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WRC Nursery School 
Employee Procedures Handbook 

 
INTRODUCTION 
Our classrooms are a safe, nurturing environment where children explore and try new ideas. As teachers 
and assistants, we recognize the need to provide learning experiences that stimulate physical, social, 
emotional and cognitive development. We recognize that each child is a unique individual with distinct 
needs. We address these needs by observing, reflecting and responding with developmentally appropriate 
lessons so that each child becomes a successful learner. It is our goal that each child will leave Wyckoff 
Reformed with the tools and experiences needed to succeed in their educational future. 
 
Like all organizations, there must be certain guidelines and regulations under which our staff operates. 
Organizations that provide care and education for young children are under the authority of the Office of 
Licensing (OOL), within the Department of Children and Families.  Non-compliance with regulations could 
result in serious consequences, including loss of our operating license.  It is imperative that teachers are 
thoroughly familiar with our procedures. 
 
Grow NJ Kids 
The WRC Nursery School has been a part of the Grow NJ Kids program since the spring of 2017.  Grow NJ 
Kids is a state-sponsored initiative to raise the quality of early learning throughout New Jersey. 
Grow NJ Kids gives early learning programs resources to assess and improve their programs, while 
providing parents with information that allows them to evaluate the quality of programs and make the 
best choices for their child.  

The goal of this program is to create a system that encourages ongoing improvement in childcare 
programs.  We are in the process of examining and improving our programs with the ultimate goal of being 
rated by the program some time during the 2019-2020 school year.  

Grow NJ Kids is part of a national effort. More than 40 other states are at some stage of launching their 
effort to improve quality.   

Creative Curriculum 
As part of the Grow NJ Kids program, our school is implementing the Creative Curriculum.  The Creative 
Curriculum® for Preschool is a comprehensive, research-based curriculum that features exploration and 
discovery as a way of learning, enabling children to develop confidence, creativity, and lifelong critical 
thinking skills. It is designed to help educators at all levels of experience plan and implement a 
developmentally appropriate, content-rich program for children with diverse backgrounds and skill levels. 
This curriculum promotes the idea that the best way to help children succeed is to teach them to be 
creative, confident thinkers. That means offering them opportunities for hands-on exploration and 
discovery that help build lifelong critical thinking skills and foster confidence. The Creative Curriculum® for 
Preschool provides teachers with the content and tools needed to encourage and support every type of 
learner and address all the important areas of learning. 
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NJ Teaching and Learning Standards 
The Grow NJ Kids program is aligned with the NJ Preschool and Infant/Toddler Teaching and Learning 
Standards.  The preschool standards represent what preschool children know and can do in the context of 
a high-quality preschool classroom. The preschool standards are intended to be used as:  
 
• A resource for ensuring appropriate implementation of the curriculum  
• A guide for instructional planning  
• A framework for ongoing professional development  
• A framework for the development of a comprehensive early childhood education assessment system  
 
You may access and review the standards here: 

• NJ Birth to 3 Early Learning Standards 
• NJ Preschool Teaching and Learning Standards 

 
A printed copy of each set of standards is available in the Nursery School office. 
 
NJ Workforce Registry 
As an employee of our school and a member of the Grow NJ Kids program, each staff member must 
register with the New Jersey Workforce registry, www.NJCCIS.com.   

• Please create a profile by choosing “Log in” at the top right corner. 
• Next select “register” and complete the requested information.   
• When you are prompted to list your “provider,” or your employer, our school ID number is 707914.   
• Once you have completed your profile, I will need to accept you into the organization before you 

can register for staff development opportunities. 
 

The workforce registry is used to provide and track all of the staff development you will be required to 
complete throughout the year. 

• Upon completion of any non-NJCCIS registered staff development such as article review or 
webinar, please submit your reflection sheet to the office administrator so it can be uploaded into 
the NJCCIS system. 

• You are more than welcome to share your account information with the office.  If you do not, you 
will have to be present to complete the upload of the information into your account.  

 
The workforce registry is also used to track the education of each of our staff members.   

• If you have completed your CDA, an associate’s or bachelor’s degree in education, a higher degree 
in education, other education credentials or licenses, please provide documentation to the office 
administrator so she may upload this into the NJCCIS system. 

• The office administrator will have to log into your account to upload this information as well.   
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ORGANIZATIONAL PROCEDURES 
Organizational Structure 
The Nursery School is governed by a board, which reports to the Consistory of the Wyckoff Reformed 
Church. The Consistory is the governing body of the Wyckoff Reformed Church, consisting of Deacons, 
Elders, and the Pastor. The Director, along with the Nursery School Board, is responsible for making 
recommendations to the Consistory concerning matters in the nursery school.  
 
The WRC Nursery School operates under the direction of a Director. The Director has the responsibility of 
advising the Nursery School Board on the operations of the school. In addition, the Director is responsible 
for the following: 
 

• Hiring suitable and qualified teaching staff 
• Orientation and training of new staff members 
• Observation and evaluation of staff 
• Maintenance of documentation relevant to staff performance and qualifications 
• Providing and supervising opportunities for ongoing professional development of staff 
• Terminating employees for cause, after consultation with the Nursery School 

Board 

 
The following chart illustrates the administrative structure of WRC Nursery School. 

 
 
 
 Consistory 

WRC Personnel Committee 

Minister 

Nursery School Board 
 Chairperson 

Director 

Teachers Assistant Teachers 
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Eligibility for Employment 
Qualified applicants will be interviewed by the Director and may also be interviewed by other staff or 
board members selected by the Director.  
 

As a condition of employment, the nursery school will require and pay for a background check and finger 
printing. A physical exam, including a Mantoux test, will also be required as a condition of employment. 
 

Director Qualifications 
The Director must have, at a minimum, a CDA or equivalent nine credits in Early Childhood Education. 
 

Teacher Qualifications 
All classroom teachers must hold a CDA (Child Development Accreditation) or the equivalent of 9 credits in 
the field of child growth and development.  A classroom teacher may also be in the process of receiving a 
CDA. 
 

Other Eligibility Requirements 
Employment is contingent upon the successful completion of the following pre-employment screening 
process: 
 

• Completed application  
• Completion of a Child Abuse Record Information (CARI) background check and a Criminal History 

Record Information (CHRI) fingerprinting (fees will be paid by the WRC Nursery School) 
• Completion of a physical exam, including a Mantoux Tuberculin skin test. 
• Two verifiable references from former employers or other individuals with knowledge of the 

candidate’s suitability to work with children 
• Completion of an Employment Eligibility Verification Form (I-9) 
• Completion of a W-4   

 

A new W-4 form is requested of all employees annually. 
 

The new faculty member will receive a letter of employment stating the position, hours and salary.  
 

Job Descriptions 
Job descriptions will be thoroughly reviewed with new employees at the time of hiring and will be 
reviewed again at the end of the probationary period. It will also be reviewed and updated at the 
Performance Review and whenever a significant change in responsibilities or assignment occurs.  
 

The job description serves as a basis for selection of employees, and for performance reviews.  
 

Orientation 
All new employees will receive an orientation about employment with WRC Nursery School from the 
Director.  The orientation session will include: 
 

• Review of Employee Policy Handbook 
• A review of the job description, primary duties and hours of employment 
• A tour of the school 
• Review of the Employee Procedures Handbook 
• Completion of any personal data, payroll and IRS forms 
• Assignment of a mentor 
 

Should an employee have any questions about the orientation process, please direct them to the Director. 



Revised:  August, 2019 5 

Probationary Period 
All new employees must complete a 90-day probationary period, during which a determination is made as 
to whether or not they should be retained.  During this period, employment may be terminated at any 
time for any reason without notice and without pay.   
 
At the end of the probationary period, the Director will conduct a performance evaluation to determine 
whether or not he/she should be retained as an employee. 
 
Current employees may be placed on probation for poor performance, excessive absence or excessive 
tardiness or after receiving a number of written warnings.   Employees on probation are not paid for any 
days absent.  
 
End of Employment 
See Employee Policy Handbook TERMINATIONS 
 
Exit Interview 
An exit interview is required before leaving WRC Nursery School for any reason.  This exit interview is to 
discuss your experience with the WRC Nursery School, collect any WRC Nursery School property that you 
have been issued and settle any pay or other employment-related issues.  The exit interview will be 
completed by the Director, a member of the Nursery School Board and/or the Minister. 
 
Work Hours 
Morning class sessions run from 9:00 am to 12:00 pm.  All teaching staff (teachers and assistants) should 
arrive by 8:45 am.   
 
To allow ample time for the children to transition into the classroom, classroom doors should open by 
8:55am.  This offers time for teachers to interact with students and parents and still be ready to begin the 
morning routine by 9:05am. 
 
Teachers and assistants may leave at the end of their scheduled session/s once all responsibilities are 
completed.  This includes having supplies gathered and activities organized for the following day.   
 
Afternoon sessions run from 12:00pm to 3:00pm.  Afternoon teaching staff should arrive 15 minutes 
before duty begins and may leave once all responsibilities are completed.   
 
Staff members working a full day will have a lunch break from 12pm – 12:30pm. 
 
The Director is expected to be present on days that school is in session, unless attending a professional 
meeting approved by the WRC Nursery School Board.  The Director’s office hours are Monday – Friday, 
8:45am – 3:00pm.   
 
The Office Administrator is expected to be present Monday – Thursday, 8:45am – 3:00pm.   
 
Employees are expected to be at work on time, both at the beginning of the workday and after their lunch 
breaks.   
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Employment Contracts 
All regular employees of the WRC Nursery School will receive a contract of employment.   
As part of this contract, the following are required:  
 

• Classroom setup the week before school begins (Assistant teachers are welcome but not required) 
• Presence in classroom 15 minutes prior to start of class and 15 minutes after class (Assistants are 

not required to stay 15 minutes after class) 
• Monthly Staff meetings  
• Back to School Night 
• Staff Development Days 
• End of year program and picnic  
• Pre-K graduation (optional unless assigned to a Pre-K class) 

 
Wages and Reimbursement 
Recording Your Hours 
WRC Nursery School is required to keep an accurate record of the hours worked by all employees.  All 
employees, regardless of position, must sign in on the time sheets located in the Nursery School office.   
 
Regular employees who sub or work approved hours beyond their normal hours in a week will be 
compensated for the additional hours worked by completing the extra hours log sheet in the NS office 
according to the following guidelines: 
 

• Only YOU can complete your extra hours on the log sheet.  (**If you do not document extra hours, 
you will not get paid for them) 

• Complete the log the day you work extra hours to ensure accuracy 
• PRINT clearly  
• Record accurate hours 
• Be sure to note reason 
• If a teacher is absent, the regular assistant will be upgraded for the duration of the absence to 

acting teacher, and will be responsible for supervising the substitute 
• All extra hours must be recorded by 8:45am Monday morning of the following week. 

 
For more information, see the Employee Policy Handbook: COMPENSATION.  
  
Wages 
A salary guide is used to determine each employee’s wages.  Employees may contact the Director to view 
this guide at any time.  Deductions taken from the paychecks of all contracted employees include Federal 
and State Income taxes and the employees’ portion of Social Security and Medicare tax.  Each employee 
will be required to complete appropriate forms for Federal and State withholding. In the absence of 
completed withholding forms, deductions will be made as if the employee were single with no deductions. 
If the Church is required by law to make any further deductions from payroll, staff will be notified 
accordingly. Please note that churches are not subject to either Federal or New Jersey Unemployment and 
Disability Insurance. 
 
Substitute Employees 
Substitute teachers who are not regular employees of WRC Nursery School are paid for sessions worked 
only. A log will be kept in the Nursery School office to record hours worked.   
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Reimbursements 
Expenditures for supplies must be pre-approved by the Director.  Approved expenditures will be 
reimbursed upon completion of a “Reimbursement Form” located in the Nursery School Office. 
  
Employee Benefits 
No pensions, insurance coverage or other employee benefits are provided for part-time employees of the 
Nursery School.   
 
Child Care 
Employees of the WRC Nursery School may enroll their children in our Nursery School program subject to 
space available and are given a 15% discount off regular Nursery School tuition.  
 
Sick and Personal Days 
All employees receive five sick days and one personal day to be used during the contracted period. 
All employees receive regular pay for unexpected school closings.   
 
Teachers also receive pay for Christmas break, February break and April break. 
 
Professional Development:  
Ongoing professional development is vital to providing a high standard of early childhood education.  Two 
staff development days are scheduled per year, which employees are required to attend.  CPR and First Aid 
certification is provided during one of these days on a biennial basis.   
 
All staff members must complete the Creative Curriculum for Preschool, Session 1 training.  Teachers must 
also attend Implementing GOLD and ASQ-3 Developmental Screening Tool training sessions.  These 
trainings must be registered for through the NJCCIS website.   
 
The Director, Director Designee, Head Teacher and Group Teacher must complete 20 hours of professional 
development per year.  Teachers and Assistant Teachers must complete 12 hours of professional 
development per year. 
 
Each employee receives a budgeted amount to spend on professional development.  Reimbursement for 
professional development outside of this budgeted amount will be at the WRC Nursery School Director’s 
discretion. Professional development may include webinars, conferences, workshops, seminars, or classes 
leading to the Childhood Development Associate (CDA) credential or a degree in Early Childhood Education 
or Childhood Development.    
 
Employees may, at the Director’s discretion, attend a maximum of two local workshops offered during 
their regularly scheduled teaching time per year.  Professional development plans must be discussed with 
and approved by the Director. More professional days may be approved at the discretion of the Director. 
 
Appropriate documentation must be submitted upon completion, such as a certificate from the workshop 
or conference, or letter confirming satisfactory attendance from the training sponsor. 
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Teacher Discounts 
Many national retail businesses offer in-store discounts to teachers with valid identification.  Each 
employee will receive a Teacher Discount card.  View a sample list of national retailers offering discounts to 
teachers. 
 
Acceptable Use 
All technology provided by The Wyckoff Reformed Church Nursery School including computer systems, 
communication networks, company-related work records and other information stored electronically, is 
the property of the nursery school and not the employee. In general, use of the company's technology 
systems and electronic communications should be job-related and not for personal convenience. The 
nursery school reserves the right to examine, monitor and regulate e-mail and other electronic 
communications, directories, files and all other content, including Internet use, transmitted by or stored in 
its technology systems, whether onsite or offsite.  For more information, see the Employee Policy 
Handbook: ACCEPTABLE USE. 
 
Each classroom teacher will receive a MacBook Pro.  These computers are to be used for lesson planning, 
GOLD, and other school related activities.  Please keep computer equipment for your own use only.  Do 
not share with family members. 
 
All staff members have access to the Wyckoff Reformed Church Internet access.  All networks in the 
building have the password:  2018911782. 
 
Evaluation and Supervision 
Supervision 
The Director will spend time observing in each classroom.  The Director will utilize these visits to provide 
continual conversation regarding areas of strength and weakness for each classroom teaching team.   
 
Annual Evaluation 
An annual evaluation will also be provided by the director.  This final written observation will be 
completed at the end of the year and will be based on classroom observations, self-assessments and 
family surveys.  Its primary purpose is to provide a framework for professional development and goals for 
future improvement.  For more information, see PERFORMANCE REVIEWS in the Employee Policy 
Handbook. 
 
Absences 
All staff members are expected to report unplanned absences to the Director as soon as possible.  
Employees may contact the Director by cell phone at (201)-674-1942.  
 
Planned absences must be reported in writing to wrcnsadmin@wyckoffreformed.org as soon as possible.  
It is the Director or Office Administrator’s responsibility to arrange for a substitute teacher to assist in the 
classroom. (For more information on sick and personal days see Employee Policy Handbook: SICK LEAVE 
AND OTHER ABSENCES) 
 
Substitute Policy 
Substitute teachers work as an assistant teacher in the classroom. If a teacher is absent, the regular 
assistant will be upgraded for the duration of the absence to acting teacher, and will be responsible for 
supervising the substitute. Preference for substitute teaching jobs will be given to regular staff who are not 
scheduled to work when an absence occurs.  Substitute teachers will be called as soon as the need arises. 
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School Calendar and Closings 
The nursery school observes school closings according to the Wyckoff Public School calendar with a few 
exceptions. Weather closings also follow the Wyckoff Public School System.  
 
Closings, delayed openings and early closings will be communicated via: 

• Text message – We use the Remind text messaging service for school closings and special 
announcements.  Please be sure to join the group by texting @wrcns to 81010. 

• Email 
• The Wyckoff Reformed Church Nursery School Facebook pages 

 
In the event of a delayed opening, nursery school classes will begin at 10am. 
 
Regularly scheduled Nursery School employees will be paid their regular salary for occasions when school 
is closed for inclement weather or other unexpected emergency.  
 
 
Resolution of Employee Concerns 
It is the church’s intention to treat all employees in a manner consistent with our Christian faith. 
Accordingly, an employee may seek resolution of a concern or perceived problem with children, parents or 
co-workers. See Employee Policy Handbook: RESOLUTION OF EMPLOYEE CONCERNS for more 
information. 
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DAILY PROCEDURES 
Nursery School Office 
Sign In Procedures 
Upon arrival, each employee is required to sign in on the time sheet hanging on the bulletin board in the 
nursery school office.  At this time, employees should check the office white board for any announcements 
or important information and remove items from their mailboxes.  
 
Location of extra clothes 
Extra clothes for the children can be found in the nursery school office.  Please remind parents to clean 
and return any clothes borrowed from the school. 
 
Maintenance and Supply Requests 
If a maintenance need is discovered in your classroom or somewhere else in the building, please complete 
a “Maintenance Request” form in the nursery school office.   
 
General supply requests may be noted on the “Supply Request Form” located on a clipboard in the nursery 
school supply closet.  Please be as specific as possible with your requests to simplify orders.   
 
If a more specific supply or curriculum item is needed, please complete a “Classroom Supply Request” 
form in the nursery school office.  
 
Weekly Lesson Plans 
Lesson plans must be completed each week using the mandated format.  Please place your plans in the 
letter try in the nursery school office each Monday morning.    
 
Student Supervision 
The children shall be supervised directly by a staff member at all times, including during outdoor activities, 
trips to the bathroom, rest time, and walking through hallways.  
 
Staff/Child Ratios 
The following staff/child ratios shall apply, as documented in the Manual of Requirements for Child Care 
Centers: 
 

• 18 months up to 2 ½ years - 1:6  
• 2 ½ years up to 4 years - 1:10  
• 4 years - 1:12  
• 5 years and older - 1:15  

 
Attendance 
Please complete attendance by 9:10am by filling in the attendance sheet on the clipboard in your room.  
Please make sure you know the number of children present in your room each day.  Report any issues with 
your attendance sheets to the office immediately. 
 
Tracking 
It is very important for all employees to know how many children are in their care at all times.  While 
traveling with the children, be sure to count the children before leaving the classroom, while traveling and 
upon arrival at the new location.   
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Bathroom Procedures 
Children should always be supervised in the bathroom.  When a teacher leaves to take a student to the 
bathroom, please be sure to retain appropriate staff/child ratios in the classroom.  If assistance is needed, 
please call the office and either the Office Administrator or the Director will come to the classroom for 
extra support. 
 
Daily Routines 
Chairs  
Classroom chairs must be taken down before any children are present.  At the end of the day and once all 
children have exited the room, the chairs need to be placed on the tables to facilitate classroom cleaning 
procedures. 
 
Cleaning procedures 
Tables, chairs, toys, door knobs, etc. are to be sanitized with our non-toxic cleaner.  Tables should be 
disinfected at the beginning of the day after the chairs have been removed.  Tables also should be 
disinfected before and after snack/lunch and after any messy activities. 
 
To sanitize, first spray with the GREEN bottle and wipe dry.  Use a new paper towel for each table.  Next, 
disinfect by spraying the entire surface with the RED bottle.  This cleaner must remain on the surface for 5 
minutes before removal.  Again, use a new paper towel for each table.   
 
When a cleaner bottle needs to be refilled, please place your bottle on the table just outside the nursery 
school office.  The bottle must be labeled with your classroom name.   Please be sure you have used as 
much of the cleaner as possible before asking for a refill as old cleaner must be discarded upon refilling. 
 
Handwashing 
Children must wash their hands a number of times throughout the day. 

• Upon entering the classroom 
• Before snack time  
• After snack time if the snack is messy 
• After using the bathroom 
• Before AND after water play 
• After sand play 

 
The children need to wash their hands according to the guidelines posted in the bathroom.   

• Wet hands 
• Add soap 
• Scrub for 20 seconds while singing through the Wash Your Hands Song* two times. 
• Rinse hands 
• Dry hands with a paper towel 
• Use paper towel to turn off the water 

 
*Wash, wash, wash your hands,  
  Wash them till their clean 
  Wash the front, and wash the back 
  and wash them in between 
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Playground and Outside Supervision 
We go outside weather permitting each day.  There is not a temperature cutoff.  It is up to each individual 
teacher to determine whether the class goes outside.  Please use your best judgement to ensure the safety 
and health of the children.   
 
It is important for employees to cover all areas of the playground during outdoor time.  One employee 
should be stationed near the gate and one should be by the cones or divider.  Teachers must not stand 
together but should observe and interact with the children throughout the outdoor time.   
 
Upon leaving the playground, please put away toys specific to your age group.  Toys remaining should be 
gathered near the shed.  The last class outside should put all toys away and lock up the shed.  
 
Lunch and Play Procedures 
If children are attending Lunch, it will be noted on your attendance sheet.    
 
Lunch  
One employee will be in charge of lunch each day.  This teacher is responsible for taking attendance and 
making sure all employees who are scheduled are present.  If a discrepancy occurs between the number of 
children present and the number on the attendance list, please contact the nursery school office 
immediately.   
 
It is important that any Tots who are potty trained be taken to the bathroom before lunch begins.  If a 
child is still in diapers, please put a dry diaper on before lunch.  
 
Once attendance has been taken, children say a blessing and begin opening their lunch boxes.  During 
lunch time, teacher responsibilities include helping children open their food, sitting with the children and 
conversing with them and taking the children to the bathroom as needed.  No pressure should be placed 
on the children to eat food in a certain order or to eat at all. 
 
Children who do not have a balanced lunch should be offered items from our snack menu to round out the 
nutritional benefits of their meal.   
 
As children finish eating, they should pack up their lunch boxes and place them under their chairs.  
Children should remain at the table until dismissal.  Once all the children have finished eating, table top 
activities may be offered.   
 
In order to maintain our tracking procedures, dismissal of all children leaving at 12:30pm should be done 
through the Green room. The teacher in charge should locate and dismiss each child to a parent/guardian 
and cross them off the attendance list.  
 
Extended Learning 
Children attending the first Extended Learning class are lined up and attendance is taken.  The children are 
accompanied to the location of the class by one of the Extended Learning teachers and attendance is 
reconfirmed.   
 
Generally, rest time for children staying past 1:15pm is scheduled while the 12:30pm Extended Learning 
class is in session. 
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Children leaving at 1:15pm will be dismissed from the Extended Learning classroom.  Those staying for Play 
are escorted back to the afternoon classroom.  If a second session of a class is scheduled, the same 
procedures will be followed as for the first class. 
 
Daily Rest 
The Department of Children and Families, Office of Licensing requires any child who attends the WRC  
Nursery School for four or more consecutive hours to have a period of rest or sleep.  In keeping with this 
policy, we provide the children who stay beyond a 1:15pm dismissal with 30 minutes of rest time.   
 
Each child will be provided with a mat for rest time.  The mats are stored in each classroom that will be 
used for rest time, typically the Green Room.  Families are required to send in a crib sheet and a small 
covering such as a light blanket or top sheet to be placed over the nursery school mats.     
 
Parents should bring their child’s labeled items in a 2.5 gallon labeled Ziploc bag.  These will be stored in 
the Green Room closet and will be used on days when s/he is present for rest time.   It is recommended 
that the items be taken home weekly, washed and returned.   
 
Rest time is intended to provide each individual child with solitary rest time.  For those children who do 
not wish to sleep, a quiet activity may be taken to their mat.  This might be a book or small toy or game 
they would like to play with.   
 
Since children over the age of four are not required to have this rest time, no rest items are needed for 
children only participating in the Pre-K Enrichment and Power Up classes. 
 
Sanitizing Mats 
Upon completion of rest time, all mats should be sanitized using the 2-step sanitizing procedure.  Once the 
mats are dry, they may be returned to their storage area. 
 
Play 
Teachers continue quality interactions with the children through outside and inside free choice time.   
Teachers should observe and direct the children to use the interest areas properly and limit the number 
participating in each interest area as outlined in the classroom.   
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HEALTH AND SAFETY 
Accidents and Emergencies 
Go Bags 
Each classroom has a “Go Bag”.  This contains a first aid kit, emergency medication (EpiPens or Auvi-Qs) 
and a class list consisting of emergency contacts and information.  The Go Bag must remain with the 
teachers at all times.  If a Go Bag first aid kit is running low on supplies, please bring it to the Nursery 
School office for replenishment.   
 

Accidents 
Should an accident or injury occur, certified faculty will act immediately to administer emergency 
procedures and correct any problems leading to the accident.  
 

All accidents, injuries, and unusual occurrences must be recorded on a WRC Nursery School Incident 
Report Form. These forms are located in the Nursery School office and must be completed and given to 
the Director within 24 hours of the incident. Parents must be notified by the Director immediately of any 
of the following:   
 

• A child is bitten and the skin is broken 
• A child sustains a head injury (includes any injury to the head including a bruise or scratch) 
• A child falls from a height greater than the height of the child 
• A child sustains an injury requiring professional medical care 

 

For incidents regarding severe or repeat behavior that needs to be documented, a Behavioral Report must 
be completed.  These forms are located in the Nursery School office.  The Director and teacher together 
will decide whether it is appropriate to require parental signature of the incident.  After three similar 
incidences, a parent conference should be scheduled.  
 

Management of Communicable Diseases 
If a child exhibits symptoms of illness, the child should be brought to the nursery school office for further 
assessment.  If necessary, the child will be removed from the group and parents will be called to pick up 
the child. 
 

Once the child is symptom-free for 24 hours, the child may return to the center.  
 

A child who contracts any of the following diseases MAY NOT return to the center without a health care 
provider’s note stating that the child presents no risk to himself/herself or others: 
 

Respiratory  
Illnesses 

Gastrointestinal Illnesses Contact Illnesses 

Chicken Pox** Campylobacter* Impetigo 
German Measles* Escherichia coli* Lice 
Hemophilus Influenzae* Giardia Lamblia* Scabies 
Measles* Hepatitis A* Shingles 
Meningococcus* Salmonella*  
Mumps* Shigella*  
Strep Throat   
Tuberculosis*   
Whooping Cough*   
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*Reportable diseases that must be reported to the health department by the center. A complete list can 
be found at http://www.nj.gov/health/cd/documents/reportable_disease_magnet.pdf. 
 

** Note: If a child has chicken pox, a note from the parent stating that all sores have dried and crusted is 
required. 
 

If a child is exposed to any reportable disease at the center, parents will be notified in writing. 
 

Administration of Medication 
Medication should be given to children at home.  Teachers are not permitted to administer medication. 
Please direct any questions to the Nursery School office. 
 

Absenteeism 
If a child is absent for 3 consecutive days, please make sure the office is aware so the family can be 
contacted.    
 

Release of Children 
Each child may be released only to a child’s parent or person authorized by the parents to take the child 
from the center and to assume responsibility for the child in an emergency if a parent cannot be reached. 
 

If a parent would like a person who is not identified as an Emergency or Release contact to pick up a child, 
written authorization is required.  Photo ID is also required upon arrival to verify the identity of the newly 
authorized pick-up person. 
 

If a non-custodial parent has been denied access, or granted limited access to a child by a court order, the 
center shall secure documentation to that effect, maintain a copy on file, and comply with the terms of the 
court order. 
 

If an authorized pickup person fails to pick up the child within 10 minutes of the end of class time: 
• Continue to supervise the child and alert the office via phone 
• After 15 minutes of the end of the morning session, the child may be taken to the Lunch room to 

be supervised while waiting for pickup and the employee may leave. 
• If a parent is 15 minutes beyond the time of the WRC Nursery School’s daily closing, staff may be 

reimbursed for extra time.  Two employees must remain at the center until the child is picked up. 
• An hour or more after closing time, and provided that other arrangements for releasing the child to 

his/her parents or persons authorized by the parents, have failed and the staff member cannot 
continue to supervise the child at the center, the staff member shall call the 24-hour State Central 
Registry Hotline 1-877-NJ-Abuse (1-877-652-2873) to seek assistance in caring for the child until a 
parent or a person authorized by a child’s parent is able to pick up the child. 

 

If the parent or person authorized by the parents appears to be physically and/or emotionally impaired to 
the extent that, in the judgment of the director and/or staff member, the child would be placed at risk of 
harm if released to such an individual, WRC Nursery School shall ensure that: 

• The child may not be released to such an impaired individual 
• Staff members attempt to contact the child’s other parent or an alternative person authorized by 

the parent; and  
• If WRC Nursery School is unable to make alternative arrangements, a staff member shall call the 

24-hour State Central Registry Hotline 1-877-NJ-Abuse (1-877-652-2873) to seek assistance in 
caring for the child. 
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Suspected Child Abuse 
Anyone who has reasonable cause to believe that an enrolled child has been or is being subjected to any 
form of hitting, corporal punishment, abusive language, ridicule, harsh, humiliating or frightening 
treatment, or any other kind of child abuse, neglect, or exploitation by any adult, whether working at the 
center or not, is required by State law to report the concern immediately to the State Central Registry 
Hotline, toll-free at: 1-877-NJABUSE/1-877-652-2873.  Such reports may be made anonymously. 
 
Child Discipline  
The WRC Nursery School uses a positive approach to guiding children’s behavior. One of the goals of 
discipline is to help children develop internal controls and good decision-making skills. Young children 
learn by experimenting, testing limits and experiencing the consequences of their behavior. Corporal 
punishment is not permitted. 
 
Staff members are required to be trained in our school-wide discipline program, 1, 2, 3 Magic.  A video 
course as well as a book are available for new staff members to familiarize themselves with this program.  
It is a good idea for all staff members to review the information regularly. 
 
Safety Drills and Evacuation Plans 
Fire 
Per state regulations, fire drills are held once a month. 

• The Director or designated staff member sounds the alarm.  
• Children are moved quickly and calmly out of the building. 

o The Yellow and Blue classrooms exit through the front door and proceed down the brick 
path past the building. 

o Red and Green classrooms exit through the Nursery School doors and proceed up to the 
road next to the grassy area. 

o The Purple classroom exits through the Heneveld Hall doors and proceeds up to the road 
next to the grassy area. 

o If children are on the playground, they should gather and evacuate together out the rear 
gates onto the cemetery road.  They will then proceed up the road next to the grassy area. 

• Upon exit, classroom lights should be turned off and classroom doors closed.    
• The “Go Bag” and attendance list must remain with teachers at all times.  Attendance should be 

confirmed upon arrival in the assigned evacuation area. 
• Once all students have been accounted for, the Director will give a signal for all to reenter the 

building. 
 
Lock Down Drills 
In order to facilitate classroom safety, both doors should remain locked at all times.   
Two lock down or “Safety Drills” are also required yearly. 

• A safety drill will be announced over the intercom. 
• Teachers will make sure the doors are locked and the blinds on the doors have been closed. 
• The children will be gathered in the classroom “safe space” with lock down activities. 
• During a drill, students need to sit quietly. 
• The Director will walk around to be sure all classrooms have completed the required procedures. 
• The Director will announce the end of the drill over the intercom. 
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Evacuation or other Emergencies 
The Director will determine the origin of the threat and if necessary, children will be evacuated to 
Washington Elementary School.   Parents will be notified of emergency situations and will be given 
directions for pick-up of children. 
 
We Strive to be Nut Free 
The WRC Nursery School is committed to providing a safe environment for all of our students and staff.  
We understand that many of our students with allergies are not old enough to make informed choices 
about what should go into their mouths and are therefore less able to self-manage their allergies.  
Students with peanut/tree nut allergies could have a serious allergic reaction from contact with even a 
microscopic amount of a particular allergen.  We need to make sure that there is little opportunity for a 
child to be exposed to foods that could harm him/her.  For this reason, we strive to be a peanut/tree nut-
free school and require that no peanuts or tree nuts be brought into our school for snacks or lunch. 
 
We also require that special treats for class parties and special occasions be peanut/tree nut free.  It is 
safer to use packaged food items with ingredient labels, as opposed to home-baked goods.  If you choose 
to bake, use an allergen-free mix. Because inadvertent cross contamination can trigger an allergic reaction, 
when home baking with a mix, please make every effort to clean all surfaces and utensils.  For your 
reference, we have compiled a list of items that are safe for children with nut allergies.  You will find this 
on our website, WRCNS.org. 
 
Because ingredient lists change frequently we are very cautious when giving a list of “safe packaged food”.   
 
Parents MAY NOT send foods with the following warnings on the label: 

• Contains (or may contain) tree nuts or peanuts in the ingredient list 
• Made on equipment that processes tree nuts or peanuts 
• Made in a facility that processes tree nuts or peanuts 

 
Snack and Mealtime Guidelines 
Snack 
Each child is provided with a nutritious light snack during our morning sessions. Each snack is carefully 
planned, prepared and portioned by our staff.  Our school strives to be nut free and all snacks provided 
adhere to this policy.  
 
Water 
Our school uses a reverse osmosis system to provide our children with clean, fresh, filtered water at snack 
time and throughout the day. 
 
Mealtimes  
Prior to mealtimes, (snack or lunch) each child should be given the opportunity to use the bathroom and 
wash hands. The tables must be sanitized and then set as needed.   Students and staff sit together to recite 
a prayer of thanks. Children are encouraged to serve themselves using proper portion guidelines. 
Mealtime is a peaceful and pleasant time in our classrooms, where trying a variety of foods is encouraged, 
but never forced.  
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Classroom Celebrations 
Perishable food to be shared with other children must be store-bought and in its original package. Baked 
goods may be made at home if they are fully cooked, do not require refrigeration and were made with 
freshly purchased ingredients. A list of ingredients is required, and there must be enough food for all 
children. Children should not be allowed to share food provided by the child’s family unless the food is 
intended for sharing with all children. Leftover food should be discarded except for foods that do not 
require refrigeration and/or come in a commercially-wrapped package that was never opened. 
 
Lunchtime  
After following our beginning of mealtime procedures outlined above, children should unpack lunchboxes 
and are encouraged to eat lunch independently.  All lunch boxes and food containers should be labeled 
with the child’s name.  All food packed for lunch must be nut free and in child sized portions. Lunches 
should be balanced and nutritious. The children are encouraged to eat their lunch. When children are 
finished, they may clean up and pack any leftover food into their lunch boxes.  If a child is scheduled to 
stay a full day, an opportunity to eat snacks from home or finish their lunches later in the afternoon may 
be given. 
 

5 Week Cycle: Snack Menu 
 Monday Tuesday Wednesday Thursday Friday 

Week 1 Graham 
Cracker 
Peaches 

Pretzels 
Shredded 

Carrots 

Whole Grain 
Crackers 

Pears 

Pirate Booty 
Oranges 

Veggie Chips 
Bananas 

Week  
2 

Rice Cakes 
Sun Butter 

Apples 

Tortillas 
Turkey 

Tomatoes 

Muffins 
Peppers 

Pita 
Hummus 

Cucumbers 

Yogurt 
Berries 

Goldfish 
Week 3 Cheese 

Apples 
Fruit and Grain 

Bars 
Bagels  

Cream Cheese 
Graham Cracker 

Peaches 
Pretzels 

Shredded  
Carrots 

Week 
4 

Whole Grain 
Crackers 

Pears 

Pirate Booty 
Oranges 

Veggie Chips 
Bananas 

Rice Cakes 
Sun Butter 

Apples 

Tortillas 
Turkey 

Tomatoes 
Week 

5 
Muffins 
Peppers 

Pita 
Hummus 

Cucumbers 

Yogurt 
Berries 

Goldfish 

Cheese  
Apples 

Fruit and Grain 
Bars 
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COMMUNICATION AND PARTNERSHIP 
Because open communication is important to the WRC Nursery School community, we utilize a variety of 
methods to communicate amongst employees and with parents.   
 

Communication with Parents and Staff 
Bulletin Boards  
Located throughout the school, bulletin boards provide classroom news, upcoming events and 
announcements.   
 

Digital Newsletter 
Weekly newsletters are emailed each Friday to all families.  Teachers are required to submit information 
for each of their classes to the Nursery School office, wrcnsadmin@wyckoffreformed.org, by 8:45am 
Wednesday. The information should include weekly topics being studied, pictures of students, books 
shared, birthday news or any significant classroom events. Newsletters must be submitted in a form that is 
ready to be published.  
 

Staff Meetings 
Attendance is required at our monthly staff meetings.  These meetings will occur the first week of each 
month on an agreed upon day.  
 

Parent conferences 
Conferences occur twice a year (fall and spring).  During these conferences, we will discuss each child’s 
strengths, likes and dislikes and styles of learning.  Teachers will work with parents to set goals for each 
child’s individual growth and development.  If a parent chooses not to schedule a conference, teachers 
must provide a copy of the prepared conference sheet to the parent.  It is important to acquire proof, via 
parent signature, that the parent did not wish to attend a conference.   
 
Designated November conference dates reflect the conference schedule of the Wyckoff Public Schools.  
Spring conferences should be offered in May.  Additional conferences may be requested by either the 
parent or teacher at any time. 
 

Email 
Employees will receive important information from the Nursery School office via email.  Please be sure to 
check your email regularly.  We also use the family email address to regularly send newsletters and other 
announcements or general updates to families. 
 
Please use your classroom gmail address to communicate with your parents in order to keep all school 
communications separate from personal email accounts.  Your classroom account is 
wrcnsyourclasscolor@gmail.com (ex. wrcnsblue@gmail.com)  The password for your account is 
Wrcns1330.  Please do not change this. 
 

Phone calls 
Sometimes, a phone call is the best way to communicate with parents. 
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Text 
We use the Remind text messaging service to notify parents and employees of school closings and special 
announcements.  Please be sure to join the group by texting @wrcns to 81010.   
 

School Bags 
School communication and classroom work should be placed in each child’s school bag daily.   
 

Facebook 
Our school has both a closed parent page for current families as well as a public page where we share our 
events and activities with the public.  (see Use of Technology and Media below) 
 
Use of Technology and Social Media 
Technology and media will be used only to supplement, not replace, hands-on learning with real materials 
that provide a full range of physical, sensory, intellectual, and social experiences.  
 
Although the majority of communication from the WRC Nursery School staff will be through personal 
interactions, email and text messages, social media, including but not limited to, the NS website, 
Facebook, Twitter, Instagram and Snapchat may be used to share information relating to our nursery 
school.   
  
The Wyckoff Reformed Church Nursery School recognizes that social media has become a part of everyday 
life for many, including parents and staff.  To help us safeguard our children please follow these guidelines.  
These guidelines continue to apply after you have finished your time at the WRC Nursery School and exist 
to ensure appropriate confidentiality for families as well as to ensure professionalism can be maintained 
by the nursery school and its staff in relation to how it is presented publicly: 
 

• Remember that no information posted on social media can be considered fully private, no matter 
how strong your privacy settings are. 

o Do not post photos of nursery school events and activities without permission. 
o Do not post names of children and their parents/caregivers who attend the nursery school. 

• Be cautious with how you discuss the nursery school: 
o If you have any negative opinions or concerns about any aspect of the nursery school, do 

not discuss this on social media.  Concerns should always be brought to the attention of the 
Director. 

o If opinions discussed on social media result in any detrimental effect on the nursery school, 
the nursery school will follow formal proceedings to investigate. 

• In order to maintain a professional relationship between staff and parents, it is asked that social 
media friendships not be established with parents or caregivers of the nursery school children. This 
no longer applies once a family has left the nursery school. 
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Transition Planning 
A portfolio of work will be maintained for each child.  This portfolio will be started by their teacher upon 
enrollment at our school.  The portfolio will be passed to their next placement at the end of each year. 
 
Procedure: 

1. Teachers create and keep up to date a portfolio for each child enrolled at the WRC Nursery 
School. 

2. Portfolio items include, but are not limited to: 
• Samples of work (name/date on sample) 
• Copies of developmental screenings (fall and spring) 
• GOLD checkpoints (fall and spring) 
• Signed documentation from conferences 
• Behavioral support plans including successful intervention strategies, as applicable 
• Referrals for any academic, developmental or emotional support needed 
• Teacher completed transition questionnaire 

3. The teacher will use the portfolio as a source of information for ongoing assessment and when 
meeting with parents. 

4. At the end of the year, the teacher will share the portfolio with the child’s next teacher. 
 
Transition Folder: 
If a child is transitioning out of the WRC Nursery School, parents will receive a transition folder 
documenting their readiness and providing information for their next placement. 
 
A variety of resources are included in this folder: 

• Samples of work (names/dates on samples) 
• Copies of developmental screenings 
• Signed documentation from conferences 
• Behavioral support plans including successful intervention strategies, as applicable 
• Referrals for any academic, developmental or emotional support needed 
• Teacher completed transition questionnaire 
• GOLD checkpoints (fall and spring) 

 
Developmental Screening and Referral 
The WRC Nursery School uses the Ages and Stages Questionnaire, Third Edition (ASQ-3), a set of 
questionnaires about children’s development.  It has been used for more than 20 years to make sure 
children are developing well.  The ASQ-3 questionnaires are designed to be filled out by the parent or 
caregiver since the parent/guardian is the best source of information about each child.  Each screening 
provides a quick look at how children are doing in important areas, such as communication, physical 
ability, social skills and problem-solving skills 
 
ASQ-3 can identify a child’s strengths as well as any areas where a child may need support.  The results of 
the ASQ-3 will be used along with teacher observation and curriculum assessments to tailor instruction to 
each child’s individual needs as well as to provide a foundation for parent-teacher conferences.  If 
necessary, the screening can also be used to provide resource information for further screenings, 
evaluations, and early intervention and treatment.   
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The development screening process is a collaborative one, involving parents/guardians and WRC Nursery 
School staff.  The ASQ-3 will be administered twice yearly, completed by a parent or guardian, in October 
and April.  Each assessment will be scored by the classroom teacher and followed by a parent-teacher 
conference to discuss the results. 
 
If a need for further screening, intervention or assistance is determined, the WRC Nursery School staff will 
provide parents with a referral form that includes resources and other information.  
 
Developmental screening is conducted with written consent from the child’s parent/guardian(s). 
 
Parent Conferences 
Parent conferences are offered in both the fall and the spring. Designated November conference dates 
reflect the conference schedule of the Wyckoff Public Schools.  Spring conferences should be offered in 
May.  If a parent chooses not to schedule a conference, teachers must provide a copy of the prepared 
conference sheet to the parent.  It is important to acquire proof, via parent signature, that the parent did 
not wish to attend a conference.   
 
Classroom Observation Policy 
The use of classroom observation gives our school the tools and support to create high quality early 
childhood program improvements.  
 
ERS 
The Infant Toddler Environment Rating Scale, 3rd Edition (ITERS-3) and the Early Childhood Environmental 
Rating Scale, 3rd Edition (ECERS-3) are used to guide our school towards creating a high-quality program for 
the children we serve. Because of the well-defined levels of quality represented in the ERS, they are 
viewed as a “roadmap” to quality improvement.  The ERS is required as part of the Grow NJ Kids program 
and rating process.   
 
This tool is completed yearly by the Director, for each classroom.  Scores are shared with classroom 
teachers in order to help them identify areas of success and plan for areas in need of improvement.    
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 ACKNOWLEDGEMENT OF ACCESS AND UNDERSTANDING BY EMPLOYEE 
 
 
By my submitting my electronic signature, I certify that: 

 

I have read and have access to a copy of the Wyckoff Reformed Church Nursery School Manual. 

 

I have read and have become familiar with the terms of the Manual.  I understand that the Manual is not a 

contract, nor is it my property, but the property of the Wyckoff Reformed Church Nursery School. 

 

I understand that the Manual supersedes and replaces all prior handbooks that may previously have 

existed.  Any such prior handbooks are void and of no effect whatsoever. 

 

 

 
 
 
 

 
 


