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1. School and Classroom Information
The goal of The Greenwich Spanish School:
. . . to give your children an edge – 

superior pre-K and K education and

fluency in another language
To attain this goal in Spanish and English, GSS will:

· provide a safe, joyful and supportive first educational environment for children; 

· assure that children acquire mastery of the skills necessary to attain an excellent bilingual education;

· recognize children’s individuality and diversity in the rate and manner in which they learn;

· promote self-reliance and self-esteem in children and mutual respect between teachers and children;

· provide individual and group activities that foster the development of individual and socialization skills; and

· work with teachers and parents to assure a successful bi-literate education in Spanish and English for children.

Supervision Plan

The program for 3 and 4 year-olds will have two staff members at all times supervising each classroom with a maximum ratio of one adult for 6-8 children. If a child must leave the classroom or outdoor play activity to use the bathroom, the director will substitute for the staff member attending to the child so the ratio is maintained. 
There will be no provision for a naptime in the half-day program. A half-hour of quiet play or a nap will be provided for children after lunch in the full day program with continuous staff supervision. Children will be supervised when they use the bathroom.
For further information on the Connecticut Early Learning and Development Standards (ctelds), please visit: http://www.ct.gov/oec/lib/oec/earlycare/elds/ctelds.pdf
An adult must accompany your child to and from school each day. Please leave a spare outfit for your child in his/her locker.

Please report changes in your address or contact information to the Director. 

2. Hours and Procedures

Drop Off
Students may enter the building after 8:45 am and should be ready to start their day by 9:00 am. Unless other arrangements are made in advance, parents may not bring children to school earlier because adult supervision will not be available before 8:45 am (unless previously arranged). Parents or other persons dropping off or picking up children must sign in and sign out on the attendance sheet every day (time and name). 
Dismissal –
11:45 to 12:00 for half-day students

2:45 to 3:00 for full-day students
Full-day Schedule


8:45 – 9:00
Arrival
(students hang up their coats, put their lunch boxes in their lockers and wash hands) (mask on)

9:00 – 9:15
Free play (children choose their classroom play stations) (mask off)

9:15 – 9:20
Cleaning up stations
(children help the teachers put away the toys that have been used on toys used container)


9:20 – 9:45
Morning circle (mask on)
(children participate in singing the song of the morning, the song about weather, the introduction of the theme for the day and other instructions) 


9:45 – 10:15
First activity
(children participate in art and the principles of reading, writing, arithmetic, at their classroom, etc.) (mask off)

10:15 – 10:30
Daily walk (children participate in an open-air exercise or play) (mask on or off depending of activity) 

10:30 – 10:45
Morning snack
(children wash their hands and eat their morning snack at their classroom) (mask off)

10:45 – 11:15
Second activity
(children participate in a class in science, dancing, music, yoga, or exercise in their classroom or common area) (mask on or off)

11:15 – 11:30
Closing circle (mask on) (children participate in the closing reflections and songs) 

11:30 – 11:45
Free play (children pick a station or activity in their classroom or common area) (mask on or off)

11:45 – 11:55 
Cleaning stations and farewell song (mask on)

11:55 – 12:00
Departure (children get ready to leave)
12:00 – 12:30
Lunch (children wash hands and get their lunch that they brought from     home they eat at their classrooms) (mask off)
12:30 – 1:00

Rest period (children have a siesta, read a book, or play quietly) (mask on or off, depending on activity)

1:00 – 1:30

Second activity (children participate in a pre-reading or writing class at their classrooms) (mask off)

1:30 – 2:00

Second outdoors activity (children will play outside or go on a safari) Mask off or on activity)

2:00 – 2:15

Afternoon snack (mask off) 


2:15 – 2:40
Organized play time (costumes, dance, music, or table games) (mask on or off)


2:40 – 3:00
Free play and preparation for departure
Half-day Schedule


8:45 – 9:00
Arrival
(students hang up their coats, put their lunch boxes in their lockers and wash hands)

9:00 – 9:15
Free play (children choose their play stations)


9:15 – 9:20
Cleaning up stations
(children help the teachers put away the toys that have been used)


9:20 – 9:45
Morning circle
(children participate in singing the song of the morning, the song about weather, the introduction of the theme for the day and other instructions) 


9:45 – 10:15
First activity
(children participate in art and the principles of reading, writing, arithmetic, etc.)

10:15 – 10:30
Daily walk (children participate in an open air exercise or play)

10:30 – 10:45
Morning snack
(children wash their hands and eat their morning snack)


10:45 – 11:15
Second activity
(children participate in a class in science, dancing, music, yoga or exercise in the classroom)

10:45 – 11:15
Closing circle
(all children participate in the closing reflections and songs)


11:15 – 11:35
Free play
(all children pick a station or activity)


11:35 – 11:50 
Cleaning stations and farewell song

11:50 – 12:00
Departure 
(all children get ready to leave)
Late Dismissal Fee
If a child is not picked up at the close of the school day, there will be a late fee of $25.00 for each 15 minutes the pick-up is late. After one hour, the late fee will increase to $50.00 for each 15 minutes for the remainder of the time the child is at school. Constant lateness or non-payment of late fees will result in the withdrawal of the child from school.

Dismissal Plan

If a child is not picked up at the closing time, the Director or teacher will supervise the remaining child (or children) until such time as the parent or designated person arrives to pick up the child. During this period, efforts will be made to locate the parents by calling the names designated on the information card on file. If the parent or designated driver cannot be reached within one hour, the police will be notified and the child may be released to the police. If this happens more than once, the Director will meet with the parent. If a satisfactory solution cannot be achieved, it will be recommended that the child be withdrawn from school.
There will be two staff members present a minimum of 18 years of age whenever there is a child in the school waiting to be picked up.
Weather-related Delay/Closing

GSS will follow the schedule of the Greenwich Pubic School System in regard to school closings. If the Greenwich Public Schools decide to close, GSS will close as well. If the Greenwich Public Schools decide to have a delayed school opening, a class mother will notify each parent by telephone of GSS’ status. (See Weather Information, below).
Severe Weather Event

In the event of a severe weather event such as a hurricane or earthquake, children shall be kept away from windows and doors. The interior hallway between the classrooms is designated as the safe location for children.

Weather-related Early Dismissal
If a weather situation occurs during the school day or the Greenwich Public Schools decide on an early dismissal, the Director will decide whether GSS will close early. If school is to be closed early, parents will be telephoned and asked to pick up their children early. All staff will remain until all children have been picked up by their parents or designated drivers.
Absences
If your child is sick and will be absent from school it is necessary to call GSS and inform us that your child will be absent. For planned vacations or absences, you must inform GSS of his/her absence. In the case of prolonged or contagious illnesses, you must contact GSS at the time of diagnosis so that other families of children can be notified if necessary from the medical viewpoint. You must advise GSS by 8:45 am of absences that occur on the day of a field trip.

Late Arrival

If a child arrives at school after 9:00 am, the parent must walk the child into school and into the classroom. It is necessary for the teacher to acknowledge the child’s presence before the parent can leave, and parents or other persons dropping off children must sign the daily attendance sheet.
Holidays and Vacations

The school schedule, including holidays and vacations, is shown on the School Calendar distributed to parents and staff on or before the first day of class.

Weather Information (delays & closings)
Greenwich Public Schools website: www.greenwichschools.org

NBC CT: https://www.nbcconnecticut.com/weather/school-closings/
CT Weather: http://ctweather.com/ian-school-cancellations/
Greenwich WGCH Radio: 1490 am

3. School Rules and Safety

Cell Phone Use

The use of cell phones is prohibited inside the building when you are dropping off or picking up your child.

Change in Designated Pick-up Driver

If a child will not be picked up by his/her parent or designated driver, the school MUST be notified by the parent in a note or telephone call identifying the person who will pick up your child and advising us whether the child knows the person picking him/her up. The school reserves the right to request a form of photo identification from any person picking up your child. No child will be allowed to leave the school without written or verbal permission from the parent. 
Field Trips

All children must be in a car seat when traveling to and from field trips and a release and permission form signed by the parent must be on file for that specific field trip.
Religious Celebrations

GSS is a nursery and grammar (pre-K and Kindergarten) school open to the public. GSS does not provide religious instruction as part of the curriculum. GSS encourages the sharing of popular traditions and customs. Parents are encouraged to share their family and cultural traditions with their child’s class.

Celebrations at School

It is the policy of GSS that celebrations at school should remain simple and focused on friends, families and fun.

Birthday Parties

Small, simple birthday treats are acceptable as a snack. Please do not make them large or elaborate. Always consult with the teacher to assure that the snack is acceptable for any children with food allergies. GSS is a peanut-free school and is tree-nut aware. (You will be notified if other potentially allergic substances like lactose or eggs, etc. are in the classroom.)
School Preparedness

Children must have finished eating breakfast before entering school. No child will be allowed to enter the school while still eating, or to finish breakfast in the classroom unless an adult sits with him/her at a table until they finish.
Children must have appropriate outdoor attire (hats, mittens, boots, scarves, extra sweaters) if the weather warrants. No child will be permitted to go outdoors unless appropriately dressed. Outdoor play is a part of every school day, weather permitting.

Children that are healthy enough to attend school will participate in outdoor recess.
Extra Set of Clothing

Each child should have an extra set of clothing at school at all times. This should include underwear, socks, shirt, pants and shoes. The clothing should be appropriate for the weather. All clothing should be clearly marked with the child’s first and last name.

Discipline Policy

The staff of GSS attempts to provide guidance for the children and to set clear and consistent limits at all times. In most cases, diversion or redirection will be the principal behavioral management technique employed at GSS. It is the practice of GSS to discuss the use of behavioral management techniques with the parents at the orientation activities planned for the first week of the academic program in September.
At no time shall the staff of GSS use abusive, neglectful, corporal, humiliating or frightening punishment. Physical restraint is prohibited unless such restraint is necessary to protect the health and safety of the child or other people.
When a child is being disruptive to the group or creating a situation where there is the possibility of harm to himself or others, the child will be removed from the group. At all times, a staff member will supervise the child. If the Director deems it necessary, the parents will be notified and the child will be sent home. There will be communication between the Director and the parents in all situations involving disciplinary measures.
GSS has a zero tolerance policy with respect to bullying. The Director will notify you of any incident in which your child is involved or suspected of physical, verbal, relational or psychological bullying.
Parents are encouraged to communicate any suspected bullying to the Director and staff of GSS.

Please be sure to sign and return the acknowledgement form confirming discussion of the behavior management policy.
There shall be continuous supervision by staff during any disciplinary action.

4. Parents and the School

Complaint Procedure

Any problems or questions you encounter should be discussed with the teacher. Each teacher is receptive to feedback and is eager to work out concerns or problems directly.

In the event that a parent has a concern, he or she should speak to the school in the following order:
1. Teacher (receiving the child)
2. Director

3. President of the Board

4. Vice President of the Board (in the absence of the President)

5. Town of Greenwich Department of Health Services

GSS Organizational Chart

The following chart establishes a clear line of authority and responsibility in all matters of management and maintenance of the school:

	1. The Greenwich Spanish School Board of Directors

	(

	2. Director

	(

	3. Staff

	(

	4. Parents


Communications with Parents
GSS has scheduled Parent – Teacher Conferences in October and February of each year. In addition, parents receive weekly emails from the director with information on the academic activities of the past week, upcoming academic activities and curricula, events of interest, schedule changes and other items of current interest. The children’s work is also displayed on a bulletin board in the school. Parents also volunteer for reading sessions with the children. Parents’ suggestions are always welcome. There are also opportunities to communicate with the director and teachers before and after school – drop off and pickup - and most parents take good advantage of this opportunity for conversational feedback about their child. Parents will also receive written communications on a regular basis and more frequently when appropriate.
Complaint Procedure of the CT Office of Early Childhood

This procedure applies to Child Care programs licensed under the authority of Connecticut General Statutes 19a-79-1a through 192-79-13. Most problems within a Child Care Center are not life threatening and can be resolved by:

1. Discussing the problem with the classroom teacher

2. Discussing the problem with the program director

3. Contacting the CT Office of Early Childhood if the problem is not resolved.

In case of an emergency, notify the CT Office of Early Childhood as soon as the emergency is under control.

In case of abuse/neglect or life threatening situations, contact the Department of Children and Families at 1-800-842-2288 and the CT Office of Early Childhood – Division of Licensing.
All inspection reports and compliance letters are available for your review at this child care program or by contacting the CT Office of Early Childhood – Division of Licensing:

450 Columbus Boulevard Suite 302

Hartford, CT 06103

1-800-282-6063 OR 1-860-500-4450
Additional Matters
Admission. GSS services children of pre-k and Kindergarten age. Each child must have an updated physical form signed and dated by his/her pediatrician including immunization information.

Provisional Enrollment. The first 30 days will be regarded as a provisional trial period in which either party may terminate the contract without notice. Parents must provide 2 weeks written notice of withdrawal and tuition owed must be paid in full. GSS will provide the same courtesy if care for a child must be terminated for any reason.

Snacks. Snacks will consist of at least two food groups.

Access: parents have access to GSS facilities and staff members from 8:45 am to 3:00 pm Monday through Friday.
5. Health Information

Allergies

GSS is a peanut-free school and is tree-nut aware.

Plan for Care of a Sick Child

All staff members of GSS are familiar with the signs and symptoms of common childhood illnesses.
In the event that a child arrives at school sick, the child will be sent home with the parent or designated driver.

In the case of prolonged or contagious illnesses, you must contact GSS at the time of diagnosis so that other families of children can be notified if necessary from a medical viewpoint.

Medication may be administered if it is medically necessary.
A doctor must provide clearance before a child may return to school following a contagious illness.

Should a child become ill during the school day, the child will be removed to the Director’s Office (or other designated isolation area). Supervision by the Director will be provided until a parent can be reached and arrives to take the child home. If the parent cannot be reached, the school will attempt to contact one of the persons named by the parent as an emergency contact on the information card on file with us at the school. If the situation is deemed to be an emergency, the Greenwich, EMS, police or fire department may be contacted.

GSS Abuse and Neglect Policy (DCF hotline: 800-842-2288)
All GSS staff members are required to recognize and report all suspected cases of child abuse or neglect within 12 hours. Staff members are protected by law from discrimination or retaliation for reporting abuse or neglect. Staff members receive training in GSS’ abuse and neglect policy, prevention and detection of child abuse and neglect, and reporting requirements as a mandated reporter. Child abuse is defined as: a child who has had non-accidental physical injury(ies) inflicted upon him or her, or has injuries which are at a variance with the history given of them, or is in a condition which is the result of maltreatment, such as, but not limited to malnutrition, sexual molestation or exploitation, deprivation of necessities, emotional maltreatment or cruel punishment. Child neglect is defined as a child who has been abandoned, is being denied proper care and attention physically, educationally, emotionally or morally, or is being permitted to live under conditions, circumstances or associations injurious to his well-being. 
All Staff members at GSS, as persons paid to care for children in a facility licensed by the state, and because their work involves regular contact with children, are mandated by law to report suspected child abuse and neglect. Mandated reporters are required to report or cause a report to be made, when in their professional capacity, they have reasonable cause to suspect or believe that a child under the age of 18 has been abused or neglected by a person responsible for the child's health, welfare or care, or by a person given access to the child by the responsible person. Instances of abuse or neglect by a staff member will be communicated immediately to the child’s parents.
When making a report, a mandated reporter is required to provide the following information if known: the name and addresses of the child and his/her parents or responsible caregiver, the child's age and gender and the nature and extent of the injury(ies), maltreatment or neglect, the approximate date and time of the injury, maltreatment or neglect occurred, information about previous injury, maltreatment or neglect of the child or siblings, circumstances in which the injury(ies), maltreatment or neglect came to be known to the reporter, the name of the person suspected to have caused the injury, maltreatment or neglect, any other information the reporter believed would be helpful, and any action taken to treat or help the child. 

Mandated reporters must report orally to the DCF or law enforcement agency within 12 hours of suspecting that a child has been abused or neglected. Within 48 hours of making the report, the mandated reporter must submit a written report to DCF. Mandated reporters who believe that a child has been abused or neglected by a staff member of an institution that provides care for such child must report directly to DCF or the police and also notify the person in charge of the school (at GSS, the Director) that a report has been made. After making a report, mandated reporters who are staff members of the facility caring for the child must also submit a copy of the written report to the head of the facility In the case of a report concerning an employee of a facility or institution that provides care for a child that is licensed by the state, a copy of the written report must also be sent to the executive head of the state licensing agency. Police must report to DCF immediately upon receipt of any oral report of abuse or neglect. DCF reports to the police within 24 hours upon receipt of a report alleging sexual abuse or serious physical abuse or serious neglect.
In furtherance of GSS’ zero tolerance policy and in the event that it is alleged that a staff member abused or neglected a child, the Director shall immediate inform the DCF of the matter and conduct an inquiry into the allegations and decide upon appropriate remedial action including dismissal of the staff member. In the event the allegation concerns the Director, the Board of Directors shall take such action. The results of the action and any disciplinary action taken shall be reported promptly to the DCF and the Office of Early Childhood.
Administration of Medication Policy

All staff members at The Greenwich Spanish School are trained annually in the administration of medication and in the use of the epi-pen. Only medication prescribed by a physician may be administered. All medications shall be kept in a locked cabinet.
The Greenwich Spanish School administers medication to the children in its care on a case by case basis. In the event that a child needs to have prescribed medication administered to him or her in the course of the school day, the medication will be brought to school by the parent. The staff member responsible for administering the medication will check to make sure that the medication has not expired, that the child's name (and prescribing doctor's name) is clearly indicated on the prescription, and that dosage instructions are clearly spelled out. All non-emergency medication will be locked in a cabinet and safely stored away from the children in the class. Emergency medication will kept in an unlocked cabinet. 

For children who require the use of an epi-pen for allergic reactions, the epi-pen will be kept safely locked and stored in the classroom. Periodically, the staff will check to see that the epi-pen has not expired and that the child's name and dosage information is clearly visible. The epi-pen will brought on all field trips away from school, and the teacher will keep it safely in her possession. Once back at school, the epi-pen will be securely locked in a cabinet in the classroom.
6. Emergency Procedures
Medical Emergency Plan 

The physicians of the Children's Medical Group in Greenwich are available to answer any questions that may arise as to the handling of a medical emergency. They are available to see children in their office. We have a medical release authorization form on file for each child, granting permission for the child to be transported to Greenwich Hospital should the situation warrant it, and indicating the names of people to be contacted in the absence of the parents. We are within close proximity of the Old Greenwich and Cos Cob Fire Departments and the Greenwich Emergency Medical Services headquarters, should we need their services. In the event of medical emergency, GSS will follow these procedures: 


1. Administer first aid. 


2. Attempt to contact a parent or guardian. 


3. Attempt to contact the child's physician. 


4. Attempt to contact the parent by telephone through any of the persons listed on the emergency information card on file at school. 

5.
If we cannot contact the parent or child's physician, we will call 911 for an ambulance.
Fire Emergency Plan 

GSS holds regular fire drills throughout the school year. The school is linked to a sophisticated fire alarm system tied into the fire station and our equipment is checked on a regular basis. Fire evacuation routes are posted in each classroom on the wall closest to the door, detailing the route each class is to take to safety. In the event of a fire emergency, one teacher in each class will be responsible for overseeing the quick, calm and orderly evacuation of the building. The other classroom teacher will lead the children out the designated exit, which will lead to the outside parking lot. The Director will be responsible for calling 911 and notifying parents. (If the director is not present, the Head Teacher will perform these duties). The children should reconvene in the outdoor parking lot outside the building under the supervision of the staff.
7. Parent Acknowledgement 

Parents are asked to sign and return the separate form acknowledging that they have read the Parents Handbook, including the section on Behavioral Management Techniques employed by the school, and that they have discussed this subject with the director and/or the head teacher and agree to abide by the rules and regulations of the school.

Giving Opportunities
The Greenwich Spanish School is a non-profit Connecticut corporation and is tax exempt under section 501(c)(3) of the Internal Revenue Code. GSS depends upon private donations to support teachers’ benefits, curricular enhancements and unplanned expenses. Opportunities for giving include sponsorship of annual benefit events and annual gifts which are fully tax deductible. Please see Rosario for more information about supporting the school through giving.

It is suggested that each parent contribute an amount equal to the price of a ticket to our annual fundraising dinner as a minimum to support our activities on behalf of your child.
