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Our School

History & Organization Structure

Hilltop School was founded in September 1968, under the sponsorship of West
Congregational Church. There was a definite need for preschool in the greater
Haverhill area, as kindergarten was not offered by the state at this time. The
founding committee envisioned Hilltop as a non-denominational school that
would provide Christ-centered superior education for young children. This goal
was accomplished during our initial years of operation.

In 1977, the committee became aware of increasing numbers of working parents
with a real need to find quality day care for their children. The committee
investigated the possibilities and we began full day care services in September
of 1978. Hilltop School cares for children two years and nine months to nine
years of age. We are a private, non-profit organization, receiving funds from
parent tuition and occasional fund raisers.

Hilltop School is governed by a volunteer Board of Directors, which is
responsible for setting policies, evaluating the program and the staff. The Board
facilitates policies that adhere to West Congregational Church’s statement of
faith.

Hilltop School is licensed by the state of Massachusetts, and became accredited
in March of 2004 by the National Association for the Education of Young
Children (NAEYC).

Our Philosophy

We believe that each child is an individual and should be treated as such. During
early childhood, a child develops most of his/her permanent beliefs, attitudes,
and habits. Using Christian principles we foster development of the whole child:
spiritually, socially, emotionally, and intellectually.

We provide teaching based on the inspired Word of God and on current early
childhood education models. A chapel time is planned for every class once a
week, utilizing songs, prayer and a story based on Christian values.

We firmly believe in the power of prayer. We pray regularly for the children, their
families, and each other.

We believe God created all people in His image. Therefore, we provide services
to all children and their families regardless of their race, religion, cultural heritage,
political beliefs, disability or marital status.

Once a month, the chidlren assemble in the Worship Center for ‘chapel time’.
This is a time for us to gather for prayer, songs and to hear a story based on
traditional Christian values.
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Our Purpose

Our purpose is to provide Christ-centered, quality care for children away from
their parents by offering:
- Assurance that God loves them.
- A safe and relaxed, yet stimulating environment.
- Acceptance, love, and guidance from staff as well as opportunities for
friendship with peers.
- Positive discipline that will help each child develop self-control.
- An environment which promotes development of a positive self-image through
the mastery of motor, language, perceptual, and social skills.

In addition, we gently guide children as they learn:
- To accept responsibility along with privileges.
- About sharing, ownership and cooperation.
- To accept others, showing kindness and respect for all kinds of people.
- To accept the consequences of poor choices and to deal with them in
Biblically acceptable ways.

West Congregational Church’s Statement of Faith




THE BIBLE - We believe the Bible, consisting of the Old and New Testaments, to
be the only inspired, inerrant, infallible, authoritative Word of God written.

THE TRINITY - We believe there is one God, eternally existent in three persons,
Father, Son, and Holy Spirit.

THE LORD JESUS CHRIST - We believe in the deity of Christ, in His virgin birth,
in His sinless life, in His miracles, in His vicarious and atoning death through His
shed blood, in His ascension to the right hand of the Father, and in His personal
return in power and glory.

REDEMPTION - We believe that for salvation of lost and sinful man,
regeneration by the Holy Spirit is absolutely essential.

THE HOLY SPIRIT - We believe in the present ministry of the Holy Spirit by
whose indwelling power and fullness the Christian is enabled to live a godly life in
this present evil world.

THE RESURRECTION - We believe in the resurrection of both the saved and the
lost, they that are saved unto the resurrection of life, and they that are lost unto
the resurrection of damnation.

SPIRITUAL UNITY - We believe in the spiritual unity of all believers in Christ.
’
Non - Discrimination Policy O¥

We do not discriminate in providing services to children and their families on the
basis of race, religion, disability, cultural heritage, political beliefs, marital status,
national origin or sexual orientation. In accordance with the American Disabilities
Act, Hilltop School affirms the legal rights of individuals with disabilities by
prohibiting discrimination based on disability and promoting equal opportunity in
employment and service delivery for persons with disabilities, and Hilltop meets
the standard applicable to itself and to the Commonwealth of Massachusetts
under Americans with Disabilities Act 42USC 12101 CFR pt35.

Special Needs

If we believe that your child is in need of a specialist for any reason, we will refer
you to the Special Education Department of Haverhill Public Schools. They
specialize in speech, hearing, vision, physical therapy and family counseling.

Peanut Free Facility @

Hilltop School is a ‘peanut free’ school. No peanut butter or whole peanuts are
allowed.



Our Parents

Communication

We feel that home and school benefit the child most when working together as a
team. Communication is essential to this partnership. Monthly newsletters and
letters from the office are placed in your parent cubby, so please check it every
day. There are 2 boards outside each classroom; one is a daily board which will
list the daily activities for that day. The other is a parent information board for
helpful information and current events.

Please tell us about any changes in your family status due to a separation,
divorce, a move, or a death (even of a pet). It helps us to understand your child
and help him/her cope with change.

Teachers and parents need to be in frequent contact with each other. Try to
speak with the teachers when you pick up your child.

Most major changes, which will affect your child, are communicated with the
parent ahead of time. If your child will be getting a new teacher we will try to
inform you of this ahead of time. If we find it necessary to refer your child to
special services, we will discuss this with you ahead of time and have you sign a
written permission form.

All parents are invited and encouraged to participate in various school activities
and share their special interests with us, such as helping in the classroom, taking
field trips, joining in parties, or sharing a special meal or snack.

If a parent is having a particular problem at Hilltop, the most effective way to
handle this is to first try to speak with your child’s teacher. If you are not satisfied
with the outcome or if they are unable to help you, then speak to the Director. If
you still feel that you need further assistance, you may write to the Board of
Directors.
Parents’ Rights

This section is provided to you by the state of MA.
Hilltop School is licensed and regulated by the state of Massachusetts in
accordance with chapter 28A, section 10, Massachusetts state law. Specifically,
102 CMR 7.00 contains regulations that establish minimum standards for
operation of group daycare and school-age child care in Massachusetts. A
summary of required parent information, rights and responsibilities are outlined in
the regulations that follow:
Parent Input The licensee must appropriately involve parents of children in care
in visiting the program, meeting with the staff and receiving reports of their
children’s progress. The program must have a procedure for allowing you to give
input and make suggestions, but it is up to the program to decide whether or not
they will be implemented.
Meeting with parents In group day care programs, the licensee shall assure that
the administrator or his designee meets with the parent(s) prior to admitting a
child to the program. The parents shall have an opportunity for the parent(s) and
child to visit the program and meet the staff before the child’s enrollment.
Parent Information The licensee must provide to the parents upon admission of

their child the program’s written statement of purpose, including the program
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philosophy, goals and objectives, and the characteristics of children served;
information on the administrative organization of the program, including lines of
authority and supervision; the program’s child guidance 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 to be sent 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
program’s transportation plan; the procedure for administration of medication,
and, upon request, a copy of the complete health care policy; a copy of the fee
schedule, and in school age child care procedures for on-going parent
communication. All of this information may be contained in a Parent Handbook.
Parent Conferences The licensee must make staff available for individual
conferences with parents at your request.

Progress Reports At least every six months the licensee should meet with you
to discuss your child’s activities and participation in the program. The licensee
will prepare a written report for your child, will provide a copy to you, and will
maintain a copy of the report in your child’s file. If your child has disabilities, you
should receive a written progress report at least every three months. Program
staff must bring special problems or significant developments to your attention as
soon as they arise.

Parent Visits You have the right to visit the center and your child’s room at any
time while your child is present.

Children’s Records Information contained in a child’s record is privileged and
confidential. Program staff may not distribute or release information in a child’s
record to anyone not directly related to implementing the program plan for the
child without your written consent. You must be notified if your child’s record is
subpoenaed.

Access to your child’s record You are entitled to have access to your child’s
record at reasonable times on request. You must have access to the record
within two business days of your request unless you consent to a longer time
period. You must be allowed to view your child’s entire record, even if it is
maintained in more than one location. The center must have procedures
governing access to the record or who has received any information from the
record. This log is available only to you and the people responsible for
maintaining the center’s records.

Amending your child’s record You have the right to add information , comments,
data, or any other relevant materials to the child’s record. You also have the
right to request deletion or amendment of any information contained in your
child’s record. If you believe that adding information is not sufficient to explain,
clarify or correct objectionable material in your child’s record, you have the right
to a conference with the licensee to make your objections known. If you have a
conference with the licensee, the licensee must inform you in writing within one
week of his decision regarding your objections. If the licensee decides in your
favor, he must immediately take steps necessary to put the decision into effect.
Transfer of Records When your child is no longer in care, the licensee can give
your child’s record to you, or any other person you identify, upon written request.
Charge of Copies The licensee shall not charge an unreasonable fee for copies
of any information contained in your child’'s record.

Program Responsibilities



Providing Information to the State The program must make available any
information requested by the state to determine compliance with state regulations
governing the program, by providing access to its facilities, records, staff and
references.

Reporting abuse or neglect All center staff are mandated reporters. They are
required by law to report suspected abuse and neglect to either the Department
of Social Services or to the licensee’s program administrator. The licensee must
have written policies and procedures for reporting and must provide the written
policy to you upon enroliment.

Availability of State Regulations The program must maintain a copy of
regulations, 102 CMR 7.00: Standards for the Licensure or Approval of Group
Day Care and School Age Child Care Programs on the premises of the center
and must make them available to any person upon request. If you have a
guestion about any of the regulations, ask the center to show them to you.

)Z17 Admitting

Admissions Policies

The Department of Early Education and Care determines the maximum number
of children in the center at one time. Hilltop is licensed for children of ages 2
years 9 months to 7 years 9 months. Preference is given to those requesting full-
time daycare. Classes are filled on a first-come/first-served basis according to
the date of enrollment with the Director. If the classes are filled when a parent
calls, the child’s name will be put on a waiting list to fill vacancies as they occur.
Prior to admitting a child to the center, the director or lead will meet with the
parent(s). Each child will have a cubby for personal belongings. All such
belongings should be labeled. Parents of enrolled children receive a letter in the
winter to pre-register their child for the following school year. For your child’s
safety, please accompany your child to the classroom or playground and check
with the staff person on duty. At the end of the session, do not leave the center
without checking out with the staff person on duty. DO NOT LEAVE YOUR
CHILD AT THE FRONT DOOR.

Reqistration

You and your child must visit the school before registering. Registration is
complete when the school has received:

* completed forms

* security deposit (non-refundable)

* registration fee (non-refundable)

There will be a 30 day trial period to determine your child’s emotional readiness
to be in a school setting. We will notify you if we believe your child is not ready



for our program. At that time, we may also discuss alternative placement at a
center which is better suited for your child’s needs.

Parent Orientation

When a parent is interested in enrolling their child in the school, they will contact
the director and set up a pre-enroliment visit. During this visit, the parent will
come with their child (some parents choose to come on their own the first visit)
and tour the school and particularly their child’s room. They will also meet their
child’s teachers. After the visit, the parent may register their child if an opening
exists or add him/her to the wait list and receive this handbook. The security
deposit is equal to one week’s tuition (daycare) or one month’s tuition (preschool)
and is non-refundable. Before a child’'s “official” start date, the school
recommends that a child visit their new classroom.

If your child is having a difficult time transitioning into the school or into a new
classroom, the teachers will work with you and your child to ensure as positive of
an experience as possible. To assist with this, the teachers may call you to
discuss various strategies or to schedule a conference with you. Please feel free
to call anytime to see how your child is doing or to discuss your child’s progress
in more detail.

Hilltop staff members try to help with smooth transitions by communicating with a
child’s future school any information that may be useful to the further education
and development of that child. The staff will also ask a parent for permission to
contact a child’s previous school is they feel it is necessary for a successful
transition into Hilltop School.

=220
ﬂ Transportation Plan

Hilltop School does not provide transportation to children from home to school.
Parents must provide all transportation. Parents must walk children to their
classroom and greet the teacher, making sure the teacher knows the child has
arrived. NEVER drop off your child at the entrance or send them to their
classroom alone. Hilltop School, along with West Church, requires that you
keep your child(ren) by your side in the parking lot for safety. Sometimes
workmen or church members pull in the lot quickly forgetting that school is in
session. You may not leave other children under age 14 in the car as you take
your preschooler inside. If a West Church or Hilltop staff member seesachi  Id
alone in a car, the Haverhill Police will be called immediately.

Calendar



The full day program is available year round, and part day programs are
available school year only. We follow the Haverhill Public School calendar for
holiday closings. A calendar is given to you each year with a list of these
holidays.

Hilltop is closed during Christmas vacation. Before the February and April
vacation weeks, a sign up sheet will be posted on your child’s classroom bulletin
board. We will be open for day care on these weeks if a sufficient amount of
children are signed up. YOU MUST SIGN YOUR CHILD UP TO RECEIVE CARE
DURING THESE WEEKS.

Day care will be available on Snow Closing days providing that the staff is able to
get here! Call ahead to be sure!

Withdrawal Policy

A two week notice is required, if you decided to take your child out of the
program. Your last week’s tuition and any outstanding balances are due in full
and your security deposit will be applied to the last week of care.

6
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Snow Closing Procedures

The Preschool and Kindergarten programs follow the Haverhill Public Schools’
decision for closing school due to snow. In the event of a power loss or when the
Governor declares a state of emergency, the school will close and no child care
will be available.

School closings for Haverhill Public are announced on radio station WBZ (1030
AM), WRKO (680 AM) and TV stations 4, 5, and 7.

WHEN HAVERHILL SCHOOLS ARE CLOSED HILLTOP’S 3/4 Pre school, Pre-
K AND Kindergarten SESSIONS ARE CANCELLED.

DAY CARE ONLY will be available on Haverhill Snow Closing Days as long as
roads are passable enough for teachers to get to the building. Children in FULL
DAY CARE come in at their regular time or later depending on their parents
courage driving in the snow!

10



When the Haverhill School System is on DELAYED opening, ALL PreK and
Kindergarten programs will begin at the delayed time and end at their regularly
scheduled times. Our 3 & 4 Year old preschool program will be cancelled.

3/4 Year old Preschool - cancelled
Pre-K and Kindergarten - 11:00 to 12:30

\ly

Contingency Plan for
Emergency Situations

In the case of a fire, natural disaster, or situati  on necessitating evacuation:

All children will be evacuated from the school and escorted across the street to
the West Meadow Clubhouse. All parents or emergency contact persons will be
notified of the situation and will be asked to pick up their child/children.

In the case of a natural disaster, (hurricane, tornado, earthquake, or flooding)
Hilltop School will take all precautions to ensure the safety of children and staff.
When adequate notice of inclement weather conditions is given, parents will be
contacted for timely pick-up. If little or no notice is given, the staff will stock water,
food, blankets, first aid supplies, radios, walkie talkies, portable telephone and
secure children in a safe portion of the building.

In the case of a power outage or loss of heat:

Hilltop does have emergency back-up lights in the hallways; however, all
necessary utility companies will be called. If the problem is not rectified within a
reasonable amount of time, all parents or emergency contact persons will be
called, and asked to pick up their child/children.

In the case of a loss of water:

11



Hilltop cannot remain open and operate without meeting the requirements for
toileting, flushing of toilets, hand washing or dishwashing, or without running
water. Again, all parents or emergency contact persons will be notified.
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Our Programs

3 & 4 Preschool

3 year olds - Tues. & Thurs. 9:00 to 11:45 AM
4 year olds - Mon., Wed., & Fri. 9:00to 11:45 AM

The preschool program is planned to sharpen skills in listening, thinking, and
expressing ideas. The children learn through enjoyable experiences such as
games, songs, finger plays, painting, and water play. Many activities are geared
towards encouraging sharing and healthy social attitudes. Age appropriate field
trips are also planned.

Academic excellence is not emphasized, but through continued exposure to
colors, shapes, letters and numbers, much learning is acquired. In all areas there
is opportunity to progress according to individual ability and interest.

A snack is served mid - morning. Fruit, cheese, or crackers and 100% fruit juice
or milk are a typical snack selection.

Timely pickups are a must as care is not provided after 11:45 AM.

3 & 4 Preschool Tuition

All tuition is based on yearly program cost. For your convenience, the yearly
figure can be broken down into 10 monthly installments, payable September
through May. The security deposit paid at registration will be applied towards the
June tuition. This security deposit is non-refundable. The monthly fee is to be
paid before the 1st of each month. A late fee will be assessed for payments
made after the 5th. Checks are preferred and may be left at the school office.
The tuition amount is the same regardless of illness, holidays, school or family
vacations. A 10% discount will be given for advance payment of the full year’s
tuition.

PreK & Kindergarten

i ;‘*’ 4
Monday — Friday ~ 9:00-12:30 | A
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Kindergarten Enrichment 12:30 - 3:00

Children must be 5 years of age by August 31 to register for the Kindergarten
program and 4 years to register for Pre-K.

These programs cover language arts, reading readiness, phonics (Kindergarten),
phonemic awareness, numbers, natural science and creative arts. Creative arts
include painting, finger painting, clay modeling, drawing, cutting and gluing
among others. Stories, Bible stories, prayers, poetry, music and movement are
all part of the daily program. Free play activities offer opportunity for social
learning and expression through complex play with unit blocks, sand, water,
housekeeping area, dress-up clothes, and many other instructional toys.

A snack is served mid - morning. Fruit, cheese, or crackers and 100% fruit juice
or milk are a typical snack selection.
Lunchtime is at 12:00. All kindergarten students must bring in their own lunches.

PreK & K Tuition

All tuition is based on yearly program cost. Tuition is paid weekly, due each
Friday for the following week. A late fee will be assessed on Wednesday. Tuition
amounts are based on the number of hours per week your child is in school. The
security deposit paid at registration will be applied towards the last week’s tuition.
This security deposit is non-refundable. Checks are preferred and may be left at
the school office. The tuition amount is the same regardless of illness, holidays,
school or family vacations.

A late fee of $15.00 will be assessed for late payments (if 3 days late).

PreK & K Vacations

Half of PreK or K tuition is due for family vacations scheduled during February
and April school vacation weeks.

For other family vacations scheduled during the calendar year, two weeks notice
is required in order to receive the reduced rate of half tuition for the first week of
vacation. Full tuition is due for second and subsequent weeks of vacation.

¢ Daycare
A

Day care is provided 5 days a week, year round from 6:45 AM to 5:30 PM.

All children attending the school during morning hours fully participate in the
preschool or kindergarten programs at no additional charge.

14



Many spontaneous activities occur during the rest of the day. These include
cooking, dress-up, painting, music, arts & crafts, outdoor play, and walks. All
activities are presented in a home - like atmosphere of loving, personal care.

Children are to be dropped off and picked up according to the agreed upon
schedule. We close promptly at 5:30. Parents will be required to pay a $10 late
pick-up fee if they pick up their child between 5:31 and 5:45. A $20 late pick-up
fee will be assessed for children picked up between 5:45 and 6:00. This fee is to
be paid, in cash, directly to the closing teacher. If circumstances prevent a parent
from paying the closing teacher, a $5 administrative fee must be added to the
late pick-up fee.

Children receive a morning and afternoon snack which consists of crackers,
pretzels, cookies, cheese, fruit, juice, milk, etc.

Your child will need to bring a lunch from home. We provide milk for children who
do not bring in a drink. Micro-waving or refrigeration is not available for children’s
lunches. We would like to encourage parents to give their children nutritious
lunches. Also keep in mind that a young child eats only 1/4 to 1/3 of what an
adult would eat. Please do not send candy, soda or items in a glass container.

Let us know about any food allergies or other restrictions in your child’s diet,
especially those diagnosed AFTER enroliment in our program.

Children in our daycare program will have a rest time each day from 12:30 to
2:30pm. DEEC regulations state, “the center shall provide extended rest, quiet
activity, or sleep to children in care for longer than 4 hours. The length of this
period shall be appropriate to the needs of the children, but in no case shall it be
less than 45 minutes. Children must be allowed the amount of rest, quiet activity,
or sleep as needed.” Each child is assigned a mat for nap-time. You will need to
send in a junior sleeping bag or blanket, labeled with your child’s name. These
must be taken home monthly for washing.

Daycare Tuition

Current fee information is available from the director.

FULL TIME day care fees are based on the total hours attended per week.

The weekly fee is to be paid on Friday prior to the week your child receives care.
A late fee of $15.00 will be assessed for late payments (if 3 days late).

A security deposit of one week’s tuition is required at enroliment. This will be held
as payment for your child’s last week at Hilltop.

15



Payment by check is preferred, made out to Hilltop School. Whenever possible,
payments should be made directly to the school office. Early morning and late
day payments may be given to the teacher on duty. If you must pay in cash,
please obtain a receipt!

Payment is the same regardless of routine iliness or holidays.
If a child is ill for an extended period of time, the first week is to be paid for. The
fee will be waived for any weeks missed after the first week.

A 10% discount will be given for 2 children from the same family.

A\

Daycare Vacations /
&

Half of daycare tuition is due for family vacations scheduled during February and
April school vacation weeks.

For other family vacations scheduled during the calendar year, two weeks notice
is required in order to receive the reduced rate of half tuition for the first week of
vacation. Full tuition is due for second and subsequent weeks of vacation.

Before & After School -~
()

Hilltop offers a before and after school program for children ages 6-9, who
attend Tilton School on Grove Street in Haverhill. Transportation is provided by
Coppola Bus for their transportation to and from Hilltop and Tilton. We follow the
Haverhill Public School calendar.

\
Before School Program %\\

We open at 6:45 am and provide care until the school bus comes. Children play

games, draw or enjoy free play.
16



After School Program

We greet children as they arrive on the bus and provide a healthy snack for
them. We provide homework time as well as games and free play. Once a week
children attend chapel.

Haverhill Public Schools Holidays

Daycare is available for school-aged children for an additional fee on most
holidays and snow days, when public school is closed.

17



Our Students

bd d
&€)
Birthdays

Parents are encouraged to send in special snack-time treats to share with the
class on their child’s birthday. Please let the teacher know in advance if you plan
to send treats so the teacher can alert you to any food allergies in class.
Suggestions for treats are whole fruits or snack items with nutrition label
attached.

A Classroom Activities

N
(2

If your child’s class is celebrating a holiday with a party, or going on a field trip on
a day your child does not usually attend class, they are welcome to participate,

as long as a parent or guardian stays with them to supervise. Please check with
your child’s teacher if you plan to come in on a day that ' not scheduled for your

child. )

Child’s Physical (W43

N 7
NRY

A written physical form, signed by a doctor must be completed no later than 30
days from admission. No child will be allowed to remain in school after the 30
days without a physical on file. Physicals must be updated yearly. An
immunization record, including lead test and chicken pox vaccine must be on file
before a child can be admitted to the school.

Clothing Suggestions

Children should wear comfortable, washable play clothes to school. (We often
get messy, but we do have fun!) All clothing, inner and outerwear, should be
easy to put on and take off. Self care is a tremendous esteem builder, especially
for young children.

We maintain clean clothing in various sizes at the school in case of accidents. If
your child requires the use of school clothing for any reason, we do ask that you
wash it and return it to the school promptly.

Outdoor play is scheduled for most days, weather permitting. Boots, hats, mittens
and snow pants are required in the winter. ALL CLOTHING SHOULD BE
LABELED.

With your child’s safety in mind, we ask that shoes be close toed, rubber soled
and non-skid.

Health Care Policy

1. HEALTH CARE CONSULTANT: Hilltop has a health care consultant who may
be called in an emergency.

18



2. EMERGENCY PHONE NUMBERS:

Police.......cccviiiiiiiiiiiiiiee 911 or 978-373-1212
Fire Dept. ...cceeeiiiiiiieeeeee 911 or 978-373-3833
Trinity Ambulance.............. 911 or 978-521-9111
Poison Control................... 1-800-222-1212

H

MERRIMACK VALLEY HOSPITAL .. 978-374-2000
HOLY FAMILY HOSPITAL................. 978-687-0151
Carol Boynton................... 978-374-1874

3. FIRST AID: A staff member who has completed first aid and child CPR
training is present whenever the school is open. A complete first aid kit meeting
all state regulations is located in large closet in the room off the kitchen. The kit
contains: sunscreen, disposable gloves, Band-Aids, adhesive tape, gauze pads,
cold compress, tweezers, scissors, cotton balls, and a thermometer (in office).

4. FIRST AID - MINOR INJURY: If a child sustains a small cut, bump or bruise,
simple treatment will be administered by a qualified staff member. Only staff
members who have completed first aid training may administer first aid. The
incident will be recorded in the school log and the parents will be notified when
they pick up the child. If a child sustains a minor injury (cut or bruise) on a field
trip, a qualified staff member will administer first aid. The incident will be recorded
in the log upon return to the school and parents will be notified when they pick up
the child.

5. FIRST AID - SERIOUS INJURY: If a child sustains a broken bone, requires
stitches, or sustains any other type of serious injury, a staff member will
immediately call 911 and attempt to notify the parents as quickly as possible. If
the child must be transported by ambulance to the hospital, a staff member will
check the emergency list (posted by each phone) for the parent’s preference;
Merrimack Valley Hospital in Haverhill or Holy Family in Methuen. A parent or
emergency contact person will be contacted and asked to meet the ambulance at
the hospital. A staff member will remain with the child until this person arrives at
the hospital. An accident report will be filed with DEEC and signed by the parent.
If a child sustains a serious injury while on a school sponsored field trip, a staff
member will call 911 and parents will be notified as above.
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6. WHEN PARENTS CANNOT BE REACHED: In the event of a serious injury
and no one listed in the child’s file can be reached, staff will follow the procedure
for serious injury and a staff member will remain with the child until a parent or
emergency contact person can be reached. The health care consultant will be
contacted if necessary. Each child must have a signed emergency treatment
form on file which gives the school permission to act in this situation.

7. ILL CHILDREN: Children who become ill (fever, vomiting, diarrhea) at school
will be separated from the other children. The director or a staff member will
make the child comfortable in the school office. This person will stay with the
child until the parent or emergency contact person arrives to take him/her home.
If your child has an infection that requires antibiotics he/she can return to school
after they have been on the antibiotic for at least 24 hours, or if no fever exists. If
your child is sent home with a fever he/she must be fever free for at least 24
hours before he/she can return to school. If your child has a communicable
illness; e.q. lice, strep throat, chicken pox, etc. you must let the director know.

8. NON - PRESCRIPTION MEDICATION: Sunscreen may be applied to
unbroken skin with parental permission. For all other non-prescription topical
medicines (including insect repellent, calamine lotion, etc.) a doctor’'s note is
required. Parental permission for the use of sunscreen and baby wipes will be
obtained upon registration. Non-prescription over-the-counter oral
medications may not be given by a staff member with out written
permission from a physician.

9. PRESCRIPTION MEDICATION: Prescription medication will only be given
when the medicine is accompanied by signed directions from the doctor (the
prescription label is acceptable) and written parental authorization. A record of all
medication administered in school is kept on file. Unused medication will be
disposed of or returned to the parent. All medication will be stored as indicated
on the label.

10. PHYSICALS: The child must be in good health when entering the center.
Written physical forms signed by a physician, must be completed and returned to
the school no later than 30 days from the date of admission. No child will be
allowed to stay in school without this form on file. Physicals must be updated
yearly and must include an updated immunization record.

11. LEAD PAINT POISONING: The Department of Early Education & Care
requires that each child be screened for lead paint poisoning. The date of this
testing must be on the physical form. We also strongly recommend a Hib
vaccination.
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12. COMMUNICABLE DISEASES: We expect children to be kept home from
school if they have anything contagious, i.e. scabies, impetigo, chicken pox, nits,
pinworms or if they are running a temperature. A doctor's note may be required
for re-admittance of children with certain communicable diseases or infections.
Parents will be notified by letter when any serious communicable disease such
as measles has been introduced into the school. Children may attend school if
they have minor colds or sniffles. We do expect, however, that if your child
comes to school, he/she will participate in the full program, including outdoor
play. To discourage the spread of infection, all table surfaces will be cleaned
twice daily with disinfectant. All toys will be sprayed weekly and all mats cleaned
monthly with disinfectant. Parents must take home nap blankets to be laundered.

13. ALLERGIES: A list of all children with allergies will be posted in each
classroom and on the refrigerator door in the kitchen. All substitutes will be made
aware of the allergy list.

14. CHILD ABUSE AND NEGLECT: The Department of Social Services defines
Child Abuse as “non-accidental commission of any act by a caretaker which
causes or creates a substantial risk of harm to a child’s well-being, including
sexual abuse.” D.S.S. defines Child Neglect as “failure by a caretaker, either
deliberately or through negligence, to take those actions necessary to provide a
child with minimally adequate food, clothing, shelter, medical care, supervision,
or other essential care.” It is the responsibility of all employees of Hilltop School
to immediately report any incident or suspected case of child abuse or neglect to
the Hilltop Director. The Director reports any suspected or alleged incident to the
Haverhill Department of Social Services Hotline 978-469-8800 (Chapter 51-A),
immediately by phone and then in writing within 24 hours as mandated by
Massachusetts General Laws, Chapter 119, Section 51-A and cooperates fully in
the investigation of any incident. The Director also reports any suspected or
alleged incident to the child’s parent or guardian.

Upon notification of suspected abuse or neglect that involves a Hilltop staff
member, the staff member shall be immediately removed from any direct care of
children and the Department of Early Education & Care will be contacted
immediately by telephone. The employee may be suspended from the staff at
Hilltop until an investigation is completed.

In accordance with the D.S.S. Regulations and Standards of Practice, D.S.S.
shall conduct an investigation of any report in which there is, or may be,
reasonable cause to believe that a reportable condition of abuse or neglect exists
in any day care facility.

Any staff member who is the subject of a substantiated 51A Report may not
continue to provide day care services, and will be immediately and permanently
removed from the Hilltop School Staff.
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15. FIRE EMERGENCIES: In case of fire, children are to be led out of the
nearest exit. Exit directions are posted in each room. One teacher is to follow
each group of children out and will take a head count to make sure that all
children have exited safely. The Director will make a final inspection of the
building and check with each group to make sure all have exited safely. Fire drills
are held on a regular basis (bi-monthly for Daycare, Preschool & Kindergaten
and quarterly for school-aged program).

16. INJURY PREVENTION: Each teacher will check the classroom daily for
safety hazards. She/He will remove any hazard and notify the director. The
opening teacher will survey all bathrooms and the closing teacher will survey the
playground in preparation for the next day’s use.

All toxic substances and hazardous materials are stored safely in a locked
cupboard in the kitchen.

Child Guidance Plan

Hilltop School will use child guidance techniques based on an understanding of
the individual and developmental needs of a child. Such techniques include:
setting reasonable and positive expectations, offering choices and providing
children an opportunity to verbalize their feelings, which encourage children to
develop self-control through understanding.

Proactive Guidance Strategies:
T Set clear and consistent rules.
T Expect the best from each child.
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T Set a good example. Model respect, responsibility, cooperation, and sharing.

t Encourage self-control by providing meaningful choices.

T Notice and pay attention to each child when he/she does things right.

T Focus on desired behavior, rather than the behavior to be avoided.

T Take action before a situation gets out of control.

T Help the child see how his/her actions affect others.

T Facilitate conflict resolution.

T If necessary, ask the child to leave the situation and sit away from the group
until he/she feels ready to return to an activity.

T Discuss serious situations with parents.

T In extreme cases, if a child cannot regain control or continues to misbehave,
call the parent to pick up the child.

® Hilltop School Prohibits

1. Spanking or other corporal punishment of children.

2. Subjecting children to cruel, severe punishment, humiliation, verbal or physical
abuse, neglect or abusive treatment.

3. Depriving children of meals or snack.

4. Disciplining a child for soiling, wetting, or not using the toilet.

Reasons for Dismissal

Hilltop School reserves the right to end your child’s attendance at our school for
the following reasons:

1. Failure of the program to meet the individual needs of your child once the
referral process has been followed.

2. Failure of the parent to comply with the philosophy and policies of our school.
3. Failure of the parent to fully cooperate or respond in a reasonable manner.

4. Failure to provide the school with change of address, phone number,
emergency contact, or job location resulting in the inability to contact anyone in

an emergency.

5. Failure of parent to comply with the center’'s hours of operation or continual
tardiness at pick up time.

6. Failure to provide updated physical form by date required, as per DEEC
regulations.

7. Failure to pay fees, or a history of delinquent payments.
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8. A child’s continual disruptive, inappropriate behavior, endangering himself or
herself, other children or staff.

In general a two week’s notice of termination will be given unless the situation
calls for immediate action.
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