
	
	

	

37	

 

EARLY	CHILDHOOD	
 

WELCOME FROM THE DIRECTOR 
 
Dear Early Childhood Parents, 
  
Welcome to HB’s Early Childhood program!  We are excited about the upcoming school year, and look 
forward to greeting each of HB’s youngest learners as the classroom doors open this fall.  Our goal is to create a 
joyful first learning experience as the children engage in exploration and discovery in a safe and supportive 
environment.   
  
This handbook outlines the basic policies and procedures that we have adopted to help our program run 
smoothly.  Please take some time to familiarize yourselves with the contents.  We welcome your input, and 
encourage you to get back to us with any questions that you may have as the school year unfolds. 
  
We look forward to a year of personal growth and intellectual excitement for your child—and we anticipate 
having a lot of fun along the way! 
  
Sincerely,  

 
Jane Brown 
Director of Early Childhood 
 
CONTACT US 
Jane Brown – Director of Early Childhood 
216.320.8090 
jbrown@hb.edu  
 
Eva Rosbach – Receptionist 
216.320.8770 
erosbach@hb.edu  
 
Staci Wilkshire – Administrative Assistant 
216.320.8100 
swilkshire@hb.edu 
 
SCHOOL HOURS 
8:30 a.m.-2:45 p.m.  
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GENERAL	EARLY	CHILDHOOD	POLICIES,	PROCEDURES,	AND	PROTOCOLS	
 
DAILY SCHEDULE 
A typical Early Childhood day at Hathaway Brown School includes the following activities: 

• Arrival and free play 
• Gathering time 
• Learning Center or Project-Based activities 
• Special subjects (Music and Movement, Library, Gym, Spanish) 
• Snack 
• Story time 
• Outdoor or Large Muscle Room play 
• Rest period (for those children who stay for Extended Afternoons) 
• Afternoon highlights  
• Dismissal  

 
ARRIVAL/DISMISSAL 
Classrooms open for Early Childhood students at 8:15 a.m. The school day begins at 8:30 a.m. An early drop-off is available beginning at 
7:30 a.m., when children are supervised either outside on the playground or in the designated classroom, depending on the weather.  
  
Both doors to the Primary School building are open for arrival until 9 a.m. After 9 a.m., the building may be entered through the main 
Primary entrance only. Press the buzzer for admittance. 
 
Arrival and dismissal times for each class are as follows: 

• First Step 8:30-11 a.m. Monday-Friday 
• PS1, PS2, and PS3 8:30-11:15 a.m. Monday-Friday  
• PK1, PK2, and PK3 8:30-11:30 a.m. Monday-Friday 

  
Children who are signed up for our Extended Day program are dismissed at 2:45 p.m. In order to simplify pick-up for parents, EC children 
with siblings in grades 1-4 will be dismissed at 3:10 p.m. with the Primary School. 
  
We ask Early Childhood parents to fill out forms on the first day of school letting us know how each child will go home daily. Please notify 
your child’s teacher of any changes. We will not allow any child to leave in a manner other than the one you have indicated unless we have 
written notification from home. When picking up your child at the end of the day, please make sure to check in with a teacher. 
   
ADDITIONAL PROGRAM OPTIONS 
Please notify the EC/Primary School office if you would like to sign your child up for these program options. Note that one week’s notice is 
needed for the Business Office to process your request. Although sign-up is available throughout the school year, we ask that you choose 
consistent days for your child to attend. Due to staffing needs, we cannot accommodate drop-in requests for either Extended Day or Lunch 
Bunch.  
  

• Extended Day Program 
Our Extended Day program, available for all of our EC students, offers an enriched school day ending at 2:45 p.m. Lunch is 
served in the EC Dining Room, and special activities designed to enhance the curriculum are highlighted in the afternoon. 
Contact the EC office to learn more. 

  
• Lunch Bunch Program 

Our Lunch Bunch program, designed as an option for students to begin “stepping up” to a full day, is available for First Step 
students daily and for preschool students on Tuesdays and Thursdays.  

  
• After School Club 

Our After School Club is designed to provide flexible options for families with a range of scheduling needs. Activities that 
balance informal play with creative, fun projects highlight the after-care experience for students from EC-4th Grade. A drop-in 
option is available for this program. 

 
DRIVEWAY SAFETY 
Parents of all Early Childhood students are asked to park and escort children to the classrooms at arrival time for the first week of school, 
after which curbside drop-off will be in effect from 8:15-8:30 a.m. daily. Parents of 3-year-old students are also asked to meet their children 
at the classroom door at pick-up time for the first week of the school year.  
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During pick-up time, we ask parents to pull up to the main front door in a single-file line, where the children will be escorted by teachers to 
the cars. In order to keep the flow of traffic moving, please do not block the driveway by leaving your car, even for a few minutes. If you 
need to walk over to meet your child, we ask that you park in the designated parking spaces.  
  
 
RECOMMENDED DRESS 
We ask parents to send their children to school in comfortable play clothes that can be managed independently. Footwear must be sturdy, 
comfortable, and appropriate for active play. Please do not send your child in flip-flops or in shoes with no backs. Rubber-soled shoes with 
Velcro closures or cotton laces are recommended. Your child will need one complete outfit of extra clothing to stay at school all year, which 
we ask you to send in a plastic bag. Please clearly label all clothing, including shoes and boots. 
 
OUTDOOR PLAY 
Children usually play outdoors daily unless it is raining or exceptionally cold. Please provide appropriate clothing each day, including boots, 
mittens, hats, and snow pants for cold weather play. As we are unable to supervise children who are recovering from an illness, we ask that 
you keep your child home until he or she is well enough for outdoor play. 
 
ITEMS FROM HOME 
We ask that you not allow your child to bring toys from home. Conflicts often arise over sharing special possessions, and children are 
distracted from investing in the classroom materials and activities set up by the teachers.  
 
A blanket and a pillow are welcome for rest time. Our storage is limited, so please send in only small items. 
 
A book bag or backpack will be needed daily, large enough to hold papers and projects that will be sent home, as well as extra clothing. HB 
tote bags are available at our Brown Bag store. 
 
NUTRITION 
All snacks and meals served in EC are peanut and tree nut free. We also ask that no peanut or tree nut products be brought into the 
classroom from home. Special treats sent in to celebrate birthdays or family traditions need to be checked to make sure they are not labeled 
“may contain peanuts or tree nuts,” and are not produced in a facility where cross-contamination may occur. We appreciate your 
cooperation with this policy. 
  

• Snacks 
Enjoying snacks with classmates is a way to reenergize as well as an opportunity to practice table manners and engage in 
conversation with peers. Snacks are served mid-morning, and again in the afternoon for those children who stay full days. 
Crackers, cheese, bagels, fruit, raw vegetables, and cereal are typical snack items.  

  
• Lunch 

Early Childhood students who stay for the Extended Day program eat lunch in the Early Childhood cafeteria, where meals are 
served family-style. Menu options include the daily hot entrée, a vegetable, fruit, and sandwich option (our Dining Services 
offer soy butter as a peanut butter alternative.) Special menus for children with dietary restrictions may be set up.  

  
Lunch guests are always welcome with advance reservations. If you would like to eat lunch with your child, please make arrangements with 
the classroom teacher at least 24 hours ahead of time. 
  
ILLNESS 
If your child is ill and will be absent, please notify Eva Rosbach, EC/Primary School Receptionist, at 216.320.8770, no later than 9 a.m. 
We also ask that you inform us of any confirmed contagious illness so that parents of classmates may be notified. In the event that a child 
becomes ill at school, we have a nurse on duty at all times, and you will be notified immediately. Please have a contingency plan in place if 
you are not able to pick up a sick child from school. We do not have the facilities or the staff to adequately attend to children who become 
ill. 
  
MEDICATION 
If your child needs medication at school, it must be sent to the school nurse in the original labeled container, along with a signed parental 
request form as well as a signed prescribing physician’s form which includes complete dispensing instructions. Both forms are available in 
the Primary School office. 
  
The most effective deterrent to the spread of communicable disease is frequent hand washing. Children are instructed to wash their hands 
thoroughly before preparing or eating food, after toileting, and when hands have been in contact with nasal or mucous secretions. Hand-
washing charts showing correct procedures are posted in each bathroom. 
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SCHOOL CELEBRATIONS 
Halloween  
Children enjoy the fun and excitement generated by pumpkin carving, special treats, friendly creatures (not too scary), and dressing up. 
Our experience, however, has demonstrated that there is a fine line between healthy excitement and over-stimulation that can result in 
general chaos. Many children at this age are also still struggling with very real fears surrounding monsters, ghosts, and “scary” things. 
  
In order to help children with the process of more clearly differentiating fantasy from reality, the teachers will begin to introduce activities 
several days before Halloween. Classroom activities will focus on the change of season, including falling leaves, harvesting crops, and how 
animals prepare for winter. Halloween stories are read and discussed, and the creation of a jack o’ lantern from a pumpkin becomes a group 
effort.  
  
Halloween will be celebrated in the classroom with special activities, including stories and a snack, planned by the teachers. Our goal is to 
keep Halloween child-friendly, safe, and fun. We ask that costumes be saved for family-oriented activities outside of the school day. 
  
Winter Holidays 
We are pleased to be able to recognize and celebrate the many different traditions that are reflected in the HB community. Our focus is on 
family, friends, and celebrating together through music, dance, stories, and the many different foods that are enjoyed during the winter 
holiday season. Parents are welcome to come and talk about their own family traditions and to share a special food or book.  
  
A Sing-Along that family members are welcome to attend will be scheduled for each class followed by a reception in the classroom. 
Children will be involved in the planning of the reception, sending invitations, helping with refreshments, decorating the room, etc. This 
celebration is truly a heartfelt holiday gift from each child to his or her family. 
   
Grandparents’ Day 
This is an opportunity for those very special people in the lives of each child to experience a day at school. Grandparents will have the 
opportunity to spend some “quality” time in the classrooms, share a special snack, and observe a Music or Dance class.  
  
If Grandparents are unavailable to visit on that day, please feel free to invite other VIPs in the life of your child, from aunts and uncles to 
neighbors and nannies—or drop in yourself. Just let the teachers know who the special guest will be, and a personal invitation will be 
issued.  
 
Birthdays 
Birthdays are a special time in the life of a child, and every birthday at school is recognized and celebrated in class. Parents are invited to 
bring in simple birthday treats to share in the celebration—just let the teachers know in advance if you would like to participate. The 
teachers are also happy to celebrate summer birthdays at any point in time during the year so that every child has an opportunity to be 
recognized.  
 
PARENT VOLUNTEERS 
We ask that parents who are helping to supervise parties, field trips, or other Early Childhood activities to please leave young siblings at 
home. Since the programs are planned for the age level of our classes, younger siblings often have difficulty maintaining the same attention 
or interest. We also ask that cell phone use be kept to a minimum on field trips.  
 
LOST AND FOUND 
Lost and found items are kept in the EC office. Please check with the receptionist if you are missing any items.  
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ACADEMIC	POLICIES		
 
CURRICULAR APPROACH 
Beginning with our very youngest learners, our program encourages the development of social competence and emotional growth. The 
children are guided to engage in cooperative problem solving, to exchange ideas, and are supported in taking on new challenges. Respect for 
the child is at the core of our program, promoting in turn a positive self-concept, a tolerance for differences, and an investment in the 
classroom community.  
  
We consistently encourage the children to model good manners and extend simple courtesies to others. These include responding 
appropriately to a greeting, remembering social amenities such as “please,” “thank you,” and “excuse me,” and “holding their thoughts” 
when others are speaking. We understand that forming habits of grace and courtesy takes practice, and ask for your support in reinforcing 
these behaviors at home. 
 
FIELD TRIPS 
Learning is enhanced for our pre-kindergarten children through visits to museums, farms, concerts, and other places of interest throughout 
the Greater Cleveland community. Parent volunteers are always appreciated on class trips, and the children love to have parents come 
along.  
 
TEACHER CONFERENCES 
In addition to Parent Orientation conferences that take place prior to the beginning of the school year, teacher conferences are scheduled in 
the fall and in the winter. All parents will receive a written conference report at the end of the school year. If you have concerns at any time, 
however, please feel free to call or email your child’s teacher for a conference.  
  
We also schedule an end-of-the-year Portfolio Sharing Day, which is an opportunity for you, your child, and your child’s teachers to meet 
and review individual student portfolios, which can then be taken home. Each portfolio consists of photographs, projects, and work 
samples that together create a wonderful “memory book” while demonstrating the tremendous growth that has taken place on every level.  
 
CLASSROOM VISITS 
Pre-arranged visits to classrooms by parents are encouraged and enjoyed by all. If you have any hobbies or interests that you would like to 
share with your child’s class, please let us know. Parent participation adds a great deal to our program. 
 
E-NEWSLETTERS 
Our Early Childhood e-newsletter is an opportunity for us to give you fresh updates on what's happening in the classrooms and around the 
school, as well as some ideas for home and family. Look for our e-newsletters each month.  
  

	

DISCIPLINARY	MATTERS		
DISCIPLINE PHILOSOPHY 
Because young children like to please the adults in their lives, our teachers acknowledge and reinforce appropriate behaviors and 
accomplishments. We believe that children need and deserve reasonable, consistent guidelines every day. We try to be clear and positive in 
our directions and expectations as we help children make appropriate choices, learn to use language to settle disagreements, and take 
increasing responsibility for their actions. As in all areas of a young child’s life, it is important that parents and teachers work together to 
help each child become a productive and considerate member of a group. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


