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Creative Playschool, Inc. operates in compliance of the By-Laws and the Memorandum of 

Understanding with the East Lyme Board of Education (ELBOE).  This handbook is designed to 

help you in your time here at Creative Playschool. 
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Creative Playschool, Inc.  -  A Cooperative Preschool 
Creative Playschool Inc, is a cooperative preschool founded in the Spring of 1966. Parents of the community wanted 

to establish a preschool that provided an easy transition for children from the family setting at home to a larger social 

structure in a classroom. They believed strongly that a young child’s first experience with separation from home is 

nurtured because of a parent’s participation in the class. The child’s parent or other significant adults become a part 

of their new experience by participating in the classroom on a regularly scheduled/rotating basis. As an active part of 

the classroom, parents have the opportunity to observe their child directly and to share and discuss information with 

the teacher; thus building the parent-teacher cooperative partnership. Together, family members, the children, other 

parents and our teachers create a unique and diverse class for our youngest students to grow and learn. 

Creative Playschool, Inc. is maintained and administered by the parents on a nonprofit, non-denominational, equal 

opportunity basis.  The preschool is funded entirely by tuition and fundraising endeavors. The Playschool’s 

administration is governed by the Executive Board (Parents) in conjunction with the Memorandum of Understanding 

with the East Lyme Board of Education. 

It is with open arms that we welcome your family to another wonderful year of 

learning, creativity, and imagination at Creative Playschool! 

The Executive Board 

 
The Executive Board is comprised of parents of enrolled students, who have volunteered to take on additional 

responsibilities, to manage the administration of the school.  Executive Board meetings are open to all active 

Creative Playschool parents but only Executive Board members can vote at these meetings.  The location, date and 

time of these meetings varies but will be posted before each meeting – email notifications will be sent out.   

Executive Board member positions are in effect from July 1 – June 30 each year. New board members are elected in 

the spring. Please reference the By-Laws for a comprehensive explanation. 

The roles and the responsibilities in brief are:  

 

 Teachers – All lead teachers are non-voting members of the Executive Board. Consistent with the philosophy 

and culture of a cooperative preschool, it is critical for lead teachers to be involved with the executive board 

and the preschool administration. 

 

 President – Responsible for the overall administration for the Creative Playschool, Inc.  This is a catch all 

phrase that means they need to ensure that the staff members are doing their jobs and volunteers are 

managing their responsibilities.  The President provides advice and support to staff and volunteers as needed.  

They are the official representative of the school and are responsible for coordinating the Creative Carnival, 

in conjunction with a committee, or delegate this role to a volunteer.  

 

 Secretary – Records the minutes at both General and Board meetings, and takes on the role of Vice President 

if the President steps down.  The position of VP is an interim one that only exists until a new President is 

elected.  
 

 Treasurer – Maintains savings, checking, and tuition accounts; reconciles said accounts monthly.  Together 

with the President, Program Coordinator and Budget Committee, drafts the annual budget, organizes 

payment for bills and reimbursements.  Also responsible for timesheets and communication with Central 

Office for financial matters. 
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 Enrollment – Processes and follows up on all inquiries regarding registration. Maintains an accurate record 

of current enrollment and any waiting lists, and organizes Open Houses and classroom tours. 

 

 Tuition – Collects and maintains a record of tuition payments. 
 

 Health & Safety / Maintenance – Maintains contents of First Aid boxes in both classrooms.  This person will 

also liaise with maintenance director of ELBOE for playground equipment check and viability of playground 

floor; maintain plantings in playground; organize cleaning of classrooms on a regular basis; be responsible 

for purchasing cleaning and kitchen supplies.  Also the liaison for any outside health personnel. 

 

 Publicity – Provides articles to local newspapers regarding school happenings; places newspaper ads and 

prepares flyers for the Creative Carnival, enrollment and open house. 

 

 Activities – Organizes special activities / parties for the preschool. 
 

 Fundraising – Recommends fundraisers and presents to the Executive Board for approval; organizes 

fundraisers by contacting the companies for dates and materials, distributing order forms to families, placing 

orders, collecting money and distributing the merchandise; maintains a record of fundraisers and money 

raised from each one. 
 

 Class Representatives – In general, helps the teacher when requested e.g. assists teacher with supplies needed 

and co-ordinates parent volunteers when additional assistance is indicated i.e. field trips, special events, and 

parties; for traditional classes, maintains the snack schedule; for Co-op classes creates and maintains the 

working parent schedule. 

The Teachers 
 

Teachers are a core component of the cooperative culture at Creative. Our teachers are responsible for implementing 

the curriculum and providing a safe, supportive environment where your children can learn, gain confidence and 

develop socially. They have a responsibility to communicate with you regarding your child’s development and time 

at Creative. 

 

The relationship your child’s teacher has with you is built on trust, so if you have any questions or concerns, you are 

encouraged to speak directly with the teacher. However, the President, Classroom Representative, Program 

Coordinator and other Creative staff are always available to help with concerns.   

 

All teachers and staff members are hired by the parents as vacancy or needs arise. The President appoints a Hiring 

Committee of 6 parents, in accordance with the By-Laws.  

Parent Helper Days – Co-op Classes 
 

The cooperative philosophy encourages parent involvement and partnership in the classroom, through an assigned 

parent helper day. A parent helper schedule is generated and released by the classroom representative. On your 

scheduled day, you will partner with the teacher and aide as outlined below, and you will be responsible for 

providing snack for the entire class. You will need to arrive in the classroom (with your child) 15 minutes before 

class starts (to coordinate on the plan for the day with the teacher), and will need to stay 15 minutes after class ends 
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to support dismissal and clean-up. All parent helpers are required to have completed the volunteer and fingerprint 

application process prior to participating in the classroom.  

 

On your scheduled parent helper day, you will enter Lillie B Haynes School through the main entrance. You will 

need to sign in as a visitor, with the front entrance attendee (they are aware of Creative Parent Helper involvement) – 

simply inform them that you are the Creative Parent Helper that day. Please note that all visitors need to sign in and 

out with the front door attendee, so when leaving, you must sign out and exit through the front door (not the side 

door used for Creative pick-up and drop-off).  

 

What you should expect in the classroom: You can expect to be greeted by the teacher and have a brief run through 

of the day’s activities.  You will be told if there is a specific activity with which the teacher would like you to help.  

You are not expected to lead a class. 

 

What does a typical day look like? 

 Come into class and have about 15 minutes of free choice or table time, depending on teacher and where we 

are in school year – certain activities are introduced during this time of the day, such as the question of the 

day, finding your name, writing your name, etc. 

 Circle time – here the children come together as a big group to have story, the day’s activities explained, job 

circle, etc.  

 Small group activities – here the children will have different activities to choose from.  During this time, they 

will also work individually with the teacher or aide, as well as having free choice.  This center time will 

include different themes each month e.g. transportation; bake shop; pizzeria; animals, etc. 

 Snack (provided by parent helper of the day, within the suggested food guidelines outlined in your welcome 

handout). 

 Outdoor time - this varies from day to day depending on the weather and the day’s activities.  

 Finish with circle time – story, dance, game as a whole group. 

 

Each teacher will have a slightly different routine, depending on the children in the class, themes being followed that 

month, special events and different teaching styles.  However, this is the general format within which that 

individuality flourishes.  

 

The teacher and aide will be there to support you on your working day and answer questions you have, but please 

bear in mind that they may not be able to answer your question immediately and sometimes confidentiality 

requirements may restrict the information you can be given. 

 

This is a day that should be enjoyable for you, a time for you to learn about your child’s day, to meet their friends – 

so please let us know if you have any worries or concerns about this role.   

 

It is also a time for us to benefit from your skills and knowledge, so if you have a particular talent that you would 

like to share, please let the teacher know ahead of time – e.g. another language, can you play a musical instrument, 

do you teach yoga, gardening etc. 

 

What is expected of you: 

 

 You arrive on time for your day as helper – 15 minutes before the start of class – otherwise the teacher will 

not be able to tell you about the day ahead. 

 You stay 15 minutes after the end of class to help with cleaning & vacuuming the classroom. 

 You provide snack (suggested snack list provided) for that day – for the entire class. 

 You participate in the class, try not to sit on the sidelines, the children will want to talk to you; teachers will 

want you to interact and assist them. 
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 If you cannot come in on your scheduled day, make sure you schedule a swap with another parent, and 

please ensure the teacher is aware of any changes – we do track days to ensure the co-op responsibility is 

spread out evenly. 

 We expect you to respect our students’ confidentiality. If you see services being provided to a child, do not 

discuss this with others.   

 If you have questions or concerns about anything that you see during your day, please speak to the teacher.  

If you do not feel comfortable approaching the teacher, please reach out to the Classroom Representative, 

President, or Program Coordinator. 

 It is understood that your student will stay with you for the 15 minutes before and after class.       

Traditional Class Duties 

 
Parents/guardians in traditional classes provide the snack for each school day in the family’s assigned week. Snack is 

given to the Teacher at morning drop-off.  Parents are allowed to participate in the class, as a parent helper, when 

able to do so during their assigned week, though this is not required as part of the 3-day Traditional Class 

enrollment. To be a Parent Helper, the parent must have completed the volunteer and fingerprinting process prior to 

participating in the class. Please follow proper guidelines, by signing in at LBH.  Communication and coordination 

with the teacher is required in advance, should you wish to participate as a parent helper in the classroom during 

your assigned week.  

Program Coordinator 
 

The Program Coordinator supports the teachers, board members, and preschool. The position reports to the President 

and Executive Board and is part time, with office hours generally held Monday, Wednesday and Fridays.  

Responsibilities include supporting the Executive Board members in their roles, providing support to the teachers 

and aides, a point of contact for Creative families who have a question/ comment / concern, acts as a liaison between 

Creative and East Lyme schools, orders supplies for Creative, maintains Creative administrative documents, as 

needed, at the direction of the Board, coordinates the preschool schedule, including enrichment classes and field 

trips, serves as an intermediary in any complaints. 

Confidentiality 

 
In light of our cooperative philosophy, it is important for parents to understand the importance of confidentiality 

regarding information about students, families, staff and the organization. It is expected that all parents will respect 

the confidential nature of working with students.  Some students receive special services while attending Creative 

Playschool and as a parent in a cooperative preschool, you are an extension of the Creative staff.  You must be 

discreet in any communication by not discussing other students outside of the classroom with any other parents. 

Further, you must refrain from posting any facial pictures of other Creative students on social media websites, 

without the consent of the child’s parent – respecting that some parents do not wish to have photos uploaded. 

Tuition 

 
Tuition payments are due on the 1st of every month.  Checks & Money Orders are to be made payable to 

ELBOE-SA.  You can set up an automatic payment from your bank (payable to ELBOE-SA with your student 

name on memo) or mail payment directly (Creative Playschool; PO Box 50; Niantic 06357).  Tuition checks may 

also be left in the envelope found in the appropriate class file-folder box.  If paying with cash, you MUST make an 
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appointment with the Tuition Officer to receive a receipt.  PLEASE UNDERSTAND – It is not the job of our 

teachers to handle tuition payments.  If you have questions regarding payments or balances, please contact the 

Tuition Officer. 

 

Payments received after the 7th of the month will incur a $10 late fee. If your payments are delinquent more than 30 

days (not paid up to date by the last calendar day of that month) your child will not be allowed to attend school. If 

payment is still not received by the 7th calendar day of the following month, the child’s place at Creative will be lost 

and June pre-pay forfeited – unless the matter has been brought to the Executive Board, and their approval for 

continuation on the rolls of the school obtained. Please reference the By-Laws for a complete detail.  

 

To withdraw a child, a 30 day written notice to the Enrollment Officer is required, including payment for the final 

month’s tuition. Therefore, payment and notice of withdrawal in writing is required on or before the first day of the 

present month or June prepay will be forfeited.  

General Meetings 

 
Active participation in the overall administration of Creative Playschool is a critical component of being a 

cooperative preschool.  To ensure you have the opportunity to exercise the rights and responsibilities that come with 

having a child at Creative Playschool, as per the registration/parent agreement, parents are required to attend 

mandatory meetings throughout the year. Typically, there are only four General Meetings per school year, which 

include the Orientation Meeting prior to the start of the school year, and three other General Meetings during the 

course of the school year.  The dates of the meetings are included on Creative’s school year calendar, though subject 

to change. Should any of the scheduled meeting dates or location change, these updates will be distributed via email 

and will also be included on the weekly newsletter. Typically, these meetings are held in the classrooms, however, 

are subject to change based on enrollment each year and space constraints.  

 

The Orientation Meeting follows a different format than the regular General Meetings. It is divided into two parts, 

the first part is led by the President to provide information and updates regarding the preschool, the other half is led 

by the teacher for parents to learn about the school day and classroom expectations. Babysitting is not provided for 

the Orientation General Meeting. 

 

All other General Meetings are led by the President and Executive Board members regarding the management and 

Administration of Creative Playschool. They involve subjects such as staffing, EL Public Schools updates, purchases 

of equipment & supplies, budget matters, changes to By-Laws or policies and so on. These meetings do facilitate 

voting opportunity to all members, where applicable in accordance with the By-Laws.  Creative Playschool will 

provide babysitting for these meetings (there is no cost to our families for this service), when able to do so. Please 

note that this is subject to change. The availability/offering of babysitting will be included in the weekly newsletters 

and email communication in advance of the General Meetings. General Meetings last approximately one hour. 

Cleaning Evenings 

 
Under the arrangement we have with East Lyme schools, we are responsible for keeping our rooms clean.  Every day 

the teachers ensure that the rooms are vacuumed; tables, chairs, toys and equipment are clean.  However, additional 

help is needed to maintain the classrooms with a more thorough cleaning scheduled every other month. This 

typically includes cupboards, windows, vents, as well as equipment.  The cleaning evening usually takes about an 

hour and cleaning supplies are provided. The cleaning schedule is included on the school calendar and is part of your 

obligation as members of Creative Playschool. All students MUST be represented – sign in sheets will be at each 

cleaning night.  If you have questions about the cleaning nights, please contact the Class Representative or Health & 

Safety Officer. 
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Fundraising and Charitable Donations 

 
Throughout the year we will run fundraisers to support enrichment in the classrooms, such as visits from Mystic 

Aquarium, Waterford Country Farm, have music or yoga in the classroom.  Fundraising also allows us to provide 

support to our teachers for “wish list” supplies - all things that are over and above the regular purchases required to 

enable the classes to run.  Fundraising money also goes towards savings and capital improvement, such as tables, 

chairs, rugs and playground equipment. As a vital means to the ongoing operation of our school, we encourage all 

families to participate in our fundraising endeavors. 

 

Please note that the Creative Carnival is our school’s largest fundraiser and is open to the public. All families are 

required to volunteer (please see the Creative Carnival section for additional detail).  

 

Creative Playschool, as a non-profit organization, has had the incredible fortune of being supported by so many 

charitable donors. Very frequently, the Creative Playschool Administration receives inquiries from families and 

community members alike, on how they can help support the program and make donations.  

Should you, or someone you know, wish to make a charitable donation to Creative Playschool, Inc, at any time, 

please reach out to the Fundraising Coordinator or submit your charitable donation to: 

Mail:    Creative Playschool; PO Box 50; Niantic 06357 

Drop/Off Pick-up:   At drop off/pickup, teachers will have a folder to collect forms, tuition payments,  

   miscellaneous correspondence, donations, etc.   

Donation checks can be made out to: Creative Playschool, Inc. 

Creative Playschool is a qualified organization, for which charitable contributions may be considered tax deductible. 

Creative will provide the appropriate donation receipts. 

Creative Carnival 

 
The Creative carnival is the largest fundraiser for the school and is open to the public. It is generally held in the 

spring each year. The President, or their delegate, will form the Carnival Committee to plan and coordinate the 

Carnival event. Committee planning responsibilities include: Food (snacks/drinks), Entertainment, Games, Raffle, 

Logistics (tables, chairs, extension leads, liaison with custodians), Volunteer scheduling.  

All families are required to have one adult per enrolled child volunteer their time to help staff this event. Shifts will 

be assigned and usually are about 1.5 hours long. The Carnival is typically a 3-4 hour event and a great time for our 

families. 

Communication 

 
Weekly email 

 

Once a week (generally this will be on a Friday) you will receive an email which will contain reminders of up-

coming events, a summary of the week in each class, lesson themes, request for volunteers, information from 

Executive Board members, community events, as well as anything else that has come up that week!   

 

Email is a primary method of communication.  If you change your email address, please let us know immediately. 
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A contact list of Board Members and Staff, as well as a class roster, is provided to you at the beginning of the school 

year, to allow you to communicate with fellow parents in your class.   

 

As a cooperative preschool, communication and feedback is very important. We welcome and encourage you to 

reach out: 

 

 If Creative has done something you love --- please let us know. 

 If you don’t understand information sent out, please ask for clarity. 

 If you have a question about classroom activities or your child’s progress – your child’s teacher welcomes 

you to contact them and always looks forward to speaking with you.   

 If ever you have a concern, or need an intermediary, please reach out to the President, Classroom 

Representative, or Program Coordinator. 

 If you have a question for a member of the Executive Board, please do not hesitate to contact them.  

 

Teacher Conferences 
 

Once a year, in the spring, a written evaluation of your child’s progress will be issued by the teacher.  Specific days 

will be allocated and parents will be asked to sign up for time slots to discuss their student’s progress at Creative 

Playschool.  Substitutes will be provided for the teachers, allowing the teacher to meet with parents during school 

hours.  Follow-up conferences are available. 

 

During the course of the year, any questions concerning your child should be addressed with his or her teacher on an 

individual basis.                       

Attendance 
 

Regular attendance is so very important to your child’s experience and developmental progress. However, we 

respectfully request that you follow these guidelines:  

1. Any child having a fever, severe cold or flu, or other contagious illness must remain at home. 

2. Although not required, a courtesy call to the teacher if your child will be absent is appreciated. 

3. If a planned absence is scheduled, please notify the teacher in advance. 

4. No days may be substituted for sick days.   

Arrival (Drop-Off) 

 
1. Classes begin promptly at 9:15 & 9:30 am; 12:45 pm for Creative Explorers. 

2. Children must be left in the care of a staff member and signed in on the attendance sheet. Teachers will come 

to the door to greet and take your child. 

3. Parent Helpers should sign in at LBH and arrive 15 minutes before class starts in order to help set-up. 

4. Parents may park in LBH parking lot – but all cars MUST be in a parking space.  Overflow parking is 

available across the street. 

5. Lillie B Haynes student drop off, as well as bus schedules, do overlap some with our drop-off times.  Please 

honor bus safety - State Law requires everyone to STOP behind a bus with flashing lights.  
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Dismissal (Pick-up)  

 
1. Classes end promptly at 11:45 am (2 Day co-op), 12:00 pm (2 Day co-op), 12:30 pm  (3 Day co-op), 1:45 pm 

(3 Day Traditional), 3:15 pm (Explorers), 1:15 pm (Tues Lunch Bunch),  2pm (Weds Lunch Bunch) 

2. Parent or guardian must sign child out on attendance sheet.  

3. Teachers will only release a child from school to the parent or individual listed on the emergency contact 

sheet. If the teachers do not recognize or have not previously met the parent/emergency contact at pick-up, 

they will ask to see ID, and will validate it with the registration paperwork before releasing your child.  

4. As a courtesy, please be sure to inform the teacher in advance if there will be a deviance from the normal 

pick-up parent or guardian.  

5. Once student is signed out – parents are responsible for their student. 

Late or NO pick up of child at Dismissal 

 
If a child is not picked-up at dismissal by the parent or designated adult/emergency contact the following procedures 

will take place: 

 After 10 minutes, a penalty of $35 will be applied to the tuition account with an additional $5 every 5 

minutes after.  Our teachers’ time is valuable and they do have other commitments after the school day. 

 Staff will call the parent and if no reply, the emergency contacts will be called. 

 On arrival, parent must sign late pick-up form. 

 If unable to reach anyone and more than ½ hour has passed, the East Lyme Police Department will be called. 

The Police will meet the student and school representative in the Main Office of LBH and will handle the 

situation according to ELPD Policy. 

Bathroom Policy 

 
All students are required to be potty-trained and able to exercise complete independence in the bathroom. This 

includes the ability to recognize the need/urge to use the bathroom timely, pull up/down clothing, mounting a toilet 

(LBH toilets are elementary school age size), and wiping independently. Creative Playschool is not licensed by CT 

OEC to change any bowel movement accidents.  Parents will be notified if there is a bowel movement and we will 

require the parent to sign into LBH to come change their student.  If there is a urine accident, we will provide verbal 

directions to the student, to help them change into their extra set of clothes from their lockers – should a child be 

unable to do so, a parent will be called to come assist in changing.  If accidents seem to become habitual, teachers 

will collaborate with the parent on how to best manage the situation.  

 

We need our students to be INDEPENDENT IN THE BATHROOMS. Teachers are there to help support motor skill 

development and are able to assist with buttons, snaps and zippers. It is important to make sure that your child is 

appropriately dressed to help them be successful during the school day, including bathroom independence. We 

highly encourage parents to send your child in elastic waist bottoms to make it easier for them.   

 

Students will be escorted to the bathroom, as a class, 1-2 times per class, by the teacher or aide. Should your child 

need to use the bathroom at any time during the class, they will be brought by either the teacher or aide as needed.  

 

The bathroom assigned to Creative Playschool, has several stalls to facilitate the class bathroom break – each child 

will have their privacy in a stall, and will need to be independent. Parent Helpers may be asked to support 

handwashing, but a teacher or aide will always be present with the students in the bathroom facility and will guide 

your child through the process.  
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Adverse Weather: Delays & Dismissals 
 

Creative Playschool follows the EL Schools calendar. 

 Creative Playschool follows the instructions given by ELBOE in relation to school cancellations, delays or 

early dismissals. 

 Snow days are announced by the EL School District.  Parents are expected to learn of this through TV & 

Radio broadcasts of cancellations, the EL Schools website or the reverse 911 system (an automated call to 

your contact number, provided to the school, advising of weather related messages). 

 Evening meetings hosted by Creative Playschool will be postponed if EL schools and/or EL Recreation 

cancel evening activities. 

 A partial school day due to delayed start or early dismissal does not count as a snow day. 

 Snow days will be made up as per ELBOE calendar changes are made during the course of the school year, 

including any extension to the final day of school.  Added days will be allocated to the appropriate classes, 

based on days missed. 

 

 

Delays & Early Dismissals: 

 

 2 hour delay:  T/TH morning programs (2 ½ hour classes) will be cancelled 

MWF programs will start 2 hours late (11:15 am traditional or 11:30 am co-op) 

Lunch Bunch will run on regular schedule 

Creative Explorers will run on regular schedule 

 

 Early Dismissal: Lunch Bunch & Creative Explores will be cancelled 

Emergency Procedures 

 
First Aid 

1. Teachers and aides are certified in Child and Infant First Aid and CPR.  First Aid kits are located in both 

classrooms.  If you have questions about the contents of the First Aid supplies, please contact the Health & 

Safety Officer. 

2. L&M is the nearest hospital.  L&M will treat serious injuries, that require immediate medical attention if the 

parent cannot be reached, unless otherwise directed by EMS, if such services are required. 

3. Administration of Medication: Creative Playschool, Inc. shall not administer medications of any kind to any 

child (with the exception of the “Epipen,” only for those children for whom this is prescribed, as prescribed 

and necessary).  Parents are responsible for administering medications before, during or after school.   

Teachers will, however, be notified of any allergies or health issues and parents are encouraged to speak with 

their teacher on an individual basis. 

4. Treatment of minor injuries (e.g. minor cuts, scrapes, vomiting or soiled underwear) 

a) Proper procedures should be followed at all times.  Rubber gloves are required in all cases where bodily 

fluids are involved.  They are located in first aid boxes inside the classroom. 

b) For minor cuts, area should be cleaned and sterile bandage should be applied. 

c) For soiled pants (urine only), due to child protection issues there is a limit to what we are able to do.  We 

will assist the child to clean themselves and parents will be contacted if necessary.  Gloves should be 

worn in these situations.  Soiled clothing to be placed in a bag and given to parent at pick up time.  

(Spare clothing is kept at the Playschool for such situations, please wash and return such clothing as soon 

as possible). 

5. Treatment of serious, non life threatening, very serious & life threatening injuries: e.g. open wounds, limited 

burns, broken bones, uncontrolled bleeding, unconsciousness, possible back or head injury, lack of 

respiration or heartbeat. 
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a) CALL 911 IMMEDIATELY 

b) Appropriate First Aid given by trained staff member. 

c) Notification to LBH Main Office 

d) If necessary, ambulance will transport child to L&M Hospital or other facility determined by EMS.  A 

staff member will always accompany the child to hospital, when allowed by EMS, taking along copies of 

the child’s Emergency and Health form, listing child’s doctor and giving emergency release of treatment.   

e) Second staff member to call parent, or if unavailable, emergency contacts provided, at earliest moment 

possible. 

 

Lockdown Procedure: 

In the event of an emergency situation inside or in the close vicinity of the school, the school administrators can 

lockdown the school so that only emergency personnel can enter or leave the building. 

 

During a lockdown the staff follows East Lyme Public Schools policies: 

 The children stay with a member of the staff at all times 

 Staff is not allowed to let anyone enter or leave the building until instructed to do so by school 

administrators, or the police/ Emergency Services Personnel. 

 Please be advised that Creative does participate in scheduled Fire and Lockdown Drills, in accordance with 

ELBOE guidelines and scheduling. Teachers will guide, comfort, and explain these events to the children.  

 

 

Evacuation: 

In the event of an incident requiring evacuation of the children from school or East Lyme, Creative’s children will be 

treated as part of the LBH student population.  Up to the point of school busses arriving, you may collect your child 

from the school.  After that point, they will be taken with the rest of the student population to the holding center at 

East Lyme High School (can still be collected by you) and then to the Sothern Connecticut State University.  Further 

information is available in the “Emergency Planning Millstone Station” booklet.  If you have questions about the 

EOC Evacuation / Millstone Plan, please contact the Health & Safety Officer. 

 
Guidelines Relating to Food Allergies 

There may be certain products we request NOT be brought into the school. This is due to one or more children in the 

school having a potentially life threatening allergy to this substance. We do not make such requests lightly and 

expect that you will respect the reason behind them. Teachers will have lists available of known allergies and foods 

that will cause reactions. 

If you are providing cake to celebrate a birthday, please let the teacher know in advance. This allows the parent of a 

child with allergies to provide a cake for their child so they are not the only ones not eating cake. 

 

If your child has an allergy, please make sure they understand they may not always be eating the same thing at snack 

time as their classmates and understand why. Our teaching staff will support and reinforce this explanation as 

required. 

 

For each child with an allergy, the parent/guardian must complete an "Emergency Care Plan," which will be 

reviewed by teachers and kept in the classroom. It must be remembered that even with the best of intentions; snacks 

may be provided that are not suitable for every child. It is your responsibility as a parent to ensure that the teachers 

have a snack that is suitable for your child 
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Guideline Relating to Illness 
 

 Report all communicable diseases to the teachers (strep throat, chicken pox, Coxsackie virus, impetigo, 

conjunctivitis, etc.). 

 If your child has a temperature, they may return to school 24 hours after the temperature has returned to 

normal. 

 Chicken pox - your child must stay home for 7 - 10 days from eruption, until all pox are dry. 

 Conjunctivitis - your child must be on medication for 24 hours or be free of symptoms before returning to 

school. 

 Head lice - this is not an uncommon problem in schools.  If your child or a sibling gets head lice, please 

notify your teacher.  We have a special procedure for cleaning the classrooms and equipment.  Follow the 

advice of your pediatrician. 

 Vomiting and / or Diarrhea - your child must be free of symptoms for 24 hours before returning to school. 

 Medication - if your child needs medication, please administer it before or after school.  We are not 

permitted to do so for you during school hours. 

 If your child becomes ill at school, you will be contacted and asked to collect your child as soon as possible. 

Please pick them up as soon as possible.   

  Children with a strep infection may return to school 24 hours after antibiotic therapy has begun. 

If your child has any other significant health issues (hearing, speech, behavioral), please inform us.  All health forms 

are confidential. Please make us aware of any concerns you may have. 

Representing Creative Playschool 
 

Parents are the ambassadors for Creative Playschool. Time and again we are told that families join Creative because 

they heard wonderful things about our program, and share in our philosophy.  Our reputation depends on our 

Creative families and how they represent the school.  We welcome you to share your experience at Creative with 

other families – word of mouth is our greatest publicity.  Though we hope all our families have a wonderful 

experience, we respectfully request that in the event you are not satisfied, you follow the communication 

recommendations and reach out to our staff or board members, to give us the opportunity to help resolve your 

concerns. We are always here to help - after all, this is a cooperative preschool, maintained and administered by the 

parents, to provide an exceptional pre-school experience for our children and the children of our community.   

 
 

 

 

 


