Classroom Information

Please read the following information regarding classroom

routines and procedures

· Arrival: School begins promptly at 8:00am. The students may wait in either the upstairs lobby or outside the kindergarten entrance until it is time to proceed to the classrooms. Please say your goodbyes and have your children ready to enter the classroom at 8:00am, when we begin our morning routines and morning work. It is important that your child arrives on time, as this will ease your child’s transition from home to school and will enable your child to fully participate. If your child is not present by 8:00, s/he will be marked absent. If your child arrives late (anytime after 8:10), you and your child must sign-in at the office to enable the absent to change to a tardy. Kindergarten is one of the first steps towards your child establishing his or her independence. We welcome you to walk your child to the classroom, but ask that that you say your goodbyes promptly at the door to enable your child to begin his/her school day. During arrival the teachers need to be available for the children to enable them to complete their morning routines and begin morning meeting, which begins at around 8:15am. Communication during this time should be limited to brief greetings. If you wish to communicate something to me in the morning, please write a note and place it in your child’s green home-school folder. This is also the folder to place notes informing us of a change in the dismissal process, (which will be discussed below under dismissal). You can also inform me via e-mail. If you wish to communicate something that will require more than a few minutes and would like to discuss it in person, please stop in during my office hours (posted outside my classroom). 

· Dismissal: The Kindergarten day ends at 2:20pm. Please be sure to notify me of any changes in “pick-up”. Notification must be made in writing prior to pick-up. Please note that we will not be able to send your child with anyone other than the person that regularly picks her/him up without having it in writing. If your child has not been picked up by 2:25, s/he will be required to wait safely in the main office until s/he is picked up. Please rest assured that I will dismiss the children one-by-one and make sure the person that is picking them up is waiting outside the classroom. This routine will start off slow, but will become more organized and efficient as the children feel more comfortable and get used to the routine. Children attending Runkle Extended Day (RED), will line up outside our classroom and a teacher from RED will pick them up. 

· Absences: If your child is going to be absent from school, please make sure that you call and notify the main office of his/her absence. 617-879-4650. You may notify the office in advance if you know your child will be out certain days. The office will continue to attempt to contact you until they obtain some confirmation.
Office Hours: Office hours are available once a week for a half hour for parents to stop-in and ask any questions or concerns that they may have. If you have something to discuss that may entail a lengthy discussion, please inform me in advance, so I can make sure we have enough time to attend to the matter at hand. My office hours will be posted outside the classroom

· Newsletters, Notices, and Articles: This is our way of keeping you informed of our classroom activities and upcoming events. Newsletters (The KH Liaison) will be administered periodically throughout the school year. We are moving towards an electronic newsletter, which will posted on our classroom website. Notices and articles for your reference may also be sent home periodically throughout the year. 

· Home/School Folder: On the first day of school the students will be given a home/school folder. This folder will be used as a communication link between home and school. Notices, notes, children’s work, homework, and more will be sent home with your child each day. This is a great way for parents to communicate with teachers as well. It is important that your child brings the folder to school and back home each day to ensure that s/he receives any information, work, and homework sent home.

Lunch: Each child is given a lunch account number. If you wish for your child to order lunch, you will need to deposit money into your child’s account. This is an easy and efficient way for your child to order lunch. Please visit the cafeteria to set up and deposit money into your child’s lunch account if you are interested. We have copies of your child’s lunch number that we bring up to lunch with us. Each child has his/her number on a nametag for his/her reference. Please separate your child’s lunch and snack by putting them in separate lunch boxes. This helps with transitions and the organization of students’ food. This enables students to know what they need to eat for lunch and what they need to eat for snack and helps them manage the quantity of food they eat for each meal.

·  Formal Conferences: Two conferences, one informal and the other formal accompanying a formal assessment and write-up, will be held during the school year. The first conference (informal) will be held in the fall, the second conference (formal) in the spring. These conferences will be held to discuss your child and his/her progress. However, feel free to visit during my office hours to discuss any quick questions or concerns in the meantime. Informal meetings can also be arranged for discussions that require more time. My office hours will be posted outside my classroom at the beginning of the school year. We will also have brief  “Meet and Greet” meetings during early September.

Family Breakfasts & Poetry Night: Kindergarten will have an open house family breakfast in the fall, a family breakfast during the winter, and a poetry night in the spring. More information regarding the open house breakfast will be sent out soon. 

Snuggle & Read: You will have the opportunity to come into your child’s classroom once a month in the morning for 20 minutes to “Snuggle and Read” with him/her. You can choose a book from our classroom library or bring a book from home to read. The children very much look forward to this each month. If you are unable to attend please let me know in advance (at least a day in advance), so I can make sure your child has a teacher or another parents to read with. E-mail or notes are a great way to let me know. More information regarding dates and times will be sent out soon and will also be posted on the classroom bulletin board.

Assembly: Kindergarten through second grade will have an assembly each Friday morning beginning at 8:15. It is pertinent that the children arrive on time in order to take attendance, complete morning routines, and walk to the assembly room. Each week one award will be given per each class. The award can be for individual students, groups of students, or the whole class. Awards are dynamic and given to children based on carrying out the philosophies we go by in our classroom. For example, being kind to others, working hard, an individual accomplishment, etc. Awards are given to recognize and celebrate wonderful things your children do as well as to encourage and influence their behavior in a positive way. Each child will get an award, so please encourage your child to be patient. We make sure each child gets an award. This is a wonderful opportunity to encourage delayed gratification. I often tell the children that just because they didn’t get an award on a particular day, doesn’t mean that they didn’t do wonderful things too. I explain that everyone in our class does wonderful things each and every day, but we are not able to recognize everyone each day, so we need to take turns. We encourage the children to feel happy for and celebrate their friends’ accomplishments.

· Outdoor Recess: The children will be going out for recess everyday unless it is raining or extremely cold. Please keep this in mind when helping your child to select clothing for the day. Please make sure that your child has clothes that s/he can learn to put on by herself/himself to help foster independence – particularly during the winter season. 
· Birthdays: Birthdays are special occasions for young children and we will have a special celebration for each child. Due to such an increase in the number of children within the past few years with allergies to foods the kindergarten classrooms we will not be having food as part of our birthday celebrations. KH will celebrate the students’ birthdays by singing, making wishes, signing a birthday card, and reading a book the student has selected. Each student will be able to take “Birthday Bear” home for a night or two.
· Holidays: Parents are welcome and encouraged to share a story or facilitate an activity as a way of celebrating a holiday. More information will be sent at a later time.
· Parent Participation/Contribution: Throughout the school year there will be a variety of opportunities for parents to contribute their time. Parents will need to clear a CORI check in order to volunteer. These forms can be filled out in the main office.
· Contact Information: 
My e-mail address: kristen_haynes@brookline.k12.ma.us

Runkle School Phone Number: 617-879-4650

Runkle School Address: 50 Druce Street, Brookline, MA 02445
