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The board, staff, children and families of School of Imagination  wish to welcome you.  
 

Our unique early care and education model integrate s flexibility, high quality and 
dependability with strong community partnerships. W e will strive to provide the very best 

care and education for your child each day.  
 

This handbook will provide much of the information needed during your child’s 
experience with our program.  If, at any time, you have further questions or comments 

please feel free to speak to any of the School of I magination staff.  
 

We look forward to working with you and your family ! 
 

 
 

 
 
 
 
 
 
 

Charlene Sigman 
Co-Founder 

Mitch Sigman 
Co-Founder 
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BRINGING OUT THE EXTRAORDINARY IN EVERY CHILD 
 
School of Imagination’s innovative method to learning brings out the extraordinary in every 
student. The adaptive programs are customized to meet each student’s individual needs to 
ensure a successful and enriched learning experience.  
 
THE SCHOOL OF IMAGINATION  PHILOSOPHY OF EDUCATION AND CARE 
 
School of Imagination’s philosophy comes from our image of the child and the family. A child is 
a unique, creative, competent and intensely curious being who is constantly discovering how the 
world works through investigation, imagination and experimentation. We believe a young child 
cannot thrive and learn unless he or she feels safe, loved, and respected by the adults who care 
for him. 
 
We believe our job, as professionals, early childhood educators and caregivers, is to create a 
warm, nurturing environment of people and experiences in which children--these philosophers, 
scientists, and artists in the making--will thrive in the fullest possible way while their parents 
work. 
 
PROGRAMS AVAILABLE 
 

·  School of Imagination Kindergarten–Elementary Readiness 
·  School of Imagination Preschool–Kindergarten Readiness 
·  School of Imagination Pre-Kindergarten–Preschool readiness 
·  Stepping Stones–Functional Language & Academics 
·  Building Bridges–Social & Functional Communication 
·  Bright Beginnings–Regional Center vendor of “Infant Development Program” 
·  Childcare Program– 
·  Happy Babblers–Parent-Child Developmental Playgroup 
·  Happy Scholars–Tutoring Program 
·  Parents Support and Education Network 

 
PROGRAM STRUCTURE AND CURRICULUM 
 
School of Imagination is an inclusion program that allows your child to develop the skills and 
confidence to succeed in all educational settings.  We provide small class sizes of 9-12 children 
with a student to teacher ratio of 4:1 or less. The curriculum consists of both structured and 
hands-on project learning opportunities tailored for ALL children. 
 
We provide:  

·  Theme-based individualized curriculum 
·  Superior academic preparation  
·  Cultivation of Gifts & Talents Awareness 
·  Development of fine motor, gross motor, sensory, social & emotional and cognitive skills 
·  Art and Music expression opportunities 
·  Zoo-Phonics & High-Reach Learning 
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ADMINISTRATIVE POLICIES 
 
ADMISSION 
 
Children ages 2 years (24 months) to first grade entry are eligible for enrollment at School of 
Imagination (SOI).  We are committed to providing services to families regardless of race, sex, 
color, religion, age, marital status, sexual orientation, national origin, ancestry, physical or 
mental disability, or medical condition. 
 
FAMILY MEETING.  Each child must have a completed enrollment packet submitted to SOI 
prior to enrollment. In addition, each family is required to attend a family meeting to review the 
child’s Personal Questionnaire (found in the ENROLLMENT PACKET) and determine the most 
appropriate program.  Please see our admission policy form for details.   
 
Each child must have the following documents turned into the Director PRIOR to their first day 
of school (see separate ENROLLMENT PACKET for more information): 
 

·  Parent Teamwork Pledge  
·  Admission Agreement 
·  Personal Questionnaire 
·  Child’s Preadmission Health History (LIC 702) 
·  Physician’s Report & Screening of Tuberculosis (LIC 701) 
·  Parent’s Rights Notification (LIC 995) 
·  Consent for Emergency Medical Treatment (LIC 627) 
·  Personal Rights (LIC 613a) 
·  Identification and Emergency Information (LIC 700) 
·  Parent’s Guide to Immunization Records/Requirements 
·  Nebulizer Care Consent/Verification (LIC 9166) 
·  Photo and Sunscreen Permission Slip 
·  Handbook Acknowledgement Form 
·   

(The following may not be applicable for all children.) 
 

·  Release of Information 
·  Most recent IEP or IFSP or Behavioral Plan 
·  Any applicable evaluations or reports 
·  Schedule of therapy 
·  Therapists Contact Information 

 
Waiting List 

 
A waiting list (name, address, phone, date of birth, etc) will be maintained for the current school 
year in order of requests received. Classes will be filled at the discretion of the director. 
Information taken into consideration when determining placement in a class includes but is not 
limited to: space availability, day/time preference, child’s age, staffing, etc. 
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TUITION & FEES 
 
The registration fee is non-refundable and non-tran sferable . Currently enrolled children 
need to be re-enrolled for each new preschool term which runs from September through May. 
Please refer to the current tuition & fees schedule for registration fees. 
 
Tuition. Tuition is payable on or before the 1st of each month even when the 1st falls on a 
holiday (i.e. New Year’s Day) or when it falls on a day when preschool is closed. Make check or 
money order payable to Happy Talkers.  
 
Tuition guarantees your child’s place at School of Imagination. No tuition credits or make-up 
days will be given for any reason. Refunds are not offered . Tuition remains the same, whether 
or not the child attends.  Please refer to the current Tuition & Fees Schedule for current rates. 
 
Late Start or Early Withdrawal Tuition.  WITH PRIOR APPROVAL, prorated on a per-day 
basis for that class. 
 
Multi-Child Discount.  Discount is offered for a second child or for a child enrolled in more than 
one session. 
 
Scholarships Limited.  Funds are available for scholarships BASED ON NEED.  
For more information, check with the director. 
 
Regional Center and School District services.   School of Imagination is vendorized by 
Regional Center of the East Bay. We also accept individual contracts from local school districts. 
These programs are billed directly for services once a contract is established. Please speak with 
the SOI staff regarding these payment options. 
 
Late Fee.  Late fee will be assessed for all tuition received after 6:00pm on the 5th of each 
month. Unless other arrangements have been made with the director or treasurer, children will 
not be accepted into the class after the 10th until tuition is paid in full.  
 
Late Pick- up Fee.  Late pick-up fee will be assessed if your child is not picked up within five 
minutes of the end of class.  
 
Returned Checks.  Returned checks will be subject to a returned check fee (please refer to the 
current Tuition & Fees Schedule for current rates). You will be expected to issue a new check 
including the Returned Check Fee. Re-payment must be made within 10 days or your child will 
not be accepted into the class. If more than two checks are returned, you may be asked to pay 
by money order. 
 
Withdrawal.   At TWO WEEKS PRIOR to withdrawal, a WRITTEN NOTICE IS REQUIRED to 
withdraw your child. You will be responsible for tuition for two full weeks from the day we receive 
your written withdrawal notice.  
 
Re-enrollment.  Should you choose to re-enroll your child within the same preschool year (after 
having withdrawn); a Re-enrollment Fee will be charged.  
 
Change Fee.  A change of schedule fee will be applied to process changes to your child’s 
schedule (i.e. early withdrawal, 2 to 3 days, etc.). 
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Fees for Coming Too Late or Too Early.  If parents drop their child off too early or pick up 
their child too late, without calling and receiving approval for an “Add” they will be charged $1.00 
FOR EACH ADDITIONAL MINUTE beyond their scheduled time.  
 

Approval for an “Add.” 
If you must change your schedule at the last minute, call the office immediately at 925-829-9552 
to request an “Add.” If staffing permits, School of Imagination will approve the “add”. If we 
cannot accommodate your request, we expect you to pick up your child as scheduled or arrange 
for someone to pick up your child for you. The charge for an approved “Add” will be computed at 
the usual “add” rate. We expect all parents to cooperate with this policy. Failure to do so may 
result in termination of services. 
 

HOLIDAY CLOSURE SCHEDULE 
 
Our holiday schedules coincide with the Dublin Unified School District calendar as much as 
possible. In addition to the following holidays, there are school closures for staff in-service 
events and training. Please refer to our current School Calendar for this year’s closures. 
  
In general, we will be closed for the following holidays and breaks: 

·  New Years Day 
·  Lincoln’s birthday 
·  Presidents’ Day 
·  Martin Luther King Jr.’s birthday 
·  Good Friday & Easter/Spring Break 

·  Memorial Day 
·  Veteran’s Day 
·  Thanksgiving Break 
·  Christmas Break 

PROGRAM POLICIES 
 
Children learn best through unhurried, hands-on experiences in safe and comfortable 
environments. We provide and encourage children to explore a variety of materials and 
developmentally appropriate activities including stories, music, outside play, science, blocks and 
dramatic play. Play is children’s work—a chance for them to try on life and work through many 
important processes. We appreciate children’s creative efforts and value the importance of play. 
 

Our basic guideline is  RESPECT. 
Respect for SELF, respect for OTHERS, and respect f or our FACILITY . 

 
Our program policies are designed to support each child, family and staff member in order to 
provide a safe learning environment for your child.  Please be sure to review our “Teamwork 
Pledge.”  Working together as a team is the best way your child will receive the optimal 
educational experience. 
 

Please Dress Your Child in Clothes for Active Play!  
We will plan and carry out many activities that encourage active, messy play! Please send your 
child in play clothes that are comfortable to wear and easy to wash at home. Shoes should be 
safe for climbing and running. Tennis shoes or sandals which have a heel strap and a covered 
toe are best. Thongs are not safe for a child care setting. A suggestion for parents of children 
who are learning to use the toilet; pants with elastic tops that children can pull down themselves 
are so much easier than buttons, snaps and straps! 
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WHAT TO BRING 
 
Please bring your child’s things in A BOLDY LABELED diaper bag or back pack and take it 
home with you each day. LABELING IS CRITICAL.  We suggest LABELING ALL of your child’s 
belongings in PERMANENT MARKER. 
 

2 to 3 year olds: 
·  Diapers, at least enough for one full day (6-8)  
·  Blanket (optional, as School of Imagination provides blankets)  
·  2-3 changes of clothing INCLUDING socks  
·  3 underpants, if learning to use the toilet  
·  Jacket  
·  Hat for sun protection  
·  Desitin or other anti-chafing product  
·  Sunscreen (Note: permission slip must be signed)  
·  Comfort object such as a doll or bear, if your child uses one  

 
Preschoolers: 
·  1-2 changes of clothing INCLUDING socks 
·  1-2 underpants 
·  Jacket 
·  Hat for sun protection 
·  Sunscreen (Note: permission slip must be signed) 
·  A comfort object, blanket or pillow, if your child uses one 

 
**If your child is in extended care please bring one sheet (toddler bed sheet), one blanket and 
one pillow.  They must be picked up at the end of each week by the parent to be washed. 
 
**If your child’s clothing becomes wet during the day, you will find their wet clothes in a plastic 
bag in their bag. Be sure to replace them with dry clothes for the next day. 
 

TOILET TRAINING 
 
Toilet-training is not required for admission to any class.  Please speak with your child’s teacher 
to develop an individualized classroom toilet training program. 
 

FOOD 
 
IF YOUR CHILD IS ON A SPECIAL DIET OR HAS FOOD ALLE RGIES PLEASE INFORM US 
IMMEDIATELY.  SOI provides a morning and afternoon snack for Toddlers and Preschoolers. A 
snack menu will be posted weekly in each classroom. You may be asked to provide snacks 
from home if we are unable to accommodate your child’s specific needs.  
 
Parents currently must send lunch for children participating in extended day programs. A clearly 
labeled plastic lunch box is the best container. Microwaves are available to heat food. We 
strongly encourage you to avoid sugary sweets. For Toddlers, be sure to send some “finger 
food.” This will help promote independence and self-esteem. If you are having a hard time 
figuring out what to fix, ask your Lead Teacher for suggestions. Whichever foods you choose, 
send small quantities of several different foods, so that your child has several healthy choices. 
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Food for Birthday Celebrations.  It is very fun to celebrate your child’s birthday by bringing in 
a special snack for their classmates. When choosing a snack for these occasions remember 
that children do not need large portions of sweets to satisfy them. A small cupcake and a glass 
of milk will make any day memorable: it is the opportunity to share the day that makes it so 
special. 
 

 
TOYS FROM HOME 
 
We welcome any comfort toys, blankets, etc. Please do not bring other toys from home as they 
are difficult to share and are easily lost or broken. 
 

LOST AND FOUND 
 
Each classroom has a place for lost and found items. Please check it for missing items. If 
unlabeled items remain unclaimed for a long period, they will be cleaned and donated to an 
agency which will distribute the items to the needy.  LABELING YOUR CHILD’S ITEMS IS 
CRITICAL.  We suggest LABELING ALL of your child’s belongings in PERMANENT MARKER. 
 

DROP-OFF AND PICK-UP 
 
Please arrive on time at both drop-off and pick-up times. Starting and ending the day on time 
are not only critical for the smooth operation of our program, but are also imperative in 
developing self-esteem and confidence in young children.  
 
Children should be ready and able to participate fully and actively in the days activities. If your 
child is a little under the weather or out of sorts, please allow your child to recoup completely 
before bringing him/her to class. If your child is going to be absent for the day please notify the 
preschool office at 925-829-9552.  Please DO NOT notify through email. 
 
YOU MUST ACCOMPANY your child into the class room at all times. NEVER allow your 
child to run in the parking lot or into the classro om without you.  Until you sign in, you are 
fully responsible for your child’s safety and actions. Once you sign out, you are again fully 
responsible for your child’s safety and actions. 
 
DO NOT LEAVE CHILDREN UNATTENDED IN A PARKED VEHICLE AT AN Y TIME.   
Not only is it unsafe, it is also ILLEGAL and you can be cited by the local police department for 
child abandonment. Plan your day to allow for time to park and walk safely to your child’s 
classroom. You’ll help your child learn safety techniques by “modeling” safe practice yourself.  
 
Make arrangements to pick up or have your child picked up on time. Children remaining to be 
picked up five minutes after class is over will be accompanied by their teacher to the director’s 
office and the parents (or designated alternate) will be called. 
 
A LATE FEE will be applied if your child is not picked up within five minutes of the end of class 
and must be paid in full for the child to attend the next class. 
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**Please note that classrooms are not open and teachers are not available to supervise children 
until the designated time to begin class. 
 

SIGNING IN AND SIGNING OUT 
 
California Child Care Licensing requires full signa tures and the actual time in ink . A 
binder for signing in and out will be available upon entering your child’s classroom. Staff cannot 
allow you to leave without signing your child in or out. Please include the number at which you 
can be reached for that particular day, especially if it differs from your usual contact number.   
 
Children will be released only to those authorized persons (at least 16 years old) designated on 
the child’s release form. We cannot release your child to anyone whose name is not on the 
written authorization form EVEN IF YOU CALL. If someone not on your release form will be 
picking your child up, please provide a written, signed note stating the date of pick-up, full name, 
relationship and phone number of the person we should expect.  
 
We cannot release children to anyone we suspect is intoxicated or under the influence. If a 
parent or authorized person is not available to pick up a child and we are unable to make 
contact, eventually we will be required to contact the local police department.  
 
Connect With Your Classroom Team.  To ensure that children are safely delivered and picked 
up, our team and parents must share the responsibility of ACKNOWLEDGING the transfer by a 
greeting or short conversation. If you are not certain a team member has acknowledged you, 
please speak to them before leaving. Our teachers love to share your child’s accomplishments 
with you. Please be sure to sue this very important time to keep in touch!  A Parent-Teacher 
Communication Form is near the sign-in binder.  Please use this to inform your child’s teachers 
of anything you feel is important. 
 
Time for That Last Diaper Change.  If your child is in diapers, plan to spend an extra few 
minutes each day when you arrive to change their diaper, and then wash their hands and face. 
This will ensure that each child will enter our environment as germ free as possible, and ready 
to go out and explore the world. It will also give you a few extra one-on-one moments with your 
child to reassure them and give them the confidence that they need. We understand that 
sometimes, because of traffic delays etc., you may not have the time. If this is the case, please 
alert a team member to assist you. 
 
Saying Good-bye.  Separations are sometimes difficult, especially during the first week or two. 
Please leave the classroom at least 5 minutes before the first Circle Time.  This will help your 
child’s teacher to assist them in transitioning easily to their first learning activity of the day.  Here 
are some suggestions that may help.  

·  Develop a reassuring separation routine to follow each day. For example, find a favorite 
teacher to say “good morning” to, or a favorite activity your child likes to begin the day 
with, then a warm hug good-bye.  

·  Talk with your child before you arrive about where he or she is going and the teachers 
and children who will be there.  

·  Although leaving abruptly is not a good idea, children are usually reassured most when 
parents are confident, warm, and fairly brief about good-byes. Let teachers help you by 
taking your child in their arms if this will help.  

·  Don’t hesitate to call your classroom later to see how your child is doing.  
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PICKING UP 
 
Please arrive to class a few minutes before dismissal time. Wait outside classroom until SOI 
staff have opened the classroom door and/or alerted you that it is dismissal time. 
 
Always check your child’s folder for messages and the parent board for classroom updates. The 
team wants very much to share information with you. Plan to stay a few minutes to chat about 
your little one. If you have questions or concerns that require more lengthy discussion, please 
schedule a meeting by calling the main office at 925-829-9552 
 Pick up your child’s bag, lunch box, art projects, and outerwear. Jackets and sweaters seem to 
inevitably disappear into crevices and corners, but always turn up again. Check the Lost and 
Found box and let a staff person know if an item is missing.  Please be sure to sign-out. 

 
HEALTH AND SAFETY POLICIES  
 
Although we cannot eliminate all health problems, SOI has established the following policy for 
the protection and well being of the children, the staff and the overall program at SOI. We take 
many precautions to keep germs and bacteria to a minimum in the classroom. Thank you for 
doing what you can as well. 
 
Please keep your child at home if he/she has any of  the following: 

·  Fever of 99.6  or higher within the last 24 hours. (A sub-normal temperature like 97.6 is 
indicative of a viral infection and your child can be just as sick as with an above-normal 
temperature.) 

·  Diarrhea within the last 48 hours. If your child had diarrhea the evening before but 
seems better now, please wait one full school day before returning to school. 

·  Vomiting within the last 48 hours. If your child was vomiting the evening before but 
seems better now, please wait one full school day before returning to school. 

·  Persistent/productive cough with wet secretions. 
 
If the teacher and the director feel it is not in your child’s or the other children’s best interest for 
your child to be in class due to his/her health or general well-being, you will be asked to take 
your child home for that day. If symptoms occur during class time, you will be called to pick up 
your child and you will be expected to pick up or make arrangements for your child to be picked 
up within 30 minutes of receiving the call. If after 10 minutes of trying, we are unable to reach 
you, we will call the first designated person authorized to pick up your child on your emergency 
card and continue calling until someone is reached.  
 
A think, clear or white mucous is often a sign of nasal/environmental allergies or a slight cold 
that is nearly resolved. Please keep our staff informed of children diagnosed with 
nasal/environmental allergies. If your child has an allergy, please bring a doctor’s note to keep 
on file. 
 
Please notify the school if your child comes down with a contagious disease as we are required 
by law to post a notice of any communicable disease we have been exposed to. Your child will 
need to be cleared by a doctor and have a note from the doctor stating that it is okay to return to 
school. Please take the note to the director before returning to the classroom. 
 
MEDICATION POLICY 
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School team may administer medication under these circumstances:  
Prescription medication must be in the original prescription container with the child’s name and 
instructions clearly visible.  It must be a current prescription authorized by an MD.   We must 
have a medication release form filled out each occasion for each medication. 
 
Non-prescription medication must be in the original container and can be administered without 
physician’s authorization. A medication release form must be signed by the parent in order for 
non-prescription medications to be administered. 
 
If you would like us to administer a medication, please bring this to the attention of the Director 
or Lead Teacher. He or She will direct you to the proper permission forms and see that the 
medication is kept in a central location and out of the reach of children. PLEASE DO NOT 
LEAVE ANY MEDICATION IN YOUR CHILD’S LUNCH BOX OR BACKPACK as this could 
endanger other children at the program. We can administer Tylenol as a prophylactic to avoid 
fevers while your child is at the School. 
 
SUNSCREEN AND DIAPER RASH MEDICATION 
 
Parents must fill out a permission slip to allow application of both diaper rash medication and 
sunscreen.  If you would like us to administer sunscreen or diaper rash medication, please bring 
this to the attention of your primary caregiver or Lead Teacher. She will direct you to the proper 
permission forms and see that the creams are kept in a central location out of the reach of 
children. PLEASE DO NOT LEAVE ANY MEDICATION IN YOUR CHILD’S LUNCH BOX OR 
BACKPACK as this could endanger other children at the program. 
 
ALLERGIES 
 
Please be sure to alert your child’s teacher immediately verbally and in writing of any food 
texture or environmental allergies he/she may have.   
 
SAFETY 
 
Equipment and facilities will be check and repaired or replaced as necessary. State rules and 
regulations will be followed at all times. 
 
Parents are encouraged to be part of the “Safety Team” by reporting any items which need to 
be repaired and by helping their children to become safety conscious at home and at preschool. 
 
ACCIDENTS 
 
Whenever children are at play it is inevitable that accidents will happen. In a childcare program, 
there is a wide range of accidents from minor bumps and scratches which require a Band-Aid 
and lots of TLC, to more serious injuries.  
 
If your child is mildly injured, we will clean them up and administer hugs and kisses. We will 
notify you with an accident report at the end of the day.  
 
If your child is moderately injured, we will call you immediately and ask for your advice or the 
care that you desire. We may recommend that you pick up the child or that you seek medical 
attention. In the end, the decision will be yours. We will also have an accident report for you 
when you arrive.  
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For any head injury, we will call you to notify you of what has happened.  
 
The Director and at least one teacher in each classroom are currently certified in both First Aid 
and CPR. In the event of a serious illness or injury, the 911 emergency phone number will be 
used to summon professional help or contact the physician/dentist listed on your emergency 
card. The parent/guardian will be financially responsible for all treatment that is required 
including the cost of the ambulance.  A formal report will be submitted to you. 
 
INCIDENT REPORTING 
 
Any time a band aid is used to protect a new injury, when an injury leaves a mark such as a 
bruise or welt, or any time private areas are inspected after report of injury even if no injury is 
found, an Incident Report will be filled out in duplicate (1 for patient file/ 1 for administration). A 
copy of the Incident Report will be placed in the parent file. 
 
Incident Reports will not be written for minor bumps and abrasions which don’t require a 
teacher’s help.  
 
Parents will be informed by telephone whenever there is excessive bleeding, swelling, or an 
injury to the head so the parent will not be shocked by the child’s appearance at pick up time 
and so the parent can observe the child for the next 2 hours. 
. 
 
DISASTER PLAN 
 
In the event of severe weather, earthquake or other disaster, the School of Imagination staff will 
continue to care for your children, seeking emergency medical treatment if necessary until you 
are able to come for them. As difficult as it may be, DO NOT phone the preschool during a crisis 
when the phone lines may be needed by public safety personnel. As soon as possible, a School 
of Imagination representative will attempt to contact you in a crisis situation. Be sure you include 
an out-of-state emergency contact in your child’s file. 
 
It is your responsibility to keep the information o n you emergency card current! You can 
write any changes on the back of your monthly schedule or contact the office. We will make 
sure the changes get to the classroom emergency file as well. This card tells us how to reach 
you, or your other emergency contacts, in case of emergency and who is authorized to pick up 
your child in your absence. 
 
TEMPORARY RELOCATION SITE 
 
If it is necessary to vacate the School of Imagination premises, our first temporary relocation 
site: Little Kids Learning Center 11760 Dublin Blvd. Dublin, CA 94568 (925)828-2081  
 
FIRE DRILLS & PROCEDURES 
 
Fire drills will be conducted with the children. Children will also practice “stop, drop, and roll”. 
 
EARTHQUAKE AND OTHER DISTASTER DRILLS 
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Earthquake drills will also be conducted with the children. The director or designated alternate 
will verbally announce, “Earthquake drill, duck and cover,” in a much louder-than-normal voice. 
Children will be instructed to “duck and cover” under the nearest table and to await instructions 
for evacuation. Evacuation will proceed as in fire drills. 
 
 
 
 

SPECIAL SITUATIONS  
 
COLLABORATION WITH YOUR CHILD’S PARAPROFESSIONALS 
 
The School of Imagination strives to bring all of the team members in your child’s life into their 
learning experience each day.  If your child is working with various therapists/tutors they are 
more than welcome to come on-site to work with them at the school.  There is a mandatory 
“Team Meeting” with your child’s classroom teacher, the school’s Director, the provider and the 
parent.  This meeting is designed to assure that we are partners in the care for your child and a 
“Teamwork Pledge” as well as specific schedule information and team goals will be discussed.  
This ensures optimal carry-over of skills and intervention in all aspects of your child’s day. 
 

DISCIPLINE POLICY 
 
The goal of the School’s discipline policy is the development of children’s moral autonomy. 
Autonomy means “being governed by oneself” and taking into account the feelings and views of 
others in determining the best course of action. This understanding takes many years to 
achieve--some of us never quite get there.  Infants, toddlers, preschoolers and school-aged 
children are each taking important first steps toward this goal.  
 
We believe young children learn empathy when the adults in their world consistently treat them 
with gentleness and respect. They learn to be cooperative when their feelings and ideas are 
acknowledged. Our methods of providing guidance help children discover that cooperative 
behavior is necessary to achieve satisfying relationships.  
 
Our team is skilled at using children’s conflicts as opportunities to learn social skills and the 
democratic process. They help children learn the language of negotiation so that they can begin 
to solve disputes with words and productive action rather than violent outbursts.  
 
The School team provides clear, age appropriate expectations for children’s social behavior. We 
give positive direction, support, and encouragement to help children learn life-affirming 
behavior. We also communicate clear limits when children’s behavior is unacceptable. We 
refrain from using punishment and rewards to control children’s behavior. Corporal punishment 
is never used and is against the law. Instead, we use respectful sanctions and consequences 
which are directly related to the anti-social behavior. 
 
Examples of typical sanctions are:  

·  Temporary exclusion from the group. The child is given a choice of behaving 
appropriately or leaving the group to spend time playing alone or sitting with a teacher. 
The child is allowed to determine the point when he or she is ready to show the teacher 
that he/she is ready to join the group. This is an opportunity to “cool off.”  Children are 
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given real support for succeeding when they return to the group. We do not use an 
indiscriminate “Time Out” routine 

·  Calling attention to the direct and logical consequences of the child’s actions. For 
example, “If you throw all your crackers on the floor, you won’t have any more to eat.”  

·  Depriving the child of the thing he has misused. For example, “I ‘m going to put this 
shovel away till you are ready to play with it safely.”  

·  Restitution. For example, if a child hurts another child, she can give that child a kind 
touch to help him feel better.  

It is essential that sanctions be presented to children in an atmosphere of mutual respect and 
affection so that the child will feel positive motivation to choose more acceptable behavior in the 
future. Only the child who feels respected for the way he feels is likely to respect the way others 
feel.  
 
Punishment and humiliation sometimes achieve immediate results in controlling children’s 
behavior, but in the long run lead to revolt, calculation of risks, dishonesty, fear and low self-
esteem. We do not use punishment and humiliation in our discipline techniques.  
 
Occasionally a child continues to behave in ways that are frequently damaging to self or others, 
in spite of consistent limits and consequences. When this occurs, the Director will request a 
conference with the child’s parents. Together, the SOI team and the child’s parent(s) will 
develop a plan for resolving the problems. This may include a series of regular conferences and 
family counseling. We may also request assessments by qualified professionals during the time 
that your child is at the School. Most difficulties can be solved within a short time when parents 
and team work together. Should a family not be able to commit the necessary time and effort to 
this process, the Director may give two-week enrollment termination notice.   
 
In the event that, despite the sincere efforts of team and parents, a child continues to be unable 
to function as a member of a group during age appropriate activities, and requires constant 
attention from teacher to prevent him or her from hurting other children, endangering 
him/herself, destroying materials, or disrupting the activities of other children, it may be 
concluded that the School is not able to provide the conditions necessary for the child’s 
success. When this situation occurs, a family may be given a two week termination notice. 
 
INAPPROPRIATE LANGUAGE 
 
Sometimes children’s first experience with swearing happens in group care. In the event that a 
child uses unacceptable language or “bad words,” we explain that certain words are not OK to 
use at the School because they are unkind. Then we encourage them to express themselves 
with more appropriate language. Often we find that, after we have done that, the “bad words” 
are no longer fun and they tend to disappear when dealt with calmly and firmly in this way.  
 
BITING 
 
It is quite common for young children to experiment with biting at some point in their early years. 
This way of acting out frustration or aggression is particularly disturbing, to parents and the 
team. Each time a child is bitten it is a serious and painful event. We take this very seriously and 
we treat biting just like any other injury with the following precautions:  
 
The School of Imagination team member’s first response to each biting incident is to maintain a 
safe environment for all children in the area. Sometimes this means separating the child who 
has bitten from the group for a moment so that the team member can assess the bite and 
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comfort the child who has been bitten. At no time would we “punish” a child; rather we will help 
them to understand the consequences of their behavior.  
 
Next, SOI team member will wash the area of skin with disinfectant soap to help prevent the 
spread of infection. Often, the child who has bitten can be reunited with the group so that they 
can participate in comforting the child who has been bitten. It is sometimes through a process of 
learning, that the consequences of a bite are very painful, that a young child stops the behavior. 
Remember, young children between 18 months and 3 years are just beginning to have an 
awareness of cause and effect. Of course, if this is uncomfortable for the child who has been 
bitten, we would respect those feelings and maintain a safe distance while we talk to the other 
child about how scary and hurtful it is to be bitten.  
 
If the bite was hard enough to cause swelling, ice will be applied for as long as the child will 
tolerate it. Often children do not want ice as this makes them more uncomfortable. 
 
If the bite was hard enough to break the skin we are particularly attentive to seeing that the 
wound is washed thoroughly with disinfectant soap. We also recommend that the family consult 
their pediatrician for advice.  
 
An SOI team member will then fill out an accident report and see that the parent who picks up 
the child who has been bitten is fully informed about the nature of the incident. In the interests of 
confidentiality, the SOI Team is not allowed to divulge the name of the child who has bitten to 
the parent of the child who has been hurt. This is the case for biting as well as any other hurtful 
behavior. We feel that it is important to note that ALL children are potential biters and each 
family and child needs the security that we will work on these sensitive issues with the delicacy 
and concern for the needs of all involved. Often the assurance of confidentiality allows us to 
work in greater depth with families and children.  
 
A Team member will look into the medical histories and consult with the parents of both 
children. Under law, families do not have to reveal all types of contagious diseases, including 
AIDS and AIDS-related conditions. We encourage all parents to be as forthright about their 
child’s health as possible so that we at School of Imagination can look after the needs of all of 
the children in our care. We particularly want to stress our policy of confidentiality so that 
parents will feel free to share this sensitive information with us.  
 
If a child bites on a continued basis, School of Imagination Supervisors will look into the events 
leading up to a biting incident and assess what type of environmental or programmatic changes 
could help the team reduce the likeliness of further bites and we will enlist the parents in a 
process of trying to understand the root of the behavior. We may make suggestions that could 
help ease the difficulty of a particular transition, or we may request that a family seek 
therapeutic assessment and intervention. Working together we can usually find successful 
strategies. If your child bites other children more than three times in one day, we may ask you to 
pick him/her up for the day. We do not view this as a disciplinary action, rather, we feel, the child 
is expressing that the group setting does not feel comfortable to them. 
 

MANDATORY REPORTING 
 
ABUSE AND/OR BRUISES ON A CHILD 
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As a licensed preschool staff, we are mandated by law to report behavior or suspected behavior 
which is considered abusive or possibly abusive. Spanking is considered abusive behavior and 
is included in behavior which is to be reported to Child Protective Services.  
 
Also, be sure you have included on your child’s health report any marks such as birth marks or 
Mongolian spots which could possible be misconstrued for bruises. Unexplained or questionable 
marks or bruises on children must be reported immediately to CPS. CPS will follow up with a 
visit to the parents’ home and/or office or may visit the child at school. 
 

FAMILY AND COMMUNITY 
 
Adult & Child Behavior.  Adults are expected to model appropriate behavior and respect for 
themselves, the children, our SOI family of friends, staff, the facility and equipment. Behavior 
which conflicts with the following guidelines may be grounds for termination from employment or 
participation in SOI’s program. 
 
Children are expected to use appropriate behavior as well, showing respect for themselves, 
their parents or caregivers, our SOI family of friends and staff, and our facility and equipment. 
Although you may enjoy rough-housing with your child at home, keep in mind that he/she is 
learning a behavior which will carry over to the school where his/her peers will not be able to 
tolerate this behavior without adverse reactions or someone getting hurt.  
 
Our goal is to model appropriate behavior. Preschoolers imitate to the “nth” degree. Hitting, 
kicking, fighting, etc. are DISREPECTFUL, ABUSIVE AND NOT ACCEPTABLE BEHAVIOR at 
SOI. Neither adults nor children will be allowed to hit anyone, at any time, for any reason.  
 
Alcoholic beverages WILL NOT be allowed at the preschool when children are present or at any 
preschool-sponsored activity where children are present. Drugs (except prescribed by a doctor) 
WILL NOT be allowed at the preschool or at any preschool-sponsored activity where children 
are present. Smoking is not allowed in or near the facility whether or not children are present; 
nor is it allowed at any preschool-sponsored activity where children are present. 
 

COMMUNICATION 
 
Please read and complete our “Teamwork Pledge”.  We welcome your comments, suggestions 
and concerns. Open communication is vital to your child’s successful experience at the School 
of Imagination. Please speak with your child’s teacher directly if at all possible. (Set up a time 
through the office to speak with your child’s teacher outside of class time so that the teachers 
can carry out their responsibilities to all of the children in the class). If you still have concerns or 
comments, you may speak with the director. 
 
We will try to get important information out to all parents as efficiently as possible. Please check 
the bulletin board posted in your child’s classroom. Every day, at the end of every class, check 
your parent files as well as your child’s cubby for important treasures and other forms of 
communication, such as the School Newsletter. 
 
Please take advantage of the many channels of communication which are available to you 
including: Parent-Teacher Communication Forms, bulletin boards, email, parent files, cubbies, 
newsletters, parent survey and Parent Advisory Council meetings (second Thursday of each 
month at 7pm.). 
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CONFIDENTIALITY 
 
Please do not ask the teachers about confidential matters which do not directly involve your 
child. Our teachers are instructed to answer questions about confidential matters with a 
response such as: “I can’t talk to you about confidential matters which do not directly involve 
you or your child.” 
 
Any discussions about your child/children will be conducted out of their hearing range. 
 
PARENT PARTICIPATION 
 
All families are highly encouraged to become involved in the School of Imagination.  Join the 
Parent Advisory Council, get help from the Parent Support Network at 1-877-KIDS-TLC ext.705, 
write them at parents@schoolofimagination.org, or help in your child’s classroom. We believe 
that a quality school can only be realized through community effort! Parents, team members, 
children and community must work together to create a wonderful learning environment for 
every child. 
 
FAMILY MEETINGS 
 
We hold family meetings, for parents of preschoolers, about 3 times per year, and for parents of 
preschoolers, at least once per year. You may ask for additional time with your child’s Teacher 
or Lead Teacher whenever you wish. You child’s teacher may request a family meeting to 
update you regarding your child’s progress. Family meeting’s help us get to know each other 
and focus on your child, his or her unique development and special qualities. You know your 
child best, and can offer such valuable insights to us. 
 
THE PARENT ADVISORY COUNCIL 
 
The PAC plans parent involvement, family activities and fundraising at the school. It also 
provides advice to the School of Imagination Board of Directors on many areas of policy. Every 
parent is automatically a member. The PAC meets the second Thursday of each month at 7 pm 
and everyone is welcome. Each parent can then become a part of a committee to help in a 
specific area of the school’s development or with special events. Get involved! You can find out 
about upcoming meetings and activities by checking www.schoolofimagination.org/pac.  
 
PARENT SUPPORT NETWORK 
 
Support for parents is one of the touchstones of the School of Imagination’s approach. This 
support enhances the educational experience of students and provides the right services for 
each family. The school gives parents the peace of mind that comes from knowing their children 
are being taught, guided and cared for by highly trained and caring teachers. Because parental 
involvement is a key component in student motivation and success, daily parent/teacher 
communication is an essential ingredient to the success of students and the school.  

Sometimes there is no better source of information or support than another parent. To get 
information about resources in your local area or to connect with another parent contact our 
Parent Support Network.  
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·  Join our Online School of Imagination Group for the latest info and access to support. 
·  Email parents@schoolofimagination.org. 
·  Call 925-829-9552 ext. 705 to leave a message for a Mentor Parent. 

 
VISITING THE SCHOOL 
 
We welcome you to visit the School at any time. It is our pleasure and your right to enter 
whenever you wish. If you have the time to participate in a regular basis, there are many ways 
you can get involved! The SOI belongs to all of us. We look forward to seeing you and want you 
to feel welcome and comfortable. 
 
VISITORS 
 
All visitors should check in with the Director and sign into the Visitor’s Log Book. Children 
accompanying parents during a visit must stay with their parents and be supervised by their 
parents at all times. 

 
SPECIAL EVENTS 
 
We believe that a quality school can only be realized through community effort. Parents, team 
members, children and the wider community working together and communicating in many 
ways. Throughout the year, events for parents and families will be planned, including social 
gatherings, class programs, problem-solving meetings, educational speakers, and family 
picnics. We will try to plan these in creative ways so that all of you can participate in some 
events no matter what your work schedule! 
 
FUNDRAISING 
 
As you know, parent tuition does not cover the full cost of the high quality service that we 
provide at School of Imagination. Fundraising must fill in the gap in order to provide educational 
materials, special projects funds, and equipment needed each year. School of Imagination 
actively seeks donations and grant, and funds from Corporations and Foundations. Sometimes 
parent assistance is critical to securing a contribution from a parent’s employer. The School of 
Imagination Board of Directors holds an annual benefit which we hope every parent will support. 
The Parent Advisory Committee plans fundraising activities each year that are often fun as well 
as income generating!  
 
Please use all of your resources to help us make SOI wonderful for all of our children! 
 
CHARITABLE GIVING 
 
One very special way that you can support the efforts of the School of Imagination Community 
is through the gift of real money. You may think, “Oh, I pay lots of tuition. That’s the best I can 
do.” If that is your situation, we wouldn’t want to request any further imposition. However, if you 
donate to environmental groups or religious organizations or any other non-profit, consider 
earmarking a portion of your charitable giving to School of Imagination. Any donation is 100% 
tax deductible and we will provide a receipt for your tax records.  
Thank you for your help and Support! 
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BEQUESTS 
 
When planning your estate or the estate of a parent, consider leaving a bequest in the name of 
School of Imagination. Money allocated in this way may help defray the tax liability for your 
surviving family. As with any tax-deductible donation, it is important to consult your tax preparer 
or accountant for advice. 
 

 
ADVOCACY 
 
Anyone who works with children in education and/or childcare knows that fundraising and 
parent tuition continues to put the financial burden of raising children on families. This 
philosophy denies the heavy financial drain on families in this increasingly difficult economy. In 
order to make real changes in programs that serve young children the total community will need 
to reassess their spending and focus on early intervention including childcare, special needs 
children and education.  
 
We have to be our children’s voice. It’s our responsibility to see that legislators enact legislation 
that supports families and children; progressive taxation, parks, schools, child care, health care, 
and other things that enhance the quality of the lives of children. You can make a difference. We 
have the information that can help make you an educated voter. We can be partners in 
advocating for children. 
 
For further discussion…  
If you have any questions or concerns, do not hesitate to bring it to your child’s Lead Teacher or 
Director. We work as a leadership team committed to making School of Imagination a special 
place for families. We want to know your thoughts! They will help us provide the best care for 
your child. 


