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WELCOME 
Welcome to The Hill Preschool (The HPS).  We are pleased that you have chosen The Hill 
Preschool as your child’s first school experience.  Your choice demonstrates a commitment to 
the mission and philosophy of the school. 
 
The school administration, HPS Board of Directors and teaching staff look forward to working 
with you to assist with the social, emotional, cognitive and physical development of your child in 
a safe and nurturing environment. 
 
The policies and procedures outlined in this parent manual (the Parent Manual) exist to facilitate 
a mutual working relationship between home and school in the best interest of the child.  The 
policies and procedures outline the process, expectations and responsibilities of all who are 
involved. 
 
The administration and HPS Board of Directors reserve the right to amend any and all 
policies and procedures at any time.  The administration and HPS Board of Directors also 
reserve the right to rule on any issue or event that may not be covered in this Parent Manual. 

Nondiscrimination Policy 
The Hill Preschool (HPS) complies with all applicable laws and regulations concerning equal 
opportunity and nondiscrimination.  It therefore operates all aspects of its program without 
regard to race, color, religion, sex, national origin or sexual orientation. 

SECTION ONE:  School Philosophy and Governance 

Organization of the Cooperative 
The HPS is a private, non-profit, cooperative preschool operated by The Hill Preschool, 
Incorporated.  All parents of children enrolled in The HPS are members of the cooperative.   
 
The HPS is governed by an elected Board of Directors: President, Vice-President, treasurer, 
secretary, parent “at-large” representatives, and an alumni and community representative.  One 
HPS staff member attends each Board meeting and the Director is a continuing member of the 
Board.  
 
The monthly Board of Directors meetings are open to all parents and staff of The HPS.  As a 
parent cooperative, The HPS welcomes all parents to participate in these meetings.  The Board 
makes long-term development and policy decisions.  The daily programs of The HPS are carried 
out by the Director, who is hired by and reports to the Board.  The Director hires the professional 
staff.   
 
The parent representatives on the Board, and each classroom’s Room Parent(s), play key roles in 
keeping lines of communication open between the teachers, the parents and the Board.   
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History and Philosophy 
The Hill Preschool is a non-profit corporation that provides high quality early education and 
nurturing care for young children, two years of age through their five-year old year.  The Hill 
Preschool also provides parent support to facilitate the growth of healthy families.   
 
The HPS began as a playgroup in one parent’s basement and continued to expand as its 
reputation spread.  It was incorporated in 1972 and is fully licensed by the District of Columbia’s 
Office of the State Superintendant of Education (OSSE).  The rules and regulations that govern 
the school are kept on file in the Director’s office and are available for review at any time.   
   
The HPS seeks to make a child’s first educational experience a positive one that provides a solid 
foundation for a life of learning and personal growth, and creativity.  Young children learn most 
effectively through their experiences, and The HPS teachers offer a curriculum rich in learning 
opportunities designed to stimulate, challenge and enrich the young child.   
 
Attention is given to all developmental areas: emotional, social, language, physical and 
cognitive.  Since language is critical to every area of young children’s development, the teachers 
model communication techniques during all parts of the day.  This facilitates the development of 
vocabulary as well as skills for self-expression, problem-solving and conflict resolution.  While 
the program has established goals for the children, it is flexible enough to meet the needs of each 
child as he/she develops.   
 
The classroom teachers are chosen for their education and experience as well as for their 
patience, empathy, nurturing qualities and creativity.  Each of the lead teachers possesses a 
Bachelor’s degree in Early Childhood Education or a related field  with a minimum of 15 Early 
Childhood Education credits, or an Associate’s degree in Early Childhood Education.  The 
teacher assistants all  posses or are working toward their Child Development Associate's 
Credential. The Director has a Bachelor’s degree or advanced degree in education and education 
management experience.  There are four classrooms that accommodate children ages two 
through five years old: Caterpillars, Bumblebees, Butterflies and Grasshoppers. 

SECTION TWO:  Program Model and Structure 
As mentioned above, The HPS has four classrooms in which children are divided according to 
their age.  Spaces occasionally become available in classrooms during the school year.  Because 
of this occurrence, there is a possibility that some children will be transitioned to another class.  
When and if this transition occurs, The Hill Preschool will notify the parents to assist with a 
smooth transition for their child.  Presently, the HPS has no provisions for children with special 
needs.   

Program Model  
The philosophy of The HPS is based primarily on Piaget’s theory of preoperational development.  
During this stage children begin to notice properties in the objects that they explore and discover.   
The classrooms are designed to challenge the children’s cognitive development (making sense of 
the world around them through play and verbal interactions among peers and teachers).  You will 
also find an atmosphere in which children feel safe and that their basic needs are being met.  This 
is in keeping with the theories of Maslow.    
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The philosophy of The HPS is accomplished through a play-based curriculum and child-centered 
learning opportunities.  The teachers serve as facilitators in the classroom environment.  In this 
role, they encourage positive social interactions, stimulate language development and provide a 
variety of learning opportunities.  Children’s individual interests are closely observed and 
encouraged so that each child experiences success and challenge.  Creative expression is highly 
valued in all areas of the curriculum.  We emphasize the visual and performing arts through 
singing, dancing and creating art.  Children attend many arts and performing arts events that are 
offered by the Smithsonian.   
 
All classroom teachers emphasize children’s language development.  You will hear teachers 
asking open-ended questions and modeling language which enables children to verbalize a 
variety of solutions when problem solving.  Teachers also model language to express thoughts 
and feelings in an acceptable way.  Circle time, story time and facilitated games and activities are 
opportunities during which children are encouraged to express their thoughts and opinions.   
 
There are times throughout the day when children will meet as a group, both in large and small 
groups.  An example of a large group would be circle and music/movement time.  Small groups 
allow for more individualized attention.   
 
The Creative Curriculum is used as a very resourceful tool for implementation and support for 
planning activities that focus on all developmental needs of the child, while continuing to allow 
the child to have choices and extend their growing creativity. 

Program Structure  
Caterpillar Classroom  
Caterpillars are our youngest class.  
Children must be two in order to attend The Hill Preschool program.  The teacher/child ratio is 
one to four. 
 
The core of the Caterpillar curriculum is based on building trust, understanding relationships and 
following safety rules. Teachers model for children an effective way for expressing their 
feelings, wishes, needs and wants.  Since children find comfort in understanding and knowing an 
environment’s routines, teachers work with children to recognize the classroom expectations, 
organization and daily structure.  Teachers also promote children’s ability to make decisions 
independently and problem solve.  Teachers strive to create a safe and supportive environment 
that allows the children to develop a strong sense of self and self-confidence.   
 
Families are asked to arrive no later than 9:00 a.m. to allow children transition time to settle into 
the day before circle time begins.  Every effort should be made to have your child arrive 
promptly.  It can be difficult for the child to separate from his or her parent and transition when 
he/she arrives late.  Please expect your child to engage in all of the following activities: playing 
with toys, dabbling in art, imitating and pretending, enjoying stories and books, tasting and 
preparing food, exploring sand and water, having fun with music and movement and going 
outdoors.   
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Children are not expected to be potty trained. However, they are given the opportunity on a daily 
basis to use the potty and become familiar with the potty training process. 
 
Bumblebees, Butterflies and Grasshoppers 
Bumblebees and Butterflies are our middle classrooms.  
 
Our Butterfly students typically have turned three years old before entering the classroom or turn 
three years old early in the school year. Our Bumblebees are a minimum of two years and six 
months old at the start of the school year.  
 
Grasshoppers are our oldest classroom. Grasshoppers typically are four or five years old. We are 
licensed to serve children through their five year old year (up until their six year old birthday). 
Grasshoppers are required to be potty trained upon entering the classroom. 
 
 
The Bumblebee, Butterfly and Grasshopper curriculum builds on the framework established in 
the Caterpillar classroom.  The focus is on a print and content-rich environment that stimulates 
enhancement of language, critical thinking and leadership skills.  There is a strong emphasis on 
interest areas with teachers providing the children with a multi-sensory approach to learning – 
the topics are incorporated into all parts of the classroom and daily schedule.  Walking into the 
classroom, children can be observed engaging in independent activities that occur in various 
areas, such as housekeeping and dramatic play.  The blocks area and the sensory table (sand, 
water, etc.) allow the children to develop their spacial orientation and fine motor skills, as well as 
explore different textures and temperatures of different materials. The music and library areas 
allow the children to explore words, music and stories and develop discussions as well as dance 
and make music that express their own creativity.   
 
The teachers in these Classrooms are aware of the skills needed for children to be successful in 
educational programs leading up to Kindergarten.  They focus on these needs throughout the 
daily activities.  An example would be children being made aware of the alphabet through 
games.  A teacher may ask “I wonder who has a “J” in their name.”   
 
SECTION THREE:  Location, Hours of Operation, Application Process, 
Tuition & Fees 

Location and Hours of Operation   
The Hill Preschool is housed in the Washington City Church of the Brethren at 4th Street and 
North Carolina Avenue, SE, a few blocks from the United States Capitol.  The school has no 
religious ties to the church and no religious affiliation.  As part of its ministry, the church 
operates a soup kitchen on the ground floor of the building from 11:30 a.m. until 1:30 p.m., 
Monday, Tuesday, and Friday.  The entrance to the soup kitchen is on the 4th Street side of the 
building.  The 4th Street door should not be accessed by The Hill Preschool at any point 
throughout the day. It is only used by The Hill Preschool in case of an emergency. 
 
The entrance to The Hill Preschool is through the glass doors on the North Carolina Avenue side 
of the building.  An electric card access system is utilized and the card swipe is located at the left 



The Hill Preschool Parent Handbook  7

of the doors.  Each family is issued an access card upon enrollment and additional cards may be 
requested.  There is a $25 deposit for each card. The deposit is refunded when the card is 
returned.  There is a $25 charge for card replacement.   
 
The Caterpillar classroom is located on the first floor of the church building.   The Bumblebee, 
Butterfly and Grasshopper classrooms are located on the second floor.  The Administration’s 
(Director, Assistant and Finance Manager) office is also located on the second floor.  There is a 
key code entry system at the door to the Caterpillar classroom and at the door to the second floor 
hallway where the Bumblebee, Butterfly and Grasshopper classrooms are located.   
 
The Hill Preschool uses Wee Care Playground (located on D Street, SE between 4th and 5th 
Streets) for outdoor play time. Occasionally, the classes also use parks in the neighborhood, 
including Marion Park (4th and E Street, SE) and Garfield Park (3rd and G Street, SE)..   
 
The Hill Preschool is open year round, Monday through Friday, from 8:00 a.m. until 6:00 p.m.  
The school offers part-time as well as full-time enrollment.  Minimum enrollment is two half-
days (T/TH) per week.  Transportation is not provided. 
 
The Hill Preschool operates a year round program for the Caterpillar, Bumblebee, and Butterfly 
classes.  The Grasshopper class operates until mid June and begins a Summer Program from the 
end of the DCPS school year until the second or third Friday in August.  The school year is 
considered to be from the first Tuesday after Labor Day in September through the end of the 
second or third week of August.  Children returning for a consecutive school year are given 
preference, but are not automatically enrolled:  each current family desiring admission must re-
apply.  Information about the Summer Program is generally distributed to parents in late 
February. 

Admission Eligibility and Procedures for Enrollment 
To be admitted into the program, children must be two years of age in the year they will enter the 
school.  The school year begins the day (Tuesday) after Labor Day.  Families with children 
who turn two after September 1 and are interested in enrolling their children for the 
current school year are required to sign the school contract agreement and begin paying 
the tuition charged even if their child does not begin the school year in September. 
 
 Both custodial parents are required to sign the enrollment contract.  The enrollment contract 
will not be accepted without both custodial parent/guardian signatures. 
 
Full time children are given priority for future years’ enrollment.  In-house applications for the 
next academic year are typically due by the first Monday of February each year. Enrollment 
preference is given in descending order to: current full-time students, current part-time students, 
siblings/alumni families, Jenkins Hill students, full-time new students, part-time new students.  
All information must be submitted and is confidentially maintained.  Children’s 
information is not released without written parental permission. 
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Information on vacancies and applications for enrollment can be obtained by e-mailing the HPS 
office at thehillps@verizon.net or on The HPS website at www.thehillpreschool.org.  (Under 
Forms). 
 
Enrollment options are as follows:  

 
1. Two Mornings (8:00 a.m.-1:00 p.m.) Tuesday and Thursday 
2. Three Mornings (8:00 a.m.-1:00 p.m.) Monday, Wednesday and Friday 
3. Five Mornings (8:00 a.m.-1:00 p.m.) Monday through Friday 
4. Two Mornings + nap (8:00 a.m.-3:00 p.m.) Tuesday and Thursday 
5. Three Mornings + nap (8:00 a.m.-3:00 pm) Monday, Wednesday and Friday 
6. Five Mornings + nap (8:00 a.m.-3:00 p.m.) Monday through Friday 
7. Two Full Days (8:00 a.m.-6:00 p.m.) Tuesday and Thursday 
8. Three Full Days (8:00 a.m.-6:00 p.m.) Monday, Wednesday and Friday 
9. Five Full Days (8:00 a.m.-6:00 p.m.) Monday through Friday 
   

Tuition and Fees  
Parents contract for time on a school-year basis, and pay tuition on a monthly basis.  Part-time 
families may purchase “extra-time” to increase the hours of enrollment when space is available.  
Extra time must be requested by noon of the day prior to the time that is needed.    Schedules are 
arranged, as much as possible, to meet the needs of the families while maintaining full 
enrollment.  Parents will be charged the extra time fee if they pick up their child later than the 
original paid schedule.  Please arrive five minutes early to avoid late charges.  
 
Tuition Payment: Tuition must be paid for the entire contract period even if a family is 
scheduled to be away on vacation.  Adjustments are not made for children enrolled in the 
Caterpillar, Bumblebee or Butterfly groups even though the program shuts down for two weeks 
in August.  Incoming families are required to pay both the security deposit as well as the first 
month’s tuition at the time of signing the yearly contract in order to reserve the slot for their 
child(ren) for the upcoming academic year.  Since children are not eligible to begin until the age 
of two, families desiring to start their child when he or she turns two during the present 
school year must sign a contract agreement and pay tuition for the months prior to their 
child’s start in order to hold the space. 
  
Application Fee: A non-refundable $100. 
 
Security Deposit: A security deposit, along with the first month’s tuition is required at the time 
of signing the yearly contract.  The security deposit is not used as the child’s last month’s tuition 
payment, but is refunded at the conclusion of a child’s enrollment, assuming all other financial 
obligations have been met.  If a family's plans change after signing a contract for the 
upcoming school year, but before the school year begins, including but not limited to 
withdrawing their child(ren) before the start of the school year, the security deposit and 
one month's tuition will be forfeited.  If significant schedule changes are made, e.g. additional 
days, the security deposit will be increased to reflect the new schedule.  
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Annual Fees:  An annual fee for materials, an annual fee for field trips, and an annual fee for 
extra-curricular activities is charged.  All annual fees are determined by the selected attendance 
schedule indicated in the family's contract with The Hill Preschool. 
 
Scholarships: A scholarship program may exist to provide financial assistance to children in 
need.  All scholarships are partial payment of tuition.  Applicants must meet eligibility guidelines 
established by the Board of Directors, which approves all scholarships.  Contact the Director for 
further information.   
 
Late Payment Fee and Procedures: 
 $15 for payments received after the 10th of the month 
 $30 for payments received after the 19th of the month 
 $45 for payments received after the 30th of the month 
 
If a family is more than two months behind on tuition payments, or if a family has failed to pay 
tuition on time for a second time during the school year, the following rules will apply:  
 
a. In the second month of any delinquency, prior to the monthly Board meeting, the family 
will be notified that there is a pending dismissal action.   
 
b. The family will have the opportunity to petition the Board, present mitigating 
circumstances and a written payment plan to cure the delinquency, prior to the monthly Board 
meeting. 
 
c. The Board will consider the above, in addition to the family’s payment history, and 
determine whether or not to enter into a payment plan. 
 
d. If a payment plan is approved, it will be strictly enforced.  If the payment plan is not 
approved, and the delinquency is not cured by the end of the month, the delinquent amount, the 
current month’s tuition and all applicable late charges must be paid in full by the tenth of the 
following month to avoid dismissal.   
 
e. If The HPS does not receive the full amount by that date, or if the payment plan is not 
adhered to by the family, the child will be required to withdraw immediately and collection 
proceedings will begin.  The child’s space will not be held pending payment.  Re-admission will 
be subject to space availability and Board review. 
 
Late Pick Up Fee:  
$20 for the first 15 minutes and $2.00 per minute thereafter 
 After 1:00 p.m. for the morning session; 
 After 3:00 p.m. for the nap session; and  
 After 6:00 p.m. for the full day session 
 
Returned Check Fee: A $35 returned check fee will be assessed for all checks returned to HPS 
for non-payment.  Please expect this charge to appear on the next month’s bill.   
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SECTION FOUR:  Mandatory Parent Participation in the Co-op, 
Communications, and Fundraising 

The Co-op Point System 
The program and structure of The HPS encourage close involvement of parents in their child’s 
formal education.  However, unlike many school cooperatives, parents are not required to teach 
or provide daily assistance in their child’s classroom. 
 
Parents participate in the cooperative primarily by setting operating policy, performing 
administrative tasks, helping to maintain the facilities, and volunteering their professional 
services or time.  Parents help The HPS by chaperoning field trips or participating in a variety of 
school projects and events.    
 
The HPS cooperative is operated on a point system.  Families are required to contribute six 
points per semester.  Points are earned by participating in volunteer activities.  Families should 
record all volunteer points by entering the co-op points that they have earned in the electronic co-
op book, or in the classroom co-op books.  Each volunteer activity has been assigned a point 
value as shown on the following chart, and additional volunteer activities may be assigned a 
point value by the Board or Director as the need arises during the school year: 
 

Volunteer Activity Possible Point 
Value 

Grocery Shopping for the class for the week (required on a rotation basis) 
 
1 point for doing the shopping and bringing the groceries to class on 
Monday morning. 
1 additional point if you donate the value of the items purchased (please 
remember to ask for a tax receipt.) 
 

2 points  

Chaperoning for field trips 
 

4 

Nap Sitting 
 

1 per hour 

Clean-up Days  
 

2 per two hours 

Co-Op Points Coordinator 
 

6 

Room Parent (for the year) 
 

6 

Emergency Supplies Coordinator 
 

4 

Board of Directors’ Service 6 fall, 6 spring 
 

Ad hoc volunteering (coordinate with Director or Board Chair) 
(Staffing information and community fairs, assisting in HPS office, etc.) 

1 per hour 
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There are two clean-up days per year, typically one in November and one in April.  
Participation in one clean-up day is mandatory for all families.  If unable to fulfill this 
obligation, a family can pay for the two required hours so that the school can hire help to 
complete clean-up tasks.  The fee for this is $100 ($50 per hour.) 
 
Families who earn more than six volunteer points per semester will have their excess points 
rolled over to the next semester.  However, volunteer points do not roll over from year to year.  
There are no rebates for exceeding volunteer requirements.  Parents are asked to log all their 
points in the class co-op book or in the electronic co-op book so that the co-op coordinator 
can summarize and track these points on a quarterly basis.   Please be aware that services 
equating completion of co-op points does not exclude you from mandatory participation 
requirements, i.e. grocery shopping and clean-up day(s). 
 
While The HPS believes participation in point-related activities is a great way for families to be 
involved in their child’s education, it recognizes that some families have circumstances that 
make participation difficult.  Because activities not performed by families must be performed by 
paid staff, families have the option of buying their volunteer points for $50 each.  Families that 
have not earned the required points will be billed $50 per point needed in February and again in 
June.   

Room Parents 
All classes have a room parent who works with the teachers to organize classroom activities, 
send out reminders, and help to plan events.   

Classroom Communication 
The classroom calendar serves as a regular form of communication between the classroom 
teachers and the parents. The teachers prepare a classroom calendar listing weekly activities, and 
field trips, and special requests for class participation (i.e., wear green on “Green Day” during a 
week on color).   
 
The HPS values the diversity of its community and places great importance on a curriculum 
reflecting our community.  Throughout the year, the teachers plan activities incorporating a 
variety of cultural traditions.  Families are encouraged to communicate their own customs and 
traditions and to share them with the classroom.  This can be done in a variety of ways, such as 
donating a book or materials for the classroom and/ or presenting an activity to the children.   
 
While the calendar serves as the central means of informing parents about field trip plans and 
other special events, it is also an important tool for helping parents share their child’s 
experiences at The HPS.  By referring to the calendar, parents can talk with their child about 
upcoming activities and have a basis for asking questions about each day’s events.   
 
The teachers also maintain contact with parents through written notes and telephone calls.  The 
best time for telephone calls is between 1:15 p.m. and 3:00 p.m.  Parents are encouraged to 
discuss any questions regarding calendar and daily activities with the teachers directly.  
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Monthly Reminders and Updates  
Information about school happenings and reminders about important dates and events are shared 
with families on a regular basis via e-mail.  Since this is one of the primary means of 
communication between home and school, it is important to review all of the information 
carefully.  Forms and notices requiring responses are often included and a prompt reply is 
important to the school’s efficient operation.  
 
Alert Now System 
Keeping parents informed is a top priority at The Hill Preschool.  That’s why we have adopted the 
ALERTNOW Notification Service which will allow us to send a telephone or e-mail message to you 
providing important information about school events or emergencies. We use ALERTNOW to notify 
you of school delays or cancellations due to inclement weather.  In the event of an emergency at 
school, you can have peace of mind knowing that you will be informed immediately by phone, as 
technology allows. 
 

Parent/Teacher Conferences   
Parent-teacher conferences take place twice a year, one in Fall and one in Spring.  Notices will 
be emailed about upcoming conferences.  A sign-up schedule is posted in each classroom with 
listed times for conferences.  Please respond promptly so that a time is scheduled for you to meet 
with your child's teacher.  Phone conferences are also acceptable. Conferences can also be 
requested at any time during the school year by parents or staff.   
 
Grievances 
Any parent with concerns about the program or issues related to his/her child should contact the 
Director.  If issues and/or concerns cannot be resolved with the Director, the parent may request 
a meeting with the HPS Board of Directors. 

Events 
Parent Orientation - Prior to the start of the school year, an orientation meeting is held for new 
parents; however all parents are encouraged to attend.  The orientation allows families to meet 
the teachers.  The Director also has the opportunity to review the daily routine and answer any 
questions that parents might have concerning the start of the new school year.  Parents also have 
time to make any needed payments, purchase key cards, and drop off some of their child’s 
needed items.  Doing so allows parents to have “free” hands for their children on the first day of 
school.  
 
Parent Night occurs after the opening of the new school year before the end of October.  The 
entire HPS staff is introduced as well as the Board of Directors.  General information concerning 
The HPS and the Board is discussed.  Parents also have the opportunity to visit their children’s 
classrooms where the teachers will review their daily routines and yearly goals and objectives. 
 
Parents are also invited to events during the school day throughout the year.   
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Fundraising 
Although tuition and fees remain the major source of funding for The HPS, fundraising events 
are also necessary to support The HPS financially.  Fundraisers may assist the scholarship 
program, cover expenses for replacement of furniture and equipment, and fund capital 
improvements of the facility.  Fundraising can also support bonuses for the staff.  
 
The school has a number of fundraising opportunities during the year, and most parents find 
these opportunities easy and rewarding ways to participate in their children’s preschool.    
 
Annual Giving Drive.  The Annual Giving Drive is the major fund raising event and occurs 
from January through [March].  For the past nine years, the goal has been an average tax-
deductible donation of $500 per family.  $150 of the $500 is portioned into a separate capital 
fund to cover facility improvements and related costs.   
 
Product Sales.  The HPS may also organize a variety of sales-based fund raising projects. 
 
Affinity Programs.  One of the easiest ways for parents to take part in fundraising is to register 
and participate with the various affinity programs the HPS has established with Harris Teeter, 
and also programs established with Amazon, Mabel’s Labels and other similar programs, which 
may vary each year.  
 
Contact the Fundraising Committee Chair for more information on any of these fundraising 
opportunities. 

SECTION FIVE - General Information, Daily Schedule, and Policies 

Annual Calendar 
At the beginning of each school year, the Director and Board will prepare and distribute an 
annual calendar listing school closings and notable events.  Dates are subject to change at any 
time, but families will be notified immediately. 
 
The school will be closed on the following days/dates: 
 
All federal holidays, the Friday after Thanksgiving, Christmas Eve through New Year’s Day, 
Spring Break (follows DCPS calendar dates), DC Emancipation Day, Inauguration Day (every 
four years), Staff Professional Development Week and Summer Break, which occur the last two 
weeks in August, as well as four other professional development days throughout the year 
aligned with DCPS.    

Arrival Policies 
Arrival time is between 8:00 a.m. and 9:00 a.m. daily.  Children are expected to arrive to school 
no later than 9:00 a.m. in order to allow for sufficient time for transitioning into the classroom 
before the beginning of group activities.  This time also allows children to choose and play in 
centers at the beginning of each day of attendance.  It is also an opportunity for the children to 
experience interaction with their peers.  Children who arrive as this time is ending or later can 
sometimes become upset since they did not have the opportunity afforded the other children.  
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The Hill Preschool is not a “babysitting”/drop-off service and makes every attempt to provide a 
nurturing, educational environment.  It is important to us that the children arrive during the 
requested arrival time. 
 
When bringing children to The Hill Preschool, parents must escort their children into the 
classroom.  Children under the age of 18 may not escort or pick-up a child.  Parents and/or 
caregivers must bring all children into the school and sign in and out every day.  Teachers will 
not transfer any child outside of the school.  If you are late arriving to school, and your child’s 
class is gone, you will have to take your child back home.  You are not permitted to take 
your child to meet the class at any time.  Parents are not permitted to drop off their children 
and leave them in the administrative office since there are occasions when the administration is 
not available.  
 
Please call the office if your child will be absent or late.  This helps the teachers to provide 
responses on the availability of space in the class to parents who have requested extra time for 
that day.   

Pick-up Procedures 
Pick-up for the morning session is between 12:30 p.m. and 1:00 p.m., following lunch.  Pick-up 
for the morning with nap option is between 2:45 p.m. and 3:00 p.m.; pick up for the full day 
option is between 5:00 p.m. and 6:00 p.m.  When picking up children, please sign your child out, 
check the parent board for notices and daily summaries, check the cubby for announcements and 
correspondences, and collect your child’s artwork.  All children are picked up from the school 
premises only.  If you arrive prior to the children’s return from the park or playground, please 
wait for their return to the school.  Children picked up after hours of licensed operation are 
charged for late pickup. 
 
The staff will not allow anyone other than the custodial parent or authorized person to pick 
up the child unless written permission for an alternate person to pick up the child has been 
received by The Hill Preschool.  Authorized adults are required to be 18 years old or older.  
Staff members will ask for identification from authorized people with whom they are 
unfamiliar.   

Withdrawal/Dismissal Policy 
A child’s schedule for a given school year may not be reduced at any time during the current 
year without authorization from the director.  Families may pick their children up early or take 
their child out of school for vacations, etc., but they will be financially responsible each month 
for the amount of time they have contracted with the school.   
 
Two months’ written notice by hand-delivery to the Director, certified mail or e-mail 
(thehillps@verizon.net) is required if a family wishes to withdraw their child from the school. 
The family is also responsible for two full months’ tuition following notification of intent to 
withdraw. This payment will not be prorated. The Enrollment Contract Security Deposit is not 
applied to a child’s last month’s tuition at The Hill Preschool, but is forfeited to the HPS if the 
child leaves before the end of the school year.  Families should also have completed all of the co-
op points prior to withdrawal.  If all are not completed, the family is charged $50.00 per hour for 
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each remaining hour.  The family’s tuition should be paid as well.  The finance manager sends a 
letter to the withdrawing family listing these procedures.   
 
The Hill Preschool can terminate a child’s enrollment for cause, including but not limited to the 
following: 
 The child’s tuition is not kept current; 
 There is no up-to-date health certificate, immunization record, and/or oral health form on file 
for the child; 
 The child’s needs, in the view of the staff, cannot be met by the program; 
 The family’s needs cannot be served within the scope of the school’s policies or practices; 
 Non-compliance with any school policies or practices; or 
 Abusive or disrespectful behavior including, but not limited to, biting, forceful hitting or          
      other aggressive behavior(s). 
If The HPS determines that a child’s needs cannot be met by the program or the child’s family’s 
needs cannot be served within the scope of the school’s policies, or practices, and the child’s 
enrollment is thus terminated, all funds obtained for the purpose of registering the child to The 
HPS will be returned with the exception of the application fee. 

Personal Property 
Required items at school: 

 Tote bag or back pack and/or lunchbox 
 Two complete sets of extra clothing in your child’s bin (season appropriate including 

underwear, socks and mittens.) 
 Diapers (disposable only) and diaper wipes (for Caterpillar, Bumblebee, and Butterfly 

children) 
 Bathing suit, towel and sunscreen (during the months of June, July and August.) 

 
*Please see the School Supply List on our website for details 

 
Children must wear rubber-soled shoes, sneakers, or closed-toe sandals at all times.  All 
footwear must fit properly and have secure Velcro fastenings or laces.  Flip-flops, jellies, clogs, 
and Western boots are not permitted, as they are not safe for outdoor play.  If raining/snowing 
and boots are worn, indoor shoes are to be brought separately.   
 
Children should wear “wash and wear” clothing appropriate for indoor and outdoor play.  To 
enable children to be as independent as possible, it is recommended that they wear clothing that 
they can adjust without assistance, such as pants that include elastic waists, large buttons, Velcro, 
etc.  
 
The tote bag/back pack/lunch box is taken home at the end of each day with artwork and school 
correspondence.  Nap mats are sent home every Friday for washing. Please bring them on your 
child’s first day of school the following week.   
 
The application of sunscreen (during the summer time) to children attending The HPS in the 
morning is the responsibility of parents.  The HPS staff will apply sunscreen in the afternoon to 
children enrolled for the full day programs.  Families are required to complete a “Medication 
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Authorization Form” in order for teachers to apply sunscreen.  All children must bring 
sunscreen with them to school in the original container and it should be labeled with your child's 
name.   
 
Please label all personal items.   

Lunch and Snacks 
The Hill Preschool provides nutritious morning and afternoon snacks.  For safety reasons some 
foods are not permitted on school premises, such as  popcorn, grapes, hot dogs, peanut 
butter and nuts of any kind. 
 
Since The HPS does not provide lunch, children are to bring lunch from home.  The foods listed 
above are not to be sent to school, and a longer list of foods to avoid is provided during 
orientation day.  If they are sent, teachers will return them in the lunch box.  The school provides 
milk and water, so it is not necessary to send a beverage.  Please refrain from using glass 
containers.  They are a safety hazard to our children 
 
The exception to the lunch guidelines is on field trip days.  When a trip is planned to include 
lunch, parents should send a bag lunch, beverage and disposable utensils.  The classroom 
calendar will note field trip days as well as all other regular specialized programming.   
 
There is a “no-candy” policy at The Hill Preschool.  If children receive candy on holidays, it is 
sent home so that parents can use their own discretion.   
 
The HPS is committed to offering children nutritious and healthy snacks with a focus on fresh 
fruits and vegetables and whole grains.  The snack menu strives to be low in sugar and trans-fat 
free.   
 
A special note regarding allergies.  The Allergy Information Form completed before 
enrollment is the primary way parents should notify the school about any allergies, including 
food allergies.  In addition to the form, as much information as can be provided to the Director 
and teachers in direct conversation and explanation is appreciated so that appropriate steps can 
be taken to prevent allergy incidents.   

Birthdays and other Celebrations 
Children enjoy celebrating their birthdays and other special events at school.  We encourage 
parents to discuss any plans for an in-class celebration with the child’s teacher.  Parents are 
encouraged to assist with parties that involve a special lunch or snack. 
 
For health and safety reasons, all foods for birthdays and other celebrations must be 
commercially prepared.  Foods prepared by parents cannot be accepted and will be 
returned to parents. 
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Field Trips  
Field trips are an integral part of The Hill Preschool program.  To ensure the safety of the group, 
ease of identification and recognition while on a field trip, Hill Preschool t-shirts are mandatory 
for the children.  T-shirts are sold in the school office for $15.00 each. 
 
Metro buses or Metrorail are used for some trips and parents are often asked to assist as 
chaperones.     
 
When field trips are planned, they will be noted on the classroom calendar and the accompanying 
field trip form.  The time of departure will be noted on this form.  Parents should make special 
note of these times, as the class will leave the building at the scheduled time.  Occasionally, field 
trips are canceled because of inclement weather.  If this seems likely, parents are asked to call 
the school after 8:30 a.m. to inquire.  The field trip fee is charged to families’ invoices at the 
beginning of the school year to cover all field trip costs.  It does not include cost for 
chaperones’ public transportation. 
 
For more detailed policies and procedures regarding field trips, please see Appendix A. 

Television 
HPS is a television free school.  We do not have the equipment on site to watch television. 

Discipline 
Positive language and behavior, redirection, negotiation and modeling are some of the 
preventative techniques utilized to facilitate the development of appropriate social skills and to 
discourage aggressive behavior.   The HPS does not permit any type of physical or threatening 
punishment.  The school provides teachers with very specific guidelines on this matter.     

Medical Information 
Before admission to the school, the District of Columbia requires that each child have an annual 
physical exam and that immunizations be up-to-date. All medical forms must be updated 
annually in accordance with DC licensing requirements.  Students will not be allowed to 
attend The Hill Preschool unless all medical forms are current.   

Sick Child Procedures 
The purpose of this policy is to outline the proper procedure of handling illnesses in order to 
protect all children enrolled in the preschool.  If the teachers observe one or more symptoms of 
illness, the child’s parents will be notified.  Because the school is not equipped or staffed to care 
for ill children, parents need to make every effort to pick up children promptly.  The staff 
realizes that this may be inconvenient, but it is a measure taken to minimize the spread of 
infection/illness and to provide a safe and healthy environment for all children.  There may be 
occasions when you will be required to pick up your child even if there is no evidence of 
fever.  
 
In order to minimize the spread of germs, please help your child to the bathroom to wash their 
hands prior to entering the classroom every morning upon arrival.   
 



The Hill Preschool Parent Handbook  18

Signs of Illness: 
1. Temperature: temperature of 100 degrees or above, especially if accompanied by sore 

throat, rash, vomiting, diarrhea, earache, irritability, lethargy or confusion.  Temperatures 
generally peak in the late afternoon and evening and return to normal in the morning.  
Children must be fever free for one full (8 am - 6 pm) school day (without fever 
reducing medication).   

2. Diarrhea: two or more episodes of diarrhea (watery and/or greenish bowel movements 
that look different and are much more frequent than usual), especially those containing 
blood or mucus.  Children must be diarrhea free before returning to school .   

3. Conjunctivitis: Conjunctivitis is an eye infection commonly referred to as “pink-eye”.  
The eye is generally red, with some irritation and a thick discharge and drainage.  
Children may return to school once they have been cleared by a doctor.  

4. Impetigo: Impetigo is a rash that shows up as red pimples that eventually become blisters 
surrounded by a reddened area.  When the blister breaks, the surface is raw and weeping.  
This rash occurs usually in the moist areas of the body such as the creases of the neck, 
groin and under the arms, face, hands or edge of the diaper.  Children may return to 
school once treatment has been administered  and with a physician’s clean bill of 
health letter.   

5. Body Rash: If the rash cannot be identified, a doctor’s note documenting treatment 
and permission to return to school is required.  

6. Vomiting: two or more episodes (especially if it is more than the usual “spitting up”) or 
one episode that is accompanied by fever, diarrhea, lethargy, or irritability.  Child must 
remain at home until the vomiting has stopped completely. .    

7. Cold Sores:  Cold sores, sometimes called fever blisters, are groups of small blisters on 
the lip and around the mouth. The skin around the blisters is often red, swollen, and sore. 
The blisters may break open, leak a clear fluid, and then scab over after a few days. 
Children may remain at school as long as they are able to fully participate, have 
control of drooling, and do not meet other exclusion criteria such as fever. 

8. Head Lice: Children may return after they have received the treatment recommended by 
the child's health care professional. 

9. Contagious Diseases: Any kind including but not limited to: 
Ring Worm - small raised bumps that grow in the form of a circle. Children may return 
once the treatment recommended by the child's health care professional is started.    

10. Strep Throat – the child may return to school no sooner than one full (8 am - 6 pm) 
school day after the medication has been administered and a doctor has given 
clearance for the child to return to school.   

11. Chicken Pox – the child may return to school only with a doctor’s note stating a 
clean bill of health.    

12. Hand, Foot, and Mouth/Coxsackie Virus – Children must remain at home if they have 
fever, excessive drooling, or are uncomfortable and unable to participate in the daily 
activities.     

 
It is the responsibility of the teachers to report any symptoms of illness to the families (if these 
are noticeable during the day).  
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It is the responsibility of the parents to keep their children home if the above symptoms occur 
before leaving home.  Generally the child may not return to school until s/he has been on 
medication for one full (8 am - 6 pm) school day but some illnesses require a longer period of 
exclusion.  A note from a doctor will be required for all conditions requiring medication if it has 
to be administered at school. 
 
An Asthma Action Plan  AND Medication Authorization Form must be on file if your child 
has asthma.  This is a requirement of the District of Columbia. 
 
The school and teachers should be aware of all allergies.  If your child requires an Epi-pen, it 
should be labeled with prescription label and dose; at least two are to remain at school for 
emergencies.  One remains in the classroom and one is in the travel kit that teachers take when 
the children are away from the school.   

Medication  
Parents are required to complete the standard medication authorization form issued through DC 
Licensing Administration in order for teachers to administer any kind of prescribed medication 
to a child.  The medication must be labeled clearly with specific doctor’s instructions. Teachers 
and HPS staff are not allowed to administer non-prescription medications.   
 
Parents must administer the initial dose of a never-before prescribed medication at home.  
Parents must monitor the child for adverse reactions until after the second dose is given and only 
then bring the child to school.   

Emergency Injury Procedures 
Each family must complete an emergency treatment form prior to the child’s first day of school.  
This signed form authorizes a physician to render emergency treatment to a child in the absence 
of a parent.  In case of a severe emergency, the following policy will be implemented: 

 An ambulance will be called; 
 The parent(s) will be called and provided with all information available at the time; 
 The Teacher or Administrator will assess, monitor, and evaluate the situation and will 

serve as a liaison between the paramedic and parents regarding the child’s health and 
medical care logistics; 

 An Administrator or an authorized staff member will ride in the ambulance with the child 
if the parent is not available to do so; 

 An incident report will be completed and, when required, filed with the Department of 
Health; and 

 The Administrator will notify the Board of Directors. 
 
In accordance with licensing regulations, all incident reports will be documented on the DC 
licensing report form.  Copies will be kept in the student file both in class and at the office.   
 
If the situation is not extreme, the parent is notified at the end of the day.  If the situation is 
border line, the parent(s) will be contacted and asked to come and assess the situation in order to 
determine if the child needs further treatment. 
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Emergency Notification and Disaster Response Procedures 
 
In the event of a manmade or natural disaster that requires immediate notification of all HPS 
families, the following procedure will be enacted: 
 

1.  Director conveys available information.  Message sent will be short and will include 
What, Where, When information using the most available technology (email, phone, 
ALERT NOW)   

 
It is each family’s responsibility to provide the office with current, accurate contact information 
in a timely manner, to provide a list of people authorized to pick up the child in case of an 
emergency along with their phone numbers; and to carry with them the emergency contact 
information.   
 
Emergency Preparedness Plan is as follows: 
In case a major disaster occurs during school hours, your children will be cared for at school.    
 
In the event of an emergency, the following procedure will be implemented: 
 

 Director will assess situation based on information provided by the authorities.  
 If HPS current location is deemed to be safe for the children, all school children and staff 

will congregate on the 3rd preschool floor.  Rooms that will be used are first on the left 
and last on the left.  This floor is equipped with food and blankets. 
 

 Director will convey available information.  Message sent will be short and will include 
What, Where, When information using the most available technology (email, phone, 
ALERT NOW)   

 If it is deemed that HPS children must evacuate, alternative evacuation sites are Brent 
Elementary School located at 301 North Carolina Avenue SE, Washington, DC 20003 
and Capitol Hill United Methodist Church at 421 Seward Square SE, Washington, DC 
20003. 
   

 
HPS will care for all the children until an authorized adult picks up the last child.  Tune to your 
local radio and television stations for emergency announcements.  The decision to keep children 
at school and which evacuation site to use will be based upon the nature of the emergency and 
whether or not the streets in the area are open.   
 
Fire Drills 
An unannounced fire drill is held each month throughout the school year.  The procedures for 
exiting the building are posted on the wall of each classroom.  Each fire drill is recorded and 
posted at the end of each drill. 
 
Child Abuse and Neglect 
All Hill Preschool teachers and Staff receive training in the area of child abuse and neglect 
annually. If any of them suspect abuse of a child, he or she is required to report suspicions 
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immediately.  The Hill Preschool also follows the guidelines mandated by the District of 
Columbia and all teachers and staff have received guides outlining responsibilities and reporting 
of suspicions of child abuse. 

Forms 
Before starting school, all children must have the following forms completed on file at The Hill 
Preschool. These forms must be updated each year: 
 1.   Health Certificate 

2.   DC Oral Health Form (for 3 year olds and older) 
3.   DC Child Receiving Care Form 
4.   DC Emergency Medical Treatment Form 
5.   Medication Authorization Form 
6.   DC Travel and Activity Authorization Form 
7.   HPS Emergency Information Form 
8.   HPS Photographic Authorization Form 

 9.   HPS Family Profile and Developmental Checklist 
 10. HPS Parent Manual Agreement Form 
 11. Allergy Health Information Form 
 
Parents are required to let the office know of changes in addresses, phone numbers, doctor’s 
names and addresses.  
 
These forms can be found on the school's website. 

Weather-Related Closing 
In case of snow or other inclement weather, the HPS follows the decision of the DC Public 
Schools (DCPS).   
 
If DCPS opens one hour late, HPS will open at 9:00 a.m.; 
If DCPS opens two hours late, the HPS will open at 10:00 a.m.;   
If DCPS are closed, HPS will be closed; 
If DCPS close at 3:00 p.m. and all afternoon activities are cancelled, the HPS will close at 3:00 
p.m. and all parents will be contacted and asked to pick up their children by 3 pm. 
 
An updated voice mail message will be recorded in the event of a weather related closing.  
Typically, you will receive an ALERT NOW by 7:30 am confirming the school’s status. 
 
If other circumstances arise that may necessitate the closing of The Hill Preschool, the 
Director will make the decision as to whether The HPS will close.  If the decision to close is 
made, parents will be notified as far in advance as possible and will receive an ALERT 
NOW notification as well as an email. 

Contacting Teachers and Office Staff 
Parents should contact teachers directly regarding illness, temporary absence, birthday parties,  
and classroom concerns.  Parents are asked to refrain from calling the teachers during the busy 
part of their day (8:30-9:30 am) unless parents are reporting illnesses or conveying urgent 
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information.  The best time to reach teachers is between 1:15 p.m. and 3:00 p.m. The teacher’s 
line for the Caterpillar Class is (202) 543-5374.  All other teachers use the main phone line (202) 
543-5372. 
 
The HPS office is typically staffed with an administrator between the hours of 8:00 a.m. – 6:00 
p.m.  The main office phone number is (202) 543-5372. 
 
Information in this handbook is subject to amendment by the Director and the Board of 
Directors.  Parents will be notified of changes as they occur.   
 

Appendix A:  Field Trip Information and Guidelines 
 

A. Planning and Preparation 
 
Trips are an integral part of the school’s program, enabling parents and teachers to work together 
to enhance the learning process.  The teachers put much effort into planning trips and attend to a 
myriad of details before the day of the event.  In particular, a lot of thought is given to the 
maximum group size and to the make-up of small groups so that children and adults can be 
combined optimally.  As a result, the following guidelines are in place: 
 

1. The maximum group size for a field trip is the number of children normally scheduled for 
the day of the trip. 

2. Parents are asked to sign up as chaperones for field trips.  Volunteer points are awarded 
for parental participation on a field trip. 

3. Parents are expected to follow through on their trip commitment.  If a parent cancels on 
short notice, it is possible that the whole trip will have to be canceled.  If parents are not 
able to attend after signing up, they are asked to find a replacement and notify the 
classroom as soon as this information is available so that teachers can make 
arrangements. 

4. If a parent needs to be excused while on a trip for any reason, s/he is to notify the 
teachers.  The teachers will re-group the children and make any other necessary 
modifications.   

5. Parents who wish their child to attend a field trip that is taking place on a day their child 
is not enrolled must first consult with the Teacher to ensure that space is available.  After 
receiving the Teacher’s approval, the parent must also pay any appropriate fees for the 
extra time involved in the trip.  The parent must also accompany the child on the field 
trip. 

 
B. Trip Safety 
 
It is the primary responsibility of teachers to provide for the safety of the children on field trips.  
To that end, they assign parents specific children to supervise while on the trip.  Teachers are 
authorized to make changes in the makeup of groups during the trip to ensure safety.  Children 
must stay with their designated adult at all times during the trip.  
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Parents are assigned specific children to supervise while on the trip and are to stay with these 
children at all times.  To enable parents to focus on their group of children and provide for their 
safety, the following guidelines are in place: 

 
1.  Siblings are not permitted on fieldtrips/events, unless the trip has been designated as a 

family outing.  If  the trip has been designated as a family outing, the sibling's parent must 
also attend the trip, and the parent will be responsible entirely for the care and safety of any 
of their children on the trip.  

2. Parents attending trips must function as a chaperone, so that the role of all adults is consistent 
and clear to the children.   

3. The use of cell phones by parent chaperones is not permitted except in the case of an 
emergency. 

4. All children must wear a Hill Preschool t-shirt and a name tag.   Parents are reminded 
that the office phone number is on the tag for use in an emergency.   

5. Children are not to be carried or put in strollers during any part of the trip.   
6. Children must hold hands (with adults or each other) at all times when walking outdoors.  

When walking to and from bus/metro stops, all groups walk together, no group gets ahead of 
the others.  If one group needs to stop, all groups stop.  If one group crosses the street and the 
light changes, the group waits for the others on the corner and then the group proceeds.  
Additional details regarding holding hands when inside or during outside play time will be 
discussed during the pre-trip briefing since the specifics of each trip are different.   

7. Children must stay with their designated adult at all times during the trip.  Teachers are 
authorized to make changes in groups during the trip if necessary. 

 
8. On/Bus/Metro trips: 

a. All individuals on the trip are to board the same bus or car of the train. 
b. Children are to be seated with adults.  If adults and children are not able to be 

seated together, adults are to be interspersed throughout the group.  If necessary 
adults stand so children are able to sit.  

c. Children are to sit on their “bottoms” – not knees please! 
9. Teachers will carry a cell phone for use in an emergency.  All chaperons will be told who has 

the phone during the pre-trip briefing. 
10. Emergency Procedures: 

a. Use the cell phone and call 911 and direct the ambulance to the location to take 
the child to the nearest hospital.   

b. Call an administrator at 202-543-5372 or the classroom 202-543-5374 if an 
administrator is not in office.  If neither an administrator nor the classroom staff 
can be reached, leave a message on the office voice mail.   

c. An administrator or classroom staff on premises will call the parent or emergency 
contact person. 

d. An administrator or staff person arranges the HPS staffing so that the 
administrator or staff person can go to the location and assist with the return of 
the group to the HPS if necessary.   

e. At the site of the emergency, one person waits for the ambulance and directs 
personnel to child if care is needed.   
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f. One person who has witnessed the incident shall accompany the child to the 
hospital in the ambulance.  If enough adults are present to cover the group, a 
teacher is to go in the ambulance as well. 

g. Person accompanying child to hospital will call the HPS office 202-543-5372 to 
update school on condition of child as soon as possible. 

11. At the end of the trip, parents are to make sure that the children in their group are with a HPS 
teacher before they leave the premise. 

12. All HPS children participating in any trip are required to depart from the school and 
return to the school at the completion of the field trip.  At no time may a child be 
permitted to "meet up" with or depart from the group during the field trip.   

 
PARENTS, PLEASE REMEMBER: 
Field trips are an extension of the classroom program and therefore it is important for you to 
focus your attention on the children rather than on the other adults.  We rely on you to help us 
facilitate the learning process.  To that end, please engage the children in conversations to 
maximize their experience in this new environment.  Your close attention will also ensure their 
safety and an enjoyable time for all. 
 
 
 


