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ABOUT THE SCHOOL 
 

THE VILLAGE SCHOOL TRUST 

The Village School Trust was established on May 10, 1966 for the purpose of supporting the 

operation of a nursery school, kindergarten, or preschool educational institution in Milton, 

Massachusetts, to be known as the Village School. The Village School is non-sectarian and is 

open to all children and families without regard to race, religion, cultural heritage, political 

belief, marital status, national origin sexual orientation, or disability.  

 

 
OBJECTIVES OF THE VILLAGE SCHOOL TRUST 

1. To provide an educational, stimulating, loving, happy, honest, compassionate school 

environment in which children can develop socially, intellectually, physically, and 

emotionally at their own pace. 

 

2. To develop a close relationship between school and home, involving parents in many 

aspects of the school; to educate parents in many aspects of the school including 

curriculum, child psychology, human growth and development. 

 

3. To maintain working relations with St. Michael's Church and the communities from 

which students come. 

 

4. To fulfill a duty as an institution in the world, working towards better human 

understanding and cooperation. 
 

 

 

PHILOSOPHY OF THE VILLAGE SCHOOL 

At the Village School we implement an emergent and developmental curriculum.  

Teachers continually build the curriculum in response to children’s interests, incorporating 

language arts, math, science, movement, and visual arts.  Our classrooms are child-centered 

environments that are stimulating, challenging, and accessible to all children, and each one is 

staffed with two experienced teachers.  Through making choices and participating in group and 

independent play, children gain confidence in their ability to ask questions and to challenge 

themselves.  Village School teachers guide, facilitate and foster children’s natural curiosity and 

encourage them to become life-long learners. 

 

Parent involvement is a vital part of Village School.  We believe that our program is 

stronger when we work in partnership with parents.  Through frequent, informal interaction, 

parent-teacher conferences, and community events, teachers and parents share ideas and 

perspectives, which help the school, provide a high quality program for the children.  
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LICENSING AND ACCREDITATION 

The Village School is licensed by the Massachusetts Department of Early Education and 

Care to serve children ranging in age from 2.9 - 6 years old.  

 

The Village School is accredited by the National Association for the Education of Young 

Children (NAEYC), having undergone a rigorous self-study process involving staff, board of 

trustees, and parents. 

 

WHO’S WHO 
 

THE VILLAGE SCHOOL STAFF 

Following is a brief description of the eight staff positions at Village School: 

 

Director – Laurie Coughlin 

The Director is responsible for all aspects of the school’s operations. She enrolls children, 

meets with parents, keeps records, hires and supervises staff, assists with and oversees 

curriculum development, offers staff training, organizes parent discussions, writes the 

newsletter, and generally assures the smooth operation of the school when anything else 

comes up. The Director spends time in each classroom on a regular basis, so that 

knowledge of the children’s school experience each year is first hand. 

 

Resource Teacher – Amelia Saba 

The Resource Teacher maintains the Village School library, and organizes library groups 

and other small group experiences for the children each year. She is available to teachers 

as a “third set of hands” when challenging projects emerge, and because of her 

knowledge of each group, can fill in as a substitute teacher when the need arises. She 

organizes curriculum materials around the school, and helps teachers find the resources 

they need to meet curriculum goals.  

 

Classroom 1: Lisa Ouelett , Liz Nolan and Christine Thomsen 

Classroom 2: Mary Dorocke, Linda Bilowz and Elizabeth O’Reilly 

Classroom 3: Gay O’Hanlon and Karen Hainline 

Teachers share responsibility for curriculum development, planning, and supervision of 

children in their classrooms. They develop individualized instructional methods, create 

and maintain the classroom environment, and communicate with parents. In addition to 

time spent in the classrooms with the children, each teacher spends long hours in team 

meetings developing curricula and maintaining records on each child’s growth and 

development in school. 
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THE BOARD OF TRUSTEES 

1. There are nine trustees. The Rector of St. Michael’s Church or a designee is a trustee ex 

officio. 

 

2. The term of each trustee, (with the exception of representation from St. Michael’s Church), is 

three years. Upon expiration of a three-year term, a trustee may serve one further three-year 

term. 

 

3. At least one month before the selection of a new trustee, notice shall be given to parents 

requesting that they submit to the Director or Chairperson, names of any person who might 

be interested in serving as a member of the Board. 

 

4. The school’s organization includes the following officers of the Board of Trustees: 

Chairperson, Treasurer, Assistant Treasurer, Secretary, Parent Liaison, Fundraising, Long 

Term Planning. A Village School Handbook will be made available to interested parents for 

further information about the school’s organization and Board responsibilities. 
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SCHOOL CALENDAR, CLASSROOM HOURS, AND SCHOOL CANCELLATIONS 

 

1. Each family will receive a current school calendar during the enrollment process. Village 

School generally follows the Milton Public Schools for school closing (See Appendix) 

 

2. Village School doors open at 8:20 a.m. There is a rolling drop-off window from 8:20-8;45 

a.m.. Half-day programs end at 11:30. Extended Day programs and the two longer days in 

the Pre-K Program end at 2:30. Please make every effort to pick your child up on time as it  

can be difficult for children to wait .The staff uses the time after pick-up to plan and prepare 

for the next day so your punctuality is appreciated. 

 

 

 

3. The Extended Day program operates from 11:30 – 2:30 PM on Mondays and Wednesdays.  

 

 

4. Village School has offered a one or two week June program that features outdoor play and 

exploration. The registration for this is in late spring for those who wish to participate after 

the regular school year ends. 

 

5. On potential snow days, listen to AM radio station WBZ-1030 or WHDH-850 for 

announcements about the Milton Public Schools. In general, we are closed when the Milton 

Public Schools are closed.  In the case of a one hour delay in the Milton Public Schools, the 

Village School will delay its opening one hour. In the case of a two hour delay in the Milton 

Public Schools, the Village School will remain closed. 

 

6. If you have doubts about whether or not Village School is open, you can also call the school 

to listen to the answering machine’s message. 

 

7. There are times that driving conditions worsen through the day and an earlier pick-up is 

warranted in the interest of safety. If this decision is made, parents will be contacted by 

telephone. 
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ADMISSION/ ENROLLMENT POLICIES AND  PROCEDURES 

The Village School is non-sectarian and is open to all children.  Admission is done on a first 

come first served basis with preference being given to those already in the school, then to 

siblings and returning families, then to new families.   

  

 1. Parents are given an admission visit which includes a(n): 

Tour of the school with an orientation on the philosophy and history 

Invitation to stay and observe the classroom 

List of referrals from in-house families 

Discussion of application forms and financial considerations 

Parent handbook which contains all policies and procedures 

 

2. Any inquiring parent should also receive the following written information: 

   Brochure 

   Curriculum Summary 

   Current tuition schedule 

   Admissions policy statement 

   Timeline of the enrollment process 

   Financial assistance information 

   Parental rights statement 

   Behavior management plan 

   Sample outlines of the day 

 

3.  Applications will be accepted in September for the following September. 

Applications for admission more than a year ahead or families waitlisted from the 

previous year will not be automatically reconsidered for the next year. The 

Village School will contact families to determine status of application. 

 

 4. Those parents applying to the school should receive all the forms listed above, 

along with an application. A $50.00 registration fee is required in order to process 

each application. 

  

 5. Acceptance is based on the following criteria: 

  a)  Those currently enrolled 

  b)  Siblings  

  c)  Returning families (out of VS for a year or more) 

                        d)  Children of Village School Alumni 

                        e)  Age, gender and diversity of enrolling child 

                    

 Priority will be given to complete applications, including processing fee, that are on file 

by January 1 of each year.  After that date, the Village School utilizes a rolling admissions 

process.  

 

It is understood that the Director reserves the right to use discretion in the enrollment process. 
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TUITION RESPONSIBILITY 

 

 A parent for each child must sign a "Tuition Responsibility Form" upon registration. 

Billing dates are as follows: 

   January 15- $550  

   May 1 - 1/3 tuition 

   Oct. 1 - 1/3 tuition 

   February 1- 1/3 tuition 

 

 Each parent agrees to be responsible for payment of tuition for the entire year. 

 
TUITION REFUND/DEPOSIT REFUND 

 No tuition will be refunded unless the school is able to find an immediate replacement for 

the withdrawing student for the term(s). The Deposit of $550 to reserve a space for your child 

due each spring is non-refundable. If the school is notified by May 1, we will refund 50% and 

later than that there will be no refund. 

 

 
BILLING TIMELINE AND POLICY 

For billing purposes, the Village School year consists of three terms. The term dates and 

their corresponding payment due dates are as follows: 

 

  September-November  payment due May 1 

  December-February  payment due October 1 

  March-May   payment due February 1 

 

 Unless payment for each term is received or special arrangements are made with the 

registrar, on or before the due date of each term, a student may not be permitted to attend class 

for that term. 

 

 
FINANCIAL ASSISTANCE 

1. A limited amount of money shall be made available for financial assistance, in keeping 

with the spirit of the original Trust agreement. It is the hope of the Trustees that this 

money will enable families who otherwise might not be able to afford the Village School 

to send their children to the school. 

 

2. Financial assistance will be awarded on the basis of financial need. Criteria for awards 

are based on the Commonwealth of Massachusetts Subsidized Child Care Sliding Fee 

Scale. 

 

3. The Board of Trustees reserves the right to use discretion in making decisions about 

financial assistance, understanding that there may be exceptional circumstances and 

needs that are worthy of consideration. 
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4. Applications for financial assistance should be made as soon as a space in the program 

has been offered. The Board will review the bulk of financial assistance applications at its 

March meeting (in anticipation of the next school year). 

 

5. If a family is enrolled at a different point in the enrollment cycle or faces changed 

circumstances during the school year that their child is enrolled, applications for financial 

assistance will be considered to the extent funds allow. 

 

6. All parents should be made aware of the availability of financial assistance (as is now 

noted on the bottom of the tuition information sheet given to each parent who applies, on 

the financial assistance fact sheet, and in the Parent Handbook). In addition, parents 

should be made aware of: 

a) The application timeline for financial assistance 

b) The criteria for financial awards 

c) Documentation of gross family income and the completion of a “Confidential 

Report for Financial Assistance” will be required of any family applying for 

assistance. 

 

7. A committee consisting of the Chairperson, Treasurer, and the Director of the school will 

determine who will receive financial assistance based on guidelines decided by the 

Board. The decision will be based on the current finances of the school and on the 

financial situation of the family applying for assistance. Each family applying for 

assistance must complete and sign the “Confidential Report for Financial Assistance 

Form” and will be expected to pay some money for their child’s tuition. 

 

8. Awards for financial assistance should be applied to relief of midyear and/or ending 

billing obligations whenever possible. A specific payment plan will be established with 

each family receiving assistance, to help assure that obligations to the school are met in a 

timely manner. 

 

9. The state median income figures that are the basis for the chart on subsidized childcare 

fees will be researched annually to assure that all necessary adjustments are made in the 

sliding fee scale. 

 

10. It is the intention of the Board of Trustees that 25% of each year’s fundraising dollars be 

devoted to financial assistance requests. 
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HEALTH, SAFETY AND SECURITY CONCERNS 
 

WHEN YOUR CHILD IS ILL 

 

Symptoms Indicating Your Child Should Stay at Home 

We are very interested in preventing the spread of infection and in ensuring the health 

and welfare of each of the children and staff. Therefore, if your child has any of the following 

symptoms, please keep him or her at home: 

• fever within the last 24 hours 

• diarrhea and/or vomiting in the past 24 hours 

• thick mucous discharge from the nose 

• any contagious disease 

• any skin condition that has not been examined by a doctor 

• conjunctivitis that has not been treated 

• any physical or medical conditions that would interfere with your child’s normal and 

comfortable participation in school 

• the first 24 hours of antibiotics treatment 

• severe coughing 

• rapid or difficult breathing 

• stiff neck 

• sore throat or difficulty swallowing 

• excess fatigue 

• evidence of head lice or other parasites that are untreated 

• excessive irritability which might be an indication of illness 
 

Contacting the School About Illnesses 

If you know that your child will not be attending school, we would appreciate a call 

before 8:30 A.M. The information will help teachers make adjustments in the day's classroom 

plan, and enables us to inform your child's classmates, who may be concerned. 

 

If Your Child Becomes Ill at School 

If your child becomes ill at school, you will be contacted by telephone as soon as 

possible. If your child's teacher is unable to reach you, the person(s) designated by you as an 

"emergency contact" authorized to pick up your child will be contacted. In most cases, each 

child's teacher will help a mildly sick child find a quiet and private corner of the classroom in 

which to rest and wait for your arrival. If it seems that a child should be isolated from others 

because of illness, a teacher will stay with the child in either our school library or in the office 

(whichever the child prefers). 

 

Returning to School After Illness 

 Children may return to school when their health does not interfere with their daily 

routine, when they are no longer contagious, after they have been on a prescribed medication for 

at least 24 hours, and when it has been determined that the child no longer poses serious health 

risk to him or herself or to the other children. 
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Please see the Appendix for further information on the management of infectious disease 

and infection control at the Village School, including criteria for excluding ill or infected 

children for some of the most common childhood illnesses. 
 

ALLERGIES 

Allergies are identified on the children’s health and history forms. Before the school year 

begins, each teacher examines these records to identify any child with allergies, and collect all 

necessary information. Once we have obtained parental permission, this information is clearly 

posted (maintaining confidentiality by posting inside a marked cabinet) in the child’s classroom, 

as well as in the staff workplace, where snacks are prepared.  

 

Because of the potentially life-threatening nature of peanut and hard nut allergies among 

enrolled children, the Village School is designated a peanut-free zone. If so, please do not send 

your child to school with any peanut or hard nut products, and, if you wish to donate a snack to 

your child’s class, please be aware of the dangers associated with cross contamination while 

preparing foods and of the possibility that products you are using may contain nut ingredients 

(for example, peanut oil). If you need more information about these or other allergy-related 

issues, please talk to your child’s teacher or to the Director. 

 
EMERGENCY INFORMATION ON FILE AT THE SCHOOL 

1. It is very important for the school to have accurate records. If you change address or 

phone number, or if there are any changes in emergency contacts, please let us know 

immediately. 

 

2. If you plan on asking someone to pick up your child who has not previously been 

designated as a person authorized to pick up your child from school, please put all 

pertinent information in writing (sending a note with your child for example) so that we 

can add this to your child's record, and let us know if this authorization will extend to 

other days.  Also, please remind the designated person that we will need to see a photo id 

when they come to pick up your child. 

 

3. If you plan to authorize someone to pick up your child for one day only, please use the 

form posted in your child’s classroom, including all pertinent information about the pick-

up plans, and assuring that you sign and date your request. 

 
CAR POOLS 

Parents arrange any car pools. If you are participating in a car pool, please be sure to give 

a car pool schedule to your child’s teachers. Teachers need to be notified in writing of any 

changes in transportation. In no case will a child be released to an unauthorized driver, even if 

that person if known by the staff. 

 
PARKING AND PEDESTRIAN SAFETY 

 

1. Please park your car on Randolph Ave. and walk up from the street to the school building 

holding your child’s hand at all times. 
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2. The parking lot behind St. Michael’s is for the use of the church, Village School teachers, 

and visitors with disabilities only. It is an active lot, and can present dangers to 

pedestrians, as visibility around the curved driveway and around parked cars can be poor. 

If you do walk through this lot, please be extremely cautious. 

 

3. In the interests of safety, please make sure children enter and exit cars away from the 

flow of traffic (from the sidewalk), keep children with you, holding hands, to discourage 

running towards the street without supervision, and take the time to wait for a clear and 

long break in what can be a steady flow of traffic. Please cross Randolph Ave. only in the 

crosswalk. 

 

4. When arriving or leaving the school, please be sure that your child holds your hand and 

walks next to you or a designated adult until you are in your car. Use the opportunity to 

talk with your child about pedestrian safety, including conversations about walking 

slowly, holding an adult’s hand, staying on the paths and sidewalk, and stopping before 

the curb and before driveways. Please help your child understand that in driveways cars 

may be moving and may not be able to see them. 

 
NEIGHBORHOOD CONSIDERATIONS 

1. Please stay on walkways and sidewalks at all times. We have not been invited to walk on 

St. Michael’s front lawns, or on the lawns of neighboring properties. 

2. When parking, please stay clear of driveways. Please avoid using our neighbor’s 

driveways to turn around as well. 

 
WHEN THE DOOR IS LOCKED 

The school front door has a keypad and the code will be given out to parents each 

September.  The back door is locked at all times. Please feel free to ring the doorbell for entrance 

to the school if you find the door locked; someone will let you in as soon as possible. The bell 

can be finicky at times, so please feel free to knock (loudly) if you don’t hear it ring. 
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APPROPRIATE DRESS FOR SCHOOL 

 

1. In order for children to comfortably participate in the variety of activities available at school 

(many of which are sloppy) please dress your child casually. 

 

2. Children go outside every day except in the case of inclement weather or temperatures below 

20° F.  Please be sure your child is dressed for active outdoor play, including coats of 

appropriate weight, extra sweaters for layers of warmth, snowpants, boots for mud or snow, 

etc. 

 

3. Each child should have a complete change of clothing to be kept at school in case of need. 

Please include a set of outerwear, underwear and socks, and a sweater. It would be a good 

idea to label each article with your child's name, and keep a labeled bag in your child's 

cubby. A sweater is especially important to have on hand - the building is occasionally chilly 

in winter. 

 

4. A "Lost and Found" box will be kept in the hallway. Check there for any items that have 

been misplaced. 

 

5. We keep a small supply of extra clothes (indoor and outer wear) for those times when 

personal supplies are missing. If your child needs to borrow school clothes, we would 

appreciate it if you bring it back (laundered) on your child’s next school day. Someone will 

probably need it soon! 
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COMMUNICATING WITH AND SUPPORTING PARENTS 

 
PARENT/TEACHER COMMUNICATION 

1. There are two formal conferences each year between parents and teachers to talk about 

progress, growth and development of each child over the school year. If a child in the 

program is identified as having special needs, then conferences are arranged every three 

months. Please do not hesitate to ask your child’s teachers for meeting times at any time you 

feel it would be helpful. 

 

2. You can expect that your child’s teachers will communicate with you at least weekly 

regarding your child’s activities, development, and any other information or concerns that 

they have to share with you. These communications are specific to your child, and in addition 

to any general classroom information you receive through newsletters or classroom notes to 

parents. If you need assistance accessing specific information about your child’s school 

experiences, please feel free to ask the Director for help. 

 

3. Please check the bulletin boards posted inside each classroom for notes about things 

happening in the classroom on a daily basis. This is a great source of information about your 

child’s experiences at school, and can help parents have the information needed to encourage 

children to talk about school at home. 

 

4. Newsletters are distributed to all parents every month with general news, highlights from 

classroom curriculum, and information about upcoming events. If you have suggestions 

about what you’d like to see included in the newsletter, please let the Director know. 

 

5. In general, the staff tries to separate home toys from school toys, and to encourage children 

to use school materials while at school. We do make exceptions. The stuffed animals that are 

"special friends" are often an important help in making a transition from home to school and 

are welcome. In addition, since sharing toys with friends is often very important to the 

children, teachers set aside times for sharing - usually at the beginning of each school day 

and before meeting. 

 

6. Each teacher has a designated area in which you will find written materials of direct interest 

to you and your child. Please check for these materials on a regular basis so that we're sure to 

keep in touch. 

 

7. Although it's hard to talk for extended periods at arrival time or pick-up time, we welcome 

your conversation. If it seems too chaotic to talk right there in the classroom, then we can use 

the opportunity to set a time with you when we can talk without interruption. 

 

8. There is a white mailbox hanging outside the office door. This is a good place to leave 

messages and communications to any of us. When we request that you fill out a 

questionnaire, or return a completed form, this is the best place to leave it. You can leave 

tuition checks and extended day payments here as they come due. 
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9. Village School’s email address is thevillageschool@comcast.net. Messages are checked 

often, and this address can be used to contact any person on the staff as well. 

 

10. If, after talking with your child's teacher, you feel the need for another perspective or more 

information, please feel free to call or set a meeting with the Director. 

 

11. We want to encourage you to participate in your child's school program by keeping in touch 

with teachers, sharing your ideas and feelings with us, and by spending time in the 

classroom.  

 
PARENTS AND TEACHERS WORKING TOGETHER 

Teachers work hard to help parents feel comfortable leaving children at school, and to 

assure that parents trust teachers to meet each child’s needs as fully as possible while they are 

here. We understand that trust develops over time. Whether by filling out histories, sharing 

emergency information, talking briefly at arrival or pick up times, giving us a call when you have 

concerns or questions, or asking for a private meeting time, we depend on hearing your 

perspectives and receiving information about each child’s home life in order to meet the 

children’s needs here at school. 

 

It’s difficult for any of us to predict what family events may be stressful for young 

children. Changes in routine, visits from relatives, family illnesses, and many other events may 

influence a child’s behavior both at home and at school. Young children often show their stress 

through behavior; they may not be able to articulate their concerns directly. We can help support 

your child, and can put changes in behavior in context, if you fill us in on family events or issues. 

Our school library may have books of interest to you or your child that can be read in the 

classroom or at home to facilitate conversation. 

 

You can trust that all information you share with us is strictly confidential. Information 

may be shared with other staff that also interact with your child since we work closely as a team. 

Information will never be discussed in front of the children or other parents.  

 
ADDITIONAL PARENT RESOURCES AND OPPORTUNITIES 

1. The Village School Library, with books for adults and children is a lending library. We 

ask you to sign out books you borrow so that we can maintain the library well. You may 

find articles of interest in the library as well. Feel free to take extra copies of articles of 

interest to you, or to ask that a copy be made for you in the office. 

 

2. We do our best to schedule discussions of interest to parents throughout the school year. 

Please let us know if there are specific topics that you would like to see us address, or if 

you would like to help us plan a meeting. 

 

3. Each year, we try to schedule social gatherings for parents that will help you get to know 

each other in an enjoyable manner. 
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HOW PARENTS PARTICIPATE IN THE PROGRAM AND HELP THE SCHOOL 

 
GENERAL PROGRAM PARTICIPATION 

We encourage all parents to participate in the program in a variety of ways, and to the 

extent each family feels is most appropriate. Parents help in their child’s classroom (whether for 

a short block of time or a full day), participate in school clean up/ yard clean up days, help 

teachers plan and build new room areas for the classrooms, read our information and bulletin 

boards about classroom curriculum, bring in materials that relate to the curriculum, join 

committees supporting the staff and program etc. The specifics may vary from year to year, but 

the constant that remains is that an active community of parents is an essential component of our 

program, and enables the school to continue to develop a high quality program for the children. 

 
FUNDRAISING 

In the past, our fundraising events have been successful because of the caring, 

enthusiasm, and energies of current parents. We depend on fundraising for the "extras" in the 

program we offer. Including (but not limited to) books and CDs, gross motor equipment, musical 

instruments, computers, playground enhancements, funds to improve space, financial assistance, 

funds to meet staff needs, etc. 

 
COLLECTING MATERIALS 

Parents can help us develop a creative curriculum for the children by collecting "great 

junk" for us, including (but not limited to) pine cones, shells and rocks, fabric and yarn scraps, 

paper, envelopes, cardboard, etc. We talk actively in each class about “recycle and reuse” themes 

and appreciate any contributions you can make. 

 
HELPING OUT IN THE CLASSROOM 

• All parents can help us by sharing a little bit of time and knowledge. For example: 
 

-  Come into a classroom to talk with children about your job, show them a craft 

or skill you have, talk about a family tradition, cook a special snack, etc. 

 

-  Come to read books, play, take photos and document the children’s school day, 

help write down stories or other dictation, help with cooking, etc. 

 

• If you are available and interested, we encourage you to set a regular schedule of 

participation in your child’s class (once per month, for example). You may have 

great ideas for discussion groups or curriculum. If you share them with us we may 

be able to work on a project for the school. 

 

• Parents often help out in the classroom just for fun, or when a staff person is sick. 

 
 

 
GIFTS TO THE SCHOOL LIBRARY 

It has become a tradition at Village School that children give a gift to the school library in 

commemoration and celebration of their birthday. This gift could be a book, record, or tape. The 
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staff maintains a "Wish List" to offer suggestions to parents who would like to participate in this 

tradition. 

 
SNACK LISTS 

Special snacks are most welcome. Many children enjoy planning, helping to make, and 

bringing in something to share with school friends. These snacks might be celebrations of 

birthdays or holidays, but do not need to commemorate a special occasion. Please let your child's 

teacher know what you plan to send in at least one day ahead, so that we can plan accordingly. 

And please remember that no peanut or hard nut products can be shared in any of our 

classrooms. 

 
PARENT VISITS TO THE CLASSROOM 

We encourage all parents to spend some time in the classroom with their child. There is 

no better way to get a concrete sense of what a day of school is like for your child. If your work 

or home schedule is too busy to spend an entire session with us, you are welcome to stay for a 

short while at the beginning of the program (perhaps to share some conversation at meeting), or 

to come early enough at pick up to play on the playground with your child’s class. Many parents 

enjoy reading books to children, some come to cook or help take photographs of classroom 

events, and some help out at the writing table or come to play with no particular plan in mind. 

The children value your presence and attention for any part of their school day, and all forms of 

participation are welcome. 

 

When you are planning a visit, we do appreciate a call in advance. Although this is not 

required, it helps us assure that the activities planned will work well with your plans, and to 

assure that we do not have too much going on all at the same time. 

 

A classroom visit can be unpredictable, and it is possible that you will see behavior that 

you did not anticipate, and that you even find troubling. Please remember that you will be asked 

to maintain the same standards of confidentiality about specific children and events that teachers 

do; it would not be appropriate to share specifics about individual children with others after your 

visit. If you have questions or concerns about anything that you see in the classroom, please do 

not hesitate to talk with teachers about your feelings. Teachers will do the best they can to offer 

you a context and some basic information about the class, while also respecting each family’s 

right to privacy and confidentiality. 
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APPENDIX A 

 
PARENT INFORMATION RIGHTS AND RESPONSIBILITIES 

 

Parent Input 

We welcome the ideas and suggestions of parents, and would like to incorporate them 

into our program whenever possible.  If a suggestion is made regarding school policy, and the 

suggestion is not adopted, we will offer an explanation for our decision (in writing, if desired).  

To share your ideas, please speak directly with your child’s teacher or with the Director.  If your 

suggestions relate to policy issues, which should involve the school’s Board of Trustees, all 

appropriate parties will be informed and will consider the issues which are raised. 

 

Meeting with Parents 

The Director or designated person will meet with each parent before admitting children to 

the school. The meeting will provide both an opportunity to tour classroom spaces and an 

opportunity to discuss the program.  At the meeting, parents will be provided with a brochure 

describing the program and its purpose, a timeline of the enrollment process, and admissions 

policy, current tuition information, information on financial assistance, a curriculum summary, 

and parent handbook.  

 

Parent Information 

Upon the admission of their child, parents will receive a Parent Handbook that contains 

many of the policies and procedures of the school. Included in this document is the school’s 

written statement of purpose, including program philosophy, goals and objectives, and 

characteristics of children served; information on the administrative organization of the program, 

including lines of authority and supervision; the behavior management policy; the program’s 

plan for referring parents to appropriate social, mental health, education and medical services for 

children; the termination and suspension policy; a list of nutritious foods for snacks or meals; the 

program’s policy and procedures for identifying and reporting suspected child abuse or neglect; 

the procedures for emergency health care and the illness exclusion policy; the transportation 

plan; the procedure for administration of medication; and current tuition.   Upon request, parents 

may also receive a copy of the program’s complete health care policy.  A meeting is scheduled in 

the fall for new families to review this and other basic information about the program.  

 

Parent Conferences and Progress Reports 

At the Village School, conferences are held twice a year. The first offers an opportunity 

for parents to discuss their child’s initial adjustment to school; the second offers an opportunity 

to discuss progress, growth and development over the school year.  The Village School uses a 

portfolio system in documenting children’s progress at school; parents can expect to see work 

samples and anecdotes representing each child’s school experience at the Spring conference.  

Written reports provide a record of each of these conferences, and copies of these reports are 

available to parents.  When children with disabilities are enrolled in the program, written 

progress reports will be completed every three months, and will be provided to parents.  

Teachers will bring any special problems or significant developments to the attention of parents 

as soon as they arise. 
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Additional Communication 

All teachers will schedule additional conferences with parents by appointment if these are 

warranted or requested.  If you are having trouble reaching your child’s teacher or would like to 

reach the Director, please call the office between 8:00AM and 3:00PM, or leave a message on 

the answering machine. 

 

Parent Visits 

At the Village School, parents are encouraged to spend some time each day in their 

child’s class before leaving.  In addition, we welcome parents who would like to participate in or 

watch their child’s program.  Because a parent’s presence can affect both a child’s school 

behavior and the other children in the class, we appreciate knowing in advance about an 

extended visit by a parent.  If you prefer, we do also permit unannounced visits by parents in the 

classroom that your child attends. 

 

Confidentiality and Distribution or Records 

A child’s record is personal and confidential and will not be released without the written 

consent of the child’s parents.  Parents will be notified if a child’s record is subpoenaed.  Parents 

have access to their child’s records at reasonable times.  Access will not be delayed by more than 

two business days after the parent’s initial request.  The school maintains a written log in each 

child’s record indicating any persons to whom information from a child’s file has been released.  

This log includes the name, position, and signature of the person releasing information, the date, 

purpose, and portions of the file released, and the signature of the person to whom information 

was released.  The log will be available only to those designated to maintain records at the school 

and to the child’s parents.  

 

Amending a Child’s Report 

A parent can add information to the child’s record and can request deletion of any 

information that cannot be explained, clarified, or corrected by additional information.  The 

procedure for such a request follows: 

 

1. If a parent feels that adding information is not sufficient to explain, clarify or correct 

objectionable material in the child’s record, he or she has the right to schedule a 

conference to make these objections known. 

2. Within one week after the conference, the parent will receive a written decision with 

listed reason(s) for the decision.  If the decision favors the parent, immediate steps will be 

taken to put the decision into effect.  

 

Transfer of Records 

Upon written request of the parent(s) the child’s record will be transferred to the parent or 

any other person the parent designates. 

 

Charges for Copies 

The Village School does not charge parents for copies from their child’s files. 
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Storing Records 

Records are kept on file at the school for five years.  Records will be transferred to 

parents when children leave the program if parents request this, and sign a written statement to 

that effect.  

 

Notification of Injury 

Parents will be notified immediately of any injury to your child that requires emergency 

care.  In addition, parents will be notified in writing within 24 hours if any first aid is 

administered to a child while involved in school activities.  

 

Providing Information to the Department of Early Education and Care (EEC) 

The Village School is required to make available any information requested by the 

Department of Early Education and Care to determine compliance with any Office regulations 

governing the program, by providing access to the facilities, records, staff, and references. 

 

Reporting Abuse or Neglect 

All staff persons at the Village School are mandated reporters.  Staff members are 

required by law to report suspected abuse and neglect to either the Department of Social Services 

or the Director, who will then follow the written policies and procedures for reporting as 

specified in the Parent Handbook.  

 

Availability of EEC Regulations 

A copy of the regulations, 102 CMR 7:00: Standards for the Licensure of Approval of 

Group Day Care and School Age Child Care Programs, is in the school office at all times and 

can be made available upon request.  Please ask to see these regulations if you have any 

questions concerning them. 
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BEHAVIOR MANAGEMENT PLAN 

 

Discipline and guidance should be consistent and based on an understanding of the 

individual needs and development of each child.  The goals of discipline should be to maximize 

the growth and development of the children, at the same time as protecting the group and each 

individual within it. 

The behavior management plan at the Village School is based on these assumptions: 

 

1. Expectations for behavior should be clear to the children, and should be 

reasonable (expectations should reflect the developmental level of individual 

children and the group as a whole).   It is our assumption that these expectations 

will be communicated to the children as part of the presentation of daily 

classroom routine, and not necessarily in relation to a problem that arises in the 

classroom.  When children manage their day at school well, they should be 

commended. 

2. A designated space will be made available in each classroom to any child who 

communicates a need to be alone, to think, etc.  This space should not be 

associated by staff with punishment in any way, but should be presented as one 

classroom choice that children may use to accommodate their feeling or need at 

any time during the school day. 

3. It is imperative that discipline be consistent within each classroom, as well as in 

the school as a whole.  To meet this end, it is understood that all staff will 

communicate frequently about any behavior management issues in their 

classrooms. 

4. All efforts will be made to offer children the opportunity to participate in the 

resolution of conflicts that arise in the classroom.  

5. In the interest of alleviating each child’s potential embarrassment at the attention 

drawn to their behavior, re-directions offered by staff should respect each child’s 

right to privacy whenever possible.  It should be made clear that it is the behavior 

that is in need of re-direction, and that this is not in any way a comment on the 

qualities of the individual child. 

6. When all else fails, it may be necessary to physically remove a child from the 

group (in the interests of safety).  If this occurs, a teacher will be designated to 

stay with that child until resolution is possible. 

7. In communicating with parents, staff should both define the unacceptable 

behavior clearly, and describe the specific supports that the child will be offered 

by teachers in the school. 

 

In managing classroom behavior: 

• Corporal punishment shall not be used, including spanking. 

• No child shall be subjected to cruel or severe punishment, humiliation, verbal or 

physical abuse, neglect, or abusive treatment. 

• No child shall be denied food as a form of punishment, or be force fed. 

• No child shall be punished for soiling, wetting, or not using the toilet.  Children 

will not be forced to remain in soiled clothing or forced to remain on the toilet, 

nor will any other unusual or excessive toileting be used.  
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PLAN FOR SERVING CHILDREN WITH DISABILITIES 

 

If parents would like to enroll a child with disabilities, the Director will talk with them 

about the child’s specific issues and will request written parental consent to contact any Early 

Intervention Program, health or service providers who have served the child.  After collecting all 

available information, and with input from the child’s parents, the Director will identify in 

writing any specific accommodations that would be required for the child to attend the program, 

including modifications in the child’s participation in the school program, appropriate 

child/teacher ratios in the child’s classroom, or any special equipment, materials, ramps or aids 

that might be required.  

 

If, after consideration, it seems that the necessary accommodations to serve the child 

would cause an undue burden to the school, parents will receive written notification of this 

decision within 30 days.  All reasons for the decision will be given in this written 

communication, and parents will be informed that they can contact the Department of Early 

Education and Care to assure that the school is in compliance with current regulations that relate 

to serving children with disabilities if they desire.  A copy of this notification will be kept on file 

in the school’s office. 

 

In determining what would be an “undue burden” on the school, the following factors 

may be considered: 

1. nature and cost of necessary accommodations 

2. availability of funding or services elsewhere 

3. overall financial resources of the school 

4. number of people employed by the school 

5. impact of accommodations on the school program 

  

Toilet training will not be considered an undue burden in making these determinations. 

 

When a decision is made that the school can accommodate a child with disabilities, 

parents will be asked to consent to the school’s participation with and communication with any 

other agencies offering services to the child.  These providers may be asked to observe the child 

at the school and to talk with teachers about how the school program can support the services 

offered elsewhere. 

 

The Director will request written parental permission to inform the Director of Special 

Services that a child with a disability is attending the school. 

 

When a child with disabilities is enrolled in the school, that child’s classroom teacher will 

be designated as a liaison, and will coordinate care in the program with that received by other 

service providers.  He or she will also communicate with the child’s parents, service providers, 

and the Director and other staff at the school about the child’s progress at school. 
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REFERRAL PLAN 

 

1. If, after observing a child, a teacher feels that a referral is warranted, the first step is to 

discuss the child’s issues with the Director, so that a plan for additional observations of 

the child can be put in place, and so that a timeline of communications with the child’s 

parents can be established.  

 

2. If, after having a conference with one or both parents, a teacher feels that they would 

benefit from talking to other professionals in the fields of social, mental, or medical 

health, then the teacher should notify the Director and discuss the issues with her.  

 

3. Written records of all observations of the child should be kept in the child’s file, and 

should describe specific behaviors and issues that have led the teacher to feel that a 

referral is warranted.  Records should also include a description of the efforts teachers 

have made to accommodate the child’s needs in school.  These specifics should then be 

shared with the child’s parent(s) at a conference, along with any questions or concerns 

the teacher may have regarding the child at school.  Opportunities should be given for 

parents to share their perspectives about the child at home, so that together, a more 

complete picture of the child can be reached. 

 

4. After meeting with the child’s parents, the teacher may recommend that a referral be 

made.  The teacher will not initiate any referral process without the written consent of the 

child’s parents.  In most cases, the teacher will offer information and support to parents, 

so that parents will make the referral themselves.  Whenever possible, the teacher will 

offer parents information on more than one community resource, so that parents are 

aware of the options available to them. 

 

5. The teacher should suggest a timeline to follow in assessing the child’s behavior and/or in 

making a referral, and should follow up with parents to help assure that the referral 

procedures are in process.  The Director will assist teachers in establishing reasonable 

timelines for follow-up conversations.  

 

6. When a referral is made, the teacher should follow up, with parental permission, by 

contacting the agency or service provider who evaluated the child for consultation and 

assistance in meeting the child’s needs at school. 

 

7. If it is determined that the child does not need or is ineligible for services, the child’s 

progress at school should be reviewed every three months to determine if another referral 

is necessary. 

 

8. Written records of referrals should be kept in the child’s file, and should include written 

records of observations, written records of all communications with parents (including 

conferences), and records of the results of the referral.  
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9. Resources of referral include: 

 

• Karen Clasby- Special Education Administrator  (617) 696-5040 

• Milton Integrated Preschool     (617) 696-4578 

• Step One Early Intervention/South Shore   (617) 847-1950 

• Braintree Hospital Pediatric Center    (781) 380-4360 

751 Granite Street, Braintree 

• Department of Social Services    (781) 331-6600  

• Quincy Community Action Programs   (617) 479-8181 

• The child’s pediatrician  

 

10. Medical referrals should be made to the child’s pediatrician.   
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SUSPENSION AND TERMINATION POLICY 

 

Terminating a Child as required by the Department of Early Education and Care: 

When any child is terminated from the center, initiated by the center or the parent(s), the 

licensee shall prepare the child for termination from the center in a manner consistent with the 

child’s ability to understand; and shall provide information and referrals for other services to the 

parents upon the request of the parents.  The licensee shall inform parents of the availability of 

information and referral should the parent wish to request it.  

 

We require the following procedure for terminating a child after the above referral 

procedure (when appropriate) has been followed: 

• Prepare documentation of behavior to share with the director and then with parents. 

• If parents sought outside help and the child’s behavior has not improved and/or if the 

school is an inappropriate placement, then parents must be given a list of other centers 

and/or programs in the area as well as 30 days to find alternative care.  The child will be 

told approximately one week before termination date.  The child’s separation from the 

school will be treated in the same way as a child who is moving – i.e.; a party, a goodbye 

card. 

• Parents who refuse to seek outside help and/or have not followed the referral plan as 

agreed upon will be given a one-week notice to find alternative care.  The child’s 

separation from the school will be treated in the same way as a child who is moving - i.e.; 

a party, a goodbye card. 

 

The following circumstances may warrant immediate termination: 

• Excessive biting; 

• Severe behavioral problems which cannot be controlled, and/or endanger that child or 

other children; 

• Physical, mental or emotional problems that require constant one-on-one attention. 

• Parent refuses to get professional help as identified in the referral process; 

• Failure to pay tuition for one consecutive month; 

• Parents who willfully violate the sick policy. 

 

Procedure for Immediate Termination: 

For behavior which endangers the safety of children and when children repeatedly refuse 

to obey the safety rules of the teacher, the child will be removed immediately from the center.  

The child may come back to say goodbye. The child must be accompanied by their legal 

guardian.  The center will make every effort to help the child and his or her family make the 

transition to a new environment. 

 

Suspension 

We do not use “suspension” with young children (children under 5). We believe that this 

policy is too confusing for children and may imply that they have been bad and that we send 

children away who are not good.  We will, however, call parents at work and require that they 

pick up their child immediately when their child is aggressively acting out and cannot be 

controlled by the teachers and/or who willfully refuses to listen to the teachers regarding rules of 

safety. 
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SNACKS AT THE VILLAGE SCHOOL 

 

Planning nutritious and varied snacks for the children at the Village School is an 

important component of the program.  We try to serve foods from a variety of food groups, and 

try to plan menus that offer children opportunities to try new foods, help prepare foods, and 

represent diverse foods.  We supply snacks, and will post and distribute monthly menus to 

parents..  Menus are also posted in the classrooms.  Following are some samples: 

 

• Fresh fruits (apples, oranges, bananas, melons, etc.) 

• Breads or crackers spread with cream cheese 

• Cheese slices or cubes 

• Fruit or vegetable kabobs 

• Raw vegetables with dip 

• Yogurt 

• Bagels and cream cheese 

• Mini pancakes 

 

Each day we offer children water at snack time and throughout the day as needed.  

We maintain a peanut and hard nut free policy and do not serve any nut products for 

snack. 
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HEALTH CARE POLICY  

 

EEC regulations require a written health care policy statement provided to each staff member.  

Teachers will be trained in the implementation of this policy during Staff Orientation. 

 

The following information is posted at each telephone: 

 

HEALTH CARE CONSULTANT : Dr Kara Jolley 

                                                            781-329-1400 

                                                            Dedham Medical Assoc. 

EMERGENCY TELEPHONE NUMBERS: 

Call 911 

Fire Dept: 617-696-5178 

Police: 617-698-1212 

Poison Prevention Center: 232-2120 

 

HOSPITAL(S) UTILIZED FOR EMERGENCIES: 

Milton Hospital 

617-696-4600 

92 Highland Avenue 

Milton, MA 

 

Procedures for Emergency and Illness 

1. Apply first aid as taught in course. 

2. Do not leave injured child unattended. 

3. Send child-messenger to get another teacher. Have this other teacher go to the telephone, 

where she will: 

a) Call 911. 

Be prepared to share information about the child’s location, nature of the injury, 

and any other pertinent information. 

b) Take out the child’s medical/health form. 

c) Calmly and reassuringly call parent (mother and father) or persons designated to 

call in an emergency.  Tell him/her the nature of the injury, that first aid has been 

given, and to meet the child and teacher at Milton Hospital. 

d) Give teacher with the injured child the health and authorization forms, and all 

emergency card information.  The child’s teacher will accompany the child to 

Milton Hospital with these forms and will remain there until parents or persons 

designated in an emergency arrive. 

e) Everyone: Remember to be calm and reassuring to the injured child, as well as all 

the children in the class.  



 

 29 

 

Emergency Procedure for Field Trips:  In the case of field trips, the teachers shall carry with 

them a list of emergency contact numbers for all children.  They shall also carry with them the 

appropriate first aid supplies, a list of telephone emergency numbers (police, rescue, etc.).  

 

Procedures for Utilizing First Aid Equipment 

A box of first aid materials is kept in the staff workspace, on top of the refrigerator.  It is 

clearly marked “First Aid.”  Additional kits are maintained and available in the office workspace 

for use on field trips or walks.  Teachers keep smaller first aid kits with basic supplies in the 

classrooms, to be used during outside play or for classroom needs.  

 

In most cases, first aid is administered by the child’s teacher, so that the child is as 

comfortable as possible.  In the event that the teacher is unable to administer first aid, the 

Resource Teacher or Director may assist. 

 

First aid equipment is maintained by the Director, who checks materials available at least 

monthly to assure that there is an adequate supply.  If teachers notice that supplies are running 

low, they are encouraged to inform the Director. 

 

In case of field trips, the teachers carry a complete first aid kit, a list of telephone 

emergency numbers for all children, emergency numbers (police, rescue, poison control).  

 

Contents of First Aid Kit: 

Adhesive strip bandages 

Rolled flexible gauge 

Non-stick sterile pads 

Scissors 

Flashlight with batteries 

3 ounce rubber bulb syringe (to rinse out 

eye wounds 

Cold Packs 

Sealed Cleansing Wipes 

Emergency telephone guide first aid cards 

 

Gauze bandages 

Bandage tape 

Eye dressing or pad 

Tweezers 

Thermometer 

Disposable Gloves 

Clean Cloth 

Any special items for children with specific 

health issues. 

Pen, pencil, note pad 

 

Evacuation of the Building in Case of Emergency: 

In each classroom the emergency exit is clearly marked.  In case of emergency: 

• Each classroom teacher is responsible for the evacuation of children in his/her own 

classroom 

• In the event that a child with disabilities is enrolled in the class, one teacher will be 

designated as the person to assist that child directly during evacuation of the building.  A 

plan will be made based on the specific issues and needs of the enrolled child, in 

consultation with the child’s parents and with the Director. 

• One teacher will be designated to stand with children who are lining up at the doorway 

for a quick head-count, and lead those children out to the far end of the playground.  This 

teacher will take the classroom attendance records with him/her to the line, to double-
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check the number of children in attendance that day and to verify that all children arrive 

outside together.  

• One teacher will be designated to check bathrooms, cubbies, etc., for any children who do 

not line up with the group, to be certain that all children leave the building. 

• Daily attendance will be taken in each classroom, and a record of attendance will be 

maintained by classroom teachers over the school year.   

 

This same procedure is to be followed during all fire drills held throughout the year.  The 

Director is responsible for assuring that these drills are held at different times of the program 

day and that each group has a fire drill at least every other month.  The Director will also log 

the date, time and effectiveness of each drill, and will keep this information posted. 

 

Plan for Meeting the Individual Needs of Mildly Ill Children While in Care 

When children require adjustments to the regular classroom routine in order to assure that 

their needs for food, drink, rest, and general comfort at the school are met, the Director, the 

child’s teachers and the child’s parents will work together to develop a working plan. 

 

When a child becomes ill at school, parents or designated adults are called to come and 

take the child home.  Until someone arrives, the child can lie down in the library or office with 

pillows or blankets available if the child needs to be excluded from contact with other children.  

A teacher, the Resource Teacher, or Director, will stay with the child while they are resting.  If 

exclusion seems unnecessary, the child may choose to rest in the classroom “quiet space” or 

participate in quiet classroom activities until he or she is picked up. 

 

Plan for Administering Medication to Children While in Care 

No medication (prescription or non-prescription) is administered without the written 

order of a physician and written parent authorization.  The physician may give a standing order 

listing the medication, dosage, and criteria for administration, to be valid for no more than one 

year from the date it was signed. 

 

For non-prescription medications, a statement signed by the child’s physician listing the 

medication, dosage, and criteria for its administration will be valid for no more than one year 

from the date it is signed.  A parent may also authorize the school to administer non-prescription 

medication by submitting a signed statement authorizing the school to administer non-

prescription medication in accordance with the written order of a physician.  This statement will 

be valid for no more than one year after the date it is signed.  To assure that all necessary 

information is provided to the school, parents will receive a copy of the “Medication Consent 

Form” and will be encouraged to use it. 

 

If such a statement is accepted, an attempt will be made to contact the parent before the 

medication is administered, unless a child needs medication urgently or when contacting a parent 

will delay appropriate care unreasonably.  Parents will be notified in writing each time a non-

prescription medication is administered to a child.  This does not apply to topical non-

prescription medications which are not applied to open wounds, rashes or broken skin.  
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Topical non-prescription medications (such as sun screen) will only be administered to a 

child with written parental authorization. This authorization should be specific to both the type of 

medication and criteria for its use, and will be valid for no more than one year after the date it is 

signed. 

 

Topical medications such as sunscreen, bug spray, and other ointments which are not 

applied to open wounds, rashes, or broken skin, may be generally administered to children with 

written parental authorization.  

 

Topical medications such as petroleum jelly, and anti-bacterial ointments which are 

applied to wounds, rashes, or broken skin will be stored in a locked cabinet, in the original 

container, labeled with the child’s name, and used only for individual children. 

 

A written record of the administration of any medication will be kept, and will include 

the name of the child, the time and date of each administration, the dosage, and the staff member 

administering medication.  This will become part of the child’s file. 

 

Unused medication is returned to parents. 

 

Plan for Meeting Specific Health Concerns 

Information about identified allergies is kept on the child’s medical history form and the 

developmental history forms on file in the office.   The same information is posted in the specific 

child’s classroom and, if there is a food allergy, in the office workspace where snacks are 

prepared. 

 

If a child with allergies or other known medical conditions will be participating in a field 

trip, any special equipment and/or medication, emergency procedures to follow, and emergency 

telephone numbers, will be brought along by the child’s teachers. 

 

The Director and teachers will monitor the environment and make plans with parents to 

assure that children are protected from exposure to foods or allergens of concern.  All chemicals 

are kept in locked closets, and are not in use while children are present.  

 

Medical Information to be on File 

Medical records on file at the school include a written statement from a physician that 

indicates the child has had a complete physical within one year prior to admission, that the child 

has been successfully immunized in accordance with current Department of Public Health 

standards, and that a lead test has been completed.  This physical examination is valid only for 

one year, and must be renewed thereafter.  If either the physical examination or immunizations 

are objected to on the grounds of the religious beliefs of the parents, or if a physician feels that 

immunizations are contraindicated, then written documentation to that effect must be kept in the 

child’s file.  If it seems to the school staff that there are indications that a dental check-up or 

check of vision or hearing is warranted, then the school will request that the child be provided 

with the appropriate check-ups.  
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Making a Report of Child Abuse or Neglect 

Any physician, medical intern, medical examiner, dentist, nurse, public or private school 

teacher, educational administrator, guidance or family counselor, social worker, or policeman, 

who in their professional capacity shall have reasonable cause to believe that a child under 18 is 

suffering serious physical or emotional injury resulting from abuse inflicted upon him, including 

sexual abuse or from neglect, including malnutrition, or who is determined to be physically 

dependent upon an addictive drug at birth, shall immediately report such conditions to the 

Department of Social Services by oral communication and also by filing a written report within 

48 hours.  The current Child Abuse Hotline number is 1-800-792-5200. 

 

When you telephone a DSS Protective Screening Unit to make a report of possible child 

abuse or neglect, you will be asked to give, to the fullest extent possible, the following 

information:  

1. The name(s), address, present whereabouts, date of birth or estimate of age, and 

sex of the reported child(ren) and of any other children in the household.  

2. The names, addresses, and telephone numbers of the child’s parents or other 

persons responsible for the child’s care. 

3. The principle language spoken by the child and the child’s caretaker. 

4. Your name, address, telephone number, profession, and relationship to the child. 

(non-mandated reporters may request anonymity). 

5. The full nature and extent of the child’s injuries, abuse, or neglect. 

6. Any indication of prior injuries, abuse or neglect. 

7. An assessment of the risk of further harm to the child, and if a risk exists, whether 

it is imminent. 

8. If the above information was given to you by a third party, the identity of that 

person, unless anonymity was requested. 

9. The circumstances under which you first became aware of the child’s alleged 

injuries, abuse or neglect. 

10. The action taken, if any, to treat, shelter, or assist the child. 

 

Remember that mandated reporters must follow up a verbal report by a written report within 48 

hours. 

 

Signs of Child Abuse 

You may suspect abuse when the child: 

• Shows sudden behavior changes or erratic behavior 

• Becomes withdrawn 

• Is hostile or extremely aggressive 

• Fears going home at the end of the day 

• Is suspicious of others, as if fearing harm 

You may suspect emotional maltreatment if the child: 

• Cannot interact socially, has low self-esteem, is listless, apathetic or depressed, cannot 

respond to normal adult behavior 

• Has a parent who treats the child in unusual or abnormal ways, such as refusing to care 

for or talk to the child, treating the child as an object, keeping the child from normal 
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social experiences, punishing the child for normal behavior, and/or thinking or feeling in 

a consistently negative way about the child.  

You may expect physical abuse if the child: 

• Has bruises, broken bones, and lacerations, puncture marks, swollen areas, missing hair, 

or bite or burn marks 

• Has frequent signs of injuries 

• Has different injuries in various stages of healing or parent gives odd or impossible 

explanations for injuries 

• Is frequently tardy or absent 

• Receives overdue, unsuitable, or no treatment for injuries 

You may suspect physical neglect if the child: 

• Is anxious about his or her survival 

• Lacks energy or is overactive 

• Is unable to concentrate or to play 

• Has trouble learning 

• Often seeks attention 

• Is hungry or dirty or wears dirty clothes 

You may suspect sexual abuse if the child: 

• Has physical signs – pain in or injury to the mouth or the genital area; irritated, reddened, 

or itching genitals, urinary infections or difficulty with urination; unusual odors. 

• Has behavior changes – fear of a person or certain places; clinging, anxiety, irritability; 

sudden interest in the genitals of others; unsuitable sexual activity for the child’s age; 

acting out sexual behavior with toys or animals; a return to infantile behavior. (from 

American Red Cross Child Care Course) 

 

Prevention of Abuse and Neglect 

All staff persons are mandated reporters and shall report suspected child abuse or neglect.  

The report shall be made to the Department of Social Services pursuant to M. G. I. 119 Section 

51A, or to the Director, who will immediately make the report to DSS and EEC. 

 

The Director will notify the Department of Early Education and Care after filing a 51A 

report, or after learning that a 51A has been filed, alleging abuse or neglect of a child while in 

the care of the program or during a program related activity.  

 

The Village School will cooperate fully in all investigations of abuse and neglect, 

including identifying parents of children currently or previously enrolled in the program.  The 

Village School will provide consent for disclosure to the EEC of information from, and will 

allow the EEC to disclose information to, any person and/or agency the EEC may specify as 

necessary to the investigation of allegations and protection of children. 

 

As outlined in the Personnel Policies of the Village School Handbook, the verbal or 

physical abuse of a child is a case of gross misconduct and will result in an employee’s 

immediate dismissal.  If an allegation of child abuse or neglect is made against an employee, that 

employee may be placed on a short term suspension with pay pending an investigation.  In no 

case will an employee work directly with children until the Department of Social Services 
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investigation is completed and for such further time as the EEC requires.  This type of 

suspension will of itself result in no prejudice toward the employee.  

 

The Village School Health Care Policy includes Chapter 14: Child Abuse and Neglect 

from Health and Safety in Child Care (Massachusetts Department of Public Health) in its entirety 

for annual review by the staff.  

 

Injury Prevention Plan 

All Staff should hold current certification in basic first aid for young children by the 

American Red Cross.  Newly hired staff will receive this training within six months of 

employment. 

 

The EEC requires that at least one staff person with current certification in CPR for 

young children be on site whenever children are present.  At the Village School, all teachers are 

required to complete CPR training, as well as first aid training.  

 

A well-equipped first aid supply is kept in the school office, and is maintained by the 

Director. 

 

The staff has the responsibility of monitoring the classroom and playground daily for the 

necessity of repairs.  The Director will support this process and organize the necessary follow-

up. 

 

The central injury log is on file and is to be filled out in case of injury.  This log will be 

reviewed periodically to monitor the safety record of the school. 

 

Parents will be informed immediately of any injury that requires emergency care beyond 

minor first aid, and will be informed in writing of any first aid administered to their child within 

24 hours of the incident.  A completed injury report for any injury requiring first aid or 

emergency care will be maintained in the child’s file and will include the name of the child, date, 

time and location of the injury, description of the injury and how it occurred, names of witnesses, 

names of those who administered first aid, and a description of the first aid or medical care that 

was required.  

 

The Director will notify EEC immediately by telephone of any death of a child, illness or 

injury requiring overnight hospitalization. 

 

The Director will report any illness or injury that occurs at the center and requires 

medical treatment to EEC by submitting an Illness/Injury Report Form to the EEC licenser 

within three business days. 

 

The Director will note illnesses that occur at the center in an Illness/Injury Log. 

 

All toxic substances, poisonous plants, first aid supplies, medications, sharp objects, 

matches, or other hazardous objects will be kept in a secure place out of the reach of children.  
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Cleaning substances are stored in a locked janitorial closet.  Any medications or supplies that 

need to be kept in the classrooms will be stored in high locked cabinets. 

 

No smoking is permitted in the school building. 

 

Plan for Managing Infectious Diseases 

We ask the parents to help the school manage the spread of infectious disease by helping 

children wash hands upon arrival at school.  Teachers remind all children to wash hands after 

bathroom trips, before snacks and additional times when deemed necessary.  Children are 

encouraged to cover mouths for sneezes and coughs (using elbows rather than hands) and tissues 

are readily available.  Hand washing procedures are posted in the bathrooms and classrooms. 

These procedures will be periodically reviewed with the staff during the year, and observations 

of each classroom’s hand washing routines will indicate that children and staff are learning and 

following appropriate hand washing procedures. 

 

The Village School follows exclusion policies for serious illness, contagious diseases and 

reportable diseases recommended by the Department of Public Health.  A child may return to 

school after illness on the recommendation of the child’s pediatrician, and when symptoms 

indicating the child is contagious have subsided.  Refer to Criteria for excluding an ill or infected 

child from an early childhood program (Massachusetts Department of Health) for a list of 

specific criteria for common childhood diseases. 

 

Mildly ill children will be excluded from the program if: 

• The child’s disease is highly communicable and other children may be exposed 

• The child does not feel well enough to participate in the program 

• The staff is unable to care for a child adequately 

• A child has a temperature of 101 degrees F. 

• A child has large loose stools or diarrhea 

• A child has a heavy cough, apparent rash, or other visible signs of sickness 

 

When a child becomes ill at school, parents or designated adults are called to come and 

take the child home.  Until someone arrives, the child can lie down in the library or office with 

pillows and blanket available if the child needs to be excluded from contact with other children. 

(A staff person will stay with the child while they are resting.)  If exclusion seems unnecessary, 

the child may choose to rest in the classroom “quiet space’ or participate in quiet activities until 

he or she is picked up.  

 

All parents receive written notice when we are aware that a communicable disease has 

been introduced in to the center.  This notice includes basic information on symptoms to look 

for, and basic information on the disease.  This information is posted on the front door and in the 

hallway of the school. 
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Plan for Infection Control 

Hand-washing Procedures: 

Children should be supervised in their use of the bathroom and sinks. 

 

Teachers should accompany children to the bathroom areas and offer any assistance needed, at 

the same time respecting each child’s privacy. 

 

After using the bathroom, both the child and the teacher assisting the child should thoroughly 

wash their hands, following the procedures that have been outlined and posted. 

 

Each teacher should remember to wash hands: 

 

When arriving at school 

Before eating or handling food 

After toileting 

After coming into contact with body fluids and discharges 

After cleaning 

 

Each child should wash hands: 

 

Before eating or handling food 

After toileting 

After coming into contact with body fluids and discharges 

After cleaning 

 

*Please Note: Any clothing, etc. that has become soiled should be wrapped in a plastic bag and 

placed in the child’s cubby, to go home for cleaning the same day. 

 

Procedures for Clean-up of Blood Spills and Bodily Fluids 

All of the staff is trained in handling potentially infectious material.  Staff follows 

universal precautions set out by OSHA, protecting themselves from and disposing of such 

materials. 

 

Disposable gloves are available in the classrooms, workspace, and bathrooms at all times.  

Disposable gloves are to be used for the clean up of blood spills and bodily fluids.  The effected 

area will be disinfected.  Used gloves will be thrown away in a lined, covered container.  Staff 

will wash their hands thoroughly with soap and water after cleaning up the area.  Any affected 

clothing will be sealed in a plastic bag, labeled with the child’s name, and returned to the parents 

at the end of the day.  

 

The staff (teachers or cleaning staff) uses the following schedule in ensuring that 

equipment, items, and surfaces are washed with soap and water and disinfected: 

 

After each use:   

Mops used for cleaning body fluids 

Thermometers 
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Mats used for rest 

 

At least daily: 

Toilets and toilet seats 

Sinks and sink faucets 

Water tables and water play equipment 

 

Play tables  

Smooth surfaced non-porous floors 

Mops used for cleaning 

 

At least weekly: 

Sheets or blankets used at rest times 

Classroom toys as needed 

 

At least monthly: 

Machine washable fabric toys 

Classroom toys and materials as needed 

 

The disinfectant solution will be a solution of one quarter cup bleach to each gallon of 

water (one tablespoon per quart), which is prepared daily, labeled, and placed in a bottle that is 

sealed with a cap, or a commercially prepared disinfectant that is EPA registered and used in 

accordance with label instructions.  A strong bleach solution will be used if there is an outbreak 

of infectious disease (1 part bleach per 10 parts water). 

 

 

Potty Training 

Potty training must be done at home before your child begins at the Village School. The summer 

is a wonderful time to start this process with your child. At school, teachers will say “It is time to 

go potty now.”  If a child adamantly refuses to go, we will not force them; however, we will 

remind them every hour or so.  If your child does have an accident at school, we will need to call 

you to come get him/her. We are not equipped at the school with changing stations to clean your 

child and it is important for sanitary purposes as well.
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TRANSPORTATION PLAN 

 

At arrival and departure times, it is the parent’s or other designated person’s 

responsibility to assure the safe transportation of the children.  We ask that in the interest of 

safety, children enter and exit cars away from the flow of traffic (from the sidewalk).  We also 

ask that parents discourage children from running towards the street without supervision, and 

that time is taken to wait for a clear and long break in what can be a steady flow of traffic on 

Randolph Avenue.  There is a crosswalk painted on the street outside the building; we ask that 

parents always use the crosswalk when crossing with children. 

 

If a walking field trip is planned, the teachers in question are responsible for overseeing 

the safety of participating children.  Parent volunteers should accompany the group to assure 

adequate supervision.  Opportunities to teach walking safety (checking by sight and sound for 

cars for example) should be taken. 

  

 

In rare instances, a child needs transportation to a second program by a van arranged for 

by the Milton Public Schools. If this is the case, the parents of the child in question are 

responsible for making arrangements for a safe pick up (including specifics on time, who will 

accompany the child to the van, etc.).  Whenever possible, staff is not involved in walking 

children out to a van, since there are staff responsibilities inside.  However, when no alternatives 

are available, and with both written and verbal parental permission, there are times when a 

member of the staff walks a child to a van.  Details are in all cases arranged by the parent.  

 

In the event of an emergency, parents or others designated by parents will be contacted 

by telephone to arrange for the transportation of children from the program.  If there is a 

neighborhood emergency that prohibits parents to pick up children, local police will be contacted 

and will assist in arranging transportation (via Fallon Ambulance as prescribed by Milton’s 

emergency evacuation plan) to a safe central location from which parents or designated adults 

will be contacted. 
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EMERGENCY SITUATIONS POLICY 

 

If an emergency situation arises, the Village School’s first priority is to assure the safety 

and well being of the children present at the school. 

 

There may be cases in which it will be necessary to evacuate the school.  They will be 

detailed below.  The evacuation plan is as follows: 

 

1. If the emergency situation does not affect St. Michael’s Church office 

building, the children will be moved to St. Michael’s Church Lower Parish 

Hall, where water, heat, and power will be available. 

2. If the emergency situation is such that the children must be evacuated off the 

grounds of the Village School and the St. Michael’s Church property, the 

Village School will call or otherwise reach the Milton Police (617-698-1212) 

to notify them of the need for an evacuation.  The Milton Police will plan the 

evacuation, using Police cruisers and Fallon Ambulance chair cars to move the 

children to the Glover Elementary School, which will be set up as a shelter 

area.  Parents or their designees will be notified by phone and by listening to 

WBZ radio (AM 1030, 617-787-7000), which will also be called regarding the 

evacuation. 

 

The Village School has battery powered radios which it can use to hear emergency 

information updates.  The school also maintains a telephone list of parents and their designees 

who are authorized to pick up the children.  The Director or a designated administrator will bring 

this information to any shelter site used in cases of evacuation. 

 

In cases of a fire, natural disaster, or situation (chemical spills, bomb threats) 

necessitating evacuation of the building, the evacuation plan detailed above will be executed. 

 

In case of a power outage, and if the Village School program cannot be run safely, 

parents or their designees will be informed by phone.  If the power outage creates a situation 

requiring the evacuation of the Village School building, the evacuation plans detailed above will 

be executed. 

 

In case of a loss of water, and if the Village School program cannot be run safely, parents 

or their designees will be informed by phone.  If the loss of water creates a situation requiring the 

evacuation of the Village School building, the evacuation plans detailed above will be executed. 

 

When unsafe conditions remain in effect, so that children will be unable to use the 

classroom space a day after the emergency, all parents will be contacted by telephone to inform 

them that the school will be closed. 
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APPENDIX B 

 

 

THE VILLAGE SCHOOL CALENDAR 2019-2020 

 
 

September 5, Thursday Classroom visiting day for 2 day classes 

September 6, Friday Classroom visiting day for 3 and 5 day classes 

 

September 9, Monday SCHOOL OPENS for all M-F and M/W/F classes 

September 10 Tuesday SCHOOL OPENS for T/TH classes 

 

 

October 11, Monday NO SCHOOL – COLUMBUS DAY 

 

November 11, Monday NO SCHOOL-VETERANS DAY 

  

November 27-29 Wed-Fri NO SCHOOL – THANKSGIVING RECESS 

 

December 20, Friday SCHOOL CLOSES at 2:30– WINTER RECESS 

 

 

January 2, Thursday School Re-Opens 

January 20, Monday NO SCHOOL – MARTIN LUTHER KING DAY 

 

February 17-21 NO SCHOOL – FEBRUARY RECESS 

February 25, Monday School Re-Opens 

 

April 10 NO SCHOOL – GOOD FRIDAY 

April 20-24 NO SCHOOL – SPRING RECESS 

 

May 25, Monday NO SCHOOL – MEMORIAL DAY 

 

June 2, Tuesday Last Day of School for T/Th classes 

June 3, Wednesday Last Day of School for M/W/F classes 

 

 

 

SNOW DAYS:  Listen to radio stations WBZ-1030 am or WHDH -850 am.  We are closed 

when the Milton Public Schools are closed.  However, during an extended closing, we may re-

open before the public schools do.  You will be notified by telephone if we plan to resume school 

before the public school.  In case of a public school delayed opening the Village School will be 

closed if the delay is two hours or more.  If the delay is one hour, we will also be delayed one 

hour.    
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TIMELINE OF THE ENROLLMENT PROCESS 
 
 

 

 

September – December 
An appointment should be made for parents to visit the school to discuss the program, tour the 

space, and receive an application.  Parents are invited to bring their children to visit. 

 

 

December 
Letters will go out to all families with children currently enrolled, asking that decisions about 

next year’s placements be made, and offering the possibility of enrolling siblings of children 

currently enrolled.  The deadline for the return of this information and a deposit of $550 is 

December 20th .  

 
 

JANUARY Tentative class assignments begin, giving priority to the choices and needs of 

returning families and then to families on the waiting list. Inquiring parents may continue to meet 

and fill out applications during this process. Families for whom it appears there will be no space 

should be contacted by telephone, informed of their child’s current status, and offered the 

opportunity to stay on the waiting list. 

 
 

. 
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TUITION SCHEDULE  

2019-2020 

 
 

 

2-Day morning program:   $3,501 

T, Th 8:20-11:30 

Due upon acceptance  $550 

May 1st   $984 

October 1st   $984 

February 1st   $983 

 

 

3-Day morning program:   $4,862 

M, W, F 8:20-11:30 

Due upon acceptance  $550 

May 1st   $1,438 

October 1st   $1,437 

February 1st   $1,437 

 

 

5-Day morning program:   $8,070 

M-F 8:20-11:30 

Due upon acceptance  $550 

May 1st   $2,507 

October 1st   $2,507 

February 1st   $2,506 

 

 

5-Day + 2 afternoons:   $10,794 

M, W, F 8:20 – 11:30; T, Th 8:20 – 2:30 

Due upon acceptance  $550 

May 1st    $3,415 

October 1st    $3,415 

February 1st   $3,414 
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OUTLINE OF THE DAY FOR THE MORNING CLASS  

 
 

8:20-8:45 ARRIVAL TIME  

Children use open-ended materials (sand, water, blocks), use puzzles or look at 

books during this transition time from home to school. Parents are encouraged to 

participate with children for a few minutes before leaving, developing a plan with 

teachers about how to help children with a smooth and happy transition. Each 

child has a name tag; to mark the beginning of a child’s day at school, each child 

is encouraged to place their name on the designated board. 

 

8:45-9:00 MEETING AND TRANSITION TO THE PLAY PERIOD 

Children gather on the carpet in a circle to share news and conversation, sing 

songs, look at books, and participate in a presentation that relates to the day’s 

activities. Near the end of meeting, the picture board with places to play is used as 

a visual tool to help children participate in suggestions about beginning choices. 

 

9:00-10:30 PLAY PERIOD 

Children begin the play period with activities either suggested by the teacher or 

on their own, and then make their own choices about places to play and materials 

to use. 

 

SNACK 

Snack is set up as one choice as children feel they are ready to eat. One teacher 

helps with the hand washing process for snack. Children pour their water and take 

their own share of snack. 

 

10:30-10:50 BOOK TIME/QUIET TIME 

As children finish their clean up jobs, quiet time begins on the carpet, for a 

calming, relaxing time with a book.  Children look at books alone, with a friend or 

with teachers.  

 

10:50-11:20 OUTDOOR PLAY 

  

 

11:20-11:30 MEETING TO SAY GOODBYE 

Parents wait outside the classroom until a teacher opens the door.  When the door 

is opened, your child will be waiting for you on the carpet.  This allows the 

calmest transition for the children. 

 

 

 

*Please note that children are offered bathroom trips throughout the school day, as needed. 
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OUTLINE OF THE DAY WITH EXTENDED DAY 
 

8:30-8:45 ARRIVAL TIME  

Children use open-ended materials (sand, water, blocks), use puzzles or look at books during this 

transition time from home to school. Parents are encouraged to participate with children for a few 

minutes before leaving, developing a plan with teachers about how to help children with a smooth 

and happy transition. Each child has a name tag; to mark the beginning of a child’s day at school, 

each child is encouraged to place their name on the designated board. 

 

8:45-9:00 MEETING AND TRANSITION TO THE PLAY PERIOD 

Children gather on the carpet in a circle to share news and conversation, sing songs, look at books, 

and participate in a presentation that relates to the day’s activities. Near the end of meeting, the 

picture board with places to play is used as a visual tool to help children participate in suggestions 

about beginning choices. 

 

9:00-10:30 PLAY PERIOD 

Children begin the play period with activities either suggested by the teacher or on their own, then 

make their own choices about places to play and materials to use. 

SNACK 

Snack is set up as one choice as children feel they are ready to eat. One teacher helps with the 

hand washing process for snack. Children pour their own milk or water and take their own share 

of snack. 

 

10:30-10:50 BOOK TIME/QUIET TIME 

As children finish their cleanups, quiet time begins on the carpet, for a calming, relaxing time with 

a book. Children look at books alone, with a friend, or with teachers. Often, a whole group story is 

incorporated in this reading time. 

 

10:50-11:20 OUTDOOR PLAY 

 

11:20-11:30 MEETING TO SAY GOODBYE 

 Some children will go home everyday at 11:30.  On Tuesday and Thursday, some children will 

stay for an extended day.  We will say goodbye to those friends leaving and the children staying 

will transition to lunch. 

HAND WASHING AND TRANSITION TO LUNCH 

As children begin to finish their books, they wash hands and get ready for lunch. 

 

11:50-12:20 LUNCH 

Children bring a lunch from home and sit with friends and teachers. 

 

12:20-1:05 REST TIME 

 Children rest and relax on mats for a quiet and/or sleeping time 

 

1:05-1:50 PLAY PERIOD 

After putting away mats, children make choices about activities in which they would like to 

participate 

 

1:50-2:20 OUTDOOR PLAY 

 

2:20-2:30 END OF DAY MEETING/CLOSURE 

Parents wait outside the classroom until a teacher opens the door. When the door is opened, please 

come into the classroom; children will be waiting for you on the carpet. This allows the calmest 

transition for the children. 

 

**Please note that children are offered bathroom trips throughout the school day, as needed 


