content of this
conference will be documented in the child's file.

In the case of suspected abuse or neglect, the ledwtesill, after assessing the situation and
consulting with the director and/or administrat@tedmine whether it is in the child's best interésts
inform the parents before filing a report with DSS2(4dealth in Day Care," p. 220). If the lead
teacher and director determine that informing thema might cause the child further harm, the lead
teacher or director will file a report with DSS vatit informing the parents.

All referrals will be documented in writing in theilcts file.

e. Follow-up The lead teacher is responsible féoviahg
up on any referrals he or she makes. In most chsewitl involve a meeting or phone call with the
parents of the child, to confirm that the recommdnai®irse of action has been taken. This shall also
be documented in the child's file.

Each staff person should understand that according to Massachusetts Generaiéawshe is a
mandated reporter and is under legal obligation to report any suspected child abusglect. He
or she is also immune by law from civil or criminal liability redi@ss of whether the report is
confirmed.



Health and Human Services Referral Listing

Emergency Hotline
Fire, Police . . . .. 911

Child At Risk Hotline
Emergency hotline to report suspectep
child neglect or abuse

800/792-5200

Parental Stress Hotline
800/632-8188

PoisonControl Hotline
Humanand veterinary poison information

617/232-2120

Human Services

Dept of Health and Human Services
Child Support: 617/ 565-2457
Family Asst.: 617/565-2440

Health Care For All

30 Winter Street

Boston, MA

Health care options for individuals and families
617/350-7279

Buckle Up Hotline
Info and loan services for car seats

800 / 682-SAFE

Medical

Brookside Community Health Center
3297 Washington Street

Jamaica Plain, MA 02130
617/522-4700

Dimock Health Center
55 Dimock Street
Roxbury, MA 02119
617/442-9653

Children’s Hospital Boston
300 Longwood Ave.
Boston, MA 02115
617/355-6000
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Southern Jamaica Plain Health Center
640 Centre Street

Jamaica PlainyiA 02130

617/525-7225

Beth Israel Hospital
330 Brookline Ave
Boston, MA 02115
617/667-7000

Martha Eliot Health Center
75 Bickford Street

Jamaica Plain, MA 02130

General health and early intervention programs
Operated under auspices of Children’s Hospital
Boston

617/973-5886

Therapy

Mental Health Services

Brookside CommunityHealth Center
3297 Washington Street

Jamaica Plain, MA 02130
617/983-6047

Mass Mental Health Center
180 Morton Street

Jamaica Plain, MA 02130
617/626-9300

Screening

Children’s Hospital Boston

Developmental Medicine Center
Screening for cognitive, physical disabilities
617/355-7971

Agassiz School
20 Child Street
Jamaica Plain, MA 02130

617/635-8198 x115 Dana Bueford
Screening for cognitive, physical disabilities

Otolaryngology/Audiology
Brigham & Womens’s Hospital
75 Francis Street

Boston, MA 02115
617/732-5500



DISCIPLINE PROCEDURE

Our philosophy of discipline is based on the belief thetipline is a positive, internally motivated
force. This force, when allowed to develop withiohéld, is one of the single most important
means that child has towards making appropriate, pdaaet healthful choices in his or her life,
both now and in the future. Our discipline procedureshamefore designed to encourage and
assist our children in developing their own intemtiatipline.

Staff members are responsible for providing childreh tie choices, and information about those
choices, that are available to them, both in germardlin specific situations. Staff members are
also responsible for creating an environment andbéigeship with the children that provide
consistency, firmness, love, and clearly stateddimThe consistency and the clearly stated limits
provide the information the child needs to make appaitgochoices. The love and the firmness
provide safety for making those choices.

Our assumption is that in most cases when a chilctiisgainappropriately, he or she either does
not know of an appropriate alternative or is cryingfouattention. In the first case, a staff
member can offer information, i.e. give the childiclks for appropriate alternatives and, if useful,
explain to the child why these choices are more hefgfappropriate.

In the case of a child asking for attention througtppropriate behavior, the staff member should
acknowledge the child's need and try to meet haut rewarding the child for the inappropriate
behavior. Offering alternatives (redirecting) amdjiving verbal explanations, making a clear
distinction between the child and the action bess das. ("l didn't like it when you pushed Jimmy.
Pushing is not okay here.") Then, if possible, thé gierson should try to help the child articulate
the feelings motivating the behavior. ("Are you ifgggimad at somebody?") In addition, if
possible, the staff person should take some time &tgeschild attention while he or she continues
to express feelings.

For very young children, redirection and very simipfegguage are used. For instance, a young
toddler who is biting or hitting another child wile gently removed from the situation and offered
a toy that will engage his or her interest. Therwening staff member will decide if spoken
language is useful or helpful at that point. A simpkenfbut quiet "No" will usually suffice.

Two year olds begin to use inappropriate behavior to eonwate their need for adult attention.
When a staff member understands that this is happérergy, she will follow the same procedure
as is used for the older children. The staff persag simply say, "I'm sorry, but you may not
take that toy from Sarah," and offer the childféedent toy. Then, if possible, the staff person
should stay at the child's side and if the chilarsereeady or able to articulate his or her feelings,
the staff person should encourage the child to do aa appropriate manner. This helps the child
to understand the importance of expressing feelingaksodyives the child adult attention in a
loving but non-rewarding way.

For the older children we may have to call therthtoside to provide them time to cool down and
center. In situations where a child is repeatingraacceptable behavior over and over, we will
remove him/her from the situation and, through taglkofetermine what is the cause, and problem-
solve to resolve the situation.

The following is not considered acceptable staff bielnavhen disciplining a child. If a staff
person repeats the behavior frequently, the directother staff members will work with the
person to help him or her find more positive waystéracting with children.

1. Yelling, screaming, or using threatening tonegoate are prohibited.
11



2. Physical force of any kind is not acceptable uadgrcircumstances except when a child needs
to be lifted up or otherwise removed from an uncorahbdd situation (when a child is putting
himself or herself in immediate danger or hurtingbout to hurt another child or adult).
Unacceptable physical force includes spanking, slappiadgirey, hitting, pinching, squeezing,
picking up a child and setting him down forcefully. &dbver possible, a staff member should not
touch a child if he or she is feeling angry with théd. A staff member who is disciplining a child
should first make every effort to be in control of br her own feelings. This leads to more
effective and positive discipline and helps to prewemtended use of physical force.

3. "Bargaining" is not an acceptable form of discglie.g., "If you do this, I'll do that."

4. Smacking, humiliation, and denial of food is fdden.

PROGRAM PLAN FOR COPPER BEECH

|. 3to 6 classes

ARRIVALS and FREE PLAY: 8 to 9:00

Parents drop children off no later than 9:00. Duringtime children might play indoors in our
gym, outdoors in the playground, or work in the classr with Montessori materials. Supervising
teachers and assistants greet children and paethisyaarrive and take note of any special
information or requests regarding individual children

MEETING TIME: 9 to 9:30

This is a structured group time when all children @adhers come together at circle. We take
attendance, do calendar, and any of the follovgoggs, dance and movement, show-and-tell,
reading stories, discussion of past, current or futueats, issues and concerns, introduction of
new materials, and foreign language activities.

WORK PERIOD: 9:30 to 11:00

Children choose individual work from any of thddeling curriculum areas: language, math,
sensorial, practical life/everyday living, art (etart room) and science. Teachers observe
children, record their observations, and work wii# ¢hildren both individually and in small
groups. The environment and the materials are dektgngromote and cultivate self-image, self-
esteem, independence, sense of order, and graceanesy. They teach specific skills in large
and small motor movements, speech and languageijdsatyiand fluency with the numerical and
decimal systems, and arithmetic. They aid the deweént of visual, aural, tactile and
neuromuscular discrimination and appreciation, crégtilirough visual arts, respect and
appreciation for both the natural and indoor enviroseand appreciation and curiosity about
different cultures. The tone of the work period is oh#ocused and energetic industry,
encouraging and nurturing the child's natural loveeafring. During work period snack is
provided. At the end of work period children and besis regroup, share what the children did
during work time, plan outdoor time, and sing a femgso This time is used to prepare to go
outside (putting on outdoor clothing during cold weateanscreen during the summer, and using
the bathroom).

OUTDOOR PLAY: 11:00 to 12:00

Children most often play in the front playground aytimay walk to any one of the neighboring
playgrounds along the Southwest Corridor. Childrereldgvan appreciation for nature and the
outdoors and develop their large motor skills as sveng, slide, climb, run and play organized
outdoor games. In inclement weather the childrerous@ym for gross motor activities.
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LUNCH: 12:00-1:00

Children and teachers eat lunch together (childrengthunch from home). During lunch teachers
read stories or sing with the children as theysfireating. Then, children prepare for naps (using
bathroom, putting out mats and blankets, and listenimgiet music).

REST PERIOD: 1:00 to 3:00
Many children use our gym for nap, some use the classr.QAll children are required to rest.

LATE AFTERNOON ACTIVITY AND DISMISSALS: 3:00 to 5:30

During this time many parents begin to pick up theirdehit. Activities planned for this time are
therefore flexible enough to allow for children leayior the day. Such activities may include any
of the following and may or may not require that ¢héddren be separated into different age
groups: arts and crafts, dance and movement, fol@iguage activities, outdoor play, indoor free
play, group games. Afternoon snack is offered attitms.

3 to 6 class
8:00 to 9:00 Arrivals and free play
9:00 to 9:30 Circle
9:30 to 11:00 Work period, snack included
11:00 to 12:00 Outdoor play
12:00 to 1:00 Lunch
1:00 to 3:00 Clean-up and bathroom, rest period
3:00 to 5:30 Free play and art activities, snack included

*nurturing time is throughout the day

Il. Toddler One Class

ARRIVALS, FREE PLAY, and SNACK: 8:00 to 9:00

Parents drop off children no later than 9:00. Duringtime children work in the classroom with
Montessori materials. The supervising teacher goteidren and parents as they arrive and takes
note of any special information or requests regariidyidual children. Children choose morning
snhack individually and it is available until 10:00. Todsleash their hands, take their own bowls
and fill them with fruit and crackers, sit at tabdexl eat.

DIAPERING AND TOILETING: 9:30 to 9:45
OUTDOOR TIME: 10:00 to 11:00

INDIVIDUAL WORK: 11:00 to 11:45

Children choose activities from the shelves or fd@signated activity areas. Shelf activities
include puzzles, blocks, large motor manipulatives, smatbr manipulatives, everyday living and
sensorial activities, drawing and painting, clayj aducational materials which introduce
counting, the alphabet, and colors. Designated aesvnclude water table, toy cars with road
rug, train table, balance board, and sit and spin.

Teachers observe the children and record their obiseng, and work with the children both
individually and in small groups. The environmendiésigned to cultivate positive self-image,
self-esteem, independence, and sense of ordedsltta acquisition of specific skills including
large and small motor movements, speech and langiexgéopment, development of visual, aural,
tactile and neuromuscular discrimination and apprecdiaticeativity, and respect and appreciation
for both the natural and indoor environments. Speciglhasis is placed on socialization skills
which the adults provide as they interact with thidotn and act as role models.
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CIRCLE: 11:45to 12:00

This is a structured group time when all children @adhers come together at circle. We take
attendance and talk about the weather using visuahatisnanipulatives. Additionally we do any
of the following, with special emphasis on socia¢iattion and developing attention span: songs,
dance and movement, discussion, introduction of natemals, reading stories.

LUNCH, CLEAN UP, AND DIAPERING: 12:00 to 1:00
Teachers give special attention to helping the tosldlevelop eating skills such as pouring,
drinking, using forks and spoons, opening and cldsingh boxes, etc.

NAPS: 1:00 to 3:00
Teachers help the toddlers put out mats and blanketelg@ledthey are settling down, the teachers
rub backs. Quiet relaxing music is played as the chilidéeasleep

DIAPERING, BATHROOM, CLEAN UP AND SNACK: 3:00 to 3:30

After nap, diapers are changed. Parents may begimgitieir children up at this time as well, so
from this point on, activities are planned which \aiticommodate children leaving without creating
disruptions.

OUTDOOR: 3:30 to 4:30

WORK PERIOD and ART ACTIVITIES 4:30 to 5:30

This final play period is less structured to accomm®tiz¢ needs of those children who are either
young or at low energy levels, but an area is set tieitoddler room for supervised art activities.
These art activities may be as simple as finger pairai working with playdough, or they may be
a more structured project involving gluing and cutti@ne adult supervises this area and the
other adult is actively involved with those childngho are engaged in work.

The afternoon work period is more limited than ia thorning; only some activities are used,
rather than having all activities available. Tlsigd help focus the children and wind them down
for the end of the day, and also to allow stafhteract more individually with the children, who
by this time of day may be more emotionally needy thathe morning.

Toddler Class

8:00 to 9:00 Arrivals, snack, and free play
9:30 to 9:45 Diapering

10:00 to 11:00 Outdoor play

11:00 to 11:45 Work period

11:45 to 12:00 Circle

12:00 to 1:00 Lunch, diapering

1:00 to 3:00 Naps

3:00 to 3:30 Diapering, clean-up
3:30 to 3:45 Snack

3:45t0 4:30 Outside

4:30 to 5:30 Work or group projects

*These times are approximate and depend on the children's needs agsl ddarturing time is throughout the day
[ll. Toddler Two Class

ARRIVALS and WORK PERIOD: 8:00 to 9:00

Parents drop off children no later than 9:00. Duringtime children work in the classroom with
Montessori materials. Children choose individualkvioom any of the following curriculum areas:
language, math, sensorial, practical life/everydawdi art and science.. Teachers observe
children, record their observations, and work wii# ¢hildren both individually and in small
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groups. The environment and the materials are dektgngromote and cultivate self-image, self-
esteem, independence, sense of order, and graceanesy. They teach specific skills in large
and small motor movements, speech and languageidatyibnd fluency with the numerical
system, and arithmetic. They aid the developmenwisofal, aural, tactile and neuromuscular
discrimination and appreciation, creativity througbuel arts, respect and appreciation for both
the natural and indoor environments and appreciatidrcariosity about different cultures. The
tone of the work period is one of focused and energetustry, encouraging and nurturing the
child's natural love of learning, The supervising bes@reets children and parents as they arrive
and takes note of any special information or requeggrding individual children.

CIRCLE: 9:30 to 9:45
The children sing songs, teachers read books tchitiizen, and teachers present new work.

SNACK: 9:30 to 10:00
Children wash their hands, take snack and eabbdsta

OUTDOOR TIME: 10:00 to 11:00
SECOND WORK PERIOD: 11:00 to 12:00

LUNCH: 12:00-1:00

Children and teachers eat lunch together (childrengthunch from home). During lunch teachers
read stories or sing with the children as theysfireating. Then, children prepare for naps (using
bathroom, putting out mats and blankets, and listenimgiet music).

REST PERIOD: 1:00 to 3:00

LATE AFTERNOON ACTIVITY AND DISMISSALS: 3:30 to 5:30

During this time many parents begin to pick up theirdehit. Activities planned for this time are
therefore flexible enough to allow for children leayior the day. Such activities may include any
of the following and may or may not require that ¢hédren be separated into different age
groups: arts and crafts, dance and movement, fol@iguage activities, outdoor play, indoor free
play, group games. Afternoon snack is presented duriagime.

Transition class

8:00 — 9:00 Drop off and work period

9:30 - 10:00 Circle and snack

10:00 — 11:00 Outdoor play

11:00 — 12:00 Work period

12:00 - 1:00 Lunch

1:00 — 3:00 Rest period

3:00 — 5:30 After-school activities and snack

*These times are approximate and depend on the children's needs agsl ddarturing time is throughout the day.
Diapering and bathroom as needed.
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LEAD POISONING

What is lead poisoning?
Through hand and mouth activity (such as teething or thumb suckinddechihay accidentally poison themselves
with lead if it is available from the ages of birth tg gears old.

What are the possible sources of lead in a child's enginment?

The most common is lead-based paint. Other sources includepengiazing of ceramics, window putty, soft metal
objects, lead toys, fishing weights, solder, paper printeld ned, yellow and orange inks, lead jewelry, oil colors
which may contain lead chromate, and matches containing letadeace

How can you tell if a child has lead poisoning?

Usually a child shows no symptoms until the lead build-up is quégtgbut the early symptoms may be poor
appetite, stomach aches, vomiting, constipation, bedwettiagakhes, paleness, hyperactivity or a complete change
of personality such as crankiness. The only way to knowhave your child's blood tested.

What can parents do?
1. Have yearly blood tests done for children from the afjeee to six. This is a simple test requiring only a few
drops of blood from the fingertip.
2. Have your home and play yard inspected for lead chips.
3. For more information, before you remove lead paint fn@ts and woodwork, please call:
CHILDHOOD LEAD POISONING PREVENTION PROGRAM
at the toll-free number: 1-800-532-9571

CHILDREN'S RECORDS

(19) Confidentiality and Distribution of Recordaformation contained in a child's record shall be privilegetl a
confidential. The licensee shall not distribute or releafseration in a child's record to anyone not directly related
to implementing the program plan for the child without the emittonsent of the child's parent(s). The licensee shall
notify the parent(s) if a child's record is subpoenaed.

The child's parent(s) shall, upon request, have access tullis record at reasonable times. In no event
shall such access be delayed more than two business daykaftetial request without the consent of the child's
parent(s). Upon such request for access the child's entirel reegardless of the physical location of its parts| shal
be made available. The licensee shall establish procedwesigy access to duplication of, and dissemination of
such information; and shall maintain a permanent written legéb child's record indicating any persons to whom
information contained in a child's record has been releasezh pfeason disseminating or releasing information
contained in a child's record, in whole or in part, shall, upoh eetance of dissemination or release, enter into the
log the following: his name, signature, position, the dage portions of the record which were disseminated or
released, the purpose of such dissemination or release, asigrtature of the person to whom the information is
disseminated or released. Such log shall be availablemttig tchild's parent(s) and center personnel responsible
for record maintenance.

(20) Charge for CopiesThe licensee shall not charge an unreasonable fee fos af@ay information contained in
the child's record.

(21) Amending the Child's Record.

(a) A child's parent(s) shall have the right to add inforomattomments, data or any other relevant

materials to the child's record;

(b) A child's parent(s) shall have the right to requestidaler amendment of any information contained

in the child's record. Such request shall be made in accordéhddevprocedures described below:
1. if such parent(s) is of the opinion that adding such informadioot sufficient to explain,
clarify, or correct objectionable material in the child'sord, he shall have the right to have a
conference with the licensee to make his objections known;
2. the licensee shall, within one week after the confereander to such parent(s) a decision in
writing stating the reason or reasons for the decisiohis Iflecision is in favor of the parent(s),
he shall immediately take steps as may be necessary toepdeetision into effect.

(22) Transfer of RecordsUpon written request of the parent(s), the licensee shabfer the child's records to the
parent(s), or any other person the parent(s) identifies, whehildeis no longer in care.

(24) Availability of Information to the Office Notwithstanding 102CMR 7.05(19), upon request of an employee,
authorized by the Commissioner and involved in the regulatoogpsothe licensee shall make available to the
Office any information required to be kept and maintained under tegatations and any other information
reasonably related to the requirements of these regulatharthorized employees of the Office shall not remove
identifying case material from the center's premises aritimbantain the confidentiality of individual records.
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SUGGESTED LUNCHES

When preparing a lunch for your child to bring to schkekp the following guidelines in mind:

a. Pack foods that will not easily spill and theg easy for your child to eat with a minimum of
adult assistance.

b. Serve a variety of foods but always be sure to palelast one "favorite” food. Do not pack
more than one "new" food at a time.

c. Always pack juice, milk or soymilk to supplement weger that the children drink during the
day.

d. Avoid processed foods which contain unhealthyuani®oof salt, sugar, and artificially derived
additives.

e. Please do not pack candy or gum. Copper Beechndbpsrmit children to eat these while
they are in the school.

Listed below are suggestions for foods to includeour ychild's lunch.

1. Sandwiches made from whole grain breads and:
nut butters,jams or jellies
cheese
tofu spread
tuna fish

2. Beverages:
fruit juices --thermos or juice pack.
milk
soymilk

3. Raw vegetables, (carrots, peppers, cucumbers, brazemhini), cut, sliced or cubed.

4. Fresh fruits, (apples, oranges, bananas, grapes, pieaepple, cherries, blueberries,
strawberries, watermelon, cantaloupe, honeydew) serkiel®: or sliced.

5. Cheese: sliced or cubed (unprocessed cheese; aesédood").

6. Finger food:
nuts, pretzels, raisins, other dried fruits, dry defeheerios, puffed rice, puffed wheat,
etc.), popcorn.

7. Desserts:
unsweetened granola bars
fruit leathers
cookies sweetened with fruit juices
yogurt (avoid the highly sugared brands)
muffins

Suggestion for wrapping food: For both environmental @onomic reasons, use waxed paper
and reusable plastic containers to keep your child'$lfrash.
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