
       NUTFIELD 
 COOPERATIVE SCHOOL

 

2005-2006
Parent Handbook

www.nutfieldcoop.com • PO Box 182 • East Derry, NH 03041

Thirty five years of providing quality early 
     childhood education for the community.

1



I tried to teach my child with books;
 he gave me only puzzled looks.

I tried to teach my child with words;
they pass him by often unheard.

Despairingly, I turned aside;
"How shall I teach this child?" I cried.

Into my hand he put the key;
"Come," he said, "PLAY WITH ME!"
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HISTORY/ORGANIZATION

Nutfield is a private nonprofit, nondiscriminatory, nonsectarian kindergarten and preshool school 
founded in 1969.  (Tax ID #02-027-7265)  It is run by a Board of Directors which is composed of: the 
Director of the School, a Treasurer, a Secretary/Registrar, a representative from First Parish Church, 
four parent representatives, an educational consultant and a staff representative.  Board meetings are 
held regularly from September to May with one annual meeting for all parents.

There are two parent representatives from the morning classes, one serving a one year term and the 
other a two year term. There are two parent representative from the afternoon classes who each serve 
a one year term.  In order to become a parent representative, a person must submit a letter to the Board 
stating his/her interest and qualifications.  At their first meeting of the school year, the Board takes 
these letters under consideration and selects one or two morning representatives and two afternoon 
representatives. 

The slate of officers is voted on at the annual meeting.  In addition to acting as a liaison between the 
parents and the Board, these representatives host Parent Coffees and frequently help the Director 
with fund raising or other community activities.

PHILOSOPHY 

It is the goal of Nutfield to provide the most favorable environment possible for the growth and 
development of young children by stimulating creativity, developing intellectual curiosity, and by 
expanding the learning environment.

At Nutfield, we strive to help children grow socially, emotionally, intellectually, and physically.  Social 
growth is achieved through peer group interaction, associating with adults other than parents or 
relatives, cooperating with others in solving problems and sharing materials.  Emotionally, the children 
receive a great deal of positive reinforcement fostering the feeling "I'm OK". This feeling gives them 
the confidence to attack new and often challenging skills with a great deal of success.  Intellectually, 
the children are challenged by unique teacher-devised programs tailored each year to meet the needs 
of the individuals in each group.  Hands on experience plays an important role in our program, be it 
cooking, measuring, or making games to reinforce skills presented in class.  Physical development is 
achieved through outside play on large equipment and through gym classes.  We have invested our 
money in qualified, creative personnel rather than commercial teaching aids. This investment provides 
us with the flexibility to meet the needs of each new group of children and to continue to enjoy an 
outstanding reputation.

In June of 1998 Nutfield was granted accreditation by the National Association for the Education of 
Young Children (NAEYC). This accreditation is a rigorous, voluntary process by which early childhood 
programs demonstrate that they meet national standards of excellence. In 2001 we were reaccredited, 
that accreditation was extended to 2006.

SCHOOL CALENDAR AND CANCELLATION POLICY

A calendar will be passed out at the beginning of the year indicating scheduled days off and vacations.  
In case of inclement weather watch for the Nutfield cancellation notice on WMUR TV (channel 9).  If we 
cancel the afternoon classes you will also be able to get this information on WMUR. If school is 
canceled on your co-op day speak to your child's teacher about being rescheduled as soon as 
possible. 
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DROP OFF AND PICK UP

Children should be escorted into the classroom by an adult.  When you get to the class make sure the 
teacher or the aide acknowledges the child's arrival.  It is important that the children do not arrive too 
early or too late.  At the end of the day, parents line up outside of the class and the teacher or the aide 
will dismiss your child directly to you.  If someone will be picking up your child who is not listed on your 
Emergency Information Form as an alternate pick up person, you must send a note or call the school.  
Your child will only be released to authorized persons.

Families are welcomed to use the playground before and after school. Children are expected to  follow 
the same rules that apply when in school; rules can be found in this handbook and they are posted on 
the playground. Parents are responsible for their children while on the playground before or after 
school. If you have any concerns about a child's behavior you should speak to their parents.

HEALTH POLICY

HEALTH FORMS:  You will receive a health form for your child at registration time.  In order for your child 
to participate in our program we must have this form completed by your physician and returned to us by 
the first day of school in September.  Health forms need to be updated annually.

MEDICATION AUTHORIZATION:  If your child needs to receive medication during the day, an 
authorization form must be filled out by your physician and kept on file at school.

DAILY OBSERVATION:  Each day when your child arrives at school the teacher will observe him/her to 
determine their fitness to be in school.  If there is a question, the Director will be called in to observe. 
We follow the standards set out by the Health & Safety Manual For NH Childcare Providers.  If it is 
determined that the child is too ill to be in school, the parents will be called and the child will be isolated 
until they are taken home.  Please use good judgment in determining whether or not to send your child 
to school. If your child is too ill to go outside, they are too ill to be in school.

GUIDELINES FOR ILLNESS:
TEMPERATURE: Oral temperature of 101¼ or greater accompanied by behavior changes or other signs of illness 
until medical evaluation indicates inclusion in the program, or until free of temperature for 24 hours.
VOMITING: Two or more times in the previous 24 hours.
STREP INFECTION: 24 to 48 hours after treatment has been initiated, and until the child has been without a fever 
for 24 hours.
CONJUNCTIVITIS:  Child should be excluded until 24 hours after treatment has begun.
LICE: Child should be nit free before being readmitted to school.
IMPETIGO: Child should be excluded until 24 hours after treatment has begun.

EMERGENCY INFORMATION FORMS:  Each family will fill out an Emergency Information Form.  This 
gives us permission to transport your child to the nearest hospital (Parkland) in case of an emergency. It 
tells us where you can be reached in case of an emergency, gives us the names of people to call in 
case you can not be reached, and lists alternative pick up people.

ACCIDENT REPORT:  If an accident occurs while your child is at school, an accident report will be filled 
out.  The report will be reviewed with you and signed by you, any witnesses, and the Director. The 
report is kept on file at the school.

Parents do not need to call the school if their child is sick unless they have a contagious disease, have 
been out for more than 3 days, or if their class is going on a field trip.
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TOILETING

Children should be toilet trained before entering school. If a child is still not trained when school begins 
they may attend, but the parents must be available to the staff to change diapers. The staff may assist 
children with clothing, but not with other toileting tasks. 

SCHEDULES AND STAFF

Nutfield currently offers 9 classes:  2 morning and 1 afternoon kindergarten,  2 morning and 2 
afternoon four-year preshool classes, 2 morning and one afternoon three-year preshool classes.  
Hours are:

AM Kindergarten M thru F   9:00-11:30
PM Kindergarten M thru F   12:45-3:15
AM 4 Year Preshool M-T-Th   9:00-11:30
PM 4 Year Preshool M-T-Th   12:45-3:15
AM 3 Year Preshool W- F   9:00-11:30
PM 3 Year Preshool W-F   12:45-3:15

Class sizes are limited.  Maximum enrollment in kindergarten is 22 per class, 4 year preshool is 18 per 
class and 3 year preshool is 15 per class. Each class has a teacher, a full-time assistant and a 
cooperating parent. All of our teachers meet NAEYC guidelines; some hold advanced degrees. Our 
assistants also meet NAEYC guidelines.

DAILY CLASS SCHEDULES

    Kindergarten
        9:00 Opening Choice  12:45

      9:15 Circle 1:00

      10:00 Outside 1:45

      10:15 Shared Reading 2:00

      10:30 Choice/snack 2:15

      11:20 Cleanup / Review 3:05

      11:30 Dismissal 3:15

             Three and Four Year Preshool
       9:00 Free Choice 12:45

       9:15 Circle 1:00

       9:45 Bathroom/Snack 1:30

     10:00 Story 1:40

     10:10 Project/Choice 1:50

     11:05 Cleanup 2:50

     11:15 Outside 3:00

     11:30 Dismissal 3:15
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PARENT TEACHER COMMUNICATION

Communication is the key part of a cooperative school.   Parents have an opportunity to speak briefly 
with the staff at drop off and pick up.  You may also speak with the teacher about your child on your co-
op day.  If you ever have a question or  concern, please address it immediately.  Set up an appointment 
with the teacher as soon as possible.

We have scheduled conferences with parents twice a year. The first conference occurs in September 
before school begins. It gives the parents and teachers an opportunity to get to know each other and 
for the parents to tell the teachers about their child. The second scheduled conference is in March. 
Three and four year preshool students do not receive a written report.  The teachers  address areas of 
strength, areas of improvement and areas still developing. Kindergarten conferences are written and 
give a detailed overview of each child's skills.

In addition to conferences, each class has a bulletin board outside of the room where the calendar of 
activities, "our day" information,  important notices, field trip sign-ups and other "For Your Information" 
articles are posted.  We also send home a bimonthly newsletter with the latest co-op schedule and 
information on what each class is doing and what will be coming up.  

CLASS LIST

A class list is provided for your convenience, you may use it for arranging carpools, swapping co-op 
days, having friends over, and for birthday parties. We ask that you not use it for soliciting.

GRIEVANCE PROCEDURE

If a parent has a grievance they should first discuss it with the teacher. If they are not satisfied with the 
outcome, they may go to the Director. If the Director's resolution is not satisfactory the parents may 
bring the conflict before the Nutfield Board of Directors. They will be included on the agenda of the 
next regularly scheduled board meeting. If after hearing the grievance the board feels they need more 
information a special meeting will be scheduled where other testimony may be given. The boards' 
findings will be given to the parent in writing in a reasonable amount of time and their decision will be 
final.

PHOTOGRAPHS AND PUBLICITY

On occasion, newspaper photographers come to our school to take photos of various activities going 
on in the building.  If  for any reason  you would prefer that your child's picture not appear in any local 
newspapers or other publications, please indicate this on the release form you will be given at your first 
parent teacher conference.

CO-OPING

Nutfield is a true cooperative school.  In addition to having four Parent Representatives on the Board of 
Directors, parents also participate in the classroom on a rotating basis.  Each parent is scheduled to co-
op in their child's class in alphabetical order.   In the kindergarten, parents come in approximately once a 
month; in the fours, approximately once every six weeks; in the threes, approximately once every two 
months.  If you have special requests for co-op days, please submit them in writing to the Director and 
we will try to honor them.  The co-op schedule comes out every two months.  If you or someone in your 
family cannot co-op on your scheduled day you have two options:  you can swap with another family in 
the class or you can hire our Contingency Aide for $20 to take your place.  To hire the Contingency 
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Aide you need to call school or speak with your child's teacher. If you hire the Contingency Aide, we will 
provide snack.  The Contingency Aide is a full-time person on our staff who, when she is not filling in for 
a parent or staff member, is an extra pair of hands in the classroom. Siblings may not come with you on 
your co-op day; this is a special day in  class for you and your child.

SPECIALISTS

In addition to our regular program, Nutfield also employs a music teacher, a physical education teacher, 
and a storyteller.  Schedules for these programs  will be posted outside of your child's classroom each 
month.

ENROLLMENT

The enrollment process begins by getting a child's name on an enrollment list.  Enrollment lists for 
September classes are started at the beginning of November the previous year.  Children must be 3, 4, 
or 5 years of age by September 30th of the school year for which they are registering.  We hold priority 
registration during December for families currently enrolled in Nutfield, families who ever had a child 
attend Nutfield and members of the First Parish Church.  Priority registration packets are sent home 
with the children or may be acquired by calling the Registrar.  On January 1st the remaining openings 
are offered to families on the enrollment lists on a first come, first served basis.  If we can offer you a 
spot, we schedule a time for you and your child to visit our program.  At this time you will be given a 
registration packet which contains a registration form, a tuition contract, a payment schedule, and a 
health form.  If you choose to enroll, you must return the forms and a nonrefundable $50 registration 
fee for each child within one week.  If you need more time, you must speak with the Registrar.  Health 
forms may be returned any time before school begins. 

DISMISSAL

After the opening of school, or any time thereafter, the Director of NCS may dismiss any child who, in 
her/his professional judgment and that of the teacher, is so disruptive in the classroom as to be a 
detriment to the other children in the class.

TUITION

Tuition is set each year based on budget projections.  The Board makes every effort to keep increases 
minimal.  Tuition is set for the following school year the preceding November.  It is an annual tuition and 
there is no adjustment for absenteeism. If a family moves from the area; the child is asked to leave 
Nutfield; or the child has a serious illness that prevents them from attending school the tuition may be 
prorated and the family may be released from contractual obligations with permission of the Board. 
Without the consent of the Board the family is responsible for the full tuition.

It is our suggestion that payments be made in 9 equal installments due the 1st of each month, August 
through April.  Each family receives a tuition contract which enables them to decide how they will pay 
the tuition.  There is a 5% discount for full payment by August 1st preceding enrollment.  There is a 
$10 late fee for tuitions received 15 days after due date.  A $15 fee will be added for checks returned 
for insufficient funds.  There is a 25% discount on each subsequent tuition for families with more than 
one child enrolled at Nutfield.

A child may be dropped from enrollment if tuition is 30 days in arrears and no payment plan has been 
arranged. Some financial aid is available.  Financial aid is determined by the Board and the need may be 
brought to the Board's attention by the Director, Parent Representatives, or by the family itself. A 
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Financial Aid Form must be filled out by the family and turned in to the director. A determination will be 
made at the next board meeting.

A registration fee is charged in addition to the annual tuition.  It is due at the time of registration and is 
not refundable.

FIELD TRIPS

Field trips are an important part of our program.  Field trip fees are included in the tuition. When we go 
on a field trip,  parents are notified and  must sign a permission form.  We use parent volunteers to drive 
on most field trips. In order to drive you must provide us with a certificate of insurance stating that you 
have liability limits of $100,00/300,000 and it must give the expiration date of the policy.    The cover 
page of your policy stating limits and giving the expiration date of your policy is also acceptable. When 
you get your certificate or cover sheet, give it to your child's teacher. These certificates need to be 
replaced each time you renew your coverage.

Nutfield is choosing to follow the Best Protection recommendations of the Injury Prevention Center. 
We require that children 20-40 pounds, regardless of age, ride in the back seat in a forward facing child 
safety seat. Children 40-80 pounds must ride in the back seat in a booster seat using lap and shoulder 
belts. It will be up to parents to install their child's safety seat or booster seat in the car of the driver their 
child will be riding with.

On the day of the field trip you will receive a list of the children in your group.  Each child will have an 
identification tag.  Maps will be given to all drivers, directions will be gone over, and all questions will be 
addressed.  A meeting place will be designated at the final destination.

As a driver, it is your responsibility to make sure your car is in good operating condition, that you have 
enough gas when you arrive at schoo, and that your seat belts are easily accessible.  All children will be 
in car seats or booster seats and ride in the back seats. Parents will install seats in the drivers car. 
Parents are responsible for the behavior and safety of the children in your group from the time you 
leave school until you return.

If we go on a field trip where the number of chaperones is so limited that all the drivers cannot attend, 
we will look into the possibility of hiring a bus.

PARKING

No parking is allowed in the spaces in front of the church office.  Handicap parking is available with 
arrangements through the church secretary or the Nutfield  Director. Roads through the cemetery may 
not be used as access roads.  

Be sure to watch for children in the parking lot.  Car pooling helps to reduce the number of cars in the 
lot.  If you come and go quickly, it will help alleviate congestion. Do not leave children unattended in 
cars. 

SNACK

On your co-op day we ask that you provide snack for your child's class.  Please check the bulletin board 
outside of your child's class to see if there are any children with food allergies in the class. Water will be 
served. You and your child should select a healthy snack that represents two food groups. Some 
suggestions are fruit & crackers, vegetables & dip, cheese and crackers, bagels & cream cheese, rice 
cakes & peanut butter, granola bars, healthy muffins or breads & white milk.  We ask that you not send  
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nuts or popcorn because of the choking factor, if you bring grapes be sure they are cut in half the long 
way. Teachers will put a request list for special parties, please follow their suggestions.

DRESS

Please be sure to dress your child in play clothes so that they will be comfortable participating in the 
varied activities our program has to offer, be it finger painting or gym.  You should send in a change of 
clothes for your child if you anticipate they will need them.  These may be kept in the child's backpack.  

Outdoor play is a basic component of our program.  Children should come to school with all the clothing 
necessary to go outdoors.  Please be sure all clothing is child-friendly and labeled with your child's 
name.

BIRTHDAY POLICY

Since it is unreasonable to expect parents to include all children in the class at birthday parties, we ask 
that children and parents be discrete.  No invitations may be passed out at school.  They should be 
mailed, or people should be contacted by phone.  No presents should be brought into the classroom.  
Encourage your child not to discuss the party in school.  Parents may provide a special snack on their 
child's birthday, it should be packaged to go and your child may pass it out at the end of the day.

HOLIDAYS

Because Nutfield is located in a church, but is not affiliated with the church, we are very careful to keep 
the celebration of holidays very secular.  However, there are times when we bring cultural and religious 
differences to the children's attention.  We try to limit this discussion to external symbols.  We also 
encourage families to share holiday customs with the class, particularly ones that are derived from your 
cultural background.  

The staff at Nutfield would prefer not to receive gifts around the winter holidays.  We realize many 
parents want to foster the spirit of giving in their children. We suggest donating to the class or to your 
favorite charity in the teacher's name.

KINDERGARTEN END OF THE YEAR

We do not have a graduation for our kindergarten students.  In addition to our end of the year field trip 
and Field Day each kindergarten child receives an award recognizing one of his/her many strengths.  
These awards are passed out on the last day of school during class time.

EMERGENCY PLAN

Our first priority in any emergency is to keep the children safe. The plan for the Outside Drill is to 
evacuate the building and meet in the parking lot.  In the event we cannot reenter the building, all 
children will be evacuated to the Taylor Library (across the entry road). The teacher and aide will be in 
charge of the children. The director, contingency aide, and hall monitor will check the halls and 
bathrooms to be sure all children are accounted for. The director (or contingency aide in the event the 
director is not in the building) will  coordinate with the police and fire department as needed, notify 
Channel  9 WMUR about the emergency, and keep them posted of changes. The co-oping parent will 
call the emergency parent (selected by the classroom teacher) who will notify the rest of the parents. 
Therefore, be sure that the number you would like to be notified at is correct on your class!s
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emergency list. Whoever picks up your child will be asked to sign them out. In the event of a major 
emergency, the police will be there to direct traffic. As always patience will be helpful.

In some instances the children need to be locked into the building to be kept safe. The plan for an 
Inside Drill will be  the teachers and aides will be responsible for the children. Inside Drills will be 
comprised of getting all of the children into their rooms at a predetermined signal, locking the doors to 
the classrooms and the school, turning off the lights, and closing the shades. The director, 
contingency aide, and hall monitor will check the halls and bathrooms to be sure all children are 
accounted for and locked in a classroom. The drill will end when an all safe signal is given. In the event 
of a real emergency the director will contact and coordinate with the police and any other agencies 
necessary. The staff in the classrooms will all be in contact by walkie talkie. We will get information to the 
media as soon as possible. The co-oping parent will call the emergency parent (see above) as soon as 
possible. We will continue to have Outside Drills on a regular basis and we will institute biannual Inside 
Drills. The Inside Drill is something we might use if there is a medical emergency in the hallway and we 
need to keep the children out of the way. This is how we will explain the need for the drills to the 
children.  

It is our sincerest wish that none of these plans ever have to be implemented in the case of an actual 
emergency. However it will be helpful and contribute to a better outcome if the staff, the children, and 
the parents have clear direction on what to do if such an event does occur.

PLAYGROUND RULES

We realize that we are not able to anticipate every situation that might arise, but these are some of the 
most frequently observed situations that need to be addressed. We ask that you exercise caution and 
good sense with all other behaviors you observe.

¥ Slide down the slides feet first and sitting down
¥ Only slide down the slides
¥ Leave the swings down
¥ Swing sitting up
¥ Do not twist the swings
¥ Stop the swing before getting off
¥ When climbing to the top of the tire teepee keep both hands and feet on it at all times
¥ Only use approved equipment for sliding
¥ Do not throw snowballs

Because of legal liability parents may not bring dogs on the playground before or after school either 
leashed or unleashed. If your child would like to bring their dog in for sharing please  discuss it with your 
child's teacher and make arrangements for  your dog to come in for a short visit.
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