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WCDS reserves the right to change policies at any time as a result of national, state, or local ordinances, or 

when the change is in the best interest of the school or its students.    



Dear Parents, 
 
Welcome to Wayne Country Day School Early Years Program.  We are eager to get to 
know you and your child.  We look forward to watching and encouraging your child to 
play, grow, and learn in a challenging and enriching environment.  We have planned 
activity times that will support and promote learning experiences individualized for 
each child’s stage of development. 
 
We ask that we work together in collaboration for your child’s best interest.  We can do 
this by gaining and maintaining an open and honest relationship through 
communicating with each other. 
 
This packet will serve as your handbook to our program and will answer any questions 
that you may have.  However, please feel free to ask questions to clarify any concerns 
you may have.   
 
Thank you for entrusting us with the care of your child.  We look forward to a successful 
relationship and school year. 
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Purpose of Parent Handbook:  This handbook offers an introduction to the policies and 
procedures that our preschool program follows.  Please thoroughly review these 
policies and procedures.  In order to enroll your child, the family must agree to adhere 
to the policies in this handbook.   
 
Enrollment:  All students must have an up-to-date immunization record on file at 
school.  
 
Hours of Operation:  All Early Years classes start at 8:00am and end at 2:25, Monday 
through Friday. If your child arrives before 7:45, they will be sent to Before Care which is 
located in our 3K classroom. 
 
Absences: If your child is sick and/or will not be attending school, please let your teacher 
know. 
 
Child Drop-off: All Early Years students will be dropped off at the Lower School entrance 
beginning at 7:30am. We ask that you remain in your car to help our drop-off line move 
smoothly. A staff member will be available to assist your child out of the car and into 
the building. 

After 8:00a.m., the Lower School doors will be locked. Families arriving after 8:00a.m. 
must park in visitor parking, enter through the front office, sign in, and walk their child 
to the classroom. Students should not be dropped off at the exterior classroom doors. 

Please make every effort to ensure your child arrives on time, as instructional time 
begins promptly at 8:00a.m..​
 

Child Pick-up: All Early Years students will be dismissed between 2:25pm-2:40pm at the 
Lower School entrance. We will instruct four cars at a time to get out and retrieve your 
child from the entrance. We ask that you quickly secure your child in a car seat and 
move forward. If you need more than a few minutes, please park in a parking space. 
After 2:40pm, your child will go to After Care.  

 
If you have children in both Early Years and Lower School, please get the 
Early Years student and circle around to wait for the Lower School line to form OR park 
and wait for your Lower School child to dismiss. If you are sending someone new to pick 
up your child, please communicate with your child’s teacher; This is for your child’s 
safety. 
 
If you plan to pick up your child before the end of the day, please communicate with 
your child’s teacher before the day begins. When you arrive, you will need to park your 
car and enter by way of the office and sign-out your child. 
 
After Care pick up time is 5:30. Please note, anytime after 5:30 will result in a late 
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charge per minute per child. 
 
Holidays:  A copy of the Wayne Country Day School calendar is included in your child’s 
folder.  School holidays, teacher workdays, and vacation days are reflected on the 
calendar. Important dates will be included on FACTS. You can also find the school 
calendar on our website. 
 
Inclement Weather:  In the event of inclement weather such as hurricane, evacuation, 
snow, or for any weather related incidents, an email and Class Dojo post will be sent for 
updates, closings, or delays. 

Daily Schedule:  Classroom schedules are posted in every classroom.  The daily schedule 
allows for a balance between active and quiet activities, familiar and new challenging 
activities, teacher-directed and child-selected activities, and indoor and outdoor 
activities.  The schedule is flexible and may be changed for field trips, celebrations, and 
other exciting learning opportunities.  Please ask your child’s teacher for additional 
information about the types of activities offered throughout the day. 
 
Meals and Snacks:  Parents are responsible for providing healthy lunch and snacks each 
day for your child. Please have all food cut and peeled for your child. If your child needs 
a meal heated, we ask that you place it in a separate microwavable safe container. All 
meals are eaten in the classroom.  Staff will sit with children to encourage good table 
manners and interesting conversation. We ask you to send a flip-lid water bottle, with a 
straw, for meals and throughout the day. Flip-lid water bottles are recommended to 
help prevent leaks and spills. 
 
Food may be brought to the classroom during special event celebrations, such as 
birthdays and holidays, and should first be approved by your child’s teacher. 
 
Rest Time:  Rest Time/Nap Time will be offered each day.   

●​ Parents will provide an easy roll up mat for rest time with Velcro fasten. Our 
cubbies are smaller so we ask for no large sleeping bags. Mats will be sent home 
weekly or as needed to be washed. 

●​ Children may bring a favorite small lovie or blankie for naptime. We ask you to 
send something your child does not mind leaving at school for the week. 

●​ If children are not able to sleep, they will be allowed to do a quiet activity such as 
reading. 

 
Outdoor Play:  All Early Years classes play outdoors daily, weather permitting.  All 
children should wear comfortable shoes and clothing that are appropriate for outdoor 
play.  If your child is too ill to play outdoors, then your child should not attend school 
that day. 
 
Dress:  The way a child is dressed plays a major role in how well he/she functions at 
school.  Children should be dressed in washable, loose-fitting, comfortable, clean 
clothing.  Clothing should not prevent the child’s full participation in any activity.  Each 
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child should be dressed appropriately for the weather, wearing light clothing when it is 
warm and heavier clothing during the colder months. Clothes should button or snap 
easily for young children to manipulate on their own.  Tennis shoes are required for PE 
and are the best shoes for playing outside. 
 
If your child needs sunscreen, we ask you to apply before school. 
 
Parents must send an extra change of clothes and underclothing to the school in case 
of a toileting or play accident. All clothing must be clearly marked with the child’s name 
in permanent ink. Parents will be called to bring clothes if this expectation is not met. 
 
We ask your child not wear the following items to school for safety reasons:   

●  flip-flops​ ​  
●  Crocs​ ​ ​  
●  cowboy boots 
●  hanging jewelry (i.e. bracelets, necklaces)  

 
Hanging jewelry will be removed and placed in the child’s book bag.  The school will 
not be responsible for misplaced items.   
 
 
Field Trips:  Teachers may plan various excursions to enhance children’s learning.  
Parents will be notified in advance of planned field trips. All Early Years field trips will 
require at least one parent/guardian to drive and attend with their student. 
 
Medication:  With physician and parent permission and the correct forms completed, 
emergency medication can be given to students.  Medicine should never be sent to 
school with a student.  Parents must drop off and pick up all medication.  If your child 
does not feel well enough to participate in group activities such as outdoor play or P.E., 
they should remain at home to recuperate.   
 
Potty Training Requirements:  All children attending the Early Years program must be 
fully potty trained before they can attend. We understand that accidents do happen 
but “fully potty trained” means: 

●​ The child is able to tell someone when they need to use the bathroom 
●​ The child is able to pull down their pants and underwear and get them back up 

without assistance 
●​ The child is able to wipe themselves after using the toilet 
●​ The child wears only underwear, no pullups needed 

 
Children will be offered the opportunity to use the bathroom multiple times 
throughout the day. The opportunity to use the bathroom is included in rest time 
preparations as well as any transitions away from the classroom. ​
​
If your child has #2 accidents at school, you will need to come quickly and take your 
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child home. They may return the next day. We are not a licensed daycare and due to 
health department regulations, your child may not be changed at school in our 
bathrooms. If your child has consistent #1 accidents at school, that indicates the child is 
not fully potty trained. It will be up to the teacher and Early Years Director’s discretion 
when/if your child needs to be picked up due to consistent #1 accidents.  
 
If your child has consistent accidents at school, they will be asked to stay at home until 
they are able to use the bathroom independently. The job of the teacher and assistant 
is not to be dealing with potty issues on a consistent basis. When they are having to 
assist a child with potty matters, it is taking away from instructional time for all 
students. 
 
Infectious and Contagious Diseases:  The following are symptoms for which children 
must be kept home from school and taken to a doctor if symptoms warrant such an 
action. 

1)​ Fever of 100.4 or higher: Children must not return to school until they are fever 
free for 24 hours without Tylenol or Motrin. Children on antibiotics for contagious 
diseases such as tonsillitis, bronchitis or pneumonia must not return to school 
until they have been taking medication for 24 hours. 

2)​ Nausea and/or vomiting: Children must stay home for 24 hours post vomiting. 
3)​ Diarrhea: Children must stay home for 24 hours post diarrhea. 
4)​ Sore Throat (pustules and/or blisters in throat): Children must be fever free for 24 

hours. Diagnosis by a physician will determine if a child is contagious or not. If 
medication(s) are prescribed, a child must take for 24 hours before returning to 
school. If a child is diagnosed with scarlet fever, medication must be taken for 
48 hours before returning to school. 

5)​ Rash: Diagnosis by a physician will determine if the child is contagious or not. If a 
child is contagious, he/she cannot return to school until prescribed treatment has 
been started. 

6)​ Pink Eye or Discharge from Eyes: Children are to stay home until a physician has 
made a diagnosis, antibiotics have been taken for 24 hours and drainage from 
eye(s) has stopped. 

7)​ Lice/Nits: Treatment must start immediately. After the child has been treated 
with over the counter or prescription products, all lice must be removed.  We ask 
that your child remain home for one full day following treatment before returning 
to school. Prior to reentering the classroom, your child will be checked, and all lice 
must be removed in order to return. 

8)​ Ringworm: Children should stay home until treatment with prescribed 
medication and physician approval have been given to return to school. 

9)​ Impetigo:  Children may return to school when under care with topical/oral 
antibiotics and active sores are covered  (commonly 4-10 days). 

 
In order to attend school, children must be healthy enough to participate in all 
scheduled activities, including gross motor activities in the outdoor environment.   
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Parent/Teacher Communication:  Communication between the school and the child’s 
home is important.  The Early Years teacher will inform parents or guardians when: 

●​ A child’s behavior seems different from that which is usually observed or if 
strategies need to be developed to address undesired classroom behaviors. 

●​ Routines in the school have changed. 
●​ Their child is showing symptoms of illness. 
●​ The child has a fever of 100+ degrees. 

 
Parents will inform the school when: 

●​ The child will be absent from school. 
●​ The child will leave school earlier than usual. 
●​ The child will be picked up by someone other than the person or persons named 

on their paperwork.  The child will not be permitted to leave without this 
authorization. 

●​ The child is exhibiting new behavior at home or has acquired new mannerisms.   
 
Parent Volunteers:  Parent volunteers are not required but are greatly encouraged.  
Providing your time and talents, especially during special occasions, is greatly 
appreciated and welcomed.  Please coordinate your schedule with the teacher.  During 
adjustment periods, please limit your classroom presence to 10 minutes or less.  If a 
volunteer becomes disruptive to the class, they will be asked to leave.  The children’s 
best interest will always come first. 
 
Other types of activities in which parents can participate are unlimited.  Let us know 
your talents. 
 
Guidance and Discipline: Praise and positive reinforcement are effective methods of 
behavior management of children.  When children receive positive, non-violent, and 
understanding interactions from adults and others, they develop good self-concepts, 
problem- solving abilities, and self-discipline.  The following guidance/discipline 
techniques are used with children in our Early Years Program: 
 

●​ Setting clear limits and expectations 
●​ Praise for appropriate behavior 
●​ Verbal warnings 
●​ Re-direction 
●​ Cool off 

 
Parent and teacher collaboration is encouraged in order to maintain consistency with 
discipline at school.   
 
Biting/Hitting Policy:  Teachers and staff will work to keep all children safe.  However, we 
recognize that biting and hitting, unfortunately, are not unexpected when children are 
in a group setting.  There are many reasons why children bite or hit and we cannot 
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guarantee that this will never happen.  With the help of parents, our goal is to help 
children who bite and/or hit to learn more appropriate behavior and develop specific 
strategies and techniques to help prevent these behaviors. 
When biting or hitting occurs, we will: 

●​ Care for and help the child who is hurt. 
●​ Help the child to learn the appropriate behavior and assess the situation that led 

up to the incident. 
●​ Inform both parents when excessive force is used. 
●​ Keep confidential the identity of the child with inappropriate behaviors to avoid 

labeling and confrontations. 
 

 
Emergency Preparedness:  Fire, tornado, and lock down drills are conducted as 
required throughout the year.  Teachers will check classroom attendance and children’s 
emergency information during the previously-mentioned incidents.  During these 
drills, children may be taken to designated areas around the school.   
 
Accidents & Incidents:  Staff strive to maintain a safe environment for all children; 
however, mishaps are bound to occur, whether large or small.  If your child is involved in 
an accident that we feel may require professional medical services, parents will be 
contacted immediately. If your child is involved in a minor incident, your child’s teacher 
will communicate through Dojo. 
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	Daily Schedule:  Classroom schedules are posted in every classroom.  The daily schedule allows for a balance between active and quiet activities, familiar and new challenging activities, teacher-directed and child-selected activities, and indoor and outdoor activities.  The schedule is flexible and may be changed for field trips, celebrations, and other exciting learning opportunities.  Please ask your child’s teacher for additional information about the types of activities offered throughout the day. 

