
CHRISTOPHER ACADEMY  SCHOOL CALENDAR   2011-2012   
DATE     EVENT 
August 30, 31 September 1 Teachersô Development Workshop 8:50 AM ï 3:10 PM 

September 7, 8, 9               School opens for orientation for all children  

                                                  AM Classes   10:00 AM ï 11:30 AM       PM Classes 12:30 PM ï 2:00 PM  

                            ALL -DAY & COTTAGE Classes 10:00 AM ï 2:00 PM  
September 7, 8    New Parent Tea (during your childôs orientation) 
September 12 School opens for ALL CHILDREN under regular hours (except Stepping Stones) 
September 12 - 16 Stepping Stones classes will have shortened hours (10:00AM ï 11:30AM) 
September 12 Back To School Night ï WESTFIELD  

 AM & All Day Classes 6:45 PM ï 7:45 PM 

 PM & Cottage Classes 8:00 PM ï 9:00 PM 

September 13 Back To School Night - SCOTCH PLAINS 

 AM, Tues/Thurs Stepping Stones and 3 & 4 yr. old All Day Classes 6:45 PM ï 7:45 PM 

 PM, Mon/Wed Stepping Stones and Kindergarten Classes 8:00 PM ï 9:00 PM 

September 19                 Stepping Stones classes under regular hours 
September 29, 30    Rosh Hashanah ï NO SCHOOL 
October 10                                                 Columbus Day ï NO SCHOOL 
November 10                                              Teachersô Workshop ï NO SCHOOL ï 8:50 AM ï 3:10 PM 
November 11                                             NO SCHOOL   
November 22                             Thanksgiving Feast ï SHORTENED DAY - Westfield 
               AM, All Day Upstairs & Cottage Classes 10:00AM ï 11:30AM 
            PM & All Day Classes ï 12:30PM ï 2:00PM  
November 22                             Thanksgiving Feast ï SHORTENED DAY ï Scotch Plains 
               AM, Tues/Thurs Stepping Stones and 3&4 yr. old All Day Classes 10:00AM ï11:30AM 

            PM, Mon/Wed Stepping Stones & Kindergarten Classes ï 12:30PM ï 2:00PM  
November 23 ï 25                Thanksgiving Recess ï NO SCHOOL 
November 29 Kindergarten/First Grade Meeting ï WESTFIELD Campus 7:00 PM 
 Pizza dinner for all interested parents 

December 7    Parent/Teacher Evening Conferences 

December 8 (Thursday)   Parent/Teacher Conferencesï NO SCHOOL           
December 21                     Teachersô Workshop ï NO SCHOOL 
December 21 ï January 2   Holiday Vacation ï NO SCHOOL 
January 3          School opens 

January 16          Martin Luther King Day ï NO SCHOOL 
February 17-21                       Mid-winter Vacation ïNO SCHOOL 

February 27 ï March 1                       Celebration of Montessori Education Week 

March 2                                                Teachersô Workshop NJMAC - NO SCHOOL   

March 15 - 18    AMS Conference 

March 16                                              NO SCHOOL  
April 2 ï 6        Spring Vacation ï NO SCHOOL 

April 9     Teachersô Workshop ï NO SCHOOL 

April 24     Parent/Teacher Evening Conferences  

April 25                                                           Parent/Teacher Conferences ï NO SCHOOL  
May 24      Spring Celebration ï WESTFIELD 
     AM, Cottage & All Day Upstairs Classes 
     PM & All Day Downstairs Classes  
May 25 -28                                            Memorial Day Celebration ï NO SCHOOL 
May 31                                                            Spring Celebration ï Scotch Plains 
                                                                        AM, Tues/Thurs Stepping Stones & 3 &4 yr. old All Day Classes  

     PM, Mon/Wed Stepping Stones & Kindergarten Classes 
June 13                  Christopher Academy Field Day ï SHORTENED DAY Last Day of School- Westfield 

AM, All Day Upstairs & Cottage Classes 10:00AM ï 11:30 AM 

                          PM & All Day Classes 12:30 PM ï 2:00 PM 

June 13 Christopher Academy Field Day ï SHORTENED DAY Last Day of School- Scotch Plains 
     AM, Tues/Thurs Stepping Stones & 3 &4 yr. old All Day Classes 10:00AM - 11:30AM 
     PM, Mon/Wed Stepping Stones & Kindergarten Classes 12:30PM - 2:00PM 

June 14, 15                                     Teachersô Workshop 

June 25-August 3                       Scotch Plains Camp/Westfield Camp 
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Christopher Academy ï Westfield 

(908) 233-7447 

 

Mission Statement 

 

ñThe Mission of Christopher Academy is to support the development of the full potential of the 

child by serving individual needs, fostering independence, and protecting the social 

consciousness within an environment which celebrates a love of learning.ò 

 

Hours 

AM:  8:50 AM ï 11:30 AM       

PM:  12:30 PM ï 3:10 PM       

ALL -DAY and COTTAGE:  8:50 AM ï 3:10 PM 

 

Class hours are often altered on party days.  Please check your school calendar.  To allow your 

child the most productive school experience, please arrive promptly. 

 

How to Contact Members of the Schools ï (908) 233-7447 

Amelia McTamaney, Chairman of the Board ï Home-(908) 322-8251

 amelia@christophercademy.com    

Henriette Petersen, Director of Operations ï (908)-233-7447 Ext. 16 or (908) 322-4652 Ext.22     

            hpetersen@christopheracademy.com   

Elsie Powell, Campus Director ï (908) 233-7447 Ext. 11 epowell@christopheracademy.com  

Karen Kraw, School Secretary ï (908) 233-7447 Ext. 10 kkraw@christopheracademy.com  

Weather & Special Events Messages ï (908) 233-7447 Ext.18 or (908) 3224652 Ext. 12 

 www.christopheracademy.com   

 

Overview 

At Christopher Academy, the environment is prepared for the child with learning tools that 

stimulate all facets of his intellect.  It is our objective to provide a wide range of developmental 

opportunities.  Each child learns through experience, which fosters his development as a reliable 

and independent individual. 

 

The Montessori Method of Education for preschool and elementary learning offers the child a 

unique advantage to develop whatever potential he possesses to the very best of the childôs 

ability. 

 

This is achieved by designing an environment that is stimulating to both mental and physical 

growth.  Such an atmosphere places at the childôs disposal sensorial and didactic materials that 

complement the childôs nature and provide a positive foundation for all future learning.  Each 

child is exposed to all the familiar activities: practical life, sensorial, language, mathematics, art, 

music, sensory motor, cultural studies and a foreign language. Self-expression is encouraged 

within all these fields. 

 

Parents are the major forces in child development.  They are welcome to participate in all phases 

of activities provided by the school.  The program is designed to offer support to the parents 

through individual conferences and periodic parent meetings, and workshops. 

mailto:amelia@christophercademy.com
mailto:hpetersen@christopheracademy.com
mailto:epowell@christopheracademy.com
mailto:kkraw@christopheracademy.com
http://www.christopheracademy.com/
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History of Christopher Academy 

The Montessori School of Cranford was founded in 1973, as a preschool with two small classes 

of 15 children, running morning and afternoon sessions.  In 1986, Christopher Academy and the 

Montessori School of Cranford merged to better serve the children of the community.  In 1993, 

these two sites merged into one location to serve the communities more efficiently. 

 

Active Acres was started in 1960, as a traditional nursery school on a lovely three-acre campus 

in Scotch Plains. In 1986, Christopher Academy expanded into this facility and began a 

Montessori program and summer camp at this campus.  This campus enrolls 75 children ages 2 

½ - 6 years. 

 

The directors and teachers are State approved and Montessori certified.  In 1986, Montessori-St. 

Nicholas Centre, London, England, formed a relationship to provide Montessori Teacher 

Education at Christopher Academy both on-site and by correspondence. In 1999, the Teacher 

Education Program became an associate of the National Center for Montessori Education. 

National Center for Montessori Education merged with the American Montessori Society in 

2006.  Christopher Academy is a full AMS affiliate for Teacher Education. 

 

The Montessori Method 

The Montessori Method of education offers the child a developmentally appropriate  

individualized learning experience.  Distinguished by a unique prepared environment and 

specially designed didactic materials, the Montessori Method responds to the childôs intellectual, 

physical, emotional, spiritual, and academic growth. 

 

The role of the teacher within the Montessori environment is distinct.  Rather than giving direct 

instruction, the Montessori teacher guides each student through experiences, which allow the 

child to absorb information endlessly.  Montessori protects the intrinsic motivation to learn that 

each child possesses from birth and builds upon it, propelling children through a traditional 

academic sequence while preserving a love of learning. 

 

Montessori classrooms are multiage environments within which children usually spend three 

years before moving on.  As such, each child has the opportunity to explore a wide range of 

social roles within his or her tenure in a classroom.  Montessori children, with the support of the 

teacher who meticulously prepares the environment, create a society of their own, within which 

children are teachers and learners, students and leaders, individuals who can stand alone yet who 

joyously engage in the work of the group. 

 

The Montessori Method traces its roots to the work of Dr. Maria Montessori, Italyôs first female 

physician and an innovative educational thinker.  By 1907, Dr. Montessori had overcome 

enormous personal and cultural challenges to develop an educational system like no other.  A 

forerunner in developmental education, Dr. Montessori is responsible for changing the standard 

of Early Childhood education from a miniature version of adult classrooms to dynamic, child-

centered and child-directed communities.  Today, the Montessori Method has grown from Dr. 

Montessoriôs single classroom in the San Lorenzo area of Rome to an internationally honored 

curriculum at use in private and public schools throughout the world. 
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Health 

If a child becomes ill while at school, he will be isolated from the other children, and the parents 

notified immediately.  The school should be notified if a child has come in contact with or has 

contracted a contagious disease.  Any child who has been absent due to a contagious disease 

should have the written permission of the family pediatrician before returning to the classroom.  

Please remember that although your child may no longer be contagious or show symptoms, his 

resistance is impaired immediately after an illness.  It is often to the childôs benefit to remain 

home until full strength is regained. 

 

Policy on the Management of Communicable Diseases 

If a child exhibits any of the following symptoms, he should not attend school.  If such 

symptoms occur at school, the child will be removed from the classroom, and the parent will be 

called to take him home. 

     Severe pain or discomfort       Infected untreated skin patches 

     Acute diarrhea        Difficult or rapid breathing 

     Episodes of acute vomiting      Skin rashes lasting over 24 hours 

     Severe coughing             Visibly enlarged lymph nodes 

     Yellow eyes or jaundice skin      Stiff neck 

     Red eyes with discharge       Blood in urine 

     Lethargy                                              Elevated oral temperature of 101.5 degrees Fahrenheit 

     Lice Once a child is symptom free, or has a physicianôs note   

stating that he no longer poses a serious health risk to 

himself or others, he may return to school. 

 

If a child contracts any of the following diseases, please report it to us immediately. 

The child may not return to school without a doctorôs note stating that the child presents no risk 

to himself or others. 

Respiratory Illnesses   Gastrointestinal Illnesses  Contact Illnesses 

   Chicken Pox       Giardia Lamblia      Impetigo 

   German Measles*      Hepatitis A*         Lice 

   Haemophilus Influenzae*     Salmonella       Scabies 

   Measles*       Shigella*       Conjunctivitis  

   Menigococcus* 

   Mumps* 

   Shingles 

   Strep Throat 

   Tuberculosis* 

   Whooping Cough* 

  

*Reportable diseases, as specified in N.J.A.C. 10:122-7, 10 (a) 
 

Absences for Illness 

Please report all absences due to contagious diseases to the school office, preferably on the day 

of the absence.  Children should not return to school too quickly after an illness, as they need 

time to regain both strength and resistance to further illness.  If your child is healthy enough to 

attend school, then he is expected to participate in all class activities, including going outdoors.  

The child must be fever free for 24 hours without the aid of medication before returning to 

school.  This is important to protect the child, other children in the classroom, and staff of the 

school. 
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Absences Due to Personal Reasons 

If your child will be absent for reasons other than illness, please report this to the school.  This 

will enable the teachers to plan for your child accordingly.  

 

Immunization Records 

All children are required by the State of New Jersey to follow the immunization schedule.  A 

child shall be exempted from a physical examination, immunization or medical treatment if the 

parent objects thereto in a written statement submitted to the center, signed by the parent, 

explaining how the examination, immunization or medical treatment conflicts with the childôs 

exercise of bona fide religious tenets or practices. 

As of December 31 all children under 5 years of age are required, by the State of New Jersey 

(N.J.A.C. 8:57-4.19), to have a flu vaccination by December 31 in order to attend school on 

January 3. 

 

Medical Records 

The medical forms and emergency cards must be returned by August 1. If there is a change in 

information on the emergency card or medical forms later in the school year, please inform the  

School office of changes. By State Mandate, Teachers are not permitted to administer any 

medication.  If medicine does need to be administered, please inform the school office to help 

with this procedure. 

 

Policy on Administration of Epinephrine and Medication   See page 13. 

 

Recommended Immunization Schedule for school attendance in New Jersey see chart on 

next page. 
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School Closing/Emergency Closing or Announcements due to weather 

1. We will try to provide a message on the Westfield school answering machine (908) 233-7447  

       Extension 18 and on (908) 322-4652 Extension 12 of the Scotch Plains answering machine.                                                                                                                                                                    

 2. We will try our best to announce closings and emergency announcements on our website 

www.christopheracademy.com   

No matter what campus your child attends you can call either of these two numbers for school 

closing information. 

 

Snow Policy 

We realize our children are very young and do not always need to come out in difficult weather 

conditions.  We also realize we are a childcare facility for many working parents; therefore, we 

do not take the closing of school lightly.  We will try to open school whenever possible.  Delayed 

openings are very difficult for us and will only be done on rare occasions.  If you feel it is not 

necessary to bring your child to school because he is young and the roads are too difficult to 

drive, please keep him home.  If you need to bring him late or pick him up early because of the 

weather, please do so; we understand.  Just keep in mind we need to open for some of our 

working parents when others of us would prefer being at home. 

 

If it is necessary to have a delayed opening, classes will run: 

ALL-DAY: 10:00 AMï3:10 PM         AM: 10:00 AMï12:10 PM       PM: 1:00 PMï3:10 PM 

Extended Care will be available at 9:00 AM 

 

Emergency Procedure Manual (Catastrophic Emergencies)  

Emergency information and supplies will be required for each student. An Emergency Procedure 

Manual is available for your review located in the school office. If we need to evacuate the 

building, the following procedures are in place: 

1. The Police Department will be notified.  

2. The staff and children will walk to St. Paulôs Day School 441 East Broad Street, 
Westfield. 

3. Signs will be posted at the entrance of the school on Hillcrest Avenue. 

4. If possible information will be posted on our website and 908-233-7447 Ext. 18 

 

Entrance 

All children must be walked into the school building and picked up at the classroom door upon 

leaving school by an adult. This is a State requirement. Please if your child is in the upstairs 

classroom enter the school at the Hillcrest Avenue entrance. Children in the downstairs 

classroom and the cottage enter through the playground. PLEASE LATCH THE PLAYGROUND 

GATES WHEN ENTERING AND LEAVING OUR PLAYGROUND.  

 

Please cooperate with our neighbors by not parking in front of driveways or cutting across their 

lawns. For the safety of the children, please do not, under any circumstances, double park while 

picking up or discharging children, please do not make u-turns on Hillcrest Avenue, or park 

going against traffic. The driveway adjacent to Christopher Academy and the parking lot across 

the street from the school do not belong to the school. 

 

 

 

 

 

http://www.christopheracademy.com/
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Early Dismissal 

We understand that at times it is necessary to pick up your child early.  Please notify the teachers 

in writing at the start of your childôs school day. 

To provide for a safe and easy dismissal of a child, no child will be dismissed during the last 

fifteen minutes of the class. Early pick-up is by 11:15 AM and 2:55 PM. 

This allows for a safe dismissal and an uninterrupted classroom. 

 

Dismissal 

Upstairs Classroom ï At dismissal please come in and line up in the multi-purpose 

room, using the first door to enter and the furthest door to exit. A teacher will call your 

child as she sees you. 

Downstairs Classroom ï At dismissal please line up on the stairs above the landing by 

the back door (waiting again in the multi-purpose room if necessary). A teacher will send 

your child to you. Then exit through the back door onto the playground. Please 

remember to close and latch the gates. 

 

Extended Care 

We offer an extended care program before and after school. The morning hour is from 7:50 AM 

to 8:50 AM and the afternoon hour is 3:10 PM to 4:10 PM. All children are welcomed to stay for 

a charge of $9 for each session billed monthly. Please call the office the day before to check on 

space availability if you wish your child to stay.  

Also please remember, aftercare ends at 4:10 PM sharp. Charges for late pick up are at the 

following rates:  $25.00 for the first five minutes and $1.00 for each additional minute. 

 

Tardiness 

Excessive tardiness is a disservice to your child and the other children in the classroom.  Early 

arrival, however, is disruptive to the time necessary to prepare the classroom each day.  

Therefore, we encourage promptness in arrival, and have included these times as a guideline. 

The All-Day, Cottage and AM children should not arrive before 8:45 AM or later than 

8:55 AM. The PM children should not arrive earlier than 12:25 PM or later than 12:35 

PM.  All children are to be picked up promptly at 11:30 AM for the morning session and 

3:10 PM for the afternoon and All-Day sessions.   

If a parent is late picking up his/her child, the child will be brought to the extended care 

room. Necessary charges will then be billed. 

 

Toilet Training  

It's a common occurrence for children learning to use the toilet to misjudge their bodies' signals, 

particularly when the excitement of school and friends draws their attention. If a child needs 

assistance in changing soiled clothing or training pants, the teachers will support the child in a 

"standing change." The standing change allows the child the greatest amount of involvement and 

independence in learning to tend to bodily needs and supports the child in learning to be fully 

independent in toileting. We do not engage in passive changes (for example, lying the child 

down on a diaper-changing table).  

For more information about toileting, please contact the school office or your child's teacher.  In 

order for us to help your child, please inform us of his schedule if it is unusual.  Also dress 

children in clothing that is easy to be removed by the child. 
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Visitation of Classroom with Child 
Parents often find it a treat to visit the classroom before (8:30 AM - 8:50 AM and 12:10 PM ï 

12:30 PM) or after school (11:30 AM -11:50 AM 1/2 day upstairs classroom only, 3:10 PM - 

3:30 PM) with their child.  This is normally a prep-time for the teachers; however you are always 

invited to visit. This may also be a time when the teachers do parent conferences.  If there is a 

conference in progress, please return another day. During your visit the teachers will not intrude.  

This is your special time with your child so that you and he/she can actually be together.  You 

will find this a great opportunity to observe your child handling the Montessori materials. We 

encourage friends, grandparents or yourself to visit the classroom with your child. 

 

Playground 

Please do not have siblings and friends enter the playground between 11:00 AM and 12:30 PM 

and 2:30 PM and 3:05 PM. The playground and front fenced yard do need to be available for the 

Lunch and Extended Care Programs at 11:50 AM and 3:30 PM. 

 

Transportation  
Since Christopher Academy has no means of providing transportation to and from school, 

parents often form car pools.  The school must be notified in writing if someone other than a 

parent is to pick up your child.  No child will be released to anyone for whom Christopher 

Academy has not received written permission from the custodial parent(s) to do so.   

 

Child Release/Failure to Pick Up Child Policy 

On the occasion that the custodial parent(s) and/or other person(s) authorized by the custodial 

parent(s) fail to pick up the child one hour or more after closing time, and provided that the 

center staff members have been unable to provide other arrangements for returning the child to 

his custodial parent(s), a staff member shall call the New Jersey Department of Children and 

Families 24-hour Child Abuse Hot Line (1-877-652-2873) to seek assistance in caring for the 

child until his custodial parent(s) or other person(s) authorized by the custodial parent(s) are 

available to care for the child.  This is a State requirement. See page 16. 

 

Custody Papers 

The State requires that Christopher Academy have on file copies of all custody papers involving 

children in our school.  Please send these to the office if applicable.  This is necessary for us to 

dismiss the child to the proper parent. 

 

Observation Window 

The observation window is provided for parents to observe our classes. Parents are encouraged 

to visit the window as often as possible. The best time to observe the classroom is during the 

childôs work period, rather then immediately after drop-off or before pickïup. Please be mindful 

that loud conversations at the window can be overheard in the classroom. 
 

Conferences 

Although conferences are scheduled twice a year, the teachers and the director are happy and 

eager to discuss your childôs growth or problems at any time.  Please take your childôs privacy 

into consideration and request an appointment before or after school hours. 

No conference will be given to caregivers or grandparents unless those people hold custody 

papers on the child.  If the parents cannot attend a conference, teachers will be happy to schedule 

a telephone conversation. 
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Clothing 

Please label all removable clothing.  Children should dress simply and practically for a workday 

at school.  Since our students are young and in many cases newly toilet trained, please dress 

them in clothing that is easily manageable to the child.  Remember, clips, belts, and leotards are 

difficult for little fingers to control. Children should wear appropriate shoes for climbing and 

running. They should wear closed toe, rubber-soled shoes. It is suggested that children wear 

sneakers or slip on walking shoes. Open toed shoes; crocs sandals and flip flops should not be 

worn to school. 

 

Class List 
Class lists for parties, carpools, etc. are available from the school office as soon as they have 

been finalized (usually the end of September).  These lists are not to be used for distribution, 

solicitation or business use. 

 

School Bags 

A Christopher Academy tote bag will be provided for each new child in September.  We ask that 

the children use only this bag.  The tote bag encourages independence as well as being easy for 

the child to fill or empty on his own.  Please do not attach any item to school bag or send toys to 

school in the school bag.  

Please look in the front pocket of the bag for important papers.  The teachers will do the same 

once the child enters school for the day.  A tote bag can also be purchased in the office for 

replacement or additional needs.  These bags are machine washable. 

 

School Photographs 

The school will provide a day during the second half of the school year to take school 

photographs of your child. 

 

Tuition  

We understand that sending your child to Christopher Academy represents a significant financial 

investment for most of our families. In an effort to recognize this, we offer payment plans of 2 

installments, 4 installments and 10 installments. The 4 installments and 10 installments plans 

carry a simple interest charge. This interest charge covers the bookkeeping costs as well as the 

monies the school must spend to begin the program to educate your child. Information 

concerning the specific costs of the monthly plan may be obtained through the school office. The 

monthly service charge will also be added on to all late payments. A late charge of $25.00 will 

be assessed to your account if any payment is not received within 10 days from the payment due 

date. 

Alternatively, parents may choose to pay tuition in full by August 1. For those paying tuition in 

full by August 1, payments not received by August 10, will be subject to a late charge and the 

tuition reduction will no longer apply. 

 

Bounced Checks 

Tuition checks that are returned to the school due to insufficient funds cause a great deal of 

accounting and banking expenses.  To cover these, we have found it necessary to charge $25.00 

for each check that is returned.  Please contact the school office if a special situation causes a 

delay in your payment 
 

Messenger Service 
The teachers are expected to be busy with the children during the school day; therefore, they 

cannot carry messages, packages or invitations from one parent to another.  Thank you for not 

adding this burden to their day. 
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All -Day Lunch Break 
We provide a lunch period for children enrolled in our All-Day Programs.  You are more than 

welcome to take your child out for lunch and return to school at 12:30 PM.  It is often a nice treat 

for the child to leave school for lunch with their parents and friends.  All lunch foods brought 

into the school need to be nut free as well as not processed in facilities, or on equipment that may 

have traces of nuts. Peanut butter may not be brought into the school as part of a childôs lunch.  

Nut warnings are clearly marked on food labels and packaging. 

 

Snack and Food Policy 
Christopher Academy will furnish a simple snack of non-sweet crackers and water on a daily 

basis.  The Parents Association supplements this snack with fresh fruit and vegetables, raisins, 

trail mix or other natural products.  If you wish to donate these much-appreciated treats, please 

contact your Parents Association Representative.  Also, please note snack and party foods are to 

be nut free.  Food processed in facilities or on equipment that have traces of nuts cannot be 

served.  This warning is clearly marked on food labels and packaging. We are a nut free 

environment.  No popcorn or unpasteurized juice is served. 

 

Water Policy 

Due to the importance of water for the childôs brain development, we will be serving only water 

for snack and using juices for parties.  Water always has been and will continue to be available at 

all times, during the school day.  To make it more special there are times when orange, lemon or 

lime slices will be added to the water.  When juice is served we will dilute it with water to reduce 

the amount of sugar intake. 

 

Birthday Donation 

Often a small gift to the classroom is an appropriate way to commemorate your childôs birthday, 

while benefiting all our children.  A list of suggested gifts is in the office.  Most are inexpensive, 

but all will be greatly appreciated by the school.  We are glad to accept any gifts to the 

classroom, and will indicate them as donated on the occasion of your childôs birthday and make 

sure your child is aware of the gift he has given.  All gifts are tax deductible. 

 

Birthday Celebrations 

We would be happy to help celebrate your childôs birthday at school.  Please remember 

independence and nutrition are important to us.  The children may bring in small cupcakes, 

cookies, fruit or other treats.  Note Dunkin Donuts are prepared on equipment that may contain 

traces of peanuts and cannot be served in the classrooms. 

Cupcakes with heavy icing and large donuts in the shape of letters or numbers are difficult to eat 

when you are 3-7 years of age. The teachers will gladly give treat suggestions.  Please inform the 

teachers a few days in advance of the celebration. 

If you are planning for an early birthday celebration for your child at school, may we suggest 

mini bagels, mini muffins or fruit. Cupcakes however are not appropriate in this case. 

No invitations, goody bags, or presents may be distributed in school.  It is very hard for children 

not invited to a party to understand why they have been excluded. 

 

Parents Association 

Our two locations have a joint Parents Association.  This group supports the school with 

organized affairs for social and educational purposes.  Information will be provided for you to 

join this group, or participate in their functions.  We encourage you to join. 
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Birthday Walk or Walk Around The Sun  

Each child gets to celebrate his ñspecial dayò by doing an activity we call ñThe Birthday Walkò 

or Walk Around the Sun.  All children are seated around the classroom rug.  The celebrant gets 

to carry the classroom globe around a special candle that is placed in the center of an ellipse.  

(This candle represents the Sun.)  As the child walks around the candle holding the globe (Earth), 

important events of his life are told.  Each revolution the child makes represents one year of his 

life because the Earth takes one whole year to orbit the sun.  Each birthday child will walk 

around the candle (Sun) the appropriate number of times corresponding to his age.  At the end of 

his walk, he may blow out the candle.  Then, we all will have a special snack. 

We will ask you for pictures of your child at his varied stages of development to help make this 

walk ñspecial.òChildren with August Birthdays will celebrate in September and children with 

July Birthdays will celebrate in June. 

 

Environmental Management Plan 

As mandated by law, Christopher Academy has been inspected for asbestos, radon, lead and soil 

contaminates.  The inspection and management reports are on file at each individual location. 

 

Student Records 

Parents of enrolled students may examine all of their childôs records held on file in the school 

office.  Records may be examined before they are forwarded to a new school.  No records will be 

forwarded without parental consent. 

  

Homework 
The children of Christopher Academy put in a full day of work at the school.  This workday 

consists of, but is not exclusive to academic studies, social development, and practical skills.  

The oldest child at our school is in grade one. We do not feel homework is or has it ever been an 

important requirement of our children.  We feel the day after school should be spent with good 

family happenings.  

Having said this, Christopher Academy will only assign special event homework.  Examples of 

special events mean that if a child has completed reading a small booklet, he/she may bring it 

home to share with parents.  If we are studying about the Olympics, we may ask you to help find 

pictures of the events.  These are only two examples, but all homework will be of the type that 

the parent must do with the child.  This is not homework in the traditional sense, but rather a 

sharing of school and home. In fact homework will be the exception not the rule. 

Please keep in mind that if a child does not bring anything home that does not mean he/she has 

not done work at school.  It may not be possible to bring most of the work home. Please come to 

school and observe what is happening in the classrooms or if that is not possible, please call and 

we will be happy to share the school day with you. 

 

Parent Assessment 
Parents of children attending Christopher Academy are asked annually to evaluate the School 

and its programs.   These responses are anonymous.  The results are shared among the full staff.  

Parents are also asked to evaluate the Parent/Teacher Conferences and Parent/Teacher 

communication in an effort to better serve our families and community and to identify areas of  

need within the Schoolôs procedures. 

 

School and Classroom Newsletters - To keep you informed about School and classroom 

happenings, the newsletters will be emailed to all parents. Hard copies can be requested through 

the office.  
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Christopher Academy does not discriminate on the basis of sex, race, color, ethnicity, national origin, 

religion, creed or disability in the administrationof its admissions or educational goals. 

 

 

Policy on Administration of Epinephrine  

 

As permitted by New Jersey law, Christopher Academy shall follow the orders of a physician or 

advanced practice nurse for emergency administration of epinephrine via epi-pen for 

anaphylaxis. 

 

Parents/Guardian Authorization and Agreements Regarding Liability 

 

Written authorization for administration of the epi-pen must be received from the parent or 

guardian of the Student. The parents/guardians of the Student shall be notified upon 

administration of the epi-pen in accordance with procedure below as provided by law. The 

School and its employees or agents shall have no liability for any injury arising from 

administration of the epi-pen to the Student.  The parents/guardians of the Student shall 

indemnify and hold harmless the School and its employees or agents for any such injury as 

provided by law. 

 

Administration of Epi -Pen by the School 

 

The School nurse and School employee - - designated and trained in administration of the epi-

pen by the School nurse pursuant to New Jersey law - - may administer the epi-pen. 

 

Policy Procedures 

 

1. The parent of the child shall provide the school with an epi-pen together with Doctorôs 

prescription in a Zip-lock bag labelled with the childôs name. 

2. The epi-pen should be stored in a safe place, but staff must be made aware of location. 

3. If child leaves the building as part of a school function, the epi-pen must be taken along 

with a first aid kit. 

4. If no designee is available, 911 and the parents should be called. 

 

 

Administration of Medication  

 

Medications including prescriptions and non-prescriptions (over the counter products) cannot be 

administered without written authorization from a parent and signed by a physician.  The 

necessary authorization forms may be obtained and discussed with the Campus Director.  

 

Medications cannot be administered during dismissal. All medications need to be given to the 

school in the original container. 
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The Beginning School Experience 

 

 

We realize that the separation at the beginning of the school year can be a trying experience for 

both parent and child.  In most cases, it is best to say good-bye and let the child leave you.  If 

you are uneasy about this separation, we encourage you to leave the child with the teachers and 

remain in the school office or waiting room, not the classroom.  Though we encourage you to 

visit and observe the class as often as youôd like, remaining in the room in order to calm the 

anxious child does not allow him to acclimate himself to the school experience.  The school 

office will gladly provide a comfortable place for you to spend your time.  Remaining out of 

sight of the child allows him to experience the separation and become accustomed to the 

classroom, while providing you the assurance of being within reach should a problem occur (as 

well as to see that they usually donôt).  Please, please, please try to separate.  If your child is 

missing home, allow him to bring in a favorite object or perhaps a family memberôs picture to 

remind him that he is, indeed, going to return home at the end of the day.  We will try to take 

good care of whatever he brings.  We understand that this is often a difficult time, and will do 

our best to assure you and your child that he is receiving the highest standards of care and 

attention.  On a few occasions we may ask for your help with separation.  If this becomes the 

case, the Campus Director and teacher will give guidelines to help the child adjust to the 

program.  The Director is also available to discuss any specific concerns you may have regarding 

your childôs separation, or any aspect of our program.  
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Policy on Discipline 

 It is Christopher Academyôs philosophy as that of Dr. Maria Montessori that if a child is 

stimulated with the proper materials in a controlled environment, there will be very few 

discipline problems.  Consequently, we make every effort to provide interesting, beautifully 

maintained materials that focus on the childôs individual needs. 

The activity of working with Montessori materials should help normalize a child, therefore 

avoiding most discipline problems. 

If a teacher must discipline, it is our feeling, in conjunction with the Montessori philosophy, that 

inactivity from the material or separation of the child from the classroom activities for a short 

period of time should be the only form of discipline. 

The separation should occur as follows: 

1. A child may sit on a chair at a table in his classroom. 

2. The child may return to activity when he is ready to comply with normal classroom 

rules or courtesy to others. 

3. A child may be brought to the Directorôs office if necessary to accomplish this 

separation. 

4. No child is permitted in the hallways or any other unsupervised environment. 

5. No physical force or abusive language will be used with the children. 

6. No ñtime-outò chair will be used. 
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         N. J. Department of Children and Families 

Policy on the Release of Children 

A.  Each child may be released only to the childôs custodial parent(s) or person(s) authorized by     

      the custodial parent(s) to take the child from the center and to assume responsibility for the   

      child in an emergency if the custodial parent(s) cannot be reached.  The provisions that a   

      child shall not be visited by or released to a non-custodial parent unless the custodial parent   

      specially authorized the center to allow such visits or release in writing.  This written  

      authorization, including name, address, and telephone number shall be maintained in the file.   

      If a non-custodial parent has been denied access to a child by a court order, the center shall  

      secure the documentation to that effect and maintain a copy on file. 

 

B.  Written procedures to be followed by staff member(s) if the parent(s) or person authorized by     

      the parent(s) as specified in ñAò above, fails to pick up child at the time of the centerôs daily    

      closing. 

     The procedure shall require: 

                      1.  The child is supervised at all times. 

                      2.  Staff member(s) attempt to contact the parent(s) or person(s)  

                            authorized by the parent(s). 

                      3.  An hour or more after closing time, and provided that other  

                           arrangements for releasing the child to his/her parent(s) or authorized  

                           person(s) have failed and the staff member(s) cannot continue to  

                           supervise the child at the center, the staff member shall call the NJ  

                           Department of Children and Families 24-hour Child Abuse Hot Line  

                           (1-877-652-2873) to seek assistance in caring for the child until the  

                           parent(s) or person(s) authorized by the childôs parent(s) is able to pick up. 

 

A. Written procedures to be followed by a staff member(s) if the parent(s) or person(s) 

authorized by the parent(s) appear to be physically and/or emotionally impaired to the 

extent that, in the judgment of the Director and/or staff member(s), the child would be 

placed at risk of harm if released to such an individual. 

The procedure shall require: 

1. The child may not be released to such an impaired individual. 

2. Staff member(s) attempt to contact the childôs other parents or an 
alternate person(s) authorized by the parent(s). 

3. If the center is unable to make alternative arrangements as noted in 

ñAò above, a staff member shall call the Divisionôs 24-hour Child 

Abuse Hot Line (1-877-652-2873) to seek assistance in caring for 

the child. 
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 Parent Information  
 

In keeping with recent amendments of New Jerseyôs Child Care Centers licensing requirements, 

we are obliged to provide you, as the parents of a child enrolled in our center, with the enclosed 

informational statement and our handbook. 

 

The statement highlights, among other things, your rights to visit and observe our center at any 

time without having to secure prior permission, the centerôs obligation to be licensed and to 

comply with licensing standards, and the obligation of all citizens to report suspected child 

abuse, neglect, or exploitation to the Stateôs Department of Children and Families. 

 

NEW JERSEY DEPARTMENT OF CHILDREN AND FA MILIES  

 

Information to Parents 

 

Under provisions of the Manual of Requirements for Child Care Centers (N.J.A.C. 10:122), 

every licensed child care center in New Jersey must provide to parents of enrolled children 

written information on parent visitation rights, State licensing requirements, child abuse/neglect 

reporting requirements and other child care matters.  The center may comply with this 

requirement: 1) by reproducing and distributing to parents this written statement, prepared by the 

Bureau of Licensing Department of Children and Families; or 2) by incorporating the required 

informational materials.  In keeping with this requirement, the center must secure every parentôs 

signature attesting to his/her receipt of the information. 

 

*****  

 

Our center is required by the State Child Care Center Licensing Law to be licensed by the Office 

of Licensing, Child Care and Youth Residential Licensing in the Department of Children and 

Families (DCF).  A copy of our current license must be posted in a prominent location at our 

center.  Look for it when youôre in the center. 

 

To be licensed, our center must comply with the Manual of Requirements for Child Care Centers 

(the official licensing regulations).  The regulations cover such areas as: physical 

environment/life-safety; staff qualifications, supervision, and staff/child ratios; program activities 

and equipment; health, food, and nutrition; rest and sleep requirements; parent/community 

participation; administrative and record keeping requirements; and others. 

 

Our center must have on the premise a copy of the Manual of Requirements and make it 

available to interested parents for review.  If you would like to review our copy, just ask any staff 

member.  Parents may secure a copy of the Manual of Requirements for Child Care Centers, for 

$5.00 by writing to: NJ Department of Children and Families Office of Licensing, Publication 

Fees, PO Box 657, Trenton, New Jersey 08646-0657. 

 

Our center must have a policy about dispensing medicine and the management of communicable 

disease.  Please talk to us about these policies so we can work together to keep our children 

healthy. 
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Parents are entitled to review the centerôs copy of the Bureau of Licensingôs Inspection/Violation 

Reports on the center, which are issued after every State licensing inspection of our center.  If 

there is a licensing complaint investigation, you are also entitled to review the Bureauôs 

Complaint Investigation Summary Report, as well as any letters of enforcement or other actions 

taken against the center during the current licensing period.  Let us know if you wish to review 

them and we will make them available for your review. 

 

Our center must cooperate with all DCF inspections/investigations.  DCF staff may interview 

both staff members and children. 

 

Our center must post a listing or diagram of those rooms and areas approved by the Bureau for 

the childrenôs use.  Please talk to us if you have any questions about the centerôs space. 

 

Our center must offer parents of enrolled children ample opportunity to assist the center in 

complying with licensing requirements; participate in and observe the activities of the center.  

Parents wishing to participate in the activities or operations of the center should discuss their 

interest with the center director, who can advise them of what opportunities are available. 

 

Parents of enrolled children may visit our center at any time without having to secure prior 

approval from the director or any staff member.  Please feel free to do so when you can.  We 

welcome visits from our parents. 

 

Our center must inform parents in advance of every field trip, outing, or special event away from 

the center, and must obtain prior written consent from parents before taking a child on each such 

trip. 

 

Parents of enrolled students may examine all of their childôs records held on file in the school 

office.  Records may be examined before they are forwarded to a new school.  No records will be 

forwarded without parental consent. 

  

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 Child Abuse Hotline, toll free at (1-877-652-2873). Parents may secure information 

about child abuse and neglect by contacting: DCF, Office of Communications and Legislation at 

(1-609-292-0422) or go to www.nj.gov/dcf and select Publications or to any District Office.  

Such reports may be made anonymously. 

 

Parents may secure information about child abuse and neglect by contacting Community 

Education Office, Department of Children and Families, CN 717, Trenton, NJ 08625 
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School Forms 
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2011-2012   EMERGENCY INFORMATION CARD   (Please complete card) 
 

Please Print 
Studentôs Name ________________________________________________ Birth Date ______________ 

Address ________________________________________City ___________________ Zip ___________ 

Home Phone _______________________ 

 

Where can parents be reached if not at home? 

Mother: _________________________________ Email ____________________________________                       

Phone ________________________ Cell __________________________ 

Address ________________________________________City ____________________ Zip __________ 

 

Father: _________________________________   Email ____________________________________       

Phone ________________________ Cell __________________________ 

Address ________________________________________ City ____________________ Zip __________ 

 

List two neighbors or nearby relatives who will assume temporary care of your child if you cannot be 

reached. 

1.   Name _____________________________________ Address _________________________________  

Home Phone ______________________ Cell __________________________ 

2.   Name _____________________________________ Address _________________________________  

Home Phone ______________________ Cell __________________________ 

 

In case of accident of serious illness, I request the school to contact me.  If the school is unable to reach me, I hereby 

authorize the school to call the physician indicated below and to follow his instructions.  If it is impossible to contact this 

physician, the school may make whatever arrangements seem necessary.  

                                  

Signature of parent or guardian ____________________________________Date ____________________ 

 

Allergies: 

 

Remarks: 

 

Other Conditions: 

  

 

Local Physicianôs Name _____________________________________________  

 

Address ________________________________ 

 

Office Phone ____________________________________________  

 

Hospital ________________________________ Phone ____________________ 

 

       I have read the Parent Handbook regarding all school policies. 
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Christopher Academy 

 

 

 

Permission 
 

I am pleased to grant to the Christopher Academy the right to use my sonôs or daughterôs name, 

voice and likeness in the Christopher Academyôs programs, publicity, and promotional materials, 

and in any broadcast or transmission in any media, including newspapers, magazines, television, 

videocassette, and the Internet. 

 
 

Childôs Name _____________________________________________________________________ 

 

Signature of Parent/Guardian _____________________________________________________ 

 

Date ____________________                                     

 

 

AM _____     PM _____    All-Day _____    Cottage _____ 
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Christopher Academy 

   

Transportation Pick-Up Form 
 

 

I give my permission for the following person(s) to pick my child up from school.    

PARENT/CAR POOL (Name and Phone Number) 
 

_____________________________________________________________________        

_____________________________________________________________________ 

_____________________________________________________________________       

_____________________________________________________________________ 

_____________________________________________________________________       

_____________________________________________________________________                          

 

 

I give my permission for the following person(s) to pick my child up on an ongoing basis.   

(Name and Phone Number) 

 

____________________________________________________________________       

____________________________________________________________________ 

____________________________________________________________________       

____________________________________________________________________ 

____________________________________________________________________       

____________________________________________________________________        

 

I give my permission for the following to observe my child in the classroom. 

 

____________________________________________________________________        

____________________________________________________________________ 

 

 

______________________________                          _______________________________ 

Signature (Parent /Guardian)                      Childôs Name 

Date _________________________ 

 

AM_____ PM _____ All-Day _____ Cottage _____ 
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Christopher Academy ï Westfield 
 

 

 

 

 

Dear Parents, 

 

 

 This year we will have an extended care program that will be available to all of our students.   

The hours will be 7:50AM-8:50AM and 3:10PM-4:10PM at the cost of $9 per hour.  

 

 Parents may use this program on a daily or an occasional basis.  If you wish to use extended care 

on an occasional basis, please notify the office 24 hours in advance so we may maintain the proper 

staff/child ratio. 

 

 

 

 

 

 

EXTENDED CARE  

 

 

 We will need extended care daily: 
 

 7:50AM-8:50AM__________   3:10PM-4:10PM__________ 

 

 

 We will use extended care occasionally: 

 

7:50AM-8:50AM__________   3:10PM-4:10PM__________  
 

 

 

______________________________ 

Childôs Name  

 

______________________________ 

Signature of Parent/Guardian  

 

_______________________________ 

Telephone Number 
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