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Dear Parents: 
 
 
Welcome!  We are so pleased that you have joined our Little School community.  This handbook is 
designed to answer some of your questions.  We understand that there will be many questions that you 
will not have answered here.  We encourage you to schedule time to visit with us so that we can address 
your individual issues and plan for your child.   
 
We are thrilled to have you with us!   
 
Warmest Regards, 
 
Christa Niven, Owner/Director 
Jennifer Dock, Owner/Director 
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The History of the Little School 
 
In the fall of 2004, co-owners Jennifer Dock and Christa Niven became neighbors in a new development 
in Hillsborough.  They soon realized that they had many things in common including backgrounds in 
child psychology and child development.  As the two families became friends it also became apparent that 
Jennifer and Christa shared a common philosophy regarding not only their parenting, but also childcare in 
general.   
 
As parents who were new to the area, both knew that there were long waiting lists for quality childcare 
and an obvious need for additional centers.  When the building that is now the Little School became 
available it was a relatively easy decision to rent it and to open a new center.   
 
What began as a lofty dream has become a vibrant and successful school and business.  It seems natural 
that the Little School community began as a friendship between neighbors.  We hope that the beginning 
will always define us as a place. 
 
Our Purpose 
 
We recognize the need for high-quality childcare in northern Orange County.  As parents of young 
children ourselves, we have personally experienced the harrowing task of finding the right early 
childhood experience for our children.  We are committed to filling the preschool needs of parents and 
children in this area.   
 
Our Philosophy 
 
We are committed to providing an educational program that is challenging, creative, nurturing and child-
centered.   We are dedicated to offering an inviting and stimulating environment and developmentally 
appropriate program such that each child’s social, emotional, and cognitive growth is encouraged and 
valued.  Learning should be a joyful experience.   
 
Our philosophy is based in our belief that children are competent individuals who can construct their own 
meaning of their experiences.  The teacher’s role is not to provide all the correct answers.  Rather, the 
teacher provides the occasion for discovery and learning.   
 
Our approach is hands-on and multi-sensory.  We recognize that children have a natural curiosity and a 
predisposition to enjoy the unexpected.  Children engage in active exploration and investigation to make 
sense of their world.  We strive to fuel children’s investigative impulses and encourage discovery, 
promote questioning and challenging of ideas, and formulate connections of experience.    
 
We respect children’s multiple ways of demonstrating their intelligence.  Children are encouraged to 
develop their individual strengths and each child’s unique contribution to their community is appreciated. 
Strengths are celebrated and valued while opportunities are created to provide exposure to, and 
enhancement of, other talents and skills.  Children will be given the opportunity to express themselves 
through music, painting, drama, song, movement, and play.   
 
The Little School program draws from several models of child development including the Reggio Emilia 
model to create an inclusive, child-led, emergent program steeped in the belief that children are strong, 
capable, creative thinkers who can explore their ideas in myriad ways.  Components which will be 
incorporated into our program include: 
 

• Classrooms that are beautiful, inspirational spaces 
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• Children, family, teachers, parents and community as interactive and collaborative 
• An awareness and appreciation of the natural world in which the environment is viewed as co-

teacher 
• Opportunities for artistic expression in a variety of media 
• Documentation of children’s activities and exploration through a portfolio system 

 
Admission Requirements and Enrollment Procedures: 
 
The Little School welcomes children from all racial, ethnic, and cultural backgrounds, as well as children 
with special needs when there is a space available and the child’s needs can be met with reasonable 
accommodations.  The Little School recognizes that all children bring their own unique gifts to our 
community, thus enriching the environment for us all.  
 
We reserve the right to maintain a balance between ages and gender in each classroom.   Enrollment 
decisions are  based on consideration of the “best fit” for the group rather than according to the date of 
application.    
We offer a rolling admission.  To enroll your child, complete an application and return it along with a 
non-refundable $35 application fee to: 
 
The Little School 
200 Davis Road  
Hillsborough, NC 27278.  
 
Applications can be downloaded and printed from our website at www.thelittleschool.net or the 
application and payment can be done completely on-line.  After we receive an application, we will contact 
you to schedule a tour with one of the directors.   
 
In order to hold an available opening for your child, a non-refundable deposit of one month’s tuition and a 
signed Enrollment Agreement must be returned.  If there are no openings, your child will be placed on the 
waiting list and you will be notified when a space becomes available.   
 
A one-time, nonrefundable supply fee of $300 will be required upon your child’s first day of school.  This 
is a one-time fee and will be used for classroom materials. 
 
Tuition (as of June 1, 2009) 
 
Full time, 5 days per week: 
 
Infants: $1275 
Wobblers: $1175 
Toddlers: $1150 
Middlers:  $1100 
Preschool: $1050 
 
*Tuition includes milk, lunch, and the grain portion of morning and afternoon snack.  
**A 10% tuition reduction will be given for siblings.  The discount for the second child will be taken off 
the lower rate. 
***Tuition is not prorated; tuition will remain the same regardless of any absence, vacation, or holiday, or 
portion of month used.   
Part-time Option 
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We have a limited number of part-time spots to be split between children, such that each child attends a 
partial week, together comprising a full time spot.  These openings are either Monday, Tuesday, 
Wednesday or Thursday, Friday slots.  Attending school on a part-time basis can be stressful for a child 
and we have found that by giving the children the opportunity to participate in the classroom on 
consecutive days, their stress is reduced and they feel more part of the group.   For part-timers, tuition will 
be increased to include an administrative charge of $15 per child per month.   
 
Fee Schedule 
 
Tuition is due on the 1st day of the month. Checks should be made payable to The Little School and 
placed in the basket in the hallway.  A $35 fee will be charged for any returned check. A charge of $50 
will be added for any payments received after the 7th and will be added to the next month’s tuition 
payment.   
 
If tuition is not paid by the 15th of the month, the child will be withdrawn immediately and the deposit 
will be forfeited.  Upon disenrollment, you will need to reapply and pay a new deposit in order for your 
child to be considered for reenrollment.   
*Priority may be given to children on the waiting list.   
 
Notice of Disenrollment 
 
We require 30 days notice of disenrollment .  All notices of disenrollment must be written and turned in 
on or before the 1st day of the month prior to your child’s last day of enrollment.  Failure to do so will 
result in forfeiting your deposit.  If 30 days notice is given, your deposit may be used for the last month’s 
tuition.   As we do not prorate any month, notices given after the 1st day of the month will be applied to 
the following month and you may forfeit your deposit. 
 
Our Program 
 
We are a private, full day pre-school and child development center for children 3 months through 5 years.    
Children must be at least 3 months of age to be considered for enrollment. 
 
Our Ratio and Total Group Size 
 
Our current ratios and groups sizes are as follows: 
 
Group Name  Ratio Total Group Size  
Infants   1:3  8 children 
Toddlers   1:4 13 children  
Middlers   1:6 18 children 
Preschool  1:7  20 children 
 
When we move to the new campus, we will continue to use these ratios and group sizes, although there 
may be slight changes as enrollment dictates.  However, as we always have done, we will continue to 
have lower ratios than even the highest state standards requires. 
 
*We do not use chronological age to determine classroom placement except in the infant room where 
children must be 3 months old to start and they must move into the toddler room as soon after their 1st 
birthday as space permits. 
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**Sensory integration specialists, occupational therapists, speech pathologists and other clinical service 
providers are frequently on-site in the classrooms.  These professionals are not counted into the teacher to 
child ratio in any of the classrooms. 
   
Our Day 
 
We are open from 7:30am to 5:45pm.  Whereas we are open extended hours, it is not our expectation that 
all children will be present for the entire school day.  During morning arrival time, from approximately 
7:30 until around 9, children are greeted, helped to transition into school, and then given the opportunity 
to play freely.    
 
Our “day” generally begins around 9:00am when the children and teachers gather as a group inside the 
classrooms. It is important for children to be present and settled in before the beginning of the preschool 
day so that they can begin the day together with their classmates.  Our morning group meeting in the 
Middlers and preschool classrooms is a very important time for the children as the day’s activities, special 
events, and information is shared.  This meeting time generally occurs between 9:15 and 9:30.  If you 
arrive during this time, we ask that you either wait outside of the room until the meeting is over, or join 
the group with your child for the meeting (which we prefer).  It can be very disconcerting for a child to be 
dropped off during this time without the appropriate support from parents and teachers.   
 
Each classroom has its own unique schedule and activities.  However, some components which will be 
incorporated into the regular schedule for all classrooms are: 
 
1. Whole Group Activities 
Children gather in the mornings for sharing, songs, and discussion of the day’s events.  Our understanding 
that intelligence is constructed in a social setting creates the basis for our belief that children’s thinking is 
stimulated through interactions with others.  Activities to expand cognition, stimulate new thoughts, and 
reflect on observations are incorporated.    
 
This time also allows the opportunity for development of pro-social skills and the exploration of 
language.  Children develop skills such as waiting, taking turns, listening to others and expressing their 
own ideas effectively.  Respect for others and their ideas is fostered. A positive self-concept is created 
when children see and hear how others view them in an environment that values and respects their 
feelings and thoughts.   
 
Children also gather together as a group to explore and appreciate literature through the sharing of 
children’s books and stories.   Children’s vocabulary, listening comprehension, and expansion of their 
foundation of knowledge develop through the exposure to a variety of media.   
 
2.  Small group activities 
During the day, we break into smaller groups in which a primary caregiver works with a small group of 
children.  This small group time is used for investigation, discussion, and experimentation that may not be 
possible within the larger group.  At times, these are more teacher-directed activities such as a planned art 
activity or experiment and offers a balance to the child-directed play that is predominate during the day.  
This time allows us the opportunity to really tune-in and hear the children’s thoughts and ideas, expand on 
activities experienced in the larger group, and work on particular developmental areas. 
 
During child-directed time, children are encouraged to make their own choices for daily activities from a 
variety of play areas.  Through independently making decisions about how they spend their time, children 
are empowered to explore and discover.     
Activities will include, but not be limited to: 
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Art –- process-oriented approach utilizing a variety of media 
Music –- exploration of instruments, creative movement, exposure to a variety of genres  
Drama- costumes, plays, related to what the children are learning 
Sand/water –- sensory experiences 
Blocks and Block building -– developing imagination, spatial skills, fine and gross motor skills 
Literature –- variety of media including books, illustrations, taped stories, for children to explore at their 
own pace 
Family Living -– items representative of home to enhance imagination and pretend play 
Manipulatives - coloring, painting, cutting, puzzles blocks, Legos, foam bricks etc. to enhance 
imagination, develop sense of spatial relationships, build fine motor skills 
Science and Nature –- exploring our natural world through examination of collections, found items, and 
simple experimentation 
Gross motor  -active play, running, jumping, dancing, climbing 
 
*Parents can find weekly activity schedules posted in their child’s classrooms.  
 
Arrival and Departure 
 
Each child should be personally delivered to and retrieved from the classroom by the parent or authorized 
adult.   
 
Only previously authorized adults will be allowed to pick-up a child. Even in case of an emergency, 
children will not be released to any adult not previously authorized.  Parents are encouraged to be 
thoughtful when deciding whom to include on their child’s list.  It is also very important that parents 
inform us of any changes to work numbers, cell phone numbers etc. so that our list is as up to date as 
possible.   No underage child will be allowed to pick up a child under any circumstances.  No child should 
be left alone either outside or inside during drop-off.  Finally, please be careful as you enter and exit our 
parking lot as little ones may be difficult to see.  We ask that you enter into the first driveway and exit at 
the end of the parking lot to ease the traffic congestion.   
 
Please remember to sign in and out EVERY DAY.  The staff is not responsible for children in their 
parent’s care until they have been signed-in or after sign-out.  Parents are required to deliver their child 
INTO the classroom where they must sign their child in on the attendance sheet.  It is the responsibility of 
the parent to alert staff to their child’s arrival.  This can be as simple as a wave and a “Good morning”.   
However, it is important that eye contact is made and you receive acknowledgement from the teacher that 
he or she is aware your child is present. 
 
Parents are asked to please monitor their children while in the building and in their care.   It is very 
important that we work together to help the children respect the rules of the school.  Specifically, caring 
for the classroom materials, cleaning up after playing in an area, and maintaining a safe environment are 
rules that need to be taken seriously by our entire community.  It is best if children are limited to visiting 
their own classroom to show the parent something exciting or to play for a few minutes, rather than be 
given free reign to play in all of the classrooms.  In addition, if a teacher informs the child that an area is 
“closed” or is no longer available that day, it is imperative that the parent support and respect the 
teacher’s assertion.  
 
We ask that children be picked up by 5:35pm so that each child can have time to share their 
accomplishments, discoveries, and artwork before they go home.  In the infant classroom we ask that 
parents arrive by no later than 5:30 to pick-up their children and visit with the teachers about their child’s 
day.   
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It is essential that your focus and attention be solely on your child during this time.  We ask that you 
refrain from cell phone use when coming in the building at pick-up.  Please also note that at the end of the 
day, we are usually out on the playground where the children can see all the cars pulling into the parking 
lot.  It is amazing how many children can identify their friends’ parent’s car!  After parking, it is very 
helpful for us if you walk directly into the school and visit with other parents after retrieving your child.  
It can be very frustrating for your child to see you, but not be able to get to you!   
 
This is one of the most important things you can do to support the teachers and your child.   Your 
child has been working very hard all day and is anxiously awaiting your arrival at the end of the 
day.  It is important that your child has the opportunity to experience a smooth, calm, and most 
importantly unhurried reunion with you.   
 
In addition, it is critical for our teachers to be supported at this late hour as well.  We build in time at the 
end of their day to clean up and get organized for the next day and it is extremely important that this time 
is used for this purpose.  We value their time with us as well as their time for their own lives and are very 
serious in our efforts to allow them to be efficient and focused so that they can leave when their day is 
done. 
 
Late Policy 
 
The Little School staff requests that parents respect the closing time of our day.  Please arrive at The Little 
School by no later than 5:35pm in order to allow time for your child to gather their belongings and check 
in with the teacher if needed.  When a parent is late to pick up their child, stress and anxiety is felt by 
everyone – the parent, the teacher, and most importantly, the child.  We cannot stress the importance of 
this enough!! 
 
If an emergency arises, please notify the school as soon as possible so that alternate arrangements can be 
made.  If your child is not picked up by 5:45pm, even with prior notice, the following late fees will apply: 
 
First Late Pick-up:  $20 for the first 15 minutes (or segment thereof as measured by the school clock) 
plus $1 for each successive minute 
 
Second Late Pick-up:  $30 for the first 15  minutes (or segment thereof as measured by the school clock) 
plus 
$1 for each successive minute   
 
Third Late Pick-up:  $50 for the first 15 minutes(or segment thereof as measured by the school clock) 
plus 
$1 for each successive minute   
 
This fee goes to the staff member who is staying late with the child and must be paid upon arrival.   
 
After your third time late, you will be required to meet with the directors or program manager to discuss a 
plan so that this issue is resolved.  Repeated late pick-ups could result in disenrollment. 
 
Please know that asking  for this fee is most assuredly one of our teachers’ least favorite activities.  We 
ask that parents come prepared to pay this fee when they are late. 
 
*If a child has not been picked up by 5:45 The Little School staff will attempt to reach both parents using 
all known contact numbers.  If the parents are not able to be reached, the Little School staff will call 
through all listed emergency contact telephone numbers.  In the event that no listed emergency contact is 



Revised 9/09 
able to be reached, at 6:45pm the Hillsborough Sheriff’s Office will be contacted and the child will be 
given into the custody of the on-call Department of Social Services worker.  
 
Transitioning  
The Little School staff is very invested in the cognitive, emotional and social development of all of the 
children entrusted to our care.  We strive to present our children with stimulating and challenging 
opportunities daily and to observe and record the children regularly in order to monitor and document 
their growth and maturation.   
 
While we roughly outline an age range for each of our rooms, our program is based upon the cognitive, 
emotional and social development of our children and not the chronological age of any child.  
 
At times, children may fall above or below the average chronological age range for a given classroom.  
The Little School staff believes that children move at their own pace and that given appropriate support 
and opportunities they will thrive in their own way at the right time for their own developmental process.  
We believe that it is our job to provide those opportunities and to group children of similar developmental 
levels together.   
 
Teachers work very closely together with the directors and the parents to plan for a child to leave one 
room and join another.  At times, a child may be ready to move mid-year.  When this occurs, the child and 
their parents will be offered the next available opening in the next classroom.  While this is true, our 
community is very stable as a whole and spaces may not become readily available in the next classroom.  
As a general rule, most children move from one class to the next in small groups during the summer 
months.  
 
 It is our goal to have at least one teacher move to the next classroom with the group of children.  The 
concept of “looping” has been the focus of much research and it has been shown to ease the transition for 
children, parents, and teachers.  We believe that looping is beneficial for the children as they adjust to 
their new environment so that they have a familiar face and an already firm bond with an adult in the 
room.  It is also helpful for our teachers in that one teacher can offer information, history, and 
developmental accomplishments on a child to his or her colleagues.   
 
Meals 
 
A nutritious lunch and snack will be provided daily.  Children will be asked to each bring in one piece of 
fresh fruit or vegetable every morning to be prepared and shared for morning and afternoon snack. The 
fruit or vegetable should be uncut.  Dried fruits such as raisins, cranberries, or cherries are also welcome.  
We also love to have all fruit jams or jellies, cream cheeses, or butter for days when we make toast for 
morning snack.  These can be brought in lieu of a fruit or vegetable for the week. 
 
The lunch and snacks will follow the nutritional guidelines established by the state of North Carolina.  
Lunch is catered and meals  are varied, healthy, and nutritious.  Whole grains, fresh fruits and vegetables, 
and natural, additive-free foods are used whenever possible.  Sample lunch menus include: 
vegetarian chili, hush puppies, and applesauce; cheese cubes, chicken noodle soup, and apple and orange 
wedges; spaghetti with meat sauce, French bread, and tossed salad. 
 
Please visit our website  or check in the hallway to see this week’s menu.   
Breakfast is not served at the school and it is expected that children finish their breakfast before arriving 
in the building.  We ask that children not enter the classroom with the last few bites of toast or a bag of 
cereal.  This causes a supervision issue for our teachers but most importantly, it is difficult for the other 
children in the room.    
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Rest time 
The children generally rest between 1pm and 3pm, although it can vary across classrooms.  The lights go 
down, the music is put on softly, and the children lie on mats.  We never require children to go to sleep.  
Rather, we ask that if they are not sleepy, to please rest quietly on their mat and respect their friends’ need 
to sleep.  When the children awaken, or after they rest for a while, they read books on their mats.  We do 
not wake up sleeping children.  We acknowledge that when children sleep, it is because their bodies need 
it.  Just as we do during the rest of the day, we follow the child’s lead in this area as well.  However, we 
do let the “room awaken” around 3.  Lights are turned on, children move around, and snack is prepared.  
Thus, most children wake up during this time. 
   
School Calendar 
 
A yearly schedule of holidays and vacations is generally distributed in the spring for the following year.  
Additional calendars may be obtained from the website.  
 
The school is closed on most major holidays as well as a week around July 4th and a week around 
Christmas.  We also close the school for teacher workdays at least two times during the year. 
 
Inclement Weather Policy 
 
The Little School loosely follows the recommendations of the Orange County School system. Changes in 
schedule due to inclement weather will be posted on The Little School answering machine as well as on 
WRAL by 7:00 am. 
 
What Children Need to Bring to School 
 
Children should wear washable play clothes to school.  We play hard and get messy often. The Little 
School and its staff are not responsible for any article of clothing that is stained or ripped during the 
course of the school day.  We encourage creativity and exploration and do not scold children for being 
messy or for being rough on their clothing. 
 
Children should wear shoes that are comfortable and appropriate to the season.  We play outside in all 
seasons unless the weather is extremely hot or cold.  In warmer months, closed-toed sandals are best.  In 
winter, please include a hat, mittens, and coat.  For older children, it is best if they come to school in 
clothes that they can operate independently in the bathroom.  
 
LABEL EVERYTHING THAT COMES TO SCHOOL!!  It is amazing the amount of lovely clothes, 
coats, and shoes that go into our lost and found each year.  
 
Children need at least two clean, weather appropriate changes of clothing every day in their cubby 
including shirts, pants, under garments, socks and shoes.  Children not yet potty-trained must have a 
supply of diapers and wipes.  When your child is ready, we will assist with potty-training.  We consider a 
child ready when they are able to initiate the request to go to the potty.  We ask that children not be sent to 
school in regular underwear until accidents are infrequent.    We also ask that only pull-ups with Velcro 
sides be sent to school with your child. Our teachers are potty experts and are ready and willing to work 
individually with each family to develop a plan for success for each child. 
 
The children all sleep on mats at naptime.  Parents are asked to bring in a standard crib sheet each Friday 
for the next week and take the dirty one home to be washed on Fridays.   If your child has a special 
blanket or stuffed animal that is required during sleep time, please have it available on a regular basis.  
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Otherwise, all toys and other personal items should be left at home at all times.  In addition, please keep 
candy, gum, money, and jewelry at home. These items can be difficult to share or get lost or broken.  
Children are welcome to bring books to share at story time.  Books are always welcome!! 
 
Children may be asked to each bring in an umbrella, rain coat and rain boots for nature walks and play in 
the rain.   
 
Toddlers must bring in two sippy cups daily – one for milk and one for water.  These must be labeled with 
the child’s name and the day’s date.  These go home every day with the child. 
 
It is necessary that parents be cognizant of the needed supplies for their child.  It becomes very difficult 
for our teachers when they do not have adequate diapers, wipes, underwear or extra clothes for the 
children.  Teachers will remind parents verbally and in writing when supplies are low or out.  If after three 
reminders, supplies are still not replenished, teachers will call to ask the parent to bring in the needed 
items during that day.   
 
A Special Note to the Parents of Infants 
 
Parents bringing children to the infant room must label everything with their child’s name.  Any bottles or 
jars of food must be labeled daily with their child’s name and date.  Breast milk may be frozen in the 
classroom freezer for up to one week in a clear plastic container as long as it is labeled and dated.  Any 
bottle or jar that is not labeled and dated will not be served under any circumstances.  This could result in 
a parent being called into the school to deliver new food during the day.  When a child is trying new 
foods, we ask that the first introduction to a new food be done at home and be repeated for several days 
before bringing it to school.  We ask that food from home be healthy, nutritious, and easily consumed by 
the baby.   
 
Car seats may be left at the school leaning against the wall in the hallway to the right of the classroom 
door. 
 
For parents with an older sibling in another room, we ask that you drop the infant off last in the morning 
and pick him or her up first in the afternoon.  It is difficult for our teachers to manage older children when 
they are (understandably) excited to be playing with the babies.   
 
Celebrations 
 
Children’s birthdays are an exciting time and we enjoy sharing in the joy of these celebrations.  Usually, 
we celebrate during our afternoon snack time at around 3:00.  Parents are welcome to come and help us 
serve snack and enjoy the festivities with their child.  For birthdays, parents may bring in a commercially 
prepared healthy party snack if so desired. This is not required by any means and is a personal choice for 
you to make.  We will sing anyway and have the child wear a special birthday hat or crown and probably 
be very silly so a snack is not necessary, just icing on the cake (or bran muffin as the case may be).   
 
We work very hard to create a healthy environment around our children and we need to extend this to 
celebrations as well.  There are many healthy options that children have loved in the past.   
Suggestions include: 
Bagels and cream cheese 
Yogurt and muffins 
Cheese sticks 
Fruit and veggie trays 
Smoothies 
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Fruit juice or fruit popsicles 
Rice cakes 
 
Establishing healthy eating habits now is very important to us and we ask that parents support us and each 
other in this effort. 
 
The following items are not allowed at birthday celebrations at school: favors, decorations, candy, gum, 
balloons, soda, small toy treats, or party bags.  These items should be saved for your child’s party at 
home.  Also, please do not bring birthday presents into the classroom.  Finally, we ask that parents not 
bring in invitations unless every child in the class is invited.  There is a classroom roster available on the 
website under the heading “For Little School Families Only” and you will be able to obtain the mailing 
addresses for all of your child’s friends. 
 
Parent Participation 
 
The Little School maintains an open-door policy and parents are welcome and invited at any point in the 
day. 
We invite parents to be involved and share in your child’s school experience.  If you have items, books, 
experiences that reflect what the children are learning, please feel free to speak to your child’s teacher 
about sending them in for sharing.  Parents are also welcome to assist in the classrooms in a variety of 
ways.  Some examples of ways that our current parent community is doing to be involved:  
Parents volunteer to serve as: 

• lunch helpers 
• classroom parents 
• cookie bakers  
• classroom photographers  
• story tellers 
• play dough makers 
• observation sharers 

 
Parents are encouraged to present their own ideas for participation as well.  Let us know your talents and 
interests so we can put them to good use!  It is our hope that everyone in the child’s community is 
informed and involved in the school as a whole.   
 
We do try to organize at least two parent workdays during the year as well as several community events.  
Parent workdays and meetings are not required, but attendance and participation is very appreciated.  We 
want our families to know each other and feel a sense of community.  Work days are usually centered 
around gardening and playgrounds.  We have family events such as a fall bonfire as well as parent-only 
information sessions periodically throughout the year. 
Communication 
 
Parents of children in the infant class will receive an individualized daily report.  In addition, teachers in 
all the rooms are constantly working on  a portfolio for each child.  The teachers will also include art 
work and photographs in the portfolio.  The teachers will frequently complete “Today We” sheets that 
will be posted outside of the classrooms.  Please remember to check your child’s cubby, or mail slot every 
day for any notes from your teachers.  The website has a blog that is updated weekly and teachers send 
out emails periodically with updates for the classroom as a whole.  
 
When talking with the staff, it is important that communication remain positive and mutually respectful.  
If an issue arises that needs to be negotiated, we ask that this be done outside of the children’s presence.  
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We are happy to discuss any aspect of your child’s development, school policies, or goings-on in the 
school.  However, we respect our children’s rights to privacy and take confidentiality very seriously.  We 
will not discuss another child with someone who is not a parent or family member.    
 
*It is important to remember that while communication is important, it is the teachers’ primary 
responsibility to supervise the children at all times.  If you are requiring more than a quick check-in with 
your child’s teacher, please schedule a time to see them one-on-one.  Parent-teacher conferences will be 
scheduled during naptime or planning time Monday-Friday. 
 
Donations 
 
The Little School appreciates parent donations and gifts to classrooms.  Any classroom addition MUST 
be approved in advance by the director.  Materials donated to the school become the property of the 
school and may be circulated throughout the school without consulting the donor.  The Little School also 
reserves the right to discard any material donated to the school without consulting the donor.   
 
Discipline and Behavior Management 
 
We recognize that learning self-control is a normal part of growth and development.  Our discipline 
policy is designed to promote positive behavior by using praise and positive reinforcement to shape 
behavior in the classroom.  When children see positive interactions modeled for them while receiving 
praise for appropriate behavior, they are encouraged to demonstrate appropriate behavior and in turn they 
develop a positive self-image.  
 
 Redirection to more appropriate choices and activities is generally very effective for children at this age.  
If behavior escalates or becomes a disruption to others, a teacher may remove a child from a situation for 
a short period.  This time is used to calm the child and help reflect and refocus before returning to the 
group.  In the event that a child is not able to be redirected parents will be called and the child will be sent 
home for the remainder of the day.  Should a child demonstrate ongoing difficulty in the classroom, 
parents will be invited to meet with the teachers and director in order to discuss options and strategies.  A 
detailed description of our discipline and behavior management policy will be included in each child’s 
enrollment packet. 
 
*If a child is experiencing a behavior difficulty, a behavior plan may be put in place for the child.  In the 
event that the director engages in a behavior plan, the following process will be followed: 
 
Step 1.  The director will observe the child in the classroom in order to assess the issue and to adjust the 
classroom environment whenever possible to better meet the needs of that child. 

-The staff may create and implement a classroom behavioral management plan.  
-If such a plan is not appropriate to the circumstances, the director may proceed to step 2. 

2.  The directors will invite a behavioral specialist from Orange County Child Care Services (or other 
appropriate agency) into the classroom to observe the child’s behavior. 
 -The director, staff and specialist may create  a  

behavioral management plan for the child in the  
classroom. 
-If a plan is created the director will present the plan to the parents for approval. 
Or 
-The behavioral specialist may make a referral to a more appropriate setting. 

 
In the event that a child’s behavior is dangerous to themselves or others on an on-going basis the child 
may be disenrolled from the Little School. 
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Health Policy 
 
Parents will be notified immediately if a child is vomiting, has diarrhea, displays symptoms of a 
contagious illness, or is running a fever. If a parent cannot be reached, we will contact designated people 
on the Emergency and Medical Information form.   It is important for sick children to be picked up 
promptly.  If a teacher or director calls a parent to report that their child is sick, it is critical that all efforts 
are made to come to the school to pick up the child as soon as possible.  Please know that before we make 
that call, we have done everything in our power to make the child comfortable and meet the child’s needs.  
When we make the decision to call the parent, we do so knowing that we are asking the parent to leave 
their work or other responsibilities.   While we understand the difficulties this causes, it is our job to keep 
all of our children safe and healthy, including the child who is not feeling well.  When a child is vomiting 
or feverish, we remove the child from the classroom to the office or other quiet area.  If it is going to be 
more than one hour before you are able to arrive to pick up your child, we ask that you make 
arrangements for another person on your authorized pick up list to come for the child.   
 
A child must be symptom-free, without a fever for AT LEAST 24 hours and well enough to participate in 
all activities, including outdoor play, before returning to school.  This means that the child must be fever-
free and symptom-free WITHOUT the aid of medication.  While we respect the constraints and 
expectations of our families’ workplaces, it is our job to protect the children in our care and to create the 
healthiest environment as possible for the children and teachers.   
 
We ask that parents use good judgment and common sense when considering bringing their child back to 
school after an illness.  Parents picking up sick children are asked to keep their children home the 
remainder of that day and also the following day.  We want to remind you that our intention is to keep the 
entire school well.  Parents bringing sick children to school expose the entire school and our staff. 
 
Children returning to school after an illness will be monitored by staff in order to ensure that the child is 
able to fully participate in the day. 
 
In addition, if a child is sick with a contagious illness, it is best practice for parents to also keep siblings at 
home to try to limit further exposure.  We work very hard to keep the school germ free by washing our 
hands A LOT, disinfecting toys, and teaching the children healthy practices such as coughing into their 
elbow and wiping noses with a tissue.  We ask our families to support our efforts by always washing 
hands upon arrival, informing us about illnesses, and maintaining healthy practices in their homes.   
   
Parents are asked to notify the school if a child is going to be absent from school, particularly if this is due 
to a contagious illness such as pink eye or chicken pox, etc.  In these cases, parents of the child’s 
classmates will be notified that there is an illness in the room, but your child’s privacy will be respected 
and names will not be used.   
 
*A signed medical statement is required prior to allowing any child diagnosed with a contagious disease 
to return to school.  
 
Medications 
As a group care setting for well children, The Little School staff members will not administer any 
prescription medication at any time even with a doctor’s note or prescription.  In addition, The Little 
School will not administer any over the counter medication EXCEPT non-prescription diaper ointment in 
its original container as long as it is not expired and with a completed and signed medication form 
available from your child’s teacher.    
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No medications can ever be left at the school in a diaper bag or cubby at any time.  This includes hand 
sanitizer, sunscreen, even chapstick. Only non-prescription diaper cream may be left at the school 
providing that it is not expired and in its original container, with a medication form and handed to your 
child’s teacher to be stored in a locked medication box.   
 
Sunscreen is applied once a day in the summer months.  The Little School parents contribute $10 per year 
in order for The Little School to purchase Blue Lizard Sunscreen for use on all of the children.  The Little 
School will not administer any other sunscreen except the Blue Lizard Sunscreen purchased by the school 
and stored at the school.   Please apply sunscreen at home before bringing your child to school every day. 
 
First Aid 
 
In case of an accident, staff members will use standard first aid procedures.  Employees are CPR and first 
aid certified.  If we feel medical attention is required, we will call the proper emergency personnel and 
then call your designated contacts.   
 
If an accident or injury occurs during the day that does not require a doctor’s attention, our teachers 
complete an “Oops Form”.  This form outlines specifically what occurred and our response.  For example, 
if a child falls and cuts his knee, we fill out the form so that you know he fell and we responded by 
cleaning the cut and putting on a band-aid.  If a child causes harm to another child such as a bite or 
scratch, we do not share the children’s names with the other families.  For example, the Oops Form might 
state: “Your child was bitten on his arm today by a friend.  We washed the area, applied a cold ice pack, 
and gave him lots of hugs and kisses.”  If your child happens to be the one who did the biting, we would 
state: “Your child bit a friend today…” 
 
 
Report of Child Abuse 
 
The Little School and its staff are mandated by the State of North Carolina to report any suspected child 
abuse or neglect to Orange County Department of Social Services and the Division of Child Development 
in Raleigh. 
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Appendix  
 
 
Please use the guide below to help make decisions about the appropriateness of bringing your child to 
school.   
 
Symptom      Recommendation 
Coughing If cough is mild and intermittent (your 
  child can go 15 minutes between coughs), he or she is considered 

safe to attend school. If the cough is persistent, this indicates that the 
infection can spread through cough droplets. 

 
Runny nose  If discharge is clear, your child is safe. 
    However, children with continual runny noses 

  (wiping needed every 10 minutes) can be very demanding for 
teachers.  Please use your discretion.  If the discharge is thick and 
discolored, it is considered infectious. 

 
Fever     Your child needs to be free of fever for 24 
      hours to be considered free of infection. 
 
Sore Throat    Unless accompanied by other symptoms, your 

child is considered safe to attend.  Please simply judge how your 
child feels. 

 
Ear Infection This is not considered infectious, but the cold that can lead to it is.  

Please go by these symptoms. 
 
Antibiotic Your child is no longer contagious after being on antibiotics and 

fever free for 24 hours. 
 
Diarrhea More than 3 loose stools in a single day should  

be considered infectious and given a 24-hour waiting period. 
 

Conjunctivitis Your child should be on antibiotics for 24 hours.   
 
 
 
*Parents may be given the following form when their child goes home sick. 
 
 
 
 
 
 
 
 
 
 
The Little School Sick Child 
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__________ was sick today with a  
fever of ______ diarrhea ___  upset tummy ___  pink eye ___ other ___________ 
 
Per the school guidelines regarding sick children: 
__A child must be fever free for 24 hours before they return 
__A child must be on antibiotics and fever free for 24 hours 
__A child with conjunctivitis must be on antibiotics for 24 hours 
__A child with 3 loose stools in a day cannot return for 24 hours 
 
___________ can return to the Little School on _____ after _____ if the above guidelines are followed. If 
you have any questions please contact the directors. 
 
 
 
 
 
 
 
 
 



The Little School Parent Expectations 
 
The Little School is a community of parents, teachers 
and children.   We believe that relationships of mutual 
respect and trust will create an environment that 
benefits the children.  There are many opportunities 
for parent involvement that range from Parent Work 
Days to reading a book to a class to parents bringing 
in their talents and sharing their areas of expertise.  In 
order to achieve our goal of being the best school for 
your child, we ask parents to understand and support 
the following: 

 
¾ Accept and support the philosophy, mission and goals of The Little School. 
¾ Build good life skills by getting your child to school on time. 
¾ Arrive on time after school to pick up your child. 
¾ Provide a home environment that supports the development of positive learning 

attitudes and habits. 
¾ Keep teachers and other appropriate staff members informed about significant 

happenings in the child’s life that might affect his/her learning and/or 
relationships at school. 

¾ Share with the school any religious, cultural, medical or personal information that 
the school may need to serve your child best. 

¾ Work in collaboration with the teachers and staff to facilitate a positive and 
productive learning experience for your child. 

 
The Little School reserves the right to dismiss a child if his/her parents fail to meet the 
parental expectations and the Directors, in their sole discretion, determine it is in the best 
interest of the school or child. 
 
_____________________________ _____________________________ 
Student’s name     Parent’s name 


