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Welcome
Welcome to Millbrae Nursery School. We are excited and privileged you have chosen to
partner with our program during this early education journey! The program is located at 86
Center Street, Millbrae, CA. 94030. We offer tuition-based and a limited number of subsidized
spaces funded by Department of Social Services and Department of Education. Our program is
full day, full year to meet the needs of working parents. We are open to serve families from all
communities.

History of the Millbrae Cooperative Nursery School
In 1938, a group of mothers and fathers desired a rich and meaningful play and learning
experience for their preschool children. Millbrae Cooperative Nursery School was born. The
fledgling school bore no physical resemblance to our school as it is today, but its ideals provided
then, as they do now, a safe and attractive place where a child finds equipment for active play
and where books and creative media for quiet play are available to his curious and expressive
nature. A child learned then, as now, to use his body; to cope with his own feelings and
emotions; to get along with others; to satisfy his curiosity; to widen his experience; to accept
limitations; to communicate with others; to grow in self-confidence and self-reliance.
The Chadbourne Elementary School was our first “home”. The school provided a room,
furniture, and supplies. But, as Millbrae grew, so did its need for more classroom space and it
was necessary for the nursery school to move. The space was found at the Millbrae Recreation
Center in the old adobe building. The building was small, and soon supplies and equipment
strained the cramped storage facilities.
In 1956, the American Legion Hall on Center Street became available, and here we really began
to stretch and grow. The building was purchased in 1957 from Earl Wilms and Martin Wilms
for the sum of $18,000. The same year the two lots that compose our present playground were
purchased from Vittorio and Maria Lanza for the sum of $5,122.98. The building was
remodeled to its present state in 1962.
Nelson Van Judah was commissioned in 1967 to design our large outdoor play area. He was
asked to make use of materials that we had readily available to us. Those were telephone poles,
barrels, and pipe. The nursery school’s fathers executed his design. The result was the unique
playground we have today. Where else could a child climb up into a telephone pole fort and
experience the tingling excitement of a roaring, rumbling Southern Pacific train?
For your child’s greatest benefit, he needs space, equipment and materials designed to test his
growing powers. In addition, he needs warm acceptance and understanding of his fledgling
abilities. Our teaching staff more than fills this need. From its beginning Millbrae Nursery
School has been staffed by well-qualified teachers. Marjorie Wheeler served as the first director
until her retirement.
With the advent of Proposition 13 cutbacks the school lost its support from and affiliation with
College of San Mateo, requiring cutbacks and changes in the manner in which the school was
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administered, but never in the type of experience offered to the children. The school has
accommodated those changes; and, after several years of struggle, has proven that it can stand
on its own and flourish. In 1980, the school celebrated the burning of its mortgage.
In 1988 we celebrated our 50th anniversary with a flourish. People were lined up around the
block to come in and join the celebration. It was a time to really appreciate the rich history of
Millbrae Nursery School.
In 2000 the long standing, extremely dedicated and forever guiding director, Dorothy Skjonsby,
retired and a new director and admissions consultant were hired to pave the way into the new
century. The school has reached its 70th year of serving children and families and is going
strong with three classes which are consistently fully enrolled.
The school is constantly changing to meet the needs of the children and their parents. Extended
care is available for working parents and for other parents in the school who need it on an
occasional basis.
Millbrae Nursery School provides you with an opportunity to share a wonderful experience with
your child. You can enrich your life as your child enriches theirs; sharing their education
during the formative years when parent participation really makes a difference in the
development of their character. The families involved in Millbrae Nursery School continue to
experience a rich and meaningful play and learning experience for their children, as well as
support and learning experiences for themselves.
Millbrae Nursery School also receives funding from the State of California’s Department of
Education. This allows MNS to provide a program for some of our students who may not have
been able to have the enriched experience of a quality preschool. This program also enriches
our total school and staff by providing us with high early childhood standards and support from
our County Office of Education. Being part of the educational system we are continually
reviewing and enhancing our program. Millbrae Nursery School truly embodies a place where
everyone can grow and learn.
In January 2013, Millbrae Nursery School experienced a water pipe rupture that flooded the
entire school, displacing our school family to a temporary site. Due to the generous support of
the Hodges-Fraser Family we were able to make a temporary home and hold classes at Accel
Gymnastics in Burlingame. Without this generous support MNS would have surely closed its
doors permanently. After nine months of repairs and renovations MNS was able to move back
into or beloved red school house. A grand celebration of our renovated school and MNS’s 75th
Anniversary was held in October 2013 with the help of past and present families, teachers and
staff members.
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In 2016, Millbrae Nursery School received grants from Rebuilding Together Peninsula and
Millbrae Community Foundation. These grants and the help of our enrolled members, plus
volunteers of Roche Molecular Industries MNS received new paint, window screens, new back
doors, and drainage work for the building and in the yard. This was much needed and
appreciation for Millbrae Nursery School by its enrolled family and community.
Millbrae Nursery School celebrates its 80th Anniversary in April of 2018 surrounded by friends,
family, alumni and future students.

Mission Statement
The mission is to be participants in the creation of a stimulating, wholesome, and fun
learning environment for the children, parents and families of Millbrae Nursery School.

Program Goals and Objectives
1. To help parents understand the needs of preschool children.
2. To supervise the play of preschool children therefore helping parents to establish a relaxed
loving leadership in the home as well as in the nursery school.
3. To provide the opportunity for constructive play experience with a group.
4. To permit the children freedom to develop appropriately to their age. There shall be a
minimum of academic instruction with emphasis being placed on social attitudes, behavior and
freedom from regimentation.

Millbrae Nursery School Program and Philosophy
In order for us to learn and grow together here at school, we need to understand what the
goals, objectives and philosophy of our school are. Then and only then can we all work
together to accomplish what we set out to do at the beginning of the year. We believe in an
open-ended, experimental curriculum as opposed to a formal, structured teaching program
in preschool.
First, it is important to understand that while we are “educating the body” we are also
“educating the mind”. When children are growing up, they learn to crawl, to walk, to jump,
etc. Then they will develop at their own speed, more specific controlled actions such as
throwing a ball, putting shapes together to fit into a puzzle, hammering and cutting. If these
basic motor skills are not learned and refined, difficulties later with more advanced
controlled movements for reading can occur. All communication skills—speech, gesturing,
reading and writing are motor based. Hard to believe that while a child is jumping or
climbing they are preparing themselves for reading.
“Children cannot move toward abstract structure and reasoning without
a broad base of direct encounters from which to abstract and to generalize.”
This quote from Piaget stresses the need for an experimental environment in preschool—one
that stimulates thinking and helps children learn to acquire and process information. The
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children must be encouraged to use their curiosity by manipulating and asking questions.
Hopefully, there will be an adult available to listen and to guide. The child learns to
classify, separate, organize and label. They must be able to recall other experiences in order
to compare and reach their own conclusions. This cognitive learning process takes years yet
it is so basic that we as adults don’t give it a second thought. It is really quite intricate when
you separate out the necessary steps. Children can be taught to memorize data, but cannot
understand it until they have experienced all the steps. During these stages of learning,
children set up their own timetable. They choose which activity they naturally sense they
need to improve upon; thus the open-ended curriculum.
While the preschool is “learning to learn”, they are also gaining a concept of themselves in
relation to other. Ages, 3, 4 and 5 are the root years for socialization and self-esteem. A
child’s play in reality is their work! Intelligence is defined as the ability to adapt to an
increasingly complex internal and external environment. As our society becomes more
complex and more filled with changes it becomes increasingly critical to have the skills of
experimentation and adaptability.
All of a sudden it makes more sense not to offer formal academics during those already busy
preschool years. Why add more pressure to this very formative time in a child’s life. We
spend the time seeing the children as their own individual person and we guide them to be
the best they can be. Because we see play as an essential medium for learning, because we
recognize that it contributes to all types of learning, including physical, social, emotional
and intellectual, we create an environment, which allows us to structure a program based on
play.
Our program stresses freedom within limits. It offers a time and a place for children and
adults to solve problems and to make choices and decisions about activities, participation
and relationships. It encourages the teacher, when needed, to serve as the control for a child
or children as a group. Within the structure, the program is flexible. It meets the pace,
needs, abilities and interests of each child as well as the group as a whole. The program
changes and grows from moment to moment, from month to month, from year to year, as
those involved change and grow.
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POLICIES AND
PROCEDURES
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Ages of Children Served
We serve children ages 2 – 5 in the program. For information on whether your child qualifies
for the program and information on the status of our wait list, please contact our office.

Program Hours
As of June 2020, Monday – Thursday - 9:00 AM - 4:30 PM; Friday- 9:00 Am – 3:30

Open Door Policy
We warmly welcome and invite all parents to participate in their child’s classroom. Millbrae
Nursery School has an open door policy.

Our Program
Toddler Program
The toddler classroom has a maximum of 18 children. The children ages 2-3 will stay in the
toddler classroom with a 1:4 adult child ratio. When toddlers develop strong relationships with
the teachers, they are more likely to explore their environment. A nurturing environment fosters
creativity and development.

Preschool Program
The preschool program has a maximum of 24 children per class. The ratio is 1:5 adult-child
ratio. In the preschool classrooms, the teachers focus on supporting children to build strong and
respectful relationships by nurturing their social-emotional development and provide complex
activities and materials for children to explore at their level of abilities and learning styles.
Children can choose activities based on their own interests.

Religious Instruction - Refrain from (EC §§ 8265(a)(4);5 CCR § 18017.)
The Center shall not and does not provide education or child care and development services that
include religious instruction or worship.

Non-Discriminatory Policy
The Millbrae Nursery School admits students of any race, color, national and ethnic origin to all
the rights, privileges, programs and activities generally accorded or made available to students at
the school. It does not discriminate on the basis of sex, sexual orientation, gender, ethnic group
identification, race, ancestry, national origin, religion, color, or mental or physical disability in
the administration of its educational policies, admissions policies, scholarships, athletic, or other
school-administered programs.
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Curriculum
What appears to adults as simple play time is actually work time for preschool children.
Children are natural scientists AND THEY LEARN BEST THROUGH PLAY! They explore,
examine, and investigate during their play experiences, while learning the social and emotional
skills necessary for healthy development and successful human interaction. The “Play” at the
Millbrae Nursery School is PURPOSEFUL and environments are intentionally designed to
facilitate independent purposeful play.
Teachers engage in “Active – Evidence Based Curriculum Planning”, which incorporates
approaches and concepts from The California Infant/Toddler and Preschool Foundations, and
the corresponding Curriculum Framework. We also incorporate the Program for Infant Toddler
Caregivers (PITC) and the California teaching pyramid for infants/toddlers and preschool. Most
importantly we believe parents are the BEST resource in terms of children’s abilities and needs.
Parents also help us determine what is culturally relevant to them and are valued contributors to
curriculum development.
In essence, active curriculum planning offers children learning opportunities that are attuned to
their developing abilities and connected with their experiences at home and in their
communities.
Curriculum is based on an understanding of child development and implemented in ways that
are consistent with our core goals and values. Weekly educational plans for children are based
on established goals informed by individual assessment results and group trends. The scheduled
“work day” is structured to allow the flexibility needed to meet the needs of the individual
children and the class as a whole.
In affect we strongly believe in having a strong foundation in Child Development Theory and
then complimenting this with elements of various early education curricula.

Assessment
Desired Results Developmental Profile (DRDP)
The goal of the Millbrae Nursery School is to ensure that all children are making progress in the
domains of physical, cognitive and social-emotional development. We use the Desired Results
Developmental Profile, a tool developed by the California Department of Education, Early
Learning and Care Division, to assess the overall development of children across language,
cognitive, social-emotional, physical, and health domains. A “Desired Results” are defined as
conditions of well-being for children.
Children are assessed within 60 days of enrollment and every 6 months thereafter. Parents’ input
is an important component of this assessment. The DRDP is a “Naturalistic Assessment”
instrument that and is completed over time.
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Environment Rating Scales (ERS)
The Environment Rating Scales are used in national studies and by other states
and organizations to evaluate program quality. Millbrae Nursery School uses
the following scales: Infant/Toddler Environment Rating Scales (ITERS),
Early Childhood Environment Rating Scales (ECERS) and School-Age
Environment Rating Scales (SACERS). This is required instrument for
program self-evaluation and compliance review that is conducted at least once
a year by trained staff, parents and board representatives. A brief description
of the areas of low scores is completed and action steps are developed to
improve the score. Expected completion dates and follow-up are also part of
the report.
Program Self-Evaluation
Millbrae Nursery School Self-Evaluation addresses: family and community
involvement; governance and administration; funding; standards, assessment,
and accountability; staffing and professional growth; opportunity and equal
educational access; and approaches to teaching and learning. Program quality
is assessed annually through the required self-evaluation and the reviews
conducted by CDE/EESD program staff.
Staff Development
Millbrae Nursery School is committed to providing training and development opportunities for
all staff, not only to professionalize their status as early childhood educators, but also to sustain
a healthy partnership with parents. Such training gives our staff the chance to educate families
on basic parenting issues, thereby encouraging the development of stronger families. A balanced
parent education plan develops out of an ongoing, well-planned strategy for staff development.
At the beginning of each fiscal year a training survey is distributed to all staff. The survey
covers a variety of topics related to early childhood education and asks staff to identify topics in
which they would most like to receive further training. The results of this staff training needs
assessment combined with the annual report determine the training priorities for the agency’s
staff development plan. Technical assistance is provided on a regular basis in either a formal or
informal approach.
Our program conducts regular observation of teachers and staff in order to identify training and
support needs. Ongoing mentorship is provided by the program director and supported through
annual performance evaluation. The Millbrae Nursery School supports opportunities for staff to
attend professional development workshops and seminars. Staff performs their job based on the
specific written job descriptions. New staff orientation is scheduled for new employees, in
10

Millbrae Nursery School Handbook

order to provide an opportunity to share the current staff development schedule and to identify
the new employee’s professional needs.

Parent Engagement and Parent Education
Millbrae Nursery School provides you with an opportunity to share a wonderful experience with
your child. You can enrich your life as your child enriches theirs; sharing their education during
the formative years when parent participation really makes a difference in the development of
their character. The families involved in Millbrae Nursery School continue to experience a rich
and meaningful play and learning experience for their children, as well as support and learning
experiences for themselves.
Parents are encouraged sign up to participate in the program as best they can with various
positions available. Some participation options are:








Sign up to “work” in the classroom
Attend parent education meetings
Attend Business meetings
Coordinate an event
Sign up to be a Board member
Participate in our snack program
Attend the Parent Advisory Committee meetings –

For more participation options, please talk to the program staff

Parent Advisory Committee
The Parent Advisory Committee is composed of parents, center staff (administrators, teachers,
paraprofessionals) to share information and operations of the program. At parent’s request, we
will invite community agencies to present at the meeting.

Information Sharing
The program will make every effort to share information with families in multiple ways. Please
look out for parent letters, classroom newsletters, emails, and phone calls. The communication
may come from the office or classroom. Please look out for all communication and respond
when requested.

Family Needs Assessment
As part of the enrollment process, we have included a family needs assessment in the enrollment
packet. Please fill it out and we will make every effort to support you with referrals in our
county. You are welcomed to stop by the office any time should you or your family have a need
for service.
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Parent Survey:
The Parent Survey is distributed at least once each year. It determines parent satisfaction with
their child(ren)’s progress, provides information about achieving goals, and gives the program
access to parental input (including suggestions about topics for parent education). A Parent
Survey Summary of Findings is part of the program’s annual self-evaluation process, and action
plans are developed from the key finding in order to improve program quality.

GUIDES TO SPEECH & ACTION
Taken from Katherine Read’s “The Nursery School”
IN SPEECH:
1. State suggestions in a positive rather than a negative form.
2. Give the child a choice only when you intend to leave the choice to him.
3. Your voice is a teaching tool. Use words and a tone of voice which will help
the child feel confident and reassured.
4. Never depend on changing behavior by words which may make the child
feel less respect for himself, such as blaming or shaming him or making him
feel guilty.
5. Avoid motivating the child by making comparisons between one child and
another or encouraging competition.
6. Redirect the child in a way that is related to his own motives or interests
whenever possible.
IN ACTION:
1. Avoid making models in any art medium for the children to copy.
2. Give the child the minimum of help in order that he may have the maximum
chance to grow in independence, but give the help the child needs.
3. Make your suggestions effective by reinforcing them when necessary.
4. Forestalling is the most effective way of handling problems. Learn to
foresee and prevent rather than mop-up after a difficulty.
5. When limits are necessary, they should be clearly defined and consistently
maintained.
6. Be alert to the total situation. Use the most strategic positions for
supervising.
7. The health and safety of the children are a primary concern at all times
8. Observe and take notes!!!
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TALKING WITH CHILDREN: WHAT TO SAY & HOW TO SAY IT

1.

It’s hard for him to wait so long for a turn; try to let him have
the truck soon …in about three minutes. Let’s count to…….

2.

We don’t hit and hurt people at school. Tell him what you
want. Tell me what you need. Try to use your words.

3.

I can’t let you hit. I know how you feel, and it is all right to
feel angry. And you may not hurt other people at school.

4.

Yes, I heard him use that word. It is not a school word. What
could you say instead?

5.

Tony, the children don’t like to play with you when you knock
their blocks down. They worked hard on their buildings and
you made them mad when you knocked the blocks down.
Here, let’s pick the blocks up and help rebuild the tower.

6.

Keep the sand low, this way. Dig down with your hands and
arms.

7.

I can’t let you kick him and I won’t let him kick you either.

8.

Sand is not for throwing; it stings people’s eyes. If you feel
like throwing something, we can find a ball.

9.

Inside we do not climb on the tables. Feet belong on the floor
inside.

10.

I’m not going to chase you, Sue. Walk yourself back here to
me. See if you can take giant steps. I’ll wait for you.
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SUPERVISION TECHNIQUES
Seat yourself on a chair or floor (at eyelevel) whenever possible. You are able to see things
at a child’s level when seated. Too many adults standing can be distracting to the children.
Avoid sitting on play equipment.
Together you and your co-workers should “cover” every area of play space. Check to see
that you are supervising a different area from that covered by another worker.
Be aware of the total situation along with your own area. Place yourself in a position where
you are able to observe the maximum number of children in the yard or room. Do not place
yourself with your back to any area.
If you must leave the group, always notify your co-workers. Never, under any
circumstances, must the yard or room be left unsupervised by an adult.
If you are the only worker in the area, do not leave for any reason. If you feel that safety is
involved in any situation, step in immediately. If you feel that danger is imminent, be close
by the situation. Close means within touching distance.
There will be situations when adult interception is definitely needed. However, there will be
many times when the children are able to resolve it themselves. Stay close to the situation,
but guard yourself against unnecessary interference.
Use your ingenuity in making new and appealing arrangements of equipment. This will
reduce your supervision problems.
Be a sympathetic audience rather than an entertainer for the children. Making clay figures,
cutting paper dolls or entering too actively into their dramatic play makes them too
dependent on you and is likely to lessen the amount of creative play. If you find yourself in
a difficult situation, do not hesitate to get help from the supervising teacher.
Yelling across the yard to children, parents or teachers is distracting to others around you.
Please do not yell at any time except in an Extreme Emergency. Especially, with children,
make eye contact, and then speak to them.
You may have to ask children to make their voices softer. At the same time, make a
conscious effort to keep your own voice low and pleasant.
If one child becomes over-excited or over-destructive, the whole group may follow suit
unless you are alert and intervene at the proper moment.
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Do not discuss a child’s behavior with other parents or your co-worker over a child’s head.
Promptness is important. Come directly into the group ready to start your work day.
Do not plan on carrying on business in the office on your work day.
A smoother program results from everyone co-operating. If you are late for your
work day, plan to stay after class to help. If you need to take a break please speak
with the teacher.
Avoid chatting with other parents, workers or visitors while on duty. The use of
cellphones is strongly discouraged. Please speak with the teacher if there is an
emergency.
Little children’s legs are short. They cannot keep up with adults’ strides. Make a
conscious effort to walk slowly.
Remove all stray toys from the climbing and/or jumping areas. No toys are to be
placed on the climbing structure at any time.
Water is allowed outside in the yard on warm days. With adult supervision, water
must be obtained from the sink and not the drinking fountain. Please keep sand and
tan bark out of sinks and water fountains, they will block the drain.
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Field Trip Guidelines
Because all of our classes go on a number of field trips during the school year, we need our
work parents to cooperate by driving if at all possible.
If the field trip is on your workday, you are encouraged to drive on the field trip. If driving a
driver’s license and car insurance must be submitted to the front office. If you cannot drive
on the field trip and /or do not have car insurance, you are encouraged to switch workdays
with another parent who can and will drive on the field trip.
If it is your workday you cannot bring siblings or friends along as our seatbelts are limited.
Any change to this policy must be cleared in advance with the supervising teacher.
At NO time are non-enrolled children allowed on our field trips. Additional enrolled
children who come with the consent of the teacher must be signed into drop-in extended
care.
All children and adults must wear seat belts when traveling in cars. If your child is not
accustomed to this practice, please be informed that if he/she will not keep a seatbelt on,
he/she will not be allowed to go on the field trip.
California Law (Effective 01/01/2012):
Children under the age of eight (8) must be secured in a car seat or booster seat in the
back seat. Children who are 8 years of age OR have reached 4’9” in height may be
secured by a booster seat, but at a minimum must be secured by a safety belt in the
back seat.
All children shall be secured in a child passenger restraint system meeting applicable state
and federal motor vehicle safety standards.
You are responsible for the supervision of the children assigned to you by the teacher.
Please do not exchange children with another parent without asking the teacher first.
Snack is provided on the trips. No additional food or souvenirs are to be bought on the trip
for the children.
If you have any questions concerning the above guidelines, please
discuss it with the teacher in charge of the field trip.
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Food Program
Meal Times are as follows:
Breakfast:
10:30 a.m.
Lunch: 12 noon
Pm snack:
2:30 p.m.
Afternoon:
4:00 p.m. (suspended until further notice)
Food Program
Enrolled Children will receive meals inclusive of the program's daily offering .There will be no additional
charge to the families for any meals.

Nutrition
Breakfast, (mid-morning snack), lunch and an afternoon snack are offered to the children. The
menus are prepared in accordance with State Department of Education Childcare Food Program
nutrition guidelines. Children are encouraged to try new foods and to serve themselves.
(Modifications have been made due to COVID )
Millbrae Nursery School is a nut-free school. We do not serve nuts in any of the meals that are
provided at the preschool. Whenever we learn of food allergies and/or dietary restrictions, we
work to make the appropriate substitutions.
In extreme cases, when our menu is totally unsuitable for your child’s needs, you are
welcome to provide a healthy snack for your kiddo.
We do not have available resources to completely individualize the menu. We will, however,
make every effort to provide simple substitutions.
A lunch menu is distributed weekly. All children will be offered the same meals with no
physical segregation or other discrimination because of race, color, national origin, age, sex or
handicap.
Millbrae Nursery School is able to provide a sufficient amount of food for every student in our
care,
We ask that the family communicate with the teacher prior to bringing food into the school.
We ask that you NOT SEND IN SWEET TREATS for children.

Allergies and Food Restrictions




If your child has an allergy or food restriction, please make certain the teacher and
administrative staff is informed.
Information about children with asthma or allergies are shared with classroom staff.
Our program recognizes and respects the personal and religious beliefs of all families. If
your child has a food restriction due to a personal and/or religious belief, we will work with
you to accommodate reasonable requests.
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Discipline Policy
Most discipline problems can be prevented through:
1.
2.
3.
4.

Good scheduling and structuring of the day.
Clear directions.
Appropriate expectations.
Listening to the child.

Appropriate behavior may be encouraged through:
1.
2.
3.

Positive reinforcement
Praise
Modeling

When inappropriate behavior occurs, the following discipline measures
will be used:
1.
2.
3.
4.

5.
6.

Redirect child’s activity (perhaps repeatedly)
Explanations, using simple language.
Use of natural and logical consequences.
Appropriate management (separating the child from others, but within view
of the adult in a positive way: to give the child time to collect themselves
and think over their actions)
Making parents aware of disciplinary concerns (verbal and/or written report).
If inappropriate behavior happens on a recurring basis, parent will be asked
to meet with the child’s teacher and/or Preschool director.

Behavior Standards for Children
The health, safety and social-emotional well-being of children are our program’s top priority. We view
social-emotional development as a skill that children must develop throughout the child’s early years. We
strive to help children learn and play, problem solve, and learn conflict resolution strategies. All children
and adults are expected to be kind (help others, share, take turns), respectful (clean up, listen when others
talk, follow class schedule) and safe (keep our hands/feet to ourselves, walk inside).
Positive behavior support at the Millbrae Nursery School is developed through encouragement of positive
behavior through a planned environment that provides a variety of activities. Staff utilizes daily activity
time and interaction to teach social-emotional skills, conflict resolution and problem-solving
skills. Classroom staff review classroom expectations with children, encourages appropriate behaviors,
model conflict resolution skills and stays alert to situations throughout the day.
When persistently challenging or unsafe behavior occurs, it is dealt with immediately through various
strategies such as individual guidance between teacher and child, an invitation to work with a staff member
in order for child to receive individualized attention or redirection to alternative activities if necessary.
In all cases when a child displays persistent, serious, challenging behavior, program staff will request a
meeting with the child’s parent(s) to discuss the behavior. The center staff and parent(s) will collaborate
18
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on the development of strategies to resolve the behavior.
If the child has an IEP or IFSP, and with the parent or guardian’s written consent, consult with the local
educational agency (LEA) or the local regional center on how to serve the child.
If the child does not have an IEP or IFSP, consider (a) completing a universal screening including social
and emotional development, (b) referring the parent or guardian to local community resources, and (c)
implementing behavior supports, before referring the child to the LEA to request an assessment to
determine the child’s eligibility for special education support and services, including a behavior
intervention plan
If behavior does not improve during the above process, other resources and options may be explored:





Program staff and parent will explore community services/referrals as necessary.
If the contractor determines that the child’s continued enrollment would present a continued serious
safety threat to the child or other enrolled children the contractor shall refer the parents or legal
guardians to other potentially appropriate placements such as Resource and Referral agencies and
programs, or other local referral services available in their community.
When program has exhausted all possible resources and child persistently exhibits safety threats to
themselves or other enrolled children, disenrollment may be recommended.

Discipline practices shall be constructive and appropriate to the
developmental age of the child. The purpose will be to improve or teach
proper behavior. Discipline will not be severe, humiliating or
frightening. The goal is to provide the child with the tools to solve
conflicts and confidence in their resolution skills.
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GRIEVANCE PROCEDURES
The following grievance procedures were adopted for all Millbrae Nursery School
personnel. They were adopted on November 6, 1978 by the Personnel Board.

Grievance Procedures:
1.
2.

Problems that arise are directed first to the president or director.
The president shall try to find a solution to the problem with the staff member that
the complaint has been brought against. The director should be made aware of the
situation.
If the problem is not resolved, it is brought to the attention of the Personnel Board.
The Personnel Board states their solution to the problem to the staff member.
Usually a deadline is given for correcting the problem.
If a solution does not occur, the Personnel Board selects an arbitrary person to help
with a solution. The staff person selects an arbitrary person to present his/her side of
the situation. These two (2) arbitrary people select a third person. Both parties must
abide by the decision that is decided upon by the three specially chose people.
 Personnel Committee will consist of Director, President, Secretary and
two (2) non-board Association members to be appointed by the President at the
Orientation Parent Member/Business Meeting.

3.

4.
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Late Pick-Ups
It is your responsibility to ensure that your child be picked up before the end
of the program day. If you find that you will be late, you must make
arrangements for an authorized adult to pick up your child and notify the
school regarding the person to pick up the child. This person must show proof
of identification with a picture id before the child will be released. We will call
parents and all emergency contacts to try to get the child picked up. Please be
considerate of our teaching staff. A CHARGE WILL BE ASSESSED FOR EVERY
MINUTE BEYOND THE TIME OF SCHOOL CLOSING. Please be considerate of
your teachers’ time.

Children Unclaimed after Closing
It is your responsibility to ensure that your child be picked up before the end of
the program day. If, after staff have exhausted all know means to locate you or
a responsible family contact to come for your child, and If the child is not
picked up within 30 minutes, the child will be considered “Abandoned” and we
will call the local Police Department or Child Protective Services (CPS) will
be called for assistance.
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HEALTH
AND
SAFETY
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Health and Emergency Procedure
It is important that the program provides an environment where children,
families and staff feel safe and secure. Adults coming to the school shall treat
others with respect and consideration. Adults shall speak in a friendly calm
voice, use positive language, supervise the safety of all people, and refrain
from negative behaviors such as yelling, cursing, etc.… The adult responsible
for the signing in/out procedures of an enrolled child who brings other children
with them (because they would otherwise be left unsupervised) assumes total
responsibility for their supervision. Always close and secure doors and gates
when you enter or leave school facility.

Parent Responsibilities and Conduct
It is important that the program provides an environment where children, families and staff feel
safe and secure. Adults coming to the school shall treat others with respect and consideration.
Adults shall speak in a friendly calm voice, use positive language, supervise the safety of all
people, and refrain from negative behaviors such as yelling, cursing, etc.… The adult
responsible for the signing in/out procedures of an enrolled child who brings other children with
them (because they would otherwise be left unsupervised) assumes total responsibility for their
supervision. Always close and secure doors and gates when you enter or leave school facility.

Earthquake Procedures
Introduction:
All children at school at the time of an earthquake will remain at school until their parents or
designated individuals come for them. The only time we would leave the school would be
at the decision of emergency services. If we are asked to leave the school our destination
will be clearly posted on the front outside wall of the school. Since phone communications
may be cut off, be assured that your child will be safe at school with his teacher. Get there
as soon as possible, but do not fear that his needs will be taken care of until you can safely
get to school.
Procedures:
Each working parent will gather the children closest to them and get them under the
protection of one of the tables. The parent will also grab onto the leg of the table to prevent
it from sliding away from protecting the children.
The teacher will stand under the doorframe of the swinging front doors or under the double
doors that connect the two classrooms. With the assist of using voice control the teacher
will calm the children and the parents.
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If the students are outside in the yard, gather them against the chain link fence in a crouched
down position. When it appears safe (decision to be made by teacher) return to the interior
of the school.
At the appropriate time the teacher will go to the office and get the tool for turning off the
gas if necessary. The shut off is around the side of the building behind the garbage cans.
The electricity shut off is also located on the same side.
Emergency supplies are located in the front office, kitchen and hall leading out to the
playground. The use of these supplies is at the discretion of the teacher. The front
classroom will be the main gathering place after the quake as that is where emergency
lighting operates.
Emergency procedures are posted in the kitchen and the front office. The children’s
emergency cards are located in the admin office as well as in the classroom attendance
binders. The emergency cards should be kept near the children and in the event of an
evacuation they should go with the children.
Important Note:
The Health and Safety Officer is responsible for the stocking of the emergency supplies and
the First Aid kits. They also keep earthquake preparedness materials up-to-date and
accessible.
The Maintenance Officers and the Health and Safety Officer are responsible for the
maintaining the emergency lighting system and for checking the building for any fire or
earthquake problems.
Following an earthquake the Director will decide whether school will remain open. If Civil
Defense decides that we must evacuate, the location will be clearly posted on the school.

Fire Drill Procedures
Introduction:
Everyone must participate in fire drills if they are to be effective.
Remember that our children are too young to be expected to follow the proper procedures.
Adults must expect to take the children by the hand and carry younger children if necessary,
not relying solely on voice control.
Each adult at school will have a job to do. Please read these procedures carefully and be
prepared to carry out your assignment.
Our procedures allow no time for parents to search for their own children. Each of us must
take responsibility for the children in our area. Expect that whoever is supervising the area
where your child is will make sure that the child is safe. The teacher will also be the last
one to leave the building, picking up the attendance book and checking for any remaining
children.
Procedures:
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The adult closest to the front hallway will sound the alarm, located in the front hall. In the
event that the fire starts in the rear of the building, the adult closest to the rear back door
alarm, located on the back wall will sound that alarm.
The front kitchen aide/parent will leave the kitchen. She will then proceed to the closest
phone. (By cell or portable phone call 911) If and only if there is no fire in the front
kitchen or office the call can be made from one of the office phones. Once the call is made,
proceed outside immediately.
All parents in the front room will take any children near them and proceed out the east
double doors (that lead out to the yard deck); or if unable through the front doors, turn left at
the sidewalk and left again to the street behind the school seating the children on the curb
nearest the nursery school play yard.
The teacher in the front room will check the bathrooms to make sure no one is left behind.
She will then pick up the daily attendance book and proceed out the front door behind the
parents and children. If the teacher has time she will close the doors behind her as she exits
them. She will then proceed to the curbside where the children are waiting and check to
make sure they are all accounted for.
The back room parents will lead their children out the rear double doors and through the
back yard to the rear fence. The teacher in the back room will check the bathroom to make
sure no one is left behind. She will then pick up the daily attendance book with gate key
and proceed out the back door behind the parents and children. If she has time she will
close all doors as she exits them. She will assist the children through the gate to the
curbside and take attendance to make sure they are all accounted for.
If you and the children are outside proceed to the rear fence with all children. The art parent
in either classroom should pick up the key for the back fence and proceed to the back fence.
IF it is safe to enter the building the teacher should make a quick check inside for children
and pick up the attendance book.
If you forget the exit procedures listen for teacher instructions or note exit maps by each
doorway.
Millbrae Nursery School has fire extinguishers in the school; please do not use them unless
it is a matter of life or death. The most important thing is for everyone to exit the building
as quickly as possible!!!!!
Important Note:
At this time, more than any other, it is critically important that you remain calm,
follow orders, avoid frightening the children by your own fear, and use your good
sense. A real emergency will test all your self-control, particularly if you are in one
part of the school and your child is in another.
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INCIDENTAL MEDICAL SERVICES PLAN
You have given permission, on your enrollment emergency form for
emergency medical/dental treatment, including the use of all emergency
services should the need arise. This will be implemented only in extreme
situations. Please keep us updated of phone numbers and emergency contacts
changes.
MINOR INJURIES AND ILLNESS: If a child has been slightly injured at school
with a nonemergency incident (scrape, bruise, bump) a “boo-boo report” will be
completed and given to the parents with a copy placed on file at MNS. We will clean,
issue a Band-Aid, and apply an ice pack, if necessary. In the event of a more serious
injury, every effort is made to contact a parent, or the emergency contacts on file. If
necessary, 911 will be called.

All intermittent health care shall be provided by office staff of the Millbrae
Nursery School including but not limited to:
 Director
 Administration &/or Site Supervisor
 Qualified Teachers & Aides
Types of incidental medical services to be provided will be prescription
medications and OTC medications with a doctor’s note only.
All staff including the above shall be instructed on Inhaled medications and
EpiPens at scheduled First Aid & CPR recertification. Therefore, there shall
always be trained staff on site. Training of Nebulizers and EpiPens usage will
also be performed by the parent of the child in need of this type of treatment.
At this time, Millbrae Nursery School will not administer Glucose monitoring,
Glucagon, G-tube feeding or ileostomy bags.
All medicines and medical equipment shall be kept in our medicine closet and
inaccessible to children.
The authorizations and medicine logs shall be kept there, as well as the log in
and out form. All staff has been instructed in Universal precautions and shall
be followed in the administration of all medicines, intermittent healthcare and
first aid. Plan for ensuring proper safety precautions are in place, such as,
wearing gloves during any procedure that involves potential exposure to blood
or body fluids, performing hand hygiene immediately after removal and proper
disposal of gloves, and proper disposal of used instruments in approved
containers.
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Parents of children taking ongoing medication (daily) will have access to
medicine log in office to follow the dispensing of medication.
Parents of children receiving emergency medication shall be notified by phone
call at the time and given a written report at pickup.
Upon any evacuation, the Provider/Teacher will be responsible for taking
medication from medicine closet and keeping it safe and away from children
until evacuation is lifted and able to return to medicine closet.
Upon completion of medication or expiration of prescription, the
medication/prescription will be returned to parent and logged out.
Administering Inhaled Medication
1) The licensee or staff person has been provided with written authorization
from the minor’s parent or legal guardian to administer inhaled medication
and authorization to contact the child’s health care provider. The
authorization shall include the telephone number and address of the minor’s
parent or legal guardian.
2) The licensee or staff person complies with specific written instructions from
the child’s physician to which all of the following shall apply:
a) The instructions shall contain all of the following information:
b) Specific indications for administering the medication pursuant to the
physician’s prescription.
c) Potential side effects and expected response.
d) Dose-form and amount to be administered pursuant to the physician’s
prescription.
e) Action to be taken in the event of side effects or incomplete treatment
response pursuant to the physician's prescription.
f) Instructions for proper storage of the medication.
g) The telephone number and address of the child’s physician.
Nebulizers
Parents must supply Nebulizer, tubing, mouthpieces and all required
equipment for use in treatment. Parents will be responsible for updating or
replacing any equipment needed.
The following applies to use of Nebulizers:
1) The Licensee or staff person has been provided with Nebulizer consent
form (lic9166) written authorization from the minor’s parent or legal
guardian to administer inhaled medication and authorization to contact the
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child’s health care provider. The authorization shall include the telephone
number and address of the minor’s parent or legal guardian.
2) The licensee or staff person complies with specific written instructions
from the child’s parent to which all of the following shall apply:
a) Specific indications or schedule for administering the medication
pursuant to the physician’s prescription.
b) Duration of treatment.
c) Potential side effects and expected response.
d) Dose-form and amount to be administered pursuant to the physician’s
prescription.
e) Actions to be taken in the event of side effects or incomplete treatment
response pursuant to the physician’s prescription.
f) Instructions for proper storage of the medication.
g) The telephone number and address of the child’s physician.
h) Instructions on how to clean and store machine.
i) The licensee or staff person will clean mouth pieces and cups after each
use with mild warm soapy water unless parents instruct differently, in
which parent will have to supply any special cleaning solutions.
The instructions shall be updated as often as needed or at time of new
prescription.
EpiPen Jr. and EpiPen
The following applies to the use of the EpiPen Jr. or the EpiPen
1) Use in accordance with the direction and as prescribed by a
physician.
2) Keep ready for use at all times EpiPens are kept in Medicine Closet
in a first aid kit that is out of reach of children, but accessible to adult
staff.
3) Protect from exposure to light and extreme heat.
4) Note the expiration date on the unit and replace the unit prior to that
date.
5) Replace any auto-injector if the solution is discolored or contains a
precipitate. (Both the EpiPen Jr. and EpiPen have a see-through
window to allow periodic examination of its contents. The physician
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may recommend emergency use of an auto-injector with discolored
contents rather than postponing treatment.)
6) Call 911 and the child’s parent/authorized representative immediately
after administering the EpiPen Jr. or the EpiPen.
7) Call CCL to communicate the incident.
8) File a Lic 624 to report incident and keep in child’s file.
Prescription Medications Policy
Written approval and instructions from a child’s parent/authorized representative is required
prior to administering any physician-prescribed medication to a child. In addition to obtaining
written approval and instructions from the child’s parent/authorized representative to
administer medication; prescription medication shall be administered in accordance with the
label directions as prescribed by the child’s physician.

Medication
Millbrae Nursery School will only administer medication prescribed by a health care provider
such as a doctor, physician's assistant, or nurse practitioner.
If your child is taking medication during child care hours, we can dispense medication only if it
is in the original container and a completed and signed Medication Form is on file.
The Medication Form requires:
 Name of the medication and what it is prescribed for;
 Dose amount and time dose is to be administered; including any special instructions;
and,
 Signature authorization of a parent or guardian and teacher.
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All prescription medications must be in their original prescription bottle, with the
prescription label attached.
Non-prescription medications-if the child's age and weight is not on the container must
include a doctor's note verifying correct dosage amount. Non-prescription medications
include over the counter items such as Tylenol, lip balm, lotions, hand sanitizer, and
sunscreen.
Child's medication and dosage container is labeled with child's first and last name.
The label on the medicine bottle must indicate a stop date for the medication; the stop
date cannot exceed 12 months from the issue date.
All medications will be kept in a locked container or locked cabinet at the site.
Medication requiring refrigeration will be kept in a designated, lockable container in the
refrigerator that is clearly labeled "medication."
Epi-pens will be available at all times during program hours and will be clearly marked
with the child’s name. At the end of the program day, the epi-pen will be locked in the
medicine cabinet.
Children/youth may administer prescription medications to themselves with written
permission from the parents. The child/youth must be under adult supervision and away
from other children.
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Injectable medications will not be administered except for medications necessary to
counteract severe allergic reactions or provide emergency glucagon for children/youth
with diabetes. Additional and specialized training is required for any staff member
responsible for the administration of injectable medications.
Any child, who has had a diagnosis, including asthma or diabetes, will require an
individualized medical services plan on file.
Any child with Food Allergy or at risk of Anaphylaxis Emergency must have an updated
Care Plan on file. This plan must include a physician/HCP authorization signature and
the parent or guardian signature.

Please do not send medicine in a child’s lunch or backpack.

Health Policy
A child’s ability to enjoy and fully participate in school activities depends on
their physical health. Millbrae Nursery School takes all precautions to prevent
the spread of communicable diseases. Please observe your child before
leaving home. If you notice any of the following symptoms, please keep your
child at home:
● Colored discharge or mucus from the nose, unless cleared with a doctor.
● Fever – temperature should be normal for 24 hours before a child returns
to school, without the use of medication.
● Frequent diarrhea. (two or more runny poop)
● Nausea or vomiting – if child has vomited during the night, please keep
them home the next day.
● Red eyes with discharge.
● Medication may not be given to any child by any staff member without
proper written instruction and required signatures. Medication
Administration Form and/or Authorization for Medication Forms must
be completed.
● If your child is not able to attend, please call or email to report the
child’s absence; upon your child’s return send a signed note stating dates
and reason for absence.
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Universal Infection Control Measures
Germ Control
Cleaning bottles, as instructed at orientation or listed in supply area. These are to be used to
assist in minimizing the spread of germs in our school. Please follow guidelines as
provided to staff by the state.
Location and use of bottles
● Snack Trays and Tables: Spray the table before and after children have finished
their snack. Spray with designated cleaning bottles as instructed.
● Bathrooms: Spray the diaper table pads after each diapering. If you are in the
children’s bathroom spray the toilet seat and wipe clean. Spray the sinks and
handles and wipe clean.
● Table toy shelves: Spray and wipe toys that children have sneezed on or placed in
mouth.
● Office: Spray anything that a child or adult may have sneezed on.
● Kitchen/Office: Spray the cot used by a sick child and place the blanket in the wash.
Clean up any areas of vomit with the disinfecting and cleaning solution.
Hand Washing
Adequate handwashing facilities are available. Use only the liquid and/or antibacterial soap.
Hand washing is to be done after:
● Arriving at school
● Coming inside from outside
● Diapering a child
● Wiping a child’s nose
● Using toilet facilities
● Treating or bandaging cuts
● Wiping down surfaces
● Cleaning spills or any other housekeeping job
● Feeding or cleaning nursery school pets
● Being in contact with body fluids from another person
● Before preparing or eating foods.
Diapering
● The diaper-changing table is to be covered with paper and the paper is to be disposed
of after each diaper change.
● The changing pad is to be sprayed with designated cleaning solution.
● The diaper, containing fecal matter is to be placed outside in the front garbage can.
● Plastic gloves are available in each bathroom, and must be worn when diapering.
● Hands should be washed regardless of whether gloves were worn or not.
● Wet and/or soiled clothes should be placed in a plastic bag and sealed shut and
placed in the child’s cubby.
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Blood Borne Pathogen Act Policy
Only the TEACHING STAFF will treat injuries with blood or blood containing body
fluids!!

Safety Policy – Injury Prevention Program
It is the policy of Millbrae Nursery School to provide safe-working conditions for all
employees and to promote continuing, vital safety awareness at all levels, from the school to
the individual worker. It is our belief that safety awareness is the basis on which a safety
program must be founded; for, without this safety is seriously compromised.
Millbrae Nursery School:
1. Recognizes its responsibility to furnish a place of employment that shall be safe for
employees, parents, visitors and children.
2. Will provide safety devices and mechanical safeguards.
3. Will use methods and processes to protect the life, health, safety and welfare of
employees and clients.
4. Will maintain and enforce a program to fulfill all the school’s responsibilities.
Therefore, it shall be considered each person’s responsibility not only to ensure their own
personal safety, but also to develop a concern for the safety of all who work with them.
Employees, volunteers, and parents shall at all time, while on Millbrae Nursery School
property, conduct themselves and perform in a safe manner consistent with existing safety
rules.
Employees, volunteers, and parents, who take safety seriously, report potential danger,
request review of conditions, etc., are held in the highest regard by the school.
Under no circumstances would an employee, volunteer or parent be reprimanded, demoted,
fired or discriminated against for reporting safety issues.

Safety Program Responsibilities
Primary Managers: Director, Maintenance Officer, Health and Safety Officer will:
1. Familiarize all staff with the safety program and ensure its effective implementation.
2. Be aware of all safety considerations when introducing a new process, procedure,
machine or material to the workplace.
3. Give maximum support to all programs and committees whose function is to
promote safety and health.
4. Actively participate in safety committees as required.
5. Review serious accidents to ensure that proper reports are completed and appropriate
action is taken to prevent repetition.
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Director and Teachers are the foundation of the safety program:
Their responsibilities are:
1. Familiarize themselves with safety policies and procedures.
2. Provide complete safety training to employees, volunteers and parents. Keep
everyone informed when there is a new procedure or equipment introduced into the
school and/or make them aware of new or previously unrecognized hazards.
3. Consistently and fairly enforce all school safety rules.
4. Investigate injuries to determine cause, and then take action to prevent repetition.
5. See that all injuries, no matter how minor, are treated immediately and referred to
the primary manager to ensure prompt reporting to the insurance carrier or licensing
agency if appropriate.
6. Inspect work areas often to detect unsafe conditions and work practices, utilizing the
Millbrae Nursery School checklist as required.
7. A child who receives a head trauma and is present at school for more than a class
session and under the supervision of more than one teacher will have it reported to
the parent as soon as possible.
Volunteer and Parent responsibilities for safety include the following:
1. Adhere to all safety rules and regulations.
2. Wear appropriate safety equipment as required.
3. Maintain equipment in good condition, with all safety guards in place when in
operation.
4. Report all injuries, no matter how minor, immediately to a teacher (this also includes
major altercations between students). If warranted report safety injuries to the
Maintenance Officer or Health and Safety Officer.
5. Encourage co-workers to work safely.
6. Report unsafe acts and conditions to the Director, teacher or the appropriate board
chairperson.
7. Ensure that required posting are properly posted. CAL-OSHA form 200-updated
regularly.
Millbrae Nursery School Safety Rules:
For the protection and safety of all employees, parents and volunteers, Millbrae Nursery
School has established the following rules designed to prevent accidents and injuries.
Compliance with these rules is mandatory.
1. All accidents and injuries must be reported to the supervisor at the time of the
occurrence and recorded.
2. All spilled oil, grease, water and other liquids must be wiped up immediately.
3. Any defective equipment must be immediately reported to your supervisor.
4. Failure by an employee to comply with the safety rules will be grounds for
corrective discipline.
5. Machines or equipment shall not be operated until you have received proper
instructions on their operation.
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6. Due to the nature of nursery school storage, care must be taken when adding or
removing things from the toy shelves.
Material Handling
1. Lifting: Attempting to lift or push an object that is too heavy must be avoided. You
must contact the supervisor when help is needed to move a heavy object.
2. When carrying material, caution will be exercised in observance of obstructions,
loose material, etc.
3. All material will be stacked and stored in proper areas.
4. Material will not be stored in aisles. Aisles must be kept clear at all times.
Housekeeping
The foundation for a safe, healthful and pleasant place to work is good housekeeping.
1. Materials and equipment will be kept out of aisles.
2. Materials will not be stored against doors or exits, fire ladders, or fire extinguisher
stations.
3. Tools and other equipment will be returned to their proper storage after use.
4. Tools will be kept dry, spilling of liquids will be avoided; all spills will be wiped up
immediately.
5. Trash and scrap will be thrown in proper waste containers.
6. Staff, parents, and volunteers are aware of the inherent danger found in open
shelving.
7. Good housekeeping practices will be exercised within each employee's work area.
8. Materials stacked on open shelves must be stacked as carefully as possible so as to
prevent them from falling from the shelves. Continual improvements are being
made to prevent items from falling from shelves. Items stacked on shelves are
generally of lightweight material.
Chemicals
1. Chemicals meeting the definition of “Hazardous Material” as defined by the OSHA
Safety and Health Regulations will not be brought into school for usage, except
cleaning supplies that are in a locked cupboard in a room that children are not to
enter.
2. All containers will be labeled as to their contents and kept out of the reach of
children.
Fire Emergency
1. All employees, parents and volunteers must know the location of fire extinguishers.
2. Tampering with fire extinguishers is forbidden.
3. Fire extinguishers, fire exits will not be blocked by supplies, stock or parts at any
time.
4. An open flame is prohibited in areas where flammable materials are used or stored.
5. Millbrae Nursery School is designated “No Smoking” in all areas, including the
front of the school.
6. The fire safety plan is included in each parent handbook. It should be evaluated each
year and have any changes made to it.
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Millbrae Nursery School Safety Hazards
In the history of our school, we have identified these very few safety problems or issues.
We list these here for your information and awareness and your suggestions for
improvement or changes for a safer situation.
1. Slipping and falling: games, puzzles, toys, small chairs, children themselves create
a situation where slipping and falling are safety impediments (mopping, sweeping,
working with floors).
2. Back Strain: Lifting children onto changing tables, onto raised areas to tie shoes,
bending to wipe noses, buckle pants, etc., all contribute dangers if staff members are
not bending their knees, being aware of weight, etc.
3. Cuts, abrasions, and bruises: Children, weather, and other conditions abuse
equipment inside and outside. Edges become exposed, wheels get broken, etc.
Millbrae Nursery School Record Keeping
1. Documentation of training.
2. Safety Information Form.
3. Monthly Safety Hazard Checklist.
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Safety Information Form
This form is for use by teachers, parents and volunteers who wish to provide a
safety suggestion or report an unsafe workplace condition or practice.
Description of unsafe condition or practice.

Causes or other contributing factors.

Teachers, parents and volunteers suggestions for improving safety.

Has this matter been reported to the director? YES

NAME

NO

(optional):

Class:

Date:

Teachers, parents and volunteers are advised that use of this form or other reports of unsafe
conditions or practices are protected by law. It would be illegal for Millbrae Nursery School to take
any action against the above in reprisal for exercising rights to participate in communications
involving safety.
Millbrae Nursery School will investigate any report or question
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COVID-19 PLANNING AND RESPONSE
Covid-19 preparedness has been incorporated into Millbrae Nursery School’s Emergency Plan
for the organization. A designated team comprised of the Director, State Preschool Manager,
and a designated person coordinates preparedness, planning, and implementation. This is done
with the guidance of San Mateo Public Health Department, California Public Health, the CDC,
and under the guidance of Community Care Licensing. Licensing will conduct a tele-visit with
during the first two weeks of planned operation.
 Millbrae Nursery School has conducted staff training on Covid-19 prevention,
symptoms, and transmission. Training has also included our annual hand hygiene, food
handling safety, infection control, airborne precaution, and transmission borne
precautions.
 All community-based activities have been cancelled.
 All field trips have been cancelled.
 Internal activities have been limited to foster physical distancing practices.
 Staff is asked to wear face coverings or masks.
 A plan has been developed to notify immediately families if symptoms develop or if
Covid-19 exposure occurs.
Planning
 Plans are in place to protect and support staff, children, and their family
members who are at higher risk for severe illness.
 Millbrae Nursery School has established plans for sharing information and
guidelines with parents and caregivers.
 Millbrae Nursery School has trained and continues to train all staff and communicate
with families on the following:
 Enhanced sanitation practices
 Physical distancing guidelines
 Use of face coverings
 Screening practices
 COVID-19 specific exclusion criteria
Case, Contact and Contacts to Contact
Public health uses the words Case, Contact, and Contacts to Contact to mean the following
within a pandemic context, which applies to the current COVID- 19 situation:
 Case: A case refers to a person who tests positive
 Contact: A contact refers to a person who has come in close contact with a case
 Contacts to Contact: Contacts to Contact are people who may have been in proximity to
a contact
Cases and Contact Tracing in the program community
 In general, practice, if students, teachers, and staff present with symptoms of fever
and/or respiratory infection, Millbrae Nursery School will send them home
immediately.
 Millbrae Nursery School will separate those from others in an isolation space or “sick
room” established onsite until they go home.
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Confirmed Case within program

 Provide a formal exposure notice to licensing and public health and to families and staff
 Work with the infected individual to confirm they are under medical care and have a
plan to self-isolate according to the county health department protocol
 Confirm other members of the household who are also part of the program community
remain at home in self-quarantine per the county health department guidelines
 Take immediate measures to sanitize and disinfect the program impacted by the case
 Determine whether cleaning measures can be implemented without temporarily closing
or if temporary closure is necessary
 Consult with Health Department officials if needed
 Communicate with the program community that a confirmed Case has been identified
and outline the actions being taken to ensure a safe return to school
 Maintain privacy of health and medical information for all individuals at all times per
the ADA and FERPA laws
 Once steps of the protocol are completed, resume program operations
Direct or Close Contact with someone who is confirmed positive for COVID-19
 Work with the Health Department and the Contact Tracing team to confirm the Contact
will remain at home in self-quarantine per the county health department guidelines
 Take immediate measures to sanitize and disinfect the program area or areas impacted
by the Contact
 Determine whether cleaning measures can be implemented without temporarily closing
the program or if temporary closure is necessary
 Consult with Health Department officials if needed
 Communicate with the program community that a confirmed Contact has been identified
and outline the actions being taken to ensure a safe return to school
 Maintain privacy of health and medical information for all individuals at all times per
the ADA and FERPA laws
 Once steps of the protocol are completed, resume school operations
Informing Us of Any Exposure to Covid-19 – Quarantine Period
 A family or staff member who has had any exposure to Covid-19 or any other
communicable illness, such as strep throat, flu, pink eye, will be expected to inform us
immediately and remain home until symptom free.
 A family or staff member who has been exposed to Covid-19 or has a family member
with the illness will be expected to quarantine for the recommended CDC time
guideline.
School Visitation Policy
 Covid-19 Procedure Change – In order to keep all of our children and staff safe, Millbrae
Nursery School will limit the number of parents on site. Please talk with the staff member
regarding school visitation.
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State Enrollment
Guidelines
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ELIGIBILITY & ENROLLMENT PROCESS
APPLYING FOR SUBSIDIZED SERVICES
Each family interested in applying for subsidized services must fill out a program wait list
application to begin the enrollment process. The application can be obtained from the Child
Development office. Once the application is complete, parent/guardian can return the
application for processing. An eligibility rank will be assigned to the family based on income
and family size reported on the application. Families will be contacted based on the identified
priorities and ranking from California Department of Education, Title V Child Development
Division regulations. Additional documentation will be required to verify income and family
size when a space is available.

FAMILY SELECTION PROCESS: (EC Section 8263) WIC 10271
At the time when a family submits an eligibility wait list form, priority will be identified and/
or a ranking number will be issued based on the parent/guardian’s initial reporting of their
family size and gross income. Based on the initial reporting of family size and income, the
program staff will refer to the California Department of Education/ California Department of
Social Services income eligibility ceiling chart to issue a ranking number. Families will be
enrolled based on priority and/or the lowest ranking first until all spaces are filled. When 2 or
more families have the same ranking number, Second priority shall be given equally to
eligible families, regardless of the number of parents in the home, who are income
eligible. Within this priority, families with the lowest gross monthly income in relation to
family size, as determined by a schedule adopted by the department, shall be admitted
first. If two or more families are in the same priority in relation to income, the family that
has a child with exceptional needs shall be admitted first. If there is no family of the same
priority with a child with exceptional needs, the same priority family that has been on the
waiting list for the longest time shall be admitted first. For purposes of determining order
of admission, grants of public assistance recipients shall be counted as income.
Our program maintains an eligibility wait list when spaces are filled. Families will be
contacted based on the ranking number issued at the time the wait list form was submitted. If
income and/or family size changed after the wait list form submission, please contact the office
to update your information. Based on the change(s) reported, the program staff will update the
ranking number as needed. Families will be contacted as soon as spaces become available.

ELIGIBILITY CRITERIA
The parent is responsible for providing documentation of the family’s total countable income
and the contractor is required to verify the information. The parent(s) shall provide total
countable income for all individuals counted in the family size. The contractor shall calculate
income based on income information reflecting the family’s current and on-going income.
Eligibility is based on documentation and verification of at least ONE of the following:
1.
The family has a child who is in Child Protective Services OR is at risk of abuse,
neglect, and/or Exploitation
2.
The family is experiencing homelessness. The definition of homeless aligns with the
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federal McKinney- Vento Act.
3.
The family is a current CALWORKS cash aid recipient
4.
The family is Income eligible
Upon establishing initial eligibility or ongoing eligibility for services, a family shall be
considered to meet all eligibility and need requirements for those services for no less than
24 months, before having their eligibility or need recertified, and shall not be required to report
changes to income or other changes for at least 24 months. The program will notify the family in
writing within the final thirty days of the initial certification as notification to prepare for upcoming
recertification. The recertification appointment will occur within 50 days after the initial
certification ends.
The exception to the 24-month certification is when a parent’s Need criteria is “Seeking
Employment”. Seeking employment will be certified for no less than 12-months. A
recertification will occur to determine the family’s eligibility for continual services.
When a family voluntarily request a reduction to their family fee (if applicable) by reporting a
change such as family income, days and hours of care needed, or family size, the contractor
must reassess the family fee. The parent must provide documentation to support the reported
change. The program will issue a Notice of Action within 10 business days
of receiving appropriate documentation informing the programs decision.
The family fee reduction takes effect on the first of the month following the receipt and
approval of the required supporting documentation. This documentation may not be used to
make any other changes to the family’s service agreement (5 CCR Section18082.3)

Families in Half-day preschool programs are certified for 24-months.
Half-day preschool programs do not assess a family fee.
The program will provide a current Schedule of Income Ceiling at 85% of the State Median
Income (SMI) with the Parent Enrollment Packet. The program will provide the parent with a
copy of the income calculation worksheet used to verify income eligibility, and the maximum
income threshold for their family size. The family is required to notify the program within 30
calendar days of any income that causes the family’s income to go above the maximum income
threshold. The program will recalculate the family’s income to determine the family’s
continued eligibility for services.

CHILD ELIGIBILITY
Children who are under three years old are eligible for the General Child Care and
Development Program
Eligible three-year-old children as those who will have their third birthday on or before
December 1 of the fiscal year in which they are enrolled in a California state preschool
program.
Children who have their third birthday on or after December 2 of the fiscal year, may be
enrolled in a California state preschool program on or after their third birthday. (MB 21-04)
Eligible four-year-old children as those who will have their fourth birthday on or before
December 1 of the fiscal year in which they are enrolled in a CSPP.
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Please note that children who will turn five-years-old between September 2 and December
1may choose to enroll in the state preschool program if that is the best fit for the family.

HOMELESSNESS:
If the basis of eligibility is homelessness, one of the following is required:

In order to meet the eligibility requirements, the family must obtain and provide
documentation, which includes either of the following:
1.
A written referral dated within three months prior to the application for services from
one of the following entities, which identifies the child is experiencing homelessness.
a.
A legal, medical, or social services agency;
b.
A local educational agency liaison for children and youth experiencing homelessness;
c.
A Head Start program or
d.
An emergency or transitional shelter

The referral shall include:
1. The name of the identifying entity;
2. The physical address;
3. Telephone number; and
4. Title and signature of the person identifying the family as experiencing
homelessness.
5. A written parental declaration, signed under penalty of perjury, that the
family is experiencing homelessness
The McKinney-Vento Act defines homeless children and youths as individual
who lack a fixed, regular and adequate nighttime residence and includes:

Children and youths who are sharing the housing of other persons due to loss of housing,
economic hardship or a similar reason;

Children and youths who may be living in motels, hotels, trailer parks, or camping
grounds due to lack of alternative adequate accommodations;

Children and youths living in emergency or transitional shelters or are abandoned in
hospitals;

Children and youths who are a primary nighttime residence that is a public or private
place not designed for or ordinarily used as a regular sleeping accommodation for human
beings;

Children and youths who are living in cars, parks, public spaces, abandoned buildings,
substandard housing, bus or train stations or similar settings; or

Migratory children who qualify as homeless because they are children who are living in
similar circumstances listed above
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FAMILY SIZE: (5 CCR Section 18100)
The size of the family or composition of the family size, is initially determined by the number
of adults and children that the applicant parent presents to the agency or who is identified on
the application.
“Family” means the parents and the children for whom the parents are responsible, who
comprise the household in which the child receiving services is living.
“Parent” means a biological parent, adoptive parent, stepparent, foster parent, caretaker
relative, legal guardian, domestic partner of the parent as defined in Family Code section 297
or any other adult living with a child who has responsibility for the care and welfare of the
child. 5 CCR Section 18078 (q)
The parent shall obtain and provide supporting documentation regarding for the number of
children and parents in the family as listed on the application for service.
The number of children shall be documented by providing any at least ONE of the following
documents, as applicable:








Birth certificate or other live birth records;
Court order regarding child custody;
Adoption documents;
Records of Foster care placements;
School or medical records;
County welfare department records; or
Other reliable documentation indicating the relationship of the child to the parent

SELF-CERTIFICATION, ABSENT PARENT OR SINGLE PARENT
STATUS
If only one parent has signed an application and the information indicates the child(ren) in the
family has another parent whose name does not appear on the application, then the parent who
has signed the application shall self-certify the presence or absence of that parent under penalty
of perjury and shall not be required to submit additional information documenting the presence
or absence of the second parent.
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WHAT IS COUNTABLE INCOME? (5 CCR Section 18078)
Total countable income means all income of the individuals counted in the family size.
For Example:
 Gross wages or salaries, commissions, overtime, tips, bonuses, gambling, or lottery
winnings;
 Wages for migrant, agricultural, or seasonal works;
 CalWORKs cash aid;
 Gross income from self-employment less business expenses with the exception of wage
draws;
 Disability or unemployment compensation;
 Workers’ compensation;
 Spousal support, child support received from the former spouse or absent parent, or financial
assistance for housing costs or car payments paid as part of or in addition to spousal or child
support;
 Survivor and retirement benefits;
 Dividends, interest on bonds, income from estates or trusts, net rental income or royalties;
 Rent from room within the family’s residence;
 Foster care grants, payments or clothing allowance for children placed through child welfare
services;
 Financial assistance received for the care of a child living with an adult who is not the
child’s biological or adoptive parent;
 Veterans’ pensions;
 Pension or annuities
 Inheritance;
 Allowances for housing or automobiles provided as part of compensation;
 Insurance or court settlements for lost wages or punitive damages;
 Net proceeds from the sale or real property, stocks or inherited property; or
 Other enterprise for gain
If the basis for eligibility is employment income, documentation shall include but not limited
to…

A release authorizing the contractor to contact the employer(s) that includes, to the
extent known, the employer’s name, address, telephone number, and usual business’ hours

Payroll check stubs or independently drafted letter from the employer, or other record of
wages issued by the employer from either month of the two-month window immediately
preceding the initial certification or the recertification of eligibility for services.

Income documentation is for the two-months preceding certification. The program has
the right to request for additional documents to determine eligibility.
A release authorization allows the contractor’s designated staff to contact the employer(s). the
release authorization includes: Employer’s name, address, telephone number and usual
business hours.
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Self-Employment Income
If the basis of eligibility is self-employment, you shall obtain and provide a combination of
documentation necessary to establish current income for at least from either the month of the
two-month window immediately preceding the initial certification or recertification of
eligibility for services. The documentation shall consist of a self-certification of income and as
many of the following types of documentation as necessary to determine income:

An independent drafted letter from source of income or

A copy of most recently signed and completed tax return with a statement of current
estimated income for tax purposes OR

Other business records, such as ledgers, receipts or business logs
If documentation of income is not possible, you may provide a self-certification of income.

FAMILY FEE
Families receiving full day child care will be assessed whether a family fee applies based on
the income and family size. The family fee is a flat monthly full-time or part-time fee based on
the hours of care certified for the month. Families with a certified need of less than 130 hours
per month will be assessed a part-time fee while families with a certified need of 130 or more
hours per month will be assessed a full-time fee. The agency can charge a part-time fee or the
cost of care fee (calculated by multiplying the days of enrollment by the rate), whichever is
less, depending on the number of hours of certified enrollment for the month. The Standard
Reimbursement Rate may be used to determine actual cost of service for center-based
programs. The assessment of family fee is based on a family fee schedule issued by the
California Department of Education.
The family fee is paid prior to service each month. No adjustment is made for excused
absence. The family fee is assessed based on the family’s child enrolled for the longest period
of child care. Family fees shall be considered delinquent after seven (7) calendar days from
the date the fees were due. A Notice of Action shall be issued for delinquent family fee.
Child care services shall be terminated 14 days from the date of the Notice of Action (NOA)
unless all delinquent fees are paid, or a payment plan has been established. before the end of
the period for NOA appeal. If the NOA was mailed the family the termination will occur after
19 days. Upon termination of services for nonpayment of delinquent fees, the family shall be
ineligible for child care and development services until all delinquent fees are paid. The
program shall accept a reasonable plan from the parent(s) for payment of delinquent fees. Child
care service shall continue to be provided to the child, provided the parent(s) pays current fees
when due and complies with the provisions of the repayment plan.
The fee for the initial certification is due upon enrollment. For new family fees due as the result of
recertification and updates to the family file, a NOA must be issued to the family showing the new fee
to be imposed and contain an effective date either 14 or 19 calendar days after service of the NOA,
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depending upon whether the NOA was personally served or mailed to the family. The fee is due on the
first of the month following the effective date of the NOA.
When the initial enrollment is not on the first day of the month, the contractor can assess a fee
based on certified hours for the partial month and another fee for each subsequent month based
on certified hours as documented in the application for services. For example: a family works
40 hours per week or full-time; and their initial enrollment date is May 20. For the month of
May, the family will utilize less than 130 hours. In this example, the family will be assessed a
part-time fee for May and a full-time fee for each subsequent month of service. If a new family
fee is assessed, the fee will become effective on the first day of the month following the issue
date of the NOA.

CREDITS FOR FEE PAID TO OTHER PROVIDERS:
This section shall apply to child care and development services provided by someone other
than the contractor:
(a) When a contractor cannot meet all of a family's needs for child care for which eligibility
and need as specified in Education Code Section 8263(a)(1) and (a)(2) have been established,
the contractor shall grant a fee credit equal to the amount paid to the other provider(s) of these
child care and development services.
(b) The contractor shall apply the fee credit to the family's subsequent fee billing period. The
family shall not be allowed to carry over the fee credit beyond the family's subsequent fee
billing period.
(c) The contractor shall obtain copies of receipts or cancelled checks for the other child care
and development services from the parent. The copies of the receipts or cancelled checks shall
be maintained in the contractor's fee assessment record

WHEN FAMILIES VOLUNTARILY REQUEST A REDUCTION OF
FAMILY FEE
A family may voluntarily request for a reduction to their family fee by
reporting a change such as family income, days and hours of care needed, or
family size. The contractor must reassess the family fee by requesting for
documentation to support the reported change. The family fee reduction takes
effect on the first of the month following the receipt and approval of the
required supporting documentation. This documentation may not be used
to make any other changes to the family’s service agreement.
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A Notice of Action (NOA) must be issued immediately upon receipt and approval of the
required supporting documentation so that the new family fee will become effective on the first
day of the month that follows the issue date of the NOA. For example, if a NOA is issued on
July 28, 202117, the effective date of the reduced fee would be August 1, 2021
Families will be given 14 calendar days from the issue date of the NOA, if the NOA is hand
delivered to the parent, or 19 calendar days from the issue date if the NOA is mailed, to file an
appeal. The reassessed fee must be collected monthly in accordance with 5 CCR, Section
18114.
When a family is initially certified or recertified on the basis of income eligibility:
The family shall, within thirty (30) calendar days, report changes to ongoing income that
causes their adjusted monthly income, adjusted for family size to exceed ongoing income
eligibility.
Once determined and certified as income eligible for services, families remain income eligible
until their adjusted monthly income exceeds 85 percent of the most recent SMI, adjusted for
family size. The schedule of income ceilings is updated annually and will be included in your
NOA.
Program must notify parents, at the time of initial certification, and at recertification, the dollar
amount that equals 85 percent of the SMI, based on their family size. Parents are required to
report when their family income exceeds the 85%-dollar amount for their family size.
When family income exceeds the identified 85% of SMI for the family size, the program must
dis-enroll the family and issue a Notice of Action (NOA) citing the family has exceeded the 85
percent of the SMI adjusted for family size
Specifically, the program must inform the parent in writing of the maximum adjusted monthly
income the family could earn, based on the family size most recently certified, before the
family is no longer income eligible for services. To do this, the program must provide the
family with a copy of the most recent Schedule of Income Ceilings (85 percent SMI) for
Recertification,
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Schedule of Income Ceiling at 85% State Median Income (SMI)
FAMILY SIZE
1-2
3
4
5
6
7
8
9
10
11
12

FAMILY MONTHLY
INCOME
$ 5,889
$ 6,511
$ 7,411
$ 8,632
$ 9,823
$ 10,046
$ 10,269
$ 10,492
$ 10,716
$ 10,939
$ 11,162

FAMILY YEARLY
INCOME
$ 70,665
$ 78,135
$ 89,297
$ 103,584
$ 117,872
$ 120,550
$ 123,230
$ 125,909
$ 128,587
$ 131,266
$ 133,946

DOCUMENTATION OF NEED FOR FULL-DAY PRESCHOOL (56
CCR Sections 18086.1 through 18092.5)
Upon establishing initial eligibility or ongoing eligibility for services, a family shall be
considered to meet all eligibility and need requirement for those services for no less than 24
months before having their eligibility and need recertified. The family shall not be required to
report changes to income or other changes for the 24-months. Ed. Code (EC) Section 8261 (h)
(1) and San Mateo County Pilot.
The only exception is Seeking Employment. Seeking Employment shall have 12-month
eligibility and need to be recertified for continual services.
Each adult counted in the family size must have a need for child care services. If it is
determined by the enrollment specialist that there is no documented need for subsidized child
care, a Notice of Action to deny or terminating services will be issued. The following are the
categories of documentable need for child care.
At any time during the family’s certification period a parent may request and increase or
decrease in the certified schedule. Requests to change the certified hours must be provided in
writing If the request tis to decrease hours the program will notify the family of the right to
maintain the current certified schedule.
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1. At Risk of Abuse or Neglect - When the basis of need is At Risk of Abuse or Neglect, a
child who has been identified by a legally qualified professional in a legal, medical, social
services agency, or emergency shelter as being at risk of abuse, neglect, or exploitation, and
referred for child care and development services. At-risk families may receive a 24-month fee
exemption when a legally qualified professional from a legal, medical, social services agency,
or emergency shelter specifies in the referral that it is necessary to waive the family fee. For
families with a fee exemption, income information will not be required and fees will not be
assessed or collected.
If the referral from the legally qualified professional (a legal, medical, social services agency or
emergency shelter) does not waive the fee, income information must be obtained from the
family. Fees must be assessed and collected, as applicable, based on the most recent fee
schedule issued by the CDE, CDSS. Fee assessment and collection will begin on the first day
of enrollment unless the fee is waived.
2. Child Protective Services (CPS) - When the basis of need is CPS, a written referral from a
legal, medical, social service agency, or emergency shelter is required. The written referral
from shall include a statement that the child is at risk of abuse or neglect and that the child care
services are needed to reduce or eliminate that risk. CPS shall certify that the child is receiving
protective services and that child care is a necessary part of the CPS plan. CPS families may
receive a 24-month fee exemption when a legally qualified professional from a legal, medical,
social services agency, or emergency shelter specifies in the referral that it is necessary to
waive the family fee.
Note: A “legal qualified profession” means a person licensed under applicable law and
regulation of State of California to perform legal, medical, health or social services for the
general public.
3. Employment - When the basis for need is employment, means of verification may include
but is not limited to: Pay Stubs, Record of Wages, Proof of Self-Employment, and/or Tax
Returns, as well as completed Employment Verification Form.
4. Vocational training or participation in an educational program - When the basis of need
is training, child care services may be authorized for six years from initiation of services.
Twenty-four semester units, or its equivalent after the attainment of a Bachelor’s Degree. A
parent may request additional hours for study time and travel to support their educational needs
with appropriate documentation. At recertification the continuation of services is contingent
upon the parent making adequate progress. To verify adequate progress the program will
request additional documentation to assess progress has been made. In a graded program
the parent must achieve a minimum of a 2.0 grade point average in the last
enrollment period. In a non-graded program passing at least 50% of the class requirements or
meeting the institutions standards. If adequate progress has been made then that parent is
eligible to recertify under this need.
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5. Seeking employment - When the basis for need is seeking employment, participant may
be approved to seek employment for not less than 12 months, working days, and for no
more than 32.5 hours per week.
6. Family is Experiencing Homelessness – A family experiencing homelessness may
establish both Eligibility and Need. The family must obtain and provide documentation
which includes: a referral dated within three months prior to the application for services
from one of the following: A legal, medical or social services agency; a local educational
agency liaison; a Head Start program or an emergency or transitional shelter OR a written
parental declaration signed under penalty of perjury that the family is experiencing
homelessness. If the Need is a family experiencing homelessness, services shall be as
requested by the parent and shall occur on no more than five days per week for less than 30
hours per week.
7. Seeking permanent housing for family stability – When the basis of need is seeking
permanent housing, participant may be approved to seek permanent housing for no more
than 32.5 hours per week for consecutive working days, Monday to Friday.
8. Incapacity - When the basis of need is Incapacity, child care and development services
shall be based on the documentation provided by the legally qualified health professional
which shall include; a statement that the participant is incapacitated and incapable of
providing care and supervision for the child. The documentation must identify the extent to
which the participant is incapable of 3 care and supervision. Child care cannot exceed 50
hours per week.
9. Experiencing Homelessness – A family who is experiencing homelessness
may establish both eligibility and need. Need under experiencing homelessness shall be for
less than 30 hours per week.
Eligibility for subsidized spaces is not based on “first-come, first-serve” but
is determined by CDE guidelines.

FAMILY’S RIGHT TO VOLUNTARILY REPORT CHANGES
A family may at any time voluntarily request for a reduction to their service level or a reevaluation of their family fee. Before a contractor may make any actions, a parent shall
submit a written request of the requested changes which may include, the days and hours per
day requested, the effective date of a proposed reduction of service or parent’s income status
change. The parent must acknowledge in writing that he/she understands that the parent may
retain their current certified child care service level.
Upon receipt of the parent’s written request, the contractor shall notify the family in writing of
the parent’s right to continue to bring their child pursuant to the original certified service level,
and collect documentation to support the changes requested, and not later than 10 business
days after receipt of applicable documentation, issue a Notice of Action for the requested
change in service level. No other changes to the service agreement shall be made using the
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received information. (Title 5, Section 18084.2, The Family’s Right to Voluntarily Report
Changes.)

Parent Appeal information:
Notice of Action - Whenever the program makes changes to child care services (for
example, by approving or denying services, by changing the approved hours of care, or
by terminating services), the agency must notify you by giving you a document called a
“Notice of Action” (NOA). The NOA will inform you of the type of action taken, the
reasons for the action and the date when the action shall take effect. Parents must file a
notice to appeal the action within fourteen (14) days from the date the NOA is given to
the parent, or nineteen (19) days if mailed to the parent. Your Notice of Action provides
you with specific instructions for appealing an action. Please keep a copy of your NOA.
If you, the a parent, disagrees with the local hearing appeal decision, the parent may
appeal for a state review of the local hearing decision. The Parent Appeal Information
Pamphlet (attached) provides information regarding the two levels of appeal described
above. Please see your Notice of Action for specific instructions on how to appeal.

Approval for Services



Families must first meet the program’s specific California Department of Education
(CDE), or California Department of Social Services (CDSS) approved requirements
for eligibility.
Families are certified for services for twenty-four (24) months at the time of initial
enrollment

Please note: if the Need for service is seeking employment, the family is
eligible for no-less than twelve (12) months certification
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Fraud Policy
The California Department of Education has Millbrae Nursery School take action to recover
funds due to fraud. Fraud is submission of false or misleading information or documentation
in order to obtain subsidized child care services. This includes but is not limited to providing
false or misleading information or statements, altering documentation, or failure to report
income exceeding 85% SMI, need for services, family size, or family information. If a
determination is made that fraudulent activity has occurred, one or more of the following
actions will take place: • The participant’s services will be terminated and s/he may no longer
be served by Millbrae Nursery School. The case will be referred to the appropriate agency for
investigation and possible prosecution

PROGRAM POLICIES
DAILY SIGN IN/OUT POLICIES (5 CCR Section 18065)
Daily sign in/out process is required by Community Care Licensing and is the source of
document used to claim reimbursement from California Department of Education/
Department of Social Services:

On each day of attendance, the parent or other authorized adult must enter the actual
time of arrival and departure on the sign-in/out sheet and sign your full legal signature at
each point

For any absence on a day of enrollment you must provide the reason for the absence and
your full signature

ABSENCE POLICIES
We highly encourage consistent attendance in order for your child to maximize his/her
learning however we understand that at times absences are inevitable. If your child will be
absent from school, you MUST contact the office to report your child’s absence. Absences
are either “excused”
Examples of “Excused” absences:
1. Illness/quarantine of child or parent, may include child or parent medical
appointments
2. Family Emergency – A family emergency is a sudden situation that makes it
difficult or unsafe for you to bring your child to the program.
Examples of Family Emergencies:
o Natural Disasters – fire
o Transportation problems – flat tire
o Hazardous weather condition
o Sibling illness
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o
o
o
o

Hospitalization of a family member
Death of a family member
Sudden change in residency
Others – on a case-by-case basis

Parent must notify the office if you cannot bring your child into the program as
soon as you are able to do so.
3. Court-ordered visitation – court order must be on file
4. Best Interest of the Child (BIC). Except for children who are recipients of
protective services or at risk of abuse or neglect, excused absences "in the
best interest of the child" shall be limited to ten (10) days during the fiscal
year (July 1 – June 30). Best Interest absences are from the standpoint of the
parent, considered to be in the best interest of the child,
Best Interest Days for the child may include:
o Family vacation
o Time with relatives
o Special events for the child
o Cultural or religious celebrations
o Enrichment opportunities
o Others
Parent must notify the office of planned or unexpected Best Interest Days
when possible.

Abandonment of Care
Families are required to communicate with the program on all absences. Consistent
communication allows the program to keep track of your child’s well-being as well as
reason for the absence. When a family has high absenteeism, the program may be able to
support you, the family, with community services. It is utmost important to keep close
communication with the program.
When the program has not heard from you, the parent, for seven consecutive calendar days
of the reason the family is not using the services, the program staff will use a variety of
communication methods to reach out to you.
(Examples of the outreach methods are: phone call, email, postal services….) When all
communication methods have failed and there is no communication for thirty (30)
consecutive calendar days, the program shall issue a Notice-Of-Action (NOA) to disenroll
the family on the basis of Abandonment of Care.
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HEALTH AND SOCIAL SERVICES
Our program offers a health and social service component for all families. If your family
has health and/or social service needs, we encourage you to discuss those needs with the
program director/family engagement staff. Millbrae Nursery School will provide you with
referrals to appropriate community agencies, based on your specific needs, and will follow
up with you to ensure that your families’ needs have been met.
COMMUNITY INVOLVEMENT
Millbrae Nursery School actively engages with our local community, and encourages
community involvement by:

 Soliciting support from local community, including the solicitation of donated goods and items
 Providing information to the local community regarding our services for children and
families

HEALTH AND SAFETY
Physical and Immunization requirements
All children enrolling in the preschool program must provide documentation that the child
has had a physical exam in the last 30 days from the enrollment process. If your child has
not had a physical exam, make an appointment with the pediatrician and obtain an
appointment card. The appointment card may be used to approved services on a conditional
basis. Once the physical exam form is submitted and reviewed, the program will update the
service status and issue an updated Notice of Action.

CHILD ABUSE
As professionals working in the field of childcare, the staffs at Millbrae Nursery School are
mandated by law to report any known or suspected child abuse, neglect, or child sexual assault.

TERMINATION OF CHILD CARE SERVICES
Your childcare services may be terminated at the Millbrae Nursery School for the following
reasons:


When a recalculation of income indicates the family’s adjusted income exceeds the income
threshold and the family does not meet the requirements for another eligibility basis.
 When the parent changes residency outside of California
 When there is substantiated evidence of fraud that invalidates the initial certification and the
family is not otherwise eligible
 When the family has abandoned care
 Verbal or physically aggressive behavior by parents towards staff or other children.
(Behavior includes: using profane language; making threats, destroying property…)
Families who disenroll before the last day of the eligibility period will receive a Notice of Action
54

Millbrae Nursery School Handbook

CONFIDENTIALITY POLICY

The following confidentiality policy was adopted for all Millbrae Nursery School and is binding
on all personnel and parents. Adopted by the board in October 1986.

Confidentiality Policy:
All confidential discussions will be held in private by the teacher in charge of the class or the
director. Records of income eligibility and family service records will be kept private and
utilized only by appropriate staff members. All efforts will be made to protect confidential and
personal information on students and families within the limits of the co-op parent participation
setting. Written permission from the parent or guardian will be obtained for use of photographs
of children outside the scope of the program and for the allowance of children to participate in
research outside the scope of the program.
The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99)
is a Federal law that protects the privacy of student education records. The law applies to all
schools that receive funds under an applicable program of the U.S. Department of Education.

Uniform Complaint Procedures Notice (UPC)
Individuals, agencies, organizations, students and interested third parties have the right to file a
complaint regarding the Name of Agency and Early Learning and Support program alleged
violation of a statute or regulation that the California Department of Education is authorized to
enforce. This includes allegations of unlawful discrimination. Complaints must be signed and
filed in writing with:
California Department of Education
Early Education and Support Division
Complaint Coordinator
1430 N Street, Suite 3410
Sacramento, CA 95814
California Department of Social Services
744 P Street
Sacramento, CA 95814
If the complainant is not satisfied with the final written decision of the California Department
of Education.

Your rights
As a Millbrae Nursery School parent:
As a parent concerned with your child’s well-being and education, we encourage you to bring
your questions and concerns about our program to the teacher or supervisor whenever they
occur. You have the right to visit the classroom at any time. We are trying to build a partnership
with you; therefore, we encourage you to be in close and frequent communication with us.
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Your rights
As Mandated by the Office of Community Care Licensing Department of Social Services:
Millbrae Nursery School is committed to providing a safe environment in which children grow and
learn. The Department of Social Services, Community Care Licensing Division monitors and
licenses our facility to ensure that the program and facility meets children’s physical and emotional
needs.
Any concerns that you have over these issues may be reported to:
Community Care Licensing Division
California Department of Social Services
801 Traeger Avenue, Suite 360 MS29-24
San Bruno, CA 94066
650-266-8800

Your Rights
As Mandated by the Child Development Division-State Department of Education:
You have a right to due process procedures in regards to any action taken by the program that affects
your childcare services, and is communicated to you via the form entitled “Notice of Action”
(CD7617). Parents’ rights and hearing request procedures are detailed on the back of the “Notice of
Action” form.

Unlawful Harassment
Millbrae Nursery School is committed to providing a school environment free of unlawful harassment. The policy
applies to all persons involved in the program prohibits sexual harassment and harassment based on race, religion, gender,
national origin or ancestry, physical or mental disability, age, sexual orientation, or any other basis protected by federal, state or
local law. For the purposes of this policy, harassment must be based on one of the protected categories identified above, and
means any unwelcome verbal, visual, or physical conduct, or unwelcome sexual advances by someone from or in the environment
under any of the following conditions:
● Conduct is explicitly or implicitly made a condition of the employee’s or child’s employment, academic status, or progress.
● Rejection of the conduct by the individual is used as the basis for academic or employment decisions affecting the individual.
● Conduct has the purpose or effect of having a negative impact upon the individual’s work or academic performance, or of

creating an intimidating, hostile, or offensive work or learning environ

56

Millbrae Nursery School Handbook

