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Dear Parents, 
 
We’d like to take this opportunity to welcome new and returning students to the Addlestone 
Hebrew Academy family.  
 
We all have a shared goal of providing our children with the best possible General Studies and 
Judaic education.  
 
Addlestone provides an enriched academic, social and Jewish environment. We are dedicated 
to nurturing the minds, bodies, and spirits of our students, enabling each individual child to 
achieve his/her potential.  Our commitment is to the development of the whole child in each and 
every student.  
 
You have entrusted us with the education of your children; this trust is a privilege and a 
responsibility. In this venture, parents, teachers, principals and administrators are all partners. 
We encourage you to share your thoughts and ideas with us, and we look forward to an open 
dialogue with you. 
 
“Rules” or boundaries are necessary tools for the development of self-discipline and for creating 
a safe, nurturing, learning environment.  This Parent Handbook outlines the policies and 
procedures that we follow.  It includes technical details (i.e. arrival and dismissal times) as well 
as our mission & core values.  By following the procedures outlined, we ensure that teachers 
and students can learn with optimum results. We trust this Handbook will be a valuable resource 
for your family. 
 
We at Addlestone are looking forward with excitement to the 2009-2010 school year. We know 
that this year will be successful and meaningful for us all. Our dedicated faculty is planning a 
productive and challenging academic year.  We certainly look forward to working with our parent 
body, staff, and more importantly, our children. 
 

Our very best wishes for a successful academic year! 

 

Sincerely, 
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Children, of any age, are never to be left in a standing car without an adult present. 

Drivers unfamiliar to staff, should be prepared to show I.D. 

Four parking spots have been designated “TT/EC2 drop off/pickup only,” as parents of these 
children are required to enter the building for drop off and pickup.  These spaces are located in 
front of the building to the right of the Principal’s spot. Cars may also park directly across from the 
horseshoe. 

Seatbelts  

ECE staff is not permitted to seatbelt children int o cars.  This is a security and liability 
issue.  A parent or adult passenger should be prepa red (inside the car or outside by the 
door) to buckle each child riding in the car.  
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Our school-wide newsletter, Addlestone Today, is issued monthly. In addition, the staff will post 
information and reminders on Addlestone’s website at www.addlestone.org and on www.activit-
e.com as well as via email. 

These forms of communication will help keep you apprised to the happenings of AHA. They also 
contain important dates to remember and advertise volunteer opportunities.  

Weekly class news goes home every Friday In the form of a class newsletter for ECE and some 
grades. (We will notify you as these become available electronically.)  It contains important 
information that helps parents discuss their children’s school experience. Noted activities, songs, 
books, and special events will help you formulate about what’s happening at school so you and 
your child can talk about the school’s happenings.  

��% '��%!'�� '!(�

Confidentiality concerning children is of utmost im portance.  Teachers will NOT discuss 
individual children at drop-off/pickup or in the ha lls at school where others are present.  

Parents present in the building as volunteers or guests are also expected to respect children’s 
confidentiality by not relaying situation/problems they observe to others. 

��% �'�!������"!'�% �

The child develops his/her own rules of behavior which are consistent with family and social 
expectations.  However, children feel more secure if they know what is expected of them. 

When conflict does arise the staff will address the situation, identify what has happened and 
assist the children (as age appropriate) in identifying feelings, describing the problem and trying 
alternative solutions. Helping the children with appropriate words, role-playing and problem 
solving strategies can end a conflict and prepare children for future confrontations. 

Adults (parents, teachers, caregivers, and support staff) can help children learn what acceptable 
behavior is by: 
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A. Modeling acceptable behavior. 
B. Reinforcing appropriate behavior through positive comments and nonverbal responses. 
C. Avoiding negative comments or actions which might label or shame a child. 
D. Offering limited choices or alternatives whenever possible and respecting children’s 

decisions. 
E. Helping children understand natural consequences of their behavior. 
F. Designing an environment which inhibits undesirable behavior. 
G. Establishing home/class schedules and routines so the child knows what is expected. 

At those times when behavior is unacceptable, the adults may help by: 

A. Ignoring the undesirable behavior (where the behavior is not harmful to the child or 
others). 

B. Reinforcing the proper behavior. 
C. Redirecting the behavior without calling attention to the negative behavior (i.e. touch 

shoulder, stand close, and model). 
D. See Parent Concerns/Grievance Policy for information on conflict resolution 

When a child’s behavior is consistently unacceptable, the adult may help by: 

 A. Taking into consideration any illness or situation which might cause the behavior. 

 B. Removing the child from the situation. 

 C. Bringing the behavior to the attention of those concerned, discussing possible causes 
and planning methods for helping the child. 
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Lost & Found is not an issue when items are marked with children’s names.   
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When parents have a concern about educational, social or safety issues, interactions with staff, or 
other issues concerning AHA and their child, they should bring the issue to the attention of the 
school.  AHA will make every effort to address parent concerns in a timely manner.  Issues can 
be handled in the most effective manner if parents will present their concern in the following 
order: 

 1. Make an appointment to discuss issues with the c hild’s teacher. 

 2. Make an appointment to discuss issue with the a ppropriate Vice-Principal 

 3. Make an appointment with AHA Acting Principal  

If your concern is not resolved at this point, you may write a letter to the Education Committee 
expressing your concerns and request to meet with them.  If the Education Committee does not 
resolve the issue, you may ask to have the Board hear your concern. 

It is important that all parents feel comfortable discussing matters with the staff at AHA.  A school 
is only as strong as all of the people involved – children, staff, parents and board members.  We 
all have a responsibility to work together to solve problems. 

�!��!��'�����%%'%���

The AHA Board has a strategic plan in place which covers all areas of our school’s functioning.  
This plan is reviewed annually. 
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While we have an Open Door Policy for parents, for the safety of our children and for educational 
reasons, no parent or visitor is allowed to enter a classroom without the permission of the office.  
Visitors/volunteers must sign in at the office and wear a school badge while in the building.  

 All messages for children or articles for them should be brought to the office, not to the 
classroom. 
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GIVING���*'�*���'��'!(�'%���'�(��' ��

NURTURING ���!"��%!E���!��%�!*���%��"%'L"��L"��'!'���

SHOWING ��'����%���%!*"�'��+�'%����!"��%!E����*'�0�+�%!��

ENCOURAGING �!"��%!��!��0'�4���*���������0��"����������� ���
����%'%��'%����� ���!��� ��' ��

DEMONSTRATING �"����!� ���!���*�����%��!*����+'%'�!��!'�%��(�
!�"�!'%���%��������!'%��!*�+����*��'%��!�����'�'���

PROVIDING �"����!� �����������+���!'0'!'�����"�*����0��"%!��� '%��
 ��� '����!�'�����*��'%��(�"��!���%!�����M���!'���� �!�#�

ASSISTING �!"��%!��!��+�7�����'�'�%��!*�!��� ���!�������%���
��!4��%������%���%������%��!*�������� �����

HELPING �!"��%!�������%';��������%�����!4��%�!*�'�������%�� �%�����
�%��!*����� ��!*����*'����%�

APPRECIATING !*��%���� �����!*��������!'0���%��'%�'0'�"���
�  ��!���!���*����

PARTICIPATING '%��%���!!�%�'%����*�����0�%!��'%��"�'%����*����
���(���*��'��(��������!'�%�����% ���%�����

COMMUNICATING 4'!*�!*���������'�!�������%�4*����%�+�7����
�'  ���%���4*�%�L"��!'�%�����������+����'���

WELCOMING %�4� �+'�'�����!�  ��'�����-�+�!*������'���'%!��!*� ��*��
��++"%'!(  

JOINING ����++'!!����!*������%!������'�!'�%��������� �!�"�! �����%��
0��"%!���'%���� �4�*�"���� �(�"��!'+���%���M���!'�� �

SUPPORTING ��*�������'�'����"!�'%���'%�!*'��+�%"�����"�*����!* ��
"%' ��+�-�!���(����'�(�
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Parents are encouraged to join our active Parents Association (PA) which sponsors many 
constructive programs of interest to our parents, such as forums, parent-teacher seminars, and 
meetings.  The AHA - PA assists in library administration and other school projects of benefit to 
our children. 
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AHA welcomes parent and family volunteers. Some events combine volunteering and family fun.  
These are driven by the PA and the EC Parent Advisory Council.  Families are encouraged to 
participate in our family workdays. 

Adults may also become involved in a variety of other opportunities to volunteer, both in school or 
at home and during school hours or outside regular hours. Here are a few ways parents can 
volunteer:  �

·  becoming a class parent 
·  helping with cooking, gardening or Holiday Celebrations 
·  assisting with special classroom projects 
·  serving as a “guest reader” 
·  providing materials for special projects 
·  sharing a talent, hobby, occupation or area of expertise 
·  making class phone calls 
·  driving and chaperoning on field trips 
·  serving on a committee or task force 
·  helping with Development activities and fundraising�



�
2$���	
�����
�������	
�����
�������	
�����
�������	
�����
����� ����

��	
�����
�������	
�����
�������	
�����
�������	
�����
������ ���
�����!�  �

!'%(�!�!����5�

Kimberly Boyd 

!'%(�!�!���"�5�

Susanne Dahmes 

!'%(�!�!����'�!�%!5�

Laura Chernin 
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Laura Chandler 

Alicia McNeil 

�������5�

Robyne Steinert 

Ann Ryba 

��$�����%5�

Tashia Smith 

Nikki Carter 

��&�4*'!�5�

Darlinda Cox 

Vernell Dunmeyer 
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Sara King Moya 

Linda Smith 

:"��'����%��*����4�

TBA – Tiny Tot, EC2 and EC3 

Shlomi Netanel – EC4 
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Regular attendance at school helps children establish routines.  Routines provide a sense of security for 
young children.  

Advance presentation of a written request from the child’s parent is required for any dismissal during the 
school day. Early dismissal notes should be brought to the offi ce upon arrival in school.   A note is 
required for early dismissal even if it is a JCC sponsored trip or synagogue youth trip.  This applies even 
when the parent personally comes for the child.  Parents must come to the office when calling for 
children and sign them out.  Classes should not be interrupted.   

Doctor and dental appointments should be made, whenever possible, after school hours. 

������'� ' � '!(�� �����%!��

All parents are expected to keep the school apprise d of their current address, class schedule, 
employment, and home and work telephone numbers, an d email addresses.  

During the time a child is present at the school, the parent is expected to be reachable at any time or 
he/she is expected to make arrangements for an available emergency person who the school may 
contact in the event of an emergency and who has permission to pick up the child if there is a problem. 

�%'+���/��!��

No animals are allowed in EC classrooms, since food is prepared and served in them. This is a DSS 
regulation. Animals can be brought into other areas of the school with the following precautions. 

Arrangements for class pets or animals visiting from home are to be made in advance of the animal’s 
entry into the classroom. Teachers will consider any allergies present in the group and assure that any 
child allergic to an animal is not exposed to that type animal. Animals must appear in good health and 
their owners must provide documentation from a veterinarian or animal shelter to show that the animal is 
fully immunized (if the animal should be so protected) and that the animal is suitable for contact with 
children. 

Reptiles are not permitted as class pets due to the risk for salmonella infection. 

Teaching staff are responsible for closely supervising all interactions between children and animals and 
for instructing the children in safe and appropriate behaviors with animals.�

��� '0����

7:00-8:45 

All children arriving for Early Drop must be accomp anied by a parent/guardian to the designated 
room.   

Adults    

·  sign in on the class attendance sheet 
·  help their children place their backpacks in the appropriate location 
·  supervise their children’s hand washing 
·  turn their children over to the adults in charge 
·  complete their good-bye rituals with their children 

Parents should park in designated drop-off spots, or in regular parking spaces while accompanying their 
children into the building. 
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8:45-9:00 

During this designated ECE morning arrival period, Tiny Tot and EC2 children must be accompanied by a 
parent/guardian to the classroom. Parents are asked to follow the same 5 steps as bulleted above. 
Parents are asked to park and wait to enter the building until the EC staff is on duty outside at the curb. 
This signals that staff is in place in the classrooms to receive children. Entrance is through the EC door. 

EC3 and EC4 children may be dropped on the horseshoe to the staff on duty who will supervise their 
entrance into the building through the EC door. Two cars will be unloaded at a time. No child should exit a 
car before the teacher arrives at the car door. Safety requires that children be escorted from cars and 
toward the entrance. Participating in carpool drop-off fosters independence and a sense of “I can do this!” 
in our children. 

Periodically, parents may wish to park and walk into class with their children in order to see the class 
setup, hall displays and to receive a tour around the room led by their child. Plan to arrive at 8:45 on 
these days so time is available to visit before the 9:00 a.m. start of the day. 

Adults who are parking to enter the building MUST NOT park in the drop-off area of the horseshoe (from 
the horseshoe entrance to the painted line). It is the responsibility of parents to communicate 
arrival/departure procedures with babysitters, gran dparents or any other adults who accompany 
their children.  

��� '0����� !���1533��#+#�

Late arrivals should enter the school with a parent/guardian through the main door and report immediately 
to the office to sign in the children. Parents will then walk their children to their classrooms. EC4 rooms 
must be called by the intercom to authorize late arrival. Teachers are not permitted (for safety reasons) to 
open doors unless they have been alerted that an approved person is coming.�

We understand that late arrivals will occur from time to time for doctor’s appointments, etc.  But generally 
we EXPECT ALL CHILDREN TO ARRIVE AND PARENTS TO EXIT THE BUIL DING BY 9 a.m.  This 
makes a smooth start for the day.  Classroom opening activities begin at 9 a.m.  Children arriving late 
cause a break in this routine, may disrupt opening activities, and put the late child at a disadvantage 
(missing job opportunities, information about the day).  Parents coming in late with children may also 
upset those who have just separated from their own parents.   Late arrivals should be a rare 
occurrence.  

Please plan your morning routine to include arrival for EC programs between 8:45 and 9:00 a.m. unless 
you are using the Early Drop service.  This will allow a prompt start at 9:00 a.m.  The official school time is 
registered by the clock in the main office. 

���7���7��

Each child will need a backpack to facilitate ongoing communication and to transport items between 
home & school. Select a standard size backpack. These are large enough to hold the 9X12 
communication folders but small enough to fit in our cubbies. Wheeled backpacks DO NOT fit in cubbies; 
they take up usable floor space and are not needed for the lightweight materials sent home. Tell your 
children that rolling bags are for the grades only, not EC.�

���!*'%��

Children’s clothing must be appropriate for the weather and season.  We will be going out daily, except on 
rainy days, so dress your child accordingly.   

Every child must wear shoes that are rubber soled, that lace, buckle, or have Velcro closures, and that 
are closed-toed and heeled. DO NOT SEND CHILDREN IN FLIP-FLOPS, JELLIES, CLEATS , COWBOY 
BOOTS, SANDALS, CLOGS or CROCS.  These types of shoes are not safe for climbing equipment and 
tricycle riding.  Sneakers are required on physical fitness days. 
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Play clothes are appropriate for school. 

No costumes/dress-ups should be worn to school unless requested by the teacher for a unit activity. 

By the first day of attendance, each child must bring a full set of labeled clothing , including socks and 
underwear in a labeled Ziploc bag.  These are to be left at AHA in the child’s cubby and replaced as used.  
As winter approaches a set of clothes for cold weather should be sent to school, and replaced by warm 
weather items again in the spring. 

Children are active and some activities may be messy, causing children to get dirty.  Please send your 
child to school in play clothes and avoid telling him not to get dirty. Please label all your child’s 
belongings. 

��++"%'��!'�%�

AHA strives for open communication between parents and staff. To facilitate ongoing communication, 
each family will receive a folder for their child on the first day of school. This plastic, two-pocket folder will 
be carried back and forth each day. It is to be checked daily by both staff and parents; checking this folder 
with your child sets up a natural time to discuss the day’s events.  

Lost folders will be replaced at a cost to parents. 

Weekly class news, a monthly school newsletter, bulletin board notices, e-mail, and special notices are all 
used to help keep parents informed about school activities.  

We are striving to increase our electronic communication.  Please refer regularly to our website at 
www.addlestone.org and log onto your class’s www.activit-e.com web page.  More information will be 
provided regarding activit-e.com. 

Good communication allows our staff and parents to work together to make decisions about how to best 
support children’s development and learning and/or how to handle difficulties that arise. Parents’ 
knowledge about their children is considered essential to our ongoing assessment and planning for each 
child. In order to be sensitive to each child and his/her family needs, our staff is interested in learning 
about and accommodating the various cultures and languages represented in our school community. 
Families are encouraged to share their needs with our staff and administration. 

��% ���%����

Three parent conferences are scheduled each year (August, November, and May).  Telephone 
conferences are scheduled in February. You will be notified of dates and times.  Additional conferences 
may be scheduled at anytime by the teacher, parent or program director.  Mid-year telephone 
conferences can be arranged upon parent request between the formal conferences (Feb.) or at any time 
deemed necessary. 

Parents are asked not to call staff at home outside  school hours unless requested by the teacher.  
Leave a message at the school office for the teache r to call you. 

In order to support our children’s learning and development, it is the policy of Addlestone Hebrew 
Academy that parents of students who are separated, divorced or no longer living under the same roof 
and who want to participate in conferences attend these conferences at the same time. 

Step parents, with a direct responsibility for the welfare of a child(ren), are welcome to attend the 
conferences, as they may be required to follow through on the recommendations of the teacher.   

The involvement of step-parents must be made with the agreement of both parents. 

At the parent’s request, a recording and transcript of the conference can be made available.  Parents will 
be responsible for signing a waiver and the cost of this service. 

An Administrator and/or school counselor will be present at Parent/Teacher conferences involving parents 
who do not live together. 
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These steps are made to ensure that both parents understand and jointly receive the commendations and 
recommendations of the teachers and administrator regarding a particular child. 

�'���� '%��

Diapers, baby wipes and special creams must be provided by the parent.  Please be sure that your child 
always has an adequate supply of these very important items. 

Diapering in our classrooms follows the posted procedures. 

�'�+'������82��%��%�-�$5�6�+9�

12 Noon Dismissal  
Tiny Tot and EC2 children will be dismissed by the teachers to designated pick-up persons in the 
classroom beginning at 11:50am.  The teacher opening the door indicates that dismissal time has begun 
and adults should enter the room.  Assigned staff will tend to children remaining for the afternoon. 

EC3 & EC4 will be dismissed to lunch duty staff, parents/carpools or JCC staff at 11:50am.  At 12 noon 
our teaching staff must be available to move on to lunch or lunch duties.  Your promptness is appreciated. 

3:25 p.m. Afternoon Dismissal  
All sleepers must be picked up from the EC rooms between 3:15 - 3:25 p.m. on Monday – Thursday (see 
“Afternoon Program”). Pick-up on Friday is at 3:00 p.m.  

EC3 and EC4 afternoon groups will be dismissed at 3:25 p.m. to cars waiting in the pickup line or to JCC 
after-school staff as designated on Monday – Thursday. Dismissal on Friday is at 3:00 p.m.  

Irregular Departure Times  
Teachers should be notified in writing when a child will be picked up at a time other than regular dismissal 
times.  The parent arriving to pick-up reports to the office to sign the child out prior to going to the 
classroom.  Parents are asked not to pick up from sleepers betw een 12:45 - 2:45 p.m., as this 
disrupts napping for others.   EC4 and EC3 Yellow MUST receive an intercom call from the office to 
authorize early pickup. 

At NO time will a child be dismissed to a parent directly from the playground. Follow the same procedure 
as stated above -report to the main office first and a staff member will notify the teacher. 

Children, of any age, are never to be left in a standing car without an adult present. 

Drivers unfamiliar to staff, should be prepared to show I.D. 

Four parking spots have been designated “TT/EC2 drop off/pickup only,” as parents of these children are 
required to enter the building for drop off and pickup.  These spaces are located in front of the building to 
the right of the Principal’s spot. Additional parking spots are available across from the horseshoe. 

Seatbelts  
ECE staff is not permitted to seatbelt children int o cars.  This is a security and liability issue.  A  
parent or adult passenger should be prepared (insid e the car or outside by the door) to buckle 
each child riding in the car.  

����(������������+�8,���.5&6�+9�

The purpose of early drop is to provide child care when school is in session to those children who need to 
begin their day earlier than our regular ECE drop off (8:45 - 9am).  Children register for specific days and 
an approximate drop off time. Regular staff members cover this time period supervising free play.  
Children gather as a mixed age group from 7 – 8 a.m. in classroom.  At 8 a.m. they are divided into age 
groups and move to other ECE rooms. 

Children arriving prior to 8 a.m. are offered cereal and milk.  Addlestone does not have a formal breakfast 
program. 
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For arrival, parents are asked to park and bring their children (regardless of age) into the building through 
the main door.  Parents are asked NOT to park in the drop-off area (first half of the horseshoe), as grade 
school children will be dropped there during our Early Drop time.   

In the classroom parents are asked to greet the staff, sign in their children, assist with storing the 
backpack and help the children wash their hands prior to their good-bye ritual. 

“Dropping In” on the Early Drop Program - With 24 hours notice and when space allows a child may 
attend this program for a morning.  The cost is $10 and is payable on the same day.  Contact the EC 
Director for information. 

�%����+�%!�

1. In the EC Program, all children must be the appropriate age for their class by September 1st.  
Only Tiny Tots may enter our program when they reach 18 months before the end of January.  
New children are not accepted in Tiny Tots after January 31st. 

2. Every child enrolled in EC3 and older groups must be fully potty trained, i.e. able to 
independently recognize the need to use the potty a nd work on independence in related 
self help skills.  

3. Certificate of Immunization, DSS form and a copy of the child’s health form/physical signed by a 
doctor must be provided prior to admission. 

4. An AHA registration packet must be completed prior to the start of school. Children may not 
attend school until all paperwork is complete and turned in to the school office. 

5. Parents are strongly encouraged to schedule an intake interview on the August Conference Day.  
Call the office in August to schedule.  This is an adult only event and an important opportunity for 
teachers to see children through their parents’ eyes. 

6. Parents are encouraged to make arrangements to attend Visiting Day with their children to 
acquaint the children with the staff, environment and classmates. 

*�%��4��*'%��

Hand washing is our #1 defense against the spread of illness in the early childhood setting. We teach the 
hand washing steps as directed by the Department of Health and follow the NAEYC guidelines for the 
times that this washing is to be done. We encourage parents to teach/use the same procedure at home to 
aid the children in internalizing this process.�
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Children and adults wash their hands: 
On arrival for the day 
After diapering or using the toilet 
After handling bodily fluids (nose, cough, etc.) 
Before meals and snacks 
After water play involving two or more persons 
After handling pets/animals, or surfaces touched 
by animals 
When moving from one group to another group 
of TT or EC2s 

Adults also wash their hands:  
Before and after administering medications 
After assisting children with toileting/diapers 
After handling garbage or cleaning 

Method of Hand washing 
Use soap and running water 
Rub your hands vigorously 
Wash all surfaces, including back of hands, 
wrists, between fingers, under fingernails 
Rinse well 
Dry hands with a paper towel 
Turn off the water using a paper towel instead of 
bare hands 

*���!*��%���� �!(�

Addlestone strives to maintain a healthy and safe learning environment for its children, staff, and families. 
In order to accomplish this 
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����·  our lunch program participates in the United States Department of Agriculture’s Child and Adult Care 
Food Program and is regularly inspected by DHEC 

·  written menus are posted and shared with parents 
·  EC children’s health and immunization records are maintained in accordance with SC DSS licensing 

requirements 
·  when an EC child is overdue for a health service, parents are required to show proof of an 

appointment prior to the child being admitted to the program 
·  a pediatric health consultant visits the program four times per year, observes practices, reviews 

policies and makes recommendations related to children’s development and health 
·  all EC and office staff are trained in and maintain certification in CPR and First Aid  
·  each classroom is equipped with a first aid kit which is checked and restocked 
·  our Sick Policy and Medication Policy (in all handbooks) detail expectations/procedures related to 

actively sick children, contagious illnesses and their reporting, and the use of medications 
·  diagnosed allergies are monitored and adapted on an individual basis 
·  our school - inside, on playgrounds and in entrance areas - is designated a NO SMOKING zone 
·  our children play outdoors daily, weather permitting, and have large-motor play opportunities when 

indoors due to inclement weather 
·  during outdoor play, cold, heat, sun and insects are considered – extremes in temperature shorten 

the length of time outdoors.  
·  parents are expected to send children to school in weather appropriate clothing, to apply sunscreen 

prior to arrival, and to use bug repellent if they feel conditions warrant 
·  we follow the diapering procedures as outlined in the NAEYC publication entitled “Keeping Healthy” 

adapted from Healthy Young Children: A Manual for Programs 
·  we teach, use, and recommend for home use, the hand washing method recommended by the U.S. 

Department of Health and Human Services and follow NAEYC recommendations for the occasions 
that require hand washing of children/adults 

·  our entire staff receives annual Blood Borne Pathogen training and is familiar with procedures for 
standard precautions 

·  precautions are taken to ensure that communal water play does not spread infection 
·  routine maintenance – cleaning and sanitizing- follows the NAEYC Cleaning and Sanitation 

Frequency Tables and is monitored daily by checklist 
·  air filters, fire alarms, fire extinguishers and carbon monoxide detectors are routinely checked 
·  windows are opened for natural ventilation, weather permitting 
·  equipment and materials are managed with health in mind, ex. toys mouthed by children are set out 

of reach until sanitized 
·  an Animal/Pet Policy details conditions under which animals may be in the school building�
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Parent-teacher conferences before the opening of school are scheduled through the school office.  Every 
family is strongly encouraged to use this opportunity to share information about their children with 
teachers and join in the planning of their education.  Children should not accompany their parents for any 
of the parent/teacher conferences. 

�������*'�� �%����*�����"�!"���

The meaningful contribution to the AHA vision/mission by all those associated with the school creates our 
school culture.  

Administration provides leadership that promotes program vision and goals.  Administrators respond 
proactively to changing conditions to enhance our program.  Good listening and effective communication 
with all concerned creates a sense of trust that allows staff members to operate professionally, as they 
plan for, implement, and evaluate all aspects of the school life. 

Furthermore, our administrators value and schedule time to foster collaboration, and include as many 
voices as possible in the discussion. 
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The administration values ongoing training for staff, with an emphasis on the necessary skills needed to 
build positive relationships, understand children’s development, and establish good practices that involve 
our parents and the community we live in.   

+�'%!�%�%���

Addlestone is a tenant of the Jewish Community center. As such, maintenance of the exterior is 
performed by JCC staff.  Our school maintenance staff is responsible for cleaning the interior.  The JCC 
and AHA have jointly prepared guidelines for the cleaning of the building using health standards provided 
by AAP, NAEYC and National Resource Center for Health and Safety in Child Care. Daily cleaning 
checklists are to be turned in to the AHA offices. When maintenance other than cleaning arises, request 
forms are filled out by the staff member reporting the need, authorized by the AHA administration, and 
faxed to the JCC. Teaching staff are encouraged to do a visual sweep of their classrooms before the 
children arrive and to report any cleaning or maintenance issue immediately to the office. 

Maintenance staff has received training by DHEC personnel concerning methods and materials 
appropriate for use in a school setting. Blood Borne Pathogen training is also provided. 

Repairs and mowing/weed removal may not be done in the presence of children. All insect treatments are 
to be done when school is not in session. 

EC staff share responsibility for the daily cleanliness of the EC kitchens and for the weekly cleaning of the 
countertops and refrigerators. Floors are handled by the maintenance crew.�
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A regularly set “Parent Drop-in Time” with the ECE Director is scheduled for Wednesdays 9 - 9:30am.  
Parents need not have a problem in order to use this time.  It is ideal for discussing suggestions, 
volunteer opportunities or simply asking questions/sharing thoughts. 
�
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Each classroom lead teacher has primary responsibility for the children assigned to her class.  The 
teachers (both a.m. and p.m.) are supported in their efforts for each child by Teaching Assistants, as well 
as the administration, guidance/resource, specialty teachers, and the ECE floater. 

ECE staff also work across age levels to support one another through teams and mentoring. 
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SMOKING is prohibited in the school buildings and o n the playgrounds.  

Please note that the following items are prohibited on school grounds: 

·  Guns or other weapons 
·  Pocket knives or other knives 
·  Illegal or unauthorized drugs 
·  Alcohol 
·  Laser lights 
·  Toy weapons 

·  Cell Phones 
·  Electronic devices 
·  Sippy Cups 
·  Baby bottles may not be used at school 

at any time. 

If you have any questions, please contact the Principal. 
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Children should leave toys at home.  (Exception-children who stay for extended programs who need a 
special animal or toy to sleep with OR items brought for a teacher-planned Show & Tell).  Neither the 
teacher nor the school can be responsible for items brought from home.  It is the responsibility of the 
parent to enforce/support this policy by not allowing children to leave cars with toys in their possession. 

4'!*���4��/!��+'%�!'�%���� '� '���

If parents wish to withdraw their child from AHA, they should notify the EC Vice-Principal immediately in 
writing.  No refunds are made when a parent removes his/her child from school.  Anyone who registers for 
the next year during spring registration and moves from Charleston before school starts will not be held to 
the upcoming year’s contract but the registration fee will be forfeited.  Written notification is expected. 

If AHA wishes to terminate services to a family, the parent must be notified in writing at least two weeks in 
advance of the last day.  Addlestone is responsible for giving the parents a full explanation of the reasons 
for termination.  Immediate termination will occur if any unsafe or threatening actions occur, such as 
possession of weapons, drugs, alcohol, etc. 

Services may be terminated by AHA when a pattern or a combination of the following becomes 
excessive:  Child absences, late arrivals or pick-ups, a request for special needs that the school cannot 
meet, failure to pay the required tuition, failure to comply with the policy concerning behavior 
expectations, or being out of touch by telephone.  In cases were AHA terminates services, a pro-rated 
refund will be made, excluding the registration fee.
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The AHA Early Childhood Program provides a comprehensive program for young children, 18 months to 
the year they turn five.  The program is under the direct supervision of the AHA Principal and employs a 
vice-principal, degreed teachers, assistant teachers, and support personnel.   

The school is registered with the South Carolina Department of Social Services and meets all state heath 
department regulations and fire codes.  We keep our group sizes small and maintain lower child-staff 
ratios than those recommended by the SC Department of Child Care Licensing standards.   

Our program is able to serve educational programs for approximately 100 children and is open from 7:00 
a.m. until 3:25 p.m.  Full and part-week care is available for children under three.  The four year-old 
program is five days a week from 9:00 a.m. - 12 p.m.  Lunch, which meets the USDA nutritional 
requirements for young children, is served to full day children.  A snack with milk is served during the 
morning. All food is Kosher. 

Addlestone is a community Jewish Day School that registers children of varying faith backgrounds. 
Jewish law requires respect for all individuals, for their cultural backgrounds, values, languages, beliefs, 
and abilities. Families choosing AHA understand and are comfortable with the values, customs, holidays 
and overall Jewish-manner in which our curriculum is developed.�
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AHA provides a warm, caring environment in which young children can safely grow and learn.  We 
recognize and respect that children are unique in their individual growth, rate of development, skills and 
abilities.  We believe it is the role of the educator to protect and nurture each child’s individuality and 
diversity. 

We endeavor to provide a curriculum that reflects the culture and beliefs within the Jewish community and 
at the same time recognizes the importance of secular education.  We are committed to the development 
of the whole child.  Our school environment enriches and educates through meaningful learning 
experiences that foster the emergence of caring, autonomous individuals.  The environment offers a 
developmentally appropriate curriculum that consists of many hands-on activities, a rich learning 
environment, and flexibility that allows each child to develop at his/her own pace. 

It is the educator’s role to be knowledgeable of each individual and to design an environment that honors 
and enhances each child’s learning styles and abilities.  A variety of learning choices are offered by using 
a center based approach, teacher directed activities, and a developmentally appropriate curriculum. 

The program recognizes the importance of parents being the first teachers of their children.  Cooperation 
and communication are vital for a child’s overall success and well being.  Through ongoing 
communication, the implementation of parent education and involvement opportunities, the program 
seeks to strengthen and enrich the families and the community of the children that we serve. 

� !��%��%�������+��82����$5�6�+9�

The afternoon programs provide enriching, extended day services for Addlestone families.  A school 
lunch is served to all children staying for the afternoon.  Lunch is served in classrooms or the lunchroom 
depending on the age of the group. 

The afternoon programs include sleeper groups for Tiny Tots, EC2 and EC3 (if parents request a nap) 
and ECpm groups for 3 and for 4 year olds.   

The afternoon programs are NOT DROP-INS; children register for regular attendance and specify the 
days of the week on which they will attend. 
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Sleepers  
The sleeper groups participate in a “quieting” time after lunch when bedding will be put out, toileting 
handled and children settled in for a nap to classical music.  Napping lasts approximately two hours with 
children being awakened by 3pm.  Preparation for departure includes toileting/diapering, putting away 
bedding and a story when time permits. 

Equipment needed by each sleeper includes: 

A tri-fold, plastic mat and a small blanket (crib size) 

Optional items may include a small pillow, a favorite stuffed animal and a pacifier (if needed for 
sleeping), a pillow case which slips over the mat providing a sheet.   

Each Friday your child’s bedding will be bagged to go home.  Please wash the bedding over the 
weekend and return it each Monday. 

Each item must be marked with the child’s name.�

ECpm 
ECpm participates in a variety of enrichment activities.  The afternoon includes a quiet rest time (approx. 
20-30 minutes), themed activities, center time, and outdoor play.  Each child needs a tri-fold plastic rest 
mat that is kept at school.  Do not send pillows, blankets, pacifiers and toys for this short quiet time. 

Dismissal  
At dismissal time (3:25 p.m. on Monday – Thursday; 3:00 p.m. on Friday), parents of sleepers must park 
and come to the nap rooms to pick up their children- park to the left of the flagpole on the circle, in 
designated spots or in regular parking spaces.  Do not block the school pick-up area on the first section of 
the horseshoe. 

At 3:25 on Monday – Thursday, and at 3:00 on Friday, the ECpm students will be dismissed to 
parents/designated carpools waiting in the pick-up line.  Teachers will walk the children to the cars and 
assist them with getting in. The parent/driver is responsible for buckling the seatbelt. 

������+�%!/�0��"�!'�%��

Assessments are an integral part of our program. Assessments of children, staff, administration and the 
program as a whole are conducted in the following manners:�

Children 
The primary purpose of assessment is to support children’s learning. In addition, assessment tools 

·  track the growth of children across developmental areas – social/emotional, physical, language and 
cognitive 

·  assist the teachers in adapting curriculum, lesson plans, activities and environment to meet children’s 
specific needs and interests 

·  help identify children who might benefit from special services 
·  assist the teachers in communicating children’s progress with their families 
·  contribute to the overall EC program evaluation 

Teachers use multiple assessment tools to document child growth and development. 

·  The individual portfolio includes work samples, photos, teachers’ observations, anecdotal notes, 
audio recordings, other checklists, rating scales, etc. Portfolios are shared with parents at each 
conference. 

·  Monthly assessment meetings take place between the program director and the teachers, during 
which each child’s progress is discussed and recommendations are made if necessary. 

Written conference report forms and summarized assessments findings are given to parents who attend 
conferences and mailed to those who are unable to attend. For professional reasons, the raw assessment 
materials are not given out.  
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The assessment process for children involves a team approach. Teachers begin the process with the 
assistance of the parents who share information through a written development survey and intake 
conferences. Parents are encouraged to be active participants throughout the school year by continuing 
this information sharing both at regular conferences and between conferences, as they deem necessary. 
Parents are asked to describe how their children best share their knowledge and to share information 
about the developmental milestones they observe outside the school setting. 

Teachers team with Student Support Services and administration to monitor and discuss children’s 
progress on an as needed basis.  

At the end of each year, many portfolio contents are sent home. Teachers hold the Developmental 
Continuum and a few work samples and/or photos to pass on in the portfolio to the next year’s teacher. 
Children’s Conference Report Forms are added to each child’s permanent record. Assessment tools are 
also used as indicators of overall EC program successes and weaknesses. The gathered information 
informs the program plan for the following year. 

The EC program staff is committed to confidentiality surrounding children and their assessment. 
Documents are housed in a secure manner and shared only with those directly involved in supporting the 
child. Staff will not discuss individual children, their progress or classroom situations at drop-off, pick-up or 
in the hallways/surrounding areas. Parents may call to schedule a meeting/phone call with the 
appropriate staff when concerns arise outside regularly scheduled meeting times.�

Staff 
The staff is formally evaluated annually by the Vice-Principal.  New staff receives two evaluations.  
Informal observations by administrators, as well as lesson plans and newsletters, provide ongoing staff 
assessment.   

Administration 
The EC Vice Principal is evaluated annually by the Principal with input from the EC staff.   

The Principal is evaluated annually by the School Board with input from the staff. 

Overall EC Program 
Each school year ends with a staff discussion of the year considering all input and planning for the 
following year.  Periodic evaluations are also conducted by outside professionals/organizations including 
DSS and DHEC. 

Assessment of the overall EC Program is based on our annual family and staff surveys, as well as regular 
feedback we receive during the course of the school year. 

��++"%'!(�����"�����

We encourage contact between our administration and staff and other schools in the area.  Our parents 
and other members of the community are invited to share their skills and special talents with us, and we 
would like to continue building the community awareness of our children by participating in events such 
as Earth Day, National Dental Week, and the Week of the Young Child. 

The program director maintains connections with professional services available for children in our 
community and can be contacted for further assistance in this regard. 

�"�� '�"�"+�

The curriculum of the EC program has been carefully planned in order to provide the best 
developmentally appropriate experience possible for your child.  Our curriculum incorporates the following 
resources:  As a framework for planning and environment: CREATIVE CURRICULUM by Jones and 
Dodge.  To ensure all activities are developmentally appropriate: NAEYC GUIDELINES by Sue 
Bredekamp & Carol Copple, Ed.  To incorporate Hebrew and Judaics daily in our curriculum: EVERYDAY 
JEWISH by Maxine Segal Handelman and CHALAV ‘U DVASH 
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The curriculum covers the areas of Art, Health, Hebrew/Judaics, Language Arts, Math, Music, Physical 
Education, Safety, Science, and Social Studies.  

The AHA staff selects themes of study for each year, taking into consideration the interests of the 
children. Each area of the curriculum adds to the total and balanced development of the child.  
Experiences and activities are carefully planned to enhance the physical, social/emotional, language, and 
cognitive development of the child. 

Activities and experiences are planned for the total group, small groups, and individual children.  The 
curriculum is flexible and child-centered and is part of the total school program.  The AHA staff selects 
themes for exploration and investigation by the children in the classroom.  These themes guide the 
teachers’ planning for classroom activities. 

Lesson plans, daily schedules and activities, and special items are posted on the parent bulletin board in 
the hallway beside each classroom door. 

The South Carolina Early Childhood Standards and Objectives are reflected in our curriculum. 

'%��"�'�%�

Inclusion involves looking at children along a spectrum from those requiring the most individual 
assistance to those who are the most independent AND supporting their growth across all developmental 
areas:  social/emotional, physical, lingual, and cognitive. 

This is accomplished by: 

·  Screening and ongoing assessment 
·  Gathering information from families, staff, and relevant professionals 
·  Establishing and fostering communication between families, teaching staff, administration, and 

Student Support Services 
·  Adapting curriculum, environment, strategies, schedules and materials 
·  Facilitating the provision of inclusion aides, as needed 

Families are encouraged to be actively involved in the inclusion process. 

:"��'�/*����4��"�� '�"�"+�

Judaics and the Hebrew language are presented in ECE on a daily basis.  Children will be exposed to the 
traditions, symbols and holiday celebrations of the Jewish people.  Daily prayers, blessings and 
conversational Hebrew are taught through songs, games, and storytelling.  Judaic and secular staff work 
together to integrate teaching themes.  Hebrew in EC4 is presented through the “Chalav u’Dvash” 
program, a Hebrew Language immersion approach. 

+��'��� �%!���

We call your attention to the services our school media center offers to our student body.  It is especially 
imperative that children be encouraged to read widely in all areas of their curriculum.  Reading in the 
Hebrew language will aid in making Hebrew a living language.  Reading in the varied secular areas 
promotes school achievement and is the key to intellectual growth.  We are always striving to augment 
our Library Fund.  A donation in honor of a “simcha” would be most gratefully appreciated.  
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It is AHA’s philosophy that children need outside activities on a regular basis.  We go outside each and 
every day unless the weather is inclement.  The weather should guide the selection of outerwea r-
coats, gloves and hats when very cold, layers when the weather is more changeable.   On days 
when it is exceptionally cold, or exceptionally hot, we will moderate the time spent outside.  Parents 
should put bug spray and sunscreen on their childre n before school if sunny, hot weather is 
forecast and you are concerned about insect bites.   We do run a Bug Magnet machine which greatly 
decreases the bug problem but may not eliminate it completely. 

All children will be expected to go outside with their class. WE ARE NOT ABLE TO KEEP YOUR CHILD 
INSIDE FOR ANY REASON.  A child who is not well enough to participate in the total program should not 
come to school. 

�*(�'� ��� '!%����

Addlestone Hebrew Academy has a new and exciting approach to physical fitness.  Each nine week 
period, the students will be introduced to a different type of weekly fitness activity, including: 

·  Creative Movement which teaches dance and gymnastics 
·  Yoga designed specifically for young children 
·  Exploring Sports, tailored to our young students’ strengths, capabilities and interests 

The schedule will be provided in August. 

���! �� '���

Portfolios are used for assessment in ECE.  Teachers keep a portfolio on each child containing a variety 
of items like work samples, checklists, photos, observations, and anecdotal roles. 

These portfolios are used during Parent-Teacher conferences to demonstrate in a more concrete way the 
growth of the child. 

���!�!'+��

All children who stay until 3:25pm will either nap or rest after lunch.  Each child (TT-EC4) will need a 
small, tri-fold plastic rest mat (available at local stores).  Sleepers should also bring a small blanket.   
Parents are expected to take the blankets home each Friday to wash and return them clean on Monday.  
EC3pm and EC4pm will not need blankets, pillows, etc, as they rest for just a short time. 

��*����*�"��� �������

Early Drop   7:00am-8:45am 

Drop Off   8:45am-9:00am 

Tiny Tots, EC2, EC3, EC4 9:00am-12 noon 

Lunch, TT-EC4    12 noon-12:30pm 

Sleepers & ECpm   12:30pm-3:25pm on Monday – Thursday; 12:30 – 3:00pm on Friday 

�!"��%!��"����!� ���0'����

Student Support Services may be called upon to provide support for children, teaching staff, and the 
administration.  Support is provided in these ways: 

Student Support  

·  follow developmental progress of children throughout the program through classroom observation 
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·  administer screening and diagnostic tools when necessary 
·  provide individual resource 

Teaching Staff Support  

·  meet with teachers to monitor children’s development and progress 
·  provide support and suggest strategies for student instruction and behavioral management 
·  participate in generation of and maintenance of Education Plans for designated children who receive 

resource services or assistance from other support personnel 
·  provide resource materials 
·  provide up to date list of child and family support services in the community 
·  support and oversee the inclusion process
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We will have a partial contract with Shahid’s so we are guaranteed that they will keep an 
inventory of these skirts for AHA students. Please understand that this skirt is optional and if 
parents prefer to buy from a specific department store or website, they can purchase the other 
items listed above.) 
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***Please note that “plain” means that all clothing  should not have any ornamentation. 
Ornamentation refers to items such as, but not limi ted to, rhinestones, cargo pockets, decorative 
prints, labels and stitching. If you have any doubt  about an item of clothing, please show it to 
Nancy Peeples, Acting Middle School Vice Principal,  Julie Murden, Acting Lower School Vice 
Principal, or Elaine Smith, Acting Principal, for e xamination.  
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Kipot are worn as an expression of respect for G-d.  Boys in EC4 are expected to wear kipot daily.  EC3 
boys wear kipot for prayers and Shabbat.  All kipot should be labeled.  Kipot are stored individually when 
not being worn. 
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Each Friday, our students enjoy a Shabbat celebration.  EC students celebrate by giving tzedakah 
(charity), lighting candles, having Kiddush (grape juice) and challah, and singing songs as part of their 
Oneg Shabbat.  Parents and other family members as well as other special friends are invited to join us 
for our Shabbat sing-along, Joyful Noise: EC2-EC4 in the Media Center (library) from 9:15-9:40, Tiny Tots 
in their classroom from 11:30-11:45. 

If you would like to be a special Shabbat guest, contact the teacher.  Tiny Tot and EC2 groups are 
generally not ready for visitors in the first few months of school.  Teachers can let you know when the 
students are secure in their routines.��
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B���C���=�@#  Please encourage your child to develop this aspect of character-building by reminding 
them to bring Tzedakah money on Friday morning.   

A tip for ECE parents - Many of our younger students prefer bringing pennies rather than nickels or dimes 
because they can drop more coins into the tzedakah box. 
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*Daycare will be provided at no charge. Please notify the school at least one week in advance if you are interested.
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