The Right Choice!

Harwood Hills
Preschool
Parent Handbook
Dedicated, knowledgeable staff
A comprehensive, challenging, fun curriculum

Because you want the very best
for your child...

A nurturing, safe, home-like atmosphere
A supportive family network
The

best school around!

We’re

proud of our school!

Harwood Hills Country School
A Pinnacle School
16220 Harwood Rd., Los Gatos, CA 95032
Phone: 408-266-2400
Fax: 408-266-9116
Website: http://Harwoodschool.org

Harwood Hills Country Preschool
16220 Harwood Rd.
Los Gatos, CA 95032
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Thank you for choosing Harwood Hills Country School for
your child’s preschool program. We welcome you into our
family and hope that you and your child will enjoy your stay
with us. Please read carefully through our Parent Handbook
so that you are familiar with all of our policies, procedures,
and events. Should you have any questions, please feel free
to stop by the office or give us a call. We have planned a fun
and instructional year for your child and are excited to get to
know you!

Harwood Hills Preschool’s Mission
In an atmosphere of warmth, love, and
understanding, we will provide a
developmentally appropriate program which
maximizes each child’s individual needs;
a program that nurtures social, emotional,
physical, and cognitive growth,
while providing a variety of experiences
to encourage independence and self-esteem.

Office Information
Office Hours:
Telephone:
Fax:
Contact:

9:00 – 4:00 p.m.
408-266-2400
408-266-9116
www.harwoodschools.net

Summer Pre-K/Kindergarten Program
Harwood Hills School operates a summer program for our
continuing preschool students, new incoming students, and
for students who have just completed Kindergarten. Upon
successful completion of the ten-month preschool program,
which ends in late June, your child is invited to continue in
the summer school program. During the months of July and
August, summer activities will be enjoyed, and the children
will use academic materials designed to give them a solid
foundation in phonics and beginning reading skills.
If your child joined us late, or if he/she did not catch on quite
as quickly as some of the others, don’t miss this opportunity
to provide him/her with the readiness skills he/she needs to
succeed in Kindergarten! We’ll have great fun, and we’ll
learn, too!
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Behavioral Standards
EXPECTATIONS
At Harwood Hills School, we believe that all children
deserve to be cared for in an environment characterized by
respect, warmth, and understanding.
In the preschool years, children are experiencing new
feelings and working through their new developmental
stages. We realize that they may try out many new behaviors
to test the limits set by the adults around them. The staff at
Harwood Hills works with the children to help them develop
appropriate ways to show or resolve these feelings. We will
appreciate your help and support in this area.

DISCIPLINE
Physical punishment or verbal abuse, in any form, is strictly
prohibited at Harwood Hills School. We believe that children
flourish in an atmosphere of frequent praise and positive
reinforcement, and we make every effort to guide and
redirect behavior. If difficulties arise at school with the
behavior of your child, the teachers have a variety of
non-punitive techniques to achieve appropriate behavior.
This may include asking a child to take some time out to sit
with a teacher and talk about the problem until he/she is
ready to join the group again. If inappropriate behavior is
serious or repeated, the teacher will contact the parents for
help in solving the problems. If the teacher, parents, and
director are unable to help the child develop the skills necessary to interact safely and fairly with other children, the
family may be asked to find a different school for their child.
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Philosophy and Goals
For almost 30 years, Harwood Hills Country School has been helping
children grow into capable, happy, and responsible youngsters who
are ready for Kindergarten. We are committed to providing experiences which encourage your child to develop to the fullest potential
emotionally, socially, and academically. We welcome all races and
creeds. No religious doctrine is taught, however, we do stress
accepted standards of personal integrity and ethical behavior.
Our preschool goals, which are based on the Core Knowledge
preschool sequence, include:
 Providing opportunities for the development of basic social and
emotional skills needed in elementary school.


Affording comprehensive and balanced learning experiences,
including vocabulary development, phonemic awareness and
early reading skills, basic mathematical concepts, awareness of
the world around us, and the scientific concepts of observing,
measuring, and predicting.



Encouraging creative exploration and expression.



Promoting independence and responsibility.



Fostering an innate desire to learn.



Building self-confidence and self-esteem.
We believe that children desire and are capable of learning
basic academics at a much younger age than is normally
thought, especially if it is in a non-traditional academic
setting. Therefore, we provide opportunities for learning in
fun, imaginative ways which will foster children’s enthusiasm
for learning. This gives them a head start in Kindergarten,
which in turn builds their sense of accomplishment and their
self-esteem.

Please see the Enrollment-Payment Agreement for
specific details on your Financial Agreement.
LATE PICK-UP
Harwood Hills School closes at 6:00 p.m. If a parent is late
picking up a child, a fee will be assessed of $20 per child for
the first 5 minutes and $1 per child for every additional
minute after that. We understand that there are sometimes
car problems or emergencies which cause your lateness,
but please understand that this fee must be paid anyway to
offset the additional salary and inconvenience of our
teachers.
There is also a late charge of $10.00 per child for 1-10
minutes (or each portion of an hour) of extra time before or
after the mid-day pick-up/drop-off for half day children who
are brought early or picked up late.
WITHDRAWAL
Upon withdrawal, a two-week written notice is required.
Tuition will be prorated to the withdrawal date, or in the
absence of a written notice, two weeks after the withdrawal.
All tuition and fees must be paid by that date in order to
secure transfer documentation.
TERMINATION
Harwood Hills School reserves the right to terminate
enrollment for non-payment of fees, behavioral problems,
lack of parental cooperation, or for any other reason. Any
unused tuition will be refunded in such a case.
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Payment and Withdrawal Policies

Daily Schedule

TUITION
Tuition rates take effect on September 1st of each year. Tuition for
the school year is divided for convenience into a number of equal
monthly payments. Because the days in each month vary, the
payment due for a particular month does not necessarily
correspond to the days attended in that month.

7:00 – 9:00

Indoor and outdoor extended
care activities

9:00 – 10:00

Morning Language Arts
and Social Studies activities

Harwood Hills is funded solely through tuition. Please do not
request reduced fees for partial attendance during any month. No
credit or refund is given for illness or vacations or on days when
school is closed.

10:00 – 10:15

Morning Snack

10:15 – 10:45

Outdoor free play or
directed motor activities

When tuition adjustments or withdrawal are necessary, tuition is
calculated by applying a daily rate to the days enrolled. Those who
withdraw because of an extended vacation must pay a new
registration fee upon return.

10:45 -11:30

Math and science activities
and writing skills

11:30 – 12:00

Indoor free play

If you re-enroll your child before May 31st and if your account is up
to date at that time, you may pay just $50 of the re-enrollment fee
as a “thank you gift.”

12:00 – 12:30

Lunch

12:30 – 1:00

PAYMENTS
All tuition payments are due the first school day of each month. A
$25 late fee is charged to accounts paid after the 5th of the month.
Accounts that are not paid within 30 days are also subject to
interest at the rate of 18% per annum from the due date.

Indoor/Outdoor free play
and half day pick-up

1:00 – 3:00

Naps and quiet time

3:30 – 3:45

Circle and Story Time

3:45 – 4:00

Afternoon Snack

4:00 – 6:00

Indoor and outdoor extended care
activities including art, music, table
activities, dramatic play, & story time

A $25 charge plus all related fees will be charged for bounced
checks or other dishonored payment. Payments may be made by
electronic funds transfer (preferred), check (may be processed
electronically), or money order. Payment in full by September 1st
provides a 5% discount.
If you have difficulty making your monthly tuition payments, please
contact your school office. We will try to work out a mutually
agreeable payment schedule.
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Curriculum
A good preschool experience is key to academic success in
elementary school. It is at this time that children acquire an
academic foundation in reading and math, develop logic,
imagination, and self-esteem, and discover an excitement for
learning. Through positive and challenging learning experiences
at this early age, children will develop attitudes and traits which
will prepare them to succeed in a competitive world.
The comprehensive curriculum at Harwood Hills is based on
learning objectives in the following skill areas:
 Movement and Coordination Skills
 Autonomy and Social Skills
 Language Development
 Cognitive Development
 Orientation in Time and Space
 Musical and Artistic Awareness
Learning at Harwood Hills is exciting! The children participate in
a variety of activities which challenge them and encourage
creativity and curiosity. They are encouraged to develop memory
skills, follow directions, and persist to complete tasks. Each day
they will grow and learn through exposure to:
 Circle Time – Concentrating on language, calendar, and math
concepts, circle time also includes stories, nursery rhymes,
poems, finger plays, storytelling, group games, and songs which
introduce the children to the joys of language and literature.
 Letters – Children learn letters and letter sounds and are
taught pre-reading skills through a variety of motivating activities.
Those who are ready progress into a reading program tailored for
the young child.
 Numbers – The children are introduced to beginning number
concepts such as patterns, classification, matching, geometrical
shapes and sizes, measurement, counting, numbers, simple
addition and subtraction, time, and money.

DISASTERS (EARTHQUAKES, FIRES, ETC.)
Harwood Hills School maintains an Earthquake and Disaster Plan.
It is important that parents and guardians complete and return the
Emergency Preparedness Form at the beginning of each school
year. In the event of an evacuation, our gathering place is on the
playground areas away from the buildings.
Teachers will account for and supervise the children in their
classes in the event of an emergency. They will stay with the
students until picked up by an authorized person. Non-teaching staff
will assist as directed, including relieving teachers who may be
needed for first aid. Office personnel will handle home/school
communications via phones and cell phones, as available. Every
attempt will be made to bring a speedy reunion between parents/
guardians and children. Our Sign In /Out Binders assist us in
evacuation attendance counts. Please be certain to sign your child
In and Out, so that all children can be properly accounted for.
If it is necessary to close the school due to an emergency or crisis
situation, we will place an announcement on the news radio
stations KGO (810 AM) and KCBS (740 AM), in addition to using
our own phone message system.

Earthquake drills are held regularly, and children are taught to drop
and cover with their hands locked over the back of the neck and
elbows covering the sides of the eyes for protection. Fire drills are
also held regularly, and evacuation plans for each classroom are
posted by the exits. Every building and all fire extinguishers are
inspected annually by the fire department, and emergency kits are
available to teachers in each classroom.
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General Emergencies
ACCIDENT REPORTS
If your child falls or is injured, we will fill out an Accident
Report explaining what happened. Often a report will be
made even if there is no indication of a scratch or a bruise.
Wounds are cleaned and cared for according to first aid
procedures. Parents or guardians are notified by the office
or extended care director for all potentially serious injuries
and for any head injury. In the event that a child sustains a
serious injury and a parent cannot be reached, the family’s
doctor will be contacted, and if necessary, 911 emergency
services will be called.
INCIDENT REPORTS
An Incident Report is sent home to let you know anything we
may have noticed about your child during the day. You may
be given an Incident Report to say that your child had a
great experience during the day that we think you should
know about. You might learn that he/she was exceptionally
tired or sad. Or maybe we noticed a sliver that should be
removed. We feel it is important to keep you up-to-date on
anything important that happens during the day.
INCLEMENT WEATHER CONDITIONS
In the event of inclement weather, students will have
lunch and recesses in their designated classrooms. In
the event of hazardous weather conditions, when the
entire School District closes, Harwood Hills will also
close for the day. If only particular schools in the district
close, Harwood Hills may remain open unless conditions are
deemed unsafe. If school has already started, parents will
be notified by telephone.
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Science – Observations, experiments, nature walks, and
discovery activities encourage the children to explore the world
through their five senses. They learn about human, animal, and
plant characteristics, needs, and development; about the
physical elements of water, air, and earth; and about the qualities
of the seasons.
 Social Studies – Children learn the basic concepts of time
and space by talking about maps, environments, and about
children in other places and times.
 Art – Creative observation and expression are encouraged
through the use of varied media such as paint, crayons, chalk,
clay, scissors, glue, and more.
 Music – Rhythm, song, and dance activities foster the
children’s musical appreciation and skills. Children acquire a joy
of singing and of feeling rhythm while learning imaginative,
uplifting songs.
 Movement – A combination of creative movement games and
gross motor activities help develop the children’s coordination
and awareness of the body. They learn to “work” together in a
group setting, as well as to move creatively and expressively.
 Dramatic and Creative Play – Formal and informal play
activities expand the children’s understanding of families,
communities, and self.
 Free Play – Children learn social skills and expand their
imagination through free play, while thoroughly enjoying our
wonderful outdoor play apparatus, sandbox, and toys, as well as
our many indoor activities.
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Parent/Student Information
REGISTRATION FORMS
Accurate information about each child is essential and required by the
State of CA to be submitted promptly upon registration. It is the
responsibility of parents to carefully complete all requested forms and
to notify the school immediately of any changes which occur during
your child’s enrollment.
SCHOOL FORMS
Please keep all forms updated including especially phone numbers,
current address, and secondary contacts.
ARRIVALS AND DEPARTURES
We take school supervision and safety very seriously, and therefore
ask that our families assist us in keeping safety at the forefront during
arrival and departing times. This includes maintaining constant visual
supervision of your child and holding hands in the parking lot area.
We encourage children to be in school by 8:45 a.m. Young children
have a difficult time walking into a group that has already begun.
Picking up your child on time builds trust, so please try to be on time
when returning for your child.
SIGN-IN-SHEET
You are required to sign your child in and out every day with the time
and your full signature. Only the people listed on the office sign-out
authorization will be allowed to pick up your child. If you send someone to pick up your child, and this person is unfamiliar to the staff, he/
she should expect to have his/her identification checked.
PUBLICITY RELEASE
Parents are asked yearly to sign a pro forma release form granting
permission for their child to be photographed, filmed, videotaped, or
interviewed during the school year for the purpose of promoting and
publicizing the school. This includes using pictures for Harwood Hills
brochures as well as allowing the student’s name to be released for
opportunities of positive recognition.

ALLERGIES
It is imperative that we be informed and updated about serious
allergies and asthma and that we be told the procedures for care in
the event of a problem. A list of these allergies is made available to
all school teachers and personnel and is kept in every room at the
doorway.
LICE, CHICKEN POX, RINGWORM, AND PINK EYE
There are a number of pesky illnesses that are common to school
communities, such as lice, chicken pox, ringworm, and pink eye. As
a precautionary measure, parents and guardians should check their
students’ hair and body periodically. Please contact the school if
you suspect that your child has any contagious illness or
infection. Once reported, the entire school community will be
alerted immediately for school-wide health awareness and
precautionary actions. If an “epidemic” occurs, daily checks will be
required, and any infected students will be required to stay at home
until fully cured.
MEDICATIONS
Whenever possible, medication should be given at home. Only
medications prescribed by a licensed physician and prescribed for
use three times or more can be given at school; medications
prescribed once or twice should be given before and after school.
The medication must come with a prescription label or a doctor’s
note for any over-the-counter medication. The label on the medication must have the dosage and instructions clearly stated along with
the child’s name, current date, physician’s name, name of medication, and number of times that the medication is to be given.
Parents should bring the medication to the office.
It is the obligation of the parent to inform the office personnel if a
student is on any kind of on-going medications taken at home and
to inform us if the child has any notable health problems such as
severe allergies, asthma, etc. Please be sure to update your child’s
information forms if a new health issue arises.
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Illnesses
GENERAL SICKNESS
Children should be kept home when they are visibly ill or have a
temperature greater than 99 degrees. It is especially important to
keep a child out of school if he or she has a contagious disease,
such as nausea, diarrhea, undiagnosed rash, or pink eye, as
“bugs” are so easily shared in a school setting.
Please keep the child at home until all symptoms have been
gone for 24 hours. Parents who attempt to bring a child back
to school without being symptom free for 24 hours will be
asked to leave. In severe cases, a doctor’s note may be
required before admission back to school is allowed.
If your child becomes ill at school, he or she will be sent to the
office where an assessment will be made as to the severity of the
child’s condition. The administrator or office personnel may consult
the parent. Situations in which a student would be sent home
include: fever, a chance of exposing others, or severe discomfort.
Please help your child understand that mild stomach aches, headaches, runny noses, and general malaise do not warrant going to
the office or being sent home.
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CLASS SIZE
Classes will be no larger than twelve children with a head teacher or
twenty-four children with two teachers working together. While State
Licensing allows a 1:12 ratio for 2’s, our class is generally held to
about 10 children per teacher. This small student/teacher ratio will
provide a maximum of interaction and support for our young students.
LUNCHES AND SNACKS
The children are provided with a nutritious morning and afternoon snack each day. Lunches are to be brought from home.
We are unable to heat food for lunch, however, you may send
warm food in a thermos container. Please remember: No
candy, soda, or gum is allowed.
TOYS AND PERSONAL ITEMS
We have a variety of great toys for children to play with. For this
reason, and because it is so upsetting to the children when something is lost or broken, please do not let your child bring toys to
school. A soft and cuddly stuffed animal is, however, welcome for
nap time.
We will have regular “Show and Tell” days when special items may
be brought. The teachers will let you know when that will occur and
what type of items would be especially welcome.

Students who are sent to school with a fever or who exhibit visible
signs of illness will be sent home. It is crucial that parents or guardians respond promptly when sick children need to go home, and
that emergency numbers are kept current, so that family members
or friends may be contacted in the event that parents or guardians
are not available.

NAP TIME
According to state licensing regulations, all children are required to
nap. It is not required that they sleep, but they do need to rest quietly
on their cot. Please provide a crib-size sheet, blanket, and (if
desired) a small pillow and a “sleep buddy,” all put together in a kingsized pillow case. Please take these home to wash on Friday and
bring them back on Monday each week.

If a student must be absent due to illness or other last-minute
problems, parents are asked to call the office each morning
between 8:00 and 8:30 a.m. to inform the school of the reason. If
no one answers, you may leave a message on the office
manager’s phone line. This safety procedure provides the school
with the whereabouts of all students.

CLOTHING—PLEASE LABEL EVERYTHING!
Children are to wear comfortable clothes (appropriate for the
weather) and rubber-soled shoes. Everything should be clearly
labeled, so that it is easier to identify and return if misplaced. An
extra set of clothes should be sent in a labeled, zip-closed plastic
bag in case of “accidents,” spills, or messy activities.
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Parent/Student Information
OUTDOOR PLAY
Outdoor play is part of our curriculum in both hot and cold weather. We
believe that in order for children to be healthy, they need fresh air and
exercise and that play enhances social and communication skills. The
staff will monitor the weather conditions to assure that the children are
safe and reasonably comfortable. In order to provide adequate coverage for all children, we cannot allow children to stay indoors. If a child
is too ill to be allowed out, he/she should not be in school, since he/
she will not be able to participate in the activities.
BIRTHDAY PARTIES AND INVITATIONS
If party invitations are distributed on campus, the school requests that
all classmates be invited (or all boys/all girls) in order to avoid hurt
feelings and harbored resentments. If this is not possible, please invite
particular classmates outside the school environment. Parents are
welcome to send a birthday treat for the entire class or school, but we
ask that you inform your teacher at least a day ahead that you plan to
do this, in part to avoid conflicts with field trips, school projects, and
other birthday parties. Please also consider bringing healthy treats.
STUDENT ASSESSMENTS & CONFERENCE TIMES
Children are assessed during their daily interactions by their teacher
on an on-going basis. Verbal and written notes are used to communicate when needed. If additional exchanges are needed, a formal
director-parent-teacher conference may be requested. Teachers are
also available at any time during the year to talk to you about the
progress of your child.
GRADUATION PROGRAM
This event (Pre-K only) is held in mid-June each year. It is an opportunity for your child to be recognized for his/her achievements and to
celebrate the completion of his/her preschool years. Just like any
event, children are not required to attend the graduation program. Only
children who are enrolled and who attended school throughout the
May-June practice time can participate in the graduation program.
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Home/School Communication
PARENT FILES
Students must be signed in and out each morning and afternoon
by a parent, guardian, or an authorized adult. Student file folders
for each child are available in the classrooms and should be
checked daily for newsletters, important notes from the director
or teachers, and any work your child has done.
CALENDAR
Each year you will receive a school calendar. It will indicate
school holidays, special events, and other miscellaneous
information. Updates will be placed in your child’s cubby or in the
student’s file folder.
MONTHLY SCHOOL NEWSLETTER
Each month, the director will e-mail a newsletter with upcoming
events, each classroom’s monthly theme and concept focus,
special reminders, and parenting information. Please notify the
school if changes in your e-mail address occur. Also, check the
bulletin board for periodical news and events.
FATHERS’ AND MOTHERS’ BREAKFASTS
A few times each year, parents are invited to join their children
for a meal at school. These are great opportunities to meet your
child’s teacher, other parents, and students, as well as to see
what the children have been doing and enjoying at school.
SHARE THE JOY
Parents are encouraged to help out by spreading the
news to prospective parents about what a great
program Harwood Hills has. Please know that we
really appreciate your support and recruitment efforts!

