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HAWTHORNE COUNTRY DAY SCHOOL
Our Philosophy




At HCDS we believe that education works best when valid research findings from the fields of education and psychology are applied to all aspects of teaching. Teaching practices are derived from applied behavior analysis (ABA): Positive reinforcement, continuous measurement of learning, and strategic/tactical data analysis based on graphic displays of data are cornerstones of the program. Verbal behavior, academic literacy, reading, social skills, self-management skills, and problem-solving skills are all taught systematically. 

Our Commitment:
1. To provide a learning environment that effectively teaches and supports children with disabilities and their families.
2. To select and promote educational practices that are grounded in science, applied behavior analysis in particular.
3. To give parent/guardians a reliable way of evaluating the services their loved ones receive.
4. To maximize self-determination and dignity for all individuals in our care.
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	Welcome to HCDS



Dear Students, Parent/guardians and Guardians,
Welcome to Hawthorne Country Day School.  We look forward to a wonderful school year and are happy that you will be with us as we continue our tradition of excellence. When parent/guardians, families, students, school staff, and community patrons all work together, students benefit. You are important to us. We hope that you, our students and parent/guardians, will be engaged learners and participants in our school community.
This booklet contains important information about our school, our services, and explains guidelines that will ensure a safe and productive learning environment. Please take time to read it carefully. If you have any questions or concerns, please contact our school office or your child's teacher. 
The faculty and staff at HCDS look forward to working with you this year. Your cooperation and support are always appreciated. 

Best Wishes for a Successful School Year,

Hawthorne Country Day School Administration and Faculty





HCDS: PARENT HANDBOOK

1

	Introduction


1.1 About HCDS Programs
The Hawthorne Country Day School is a NYS approved not-for-profit school for children with disabilities. Our school age campus in Westchester County serves approximately 124 children 5 years to 21 years old with special needs, including Autism Spectrum Disorder, Intellectual Disabilities, Speech and Language Impairment, Multiple Disabilities, and Other Health Impairments. Our preschool located in Westchester serves approximately 60 preschoolers with disabilities, ages 3-5 years; and our school age program in Manhattan serves 98 students with educational classifications of Autism Spectrum Disorder, Intellectual Disabilities, Speech and Language Impairment, Multiple Disabilities, and Other Health Impairments, ages 5-21.  We offer a variety vocational, academic, and language building programs, all taught within the framework of applied behavior analysis.  

At HCDS we believe that education works best for students and families when valid research findings from the fields of education and psychology, behavior analysis in particular, are constantly applied in the classroom. Teaching practices at the school are derived primarily from applied behavior analysis (ABA): Positive reinforcement, continuous measurement of learning, and strategic/tactical data analysis based on graphic displays are cornerstones of the program. Verbal behavior, academic literacy, reading, social skills, self-management and problem-solving skills are all systematically taught via well researched, commercially available scripted curricula, as well as curricula developed in-house by our teachers and behavior analysts. Teachers are expected to engage in professional development continuously via our Personalized System of Instruction (PSI). 

At HCDS we believe that behavior problems are instructional issues and learning opportunities for students rather than manifestations of an underlying pathology. Socially inappropriate behaviors (e.g., aggression and self-injury) are analyzed to determine the source of reinforcement or function of the behavior. Once the function of the behavior is determined it can be treated, often times simply by systematically reinforcing appropriate alternative behaviors while at the same time removing the source of reinforcement for the inappropriate behavior. 

Students with similar educational and behavioral needs are grouped in classrooms with a student to teacher ratio of 6:1:2, 8:1:2 or 8:1:3, which is 2 or 3 students for every staff member. Each student has educational programs designed to meet his/her needs. The programs are established through a combination of a criterion- referenced assessment, standardized assessments, and IEP goals. Long-term objectives are taught through a series of task-analyzed short-term objectives called individual student "programs". Programs are taught in both 1:1 and group settings throughout the day.

 

Teaching practices at the school are derived primarily from applied behavior analysis (ABA): Positive reinforcement, continuous measurement of learning, and strategic/tactical data analysis based on graphic displays are cornerstones of the program. Verbal behavior, academic skills (based on the NYS Learning Standards) , social skills, self-management and problem-solving skills are all systematically taught via well researched, commercially available scripted curricula, as well as curricula developed in-house by our teachers and behavior analysts.  Students are assessed using a criterion-referenced assessment (e.g., ABLLS, AFLS, BASIC, VB-MAPP, Brigance) upon entering the school and at least annually thereafter. Based on these results and goals recommended on the IEP, a program list is developed to meet the students' needs. Each student has a portfolio in which all of his or her programs and program graphs are kept. Areas of instruction are split into the following repertoires: Verbal Behavior, Reading/Writing, Math, Science, Social Skills, and Expanded Community of Reinforcers. Examples of individual programs include pre-requisite skills such as eye contact, gross motor imitation, vocal-verbal imitation, and following directions, academic and pre-academic skills such as sight words, counting, phonics, colors, shapes and answering questions. Social skills focus on greetings, transitioning, sharing, and cooperative play. Expanding a student’s community of reinforcers includes teaching students to enjoy an ever-widening range of activities such as toy play, socializing, and looking at books.

 Some of the students' curricula include instruction using the following methods: Activity Schedules, augmentative communication devices to facilitate language, Direct Instruction (Language for Learning; Distar Arithmetic; Reading Mastery; Horizons; Connecting Math Concepts), Edmark Reading, Unique Learning System, IXL, and other commercial curricular programs, augmentative communication/signs/gestures to facilitate communication, and scripted curricula.

A major portion of the curriculum at the HCDS is the teaching of Verbal Behavior through research-based methods shown to be effective to teach language. One of the best tools we can give our students is the ability to communicate their wants and needs, whether through words, pictures or signs. All of our teachers are trained in verbal behavior teaching methods through both workshops and direct observations (1:1 training) by senior teachers, School-Based BCBA/LBAs and Principals.

 Students’ behavior challenges are addressed through functional assessments. Functions of each problem behavior are identified and will be replaced with an appropriate form of functionally equivalent behavior. For example, when a student has a tantrum to escape from a demanding task, we’ll teach them to request a break in an acceptable way (e.g., asking teacher, “I want a break, please” nicely). All of our teachers are trained in functional assessments and functional communications through both workshops and direct observations (1:1 training) by senior teachers, School Based BCBA/LBAs and Principals.

 Students receive instruction in all academic areas with time allotted weekly for art, music, adaptive physical education, and related services (Speech Therapy, Occupational Therapy, Physical Therapy, Counseling). Research has demonstrated that more effective time management in the classroom directly relates to students’ success. Therefore, each teacher schedules their day in ways to minimize "downtime" and maximize learning opportunities. Classrooms follow a daily schedule generated by the teacher.

 Student progress is assessed via the continuous measurement and the graphic display of the data. Student responses are measured moment to moment and graphed so that teachers have close contact with the data and are able to make efficient educational decisions based on the students’ behavior and effective research in the field of education.


Quick Facts about HCDS
· 12-Month School Year: September through June and a 6 week summer session
· Student Profile: children with Autism Spectrum Disorder, Intellectual Disabilities, 
            Speech and Language Impairment, Multiple Disabilities, and Other Health 
            Impairments
· Ratio: 6:1:2 (one certified special education teacher and 2 teacher assistants); 
            classrooms of advanced academic repertoires may have 8:1:2 or 8:1:3 ratios (one 
            certified special education teacher and 2 or 3 teacher assistants)
· Westchester School-Aged: children ages 5 years to 21 years
· Westchester Pre-K:  children 3-5 years
· Manhattan School Aged:  children ages 5-21 years
· Parent/guardian Education
· Faculty Training: ongoing observation and feedback with continuous learning 
            based upon a rank system where staff acquire competency in the application of 
            behavioral philosophy and teaching practices.
1.2 Student Information Changes
Parent/guardians/guardians are responsible for reporting to the school office any change of address, telephone number or other pertinent information that may occur during the school year.  As soon as such a change occurs, the school should be notified. We must have current information in order to notify you should an emergency occur.
1.3 Admissions
Admission to HCDS is open and usually based on recommendation of the CPSE or CSE. HCDS is a, secular, non-profit organization that does not discriminate on the basis of race, color, national origin, religion, sex, sexual orientation or disability in admission to, treatment in or employment in its programs, admissions, and activities.  While most students enroll either in July or September, there are times when a space may become available throughout the year.  In order for a child to attend HCDS, he or she must be identified by the school district’s Committee on Pre-School Special Education as a preschooler with a disability; Committee on Special Education (CSE) as a student with autism, OHI, MD/ID, MD or SI at the Westchester Campus and Manhattan Campus.  Classroom placement is the sole professional decision of the professional staff and the Principal based on the educational and social needs of the child.

For admission to school, parent/guardians/guardians must present:
· Proof of Birth
· Immunization Records
· Current physical examination (yearly): Any child who has not had a 
            physical examination within the past year MUST be examined before they
            will be allowed to begin attending HCDS.
· Any special health problems or medical conditions that a child may have      
            and procedures to follow to deal with these conditions. Examples of 
            conditions needing procedures are allergies, asthma, diabetes, epilepsy, 
and sickle cell anemia. These conditions can cause sudden attacks that may require immediate action. HCDS and the classroom teacher need to know 1) how to prevent a crisis, 2) what happens to the child during a crisis related to the condition, 3) how to deal with a crisis, and 4) whether we need training in a particular emergency procedure. 
· Prescription for Occupational Therapy and Physical Therapy
· Copies of current IEP
· Copies of current evaluations (psychological, social history, educational, 
            related services, etc.) 

	Our School Day



2.1 Our Daily Schedule
HCDS has a general daily schedule as indicated below.  Please contact your child’s teacher for the individual classroom schedule, including, lunch, recess, and related services.
Hours for School Age Students:   8:30am – 2:30pm

Hours for Pre-K Students:  8:30am – 2:00pm
If you choose to pick your child up from school rather than sending them on the school bus, please be on time to pick them up. Parent/guardians bring children to the main office no earlier than that designated time above so that our teachers can prepare the classroom for the day.
If someone other than a parent/guardian is picking up your child, the person’s name must be on our Release Authorization Form or Special Alerts. This person will be asked for a photo ID. We must have this information in writing; a phone call will not suffice.

Special Areas & Activities
One primary goal of our program is to assist in increasing communication skills, providing opportunities for learning how to interact in social settings, and to learn life-long leisure skills that can be shared with families and friends.  The special areas offered at HCDS are structured to teach these skills and to generalize the great things the children have learned outside of the classroom.

Physical Education
Physical activity is vital for a healthy lifestyle for children with and without disabilities.  Our exercise program was developed with goals of not only enhancing overall physical activity but also managing inappropriate behaviors.  Physical Education sessions are conducted by our physical education teachers who work on a variety of skills that are parallel to the NYS standards for physical fitness.  Students should wear athletic shoes and comfortable clothing on their scheduled PE day. During the summer months, physical education takes place outside in the pool (on fair weather days). 

Music 
Children in our classrooms may receive instruction from their classroom teacher in music. Activities include singing, dancing, rhythm instruments, the development of listening skills and music appreciation.

Art
Art is part of the daily and/or weekly classroom routine.  Our projects focus on desensitizing children to a variety of materials with different textures, strengthening fine and visual motor skills, and generalization of other educational goals and skills.

Recess
We recognize the need for growing children to exercise properly each day.  Each classroom is allowed a 30-minute recess for their students aged pre-K through elementary.  We provide many activities for our students to choose from.  Our focus during recess is facilitating the play and social interactions of our students.  Our teachers do not generally collect data during this time, but rather spend their time interacting with students.  
2.2 Class Size & Ratio
Generally, classroom size ratios are 6:1:2, in which there are six students, one teacher, and two teacher assistants.  We also have some 8:1:3 classrooms with 8 students, 1 teacher, and 3 teacher assistants. Our teachers and teaching assistants are certified by New York State, employees are fingerprinted and cleared for criminal record and child abuse by the State Central Register, and receive extensive training in applied behavior analysis on-site provided by Senior Teachers/Behavior Analysts.  Senior Teachers and Behavior Analysts support all classrooms. We have 20 school-aged classrooms, totaling 124 students on the Westchester Campus, 10 classrooms totaling 60 Pre-K students, and 16 classrooms totaling 98 students on our Manhattan Campus.   
2.3 Orientation & Back to School Night
At the beginning of each school year, HCDS sponsors a brief orientation and Back to School Night for all parent/guardians/guardians.  At this event, information is shared with families about the school program, goals, parent/guardian education opportunities, and updates on school policies.  You will be notified when back to school night is scheduled.  
2.4 Lunch
HCDS serves a nutritious lunch each day free of charge. Lunchtime is a learning time besides being a mealtime and a social time.  At HCDS, lunch time is also considered a learning opportunity.  We stress courtesy, positive social interaction, good hygiene habits, and self-help skills such as setting a table and cleaning up afterwards in our school cafeteria or classroom.  A monthly menu is sent home so that families can plan accordingly. 
For students who bring a bag lunch to school, please include a napkin with lunch, and also whatever utensil that your child might need for the meal that you packed. Thermoses or other non-breakable reusable bottles are preferred for packing drinks.  We encourage parent/guardians to pack nutritious lunches. Please do not send in food items containing peanut products.
We will refrigerate all perishable lunch items. Please put sandwiches in containers, preferably reusable ones, labeled with your child's name. Other perishable items need also to be labeled. All the items will be refrigerated until lunchtime. 
Pre-K families should be aware that popcorn, grapes, and hot dogs pose a choking hazard.  Do not send these food items in with your child for lunch.


	General Policies


3.1 Attendance
Students who arrive promptly and are involved in classroom activities are more successful in school. Consistent attendance is a key to this success, and we are counting on parent/guardians to make sure that their child is on time daily and attend regularly.  When a student is absent, a parent/guardian or guardian should call the school and leave a message by 8:00am to report the absence.  A list of contact numbers is provided in the appendix of this document. 
 
Determination of Excused/Unexcused absences
Excused absences include:
a. Student illness
b. Serious illness or death in immediate/extended family or significant other;
c. Medical appointment, unable to be scheduled outside the school day;
d. Documented religious observance;
e. Documented mandatory legal circumstances;
f. Documented quarantine;
g. Impassable roads;
h. District unable to provide busing/bus paraprofessional

Parents/guardians are expected to contact the school in advance of their child being absent.  All absences will be recorded as unexcused until a written note from the parent/guardian is received.  A standard absent note is included in the appendix of the document.  Please keep the original and make copies to send in to the school as necessary.  All students are required to return to school with a written excuse signed by a parent/guardian on the first day following an absence.  

Unexcused Absences include, but are not limited to the following:
a. Absent without written note from parent/guardian stating valid reason for absence;
b. Vacation.

If a student is out for 5 consecutive days or more than 3 times in a month the student’s home school district will be notified and a letter sent to the parent/guardians.
3.2 Release of Students
To ensure safety and security of HCDS students, we MUST maintain a file of the names, addresses, and telephone numbers of persons authorized to pick up each student in their care. We will only release a child to a person for whom we have written consent by the custodial parent/guardian. We cannot honor a telephone authorization unless there is a prior written consent by the custodial parent/guardian on file (except in the case of an extreme emergency).  If we do not receive either a note or a telephone call, we will not release your child to any person who claims to have come on your behalf to pick up your child, even though we might recognize that person or know that person to be your relative or friend. 
Authorized people who come to pick up your child for the first time are required to provide identification. Please advise the person who will be picking up your child for you at school for the first time to have some form of identification ready. We take these precautions to ensure the safety of your child.
3.3 Requirements for All Students
Student Immunizations
All students MUST have updated vaccination records. The appendix of this handbook has information on the requirements in NYS for physical examinations and required immunization.  Also included in the appendix are the forms you are required to have completed by the doctor annually. Please review the information carefully and ensure that your child’s records are up to date.

We are required by NYS regulation to have written proof of each student’s up-to-date vaccination records. Children who are not up to date on their vaccinations will not be allowed to attend HCDS until they have begun the series of shots needed. Each HCDS student MUST have an up-to-date immunization record in his/her files. The record should state that the child is up to date for immunizations, list the date when the next immunization is due (the date the certificate expires), and be signed by the child’s health care provider. As the date when the next immunization is due approaches, HCDS will remind parent/guardians of the pending immunization and request a new immunization certificate.. The only exemptions in NYS are for documented medical conditions that would be seriously exacerbated by a particular vaccine. A diagnosis of Autism in itself does not substantiate a reason for an exemption. In such cases, a medical provider must provide documentation as to why that particular vaccine cannot be administered and the Agency Executive Director will make the final decision as to whether to honor the exemption.


*Parent/guardians must check in with a staff member before taking their child.*

Illness 
If your child is not well, has a fever or a potentially contagious condition, please have him or her stay home and get well.
 
There are times when a student should remain at home for his/her own welfare and for the protection of others. Students should remain at home if they have any of the following symptoms:
1. Fever, temperature of 100 degrees or higher within the past 24 hours, with or without other symptoms.  Students may return to school when temperature has remained below 100 degrees for 24 hours without fever reducing medication.
2. A cold in the contagious stage; nasal discharge 
3. Any communicable disease (chicken pox, measles, etc.)
4. Any undiagnosed skin rash or eruption
5. Vomiting and/or diarrhea within the past 24 hours.  If vomiting or diarrhea has occurred during the night or in the morning, the student should remain at home.
6. Untreated head lice, scabies, conjunctivitis, or ringworm

If your child vomits more than once or has - 3 diarrhea episodes, we will contact you in order for you to arrange to have your child picked up.  If we are unable to contact you, your emergency contact will be called.  It is important that necessary arrangements are made to have your child picked up from school.  

If a student develops a communicable disease, the parent/guardian should notify the school.  This will alert the teachers to observe other students for symptoms.  Please note that a student missing three or more days of school will need a doctor’s note to return to school.

If your child becomes ill at school, we will try to contact you. If you cannot be reached, we will call the emergency numbers you have provided. Please ensure you supply the school with the name of an emergency contact person who has consented to pick up and care for your child when a parent/guardian cannot be reached.  This will need to be done for each school year and if your contact information changes, and will need to be done in writing.  Please note that we will not release students to any unknown persons for which we do not have written permission.  

If we deem the situation an emergency we will call 911.  We will utilize the emergency medical release form you have provided to access medical care to your child.  If Health Services deems the child severely ill, and you refuse to pick up your child, your child may be sent to the emergency room and ACS/CPS MAY be called.      

3.4 Emergency Contact Procedures
If we are unable to reach you, the persons listed on the Emergency Notification Form will be notified in case of an emergency. In situations where immediate medical attention is needed, and we are unable to reach you, your child will be taken to the nearest hospital. 
If you know that you can be reached on any particular day at a different number than the one listed on your child's Emergency Notification Form, please let the office know. We hope that we never have to contact you for emergencies, but we want you to know the procedure just in case. 
3.5 Visitors
Visits from parent/guardians/caregivers are welcome.  The safety and welfare of our students and faculty are our highest priority at Hawthorne Country Day School.  In our ongoing effort to maintain a safe school environment for all of our students, staff, parent/guardians, visitors, and other community members the following security measures are in place:
 
Westchester Campus:
· If you are planning to visit please make arrangements with your child's Teacher or Principal prior to visiting.  To minimize distractions to the classroom and to accommodate the possibility of multiple visitors, we are happy to schedule classroom observations for up to 1 hour.  
· The entire campus is surrounded by a gate that remains closed during school hours, except to allow buses to enter/leave. The gate is monitored to allow only authorized individuals to access the campus.  As you enter the campus please dial the operator at the gate.  Explain the purpose of your visit and who you are here to meet with.  
· All exterior building doors will remain locked during the instructional day.
· Cameras have been installed at the entrance of campus buildings.  These cameras will be monitored to allow authorized individuals access into the buildings.  Please ring the bell for access.  
· We have been collaborating with local law enforcement agencies.  Mount Pleasant Police Department conducts random patrols of our campus.
· Sign in/out procedures are strictly enforced.  All visitors to the buildings (parent/guardians, volunteers, community members, etc.) should only enter through the front main Overcash Building door for school age students or the front deck of Brian Hall for Preschool students, report directly to the main office and obtain visitors passes that must be worn and visible at all times. This will assist us in knowing who is in our buildings at all times throughout the day. Visitors will then be asked to wait in the reception area until a staff member is notified (Teacher, Senior Teacher, Therapist, etc.) and available to greet them.  We also ask that all visitors sign out when leaving the school. 
· If you are dropping your child off, you and your child should enter the Overcash Building to sign in. The program aide will contact your child’s classroom and a staff member (Teacher, Senior Teacher, Therapist, etc.), will meet you and your child in the Overcash Building or designated area. Please remain with your child until a staff member greets you and your child. Do not leave your child alone in your vehicle. 

Manhattan Campus:
· If you are planning to visit, please make arrangements with your child’s Teacher or Principal prior to visiting.  To minimize distractions to the classroom and to accommodate the possibility of multiple visitors, we are happy to schedule classroom observations for up to 1 hour.  
· All visitors to the Manhattan campus must sign in at the security desk in the lobby of the building.  The security staff will call our school office to let them know you have arrived and a school staff will meet you in the lobby and bring you to our floor, or the security staff will direct you to the correct elevator for our floor.
· Sign in/out procedures are strictly enforced.  All visitors (parent/guardians, volunteers, community members, etc.) must stop at the front desk upon entering the school.  They are to sign in and obtain a visitor’s pass that must be worn and visible at all times.  Visitors will then be asked to wait in the reception area until a staff member is notified (Teacher, Senior Teacher, Therapist, etc.) and available to greet them.  We also ask that all visitors sign out when leaving the school.
· The above measures are in place for the safety and security of all students, staff, and visitors.  
3.6 Health & Safety
HCDS has a comprehensive Emergency Preparedness Plan that is annually updated and kept on file in the school office. The plan covers a variety of procedures to be carried out in the unlikely event of emergencies. The school's staff are regularly trained in these procedures, and students receive opportunities to practice safety measures throughout the school year.  If you would like to review a copy of our School Safety Plan, please contact the Principal.
3.7 School Emergency Procedures
In the event of severe weather or mechanical breakdown, school may be closed or the starting time delayed.  The decision to delay opening will be made by 6:00 a.m. or as early as possible.  If the decision is to delay, the delay will be a two-hour delay and a decision will be made by 7:30 a.m. as to whether the school will be open or closed.  Hawthorne Country Day School uses an Immediate Response Information System (IRIS) to notify you of school emergencies. IRIS is a system for broadcasting alerts to multiple communication devices such as telephone, cell phone, and e-mail, simultaneously via a secure web-based administrator interface.  IRIS can serve as an emergency crisis response system by providing a rapid communication of alerts to you during a crisis or other school related event, such as a delayed opening or closing.  Please be sure to immediately notify us when your contact information changes.  

Announcements will be made the following way:
Westchester and Manhattan Campuses:
In addition to IRIS notifications the following options are ways for you to identify if the school schedule has been disrupted.  
· Go to our website: http://www.hawthornecountryday.org (when a decision is made it's immediately posted on the website)
· Call the school and listen to the message: 914-592-8526 

NOTES ABOUT SCHOOL BUS TRANSPORTATION
· Bus transportation is provided to your child based on the status of your home school district. Typically, if your home district is closed, bus transportation will not be provided to your child even if Hawthorne is open. If your home district has a 2-hour delay transportation will be delayed 2-hours even if Hawthorne has no delay. 
· When Hawthorne has a delayed opening or school closing BUT your child’s home district does not, we call your district and any private bus companies that provide transportation to our students to let them know. Sometimes we have trouble contacting the bus companies but we do our best. Please remember that we serve students from 35 different school districts, each with its own policies and procedures.  We apologize in advance for any transportation confusion that might result from a delayed opening or school closing.  If bus transportationis not available for your child on a day your district is closed but HCDS is open, you can choose to drive/bring your child to school and back home again at the end of the day.

Evacuation Procedures
HCDS carries out regularly scheduled drills to test the readiness of all involved in case of emergency (fire, bomb threat, and lockdown/tornado). There is a school-wide Emergency Preparedness Plan that requires an identification of potential emergencies and procedures to address each situation. HCDS has an Emergency Response Team that will work to identify both internal and external hazards that may warrant protective actions, such as the evacuation and sheltering of the school population.

If the campus needs to be evacuated parent/guardians and student buses will immediately be contacted for student pick up.  In the event district buses are unavailable off site evacuation will be initiated.  






Westchester Campus:

Depending on the type of emergency, local authorities will advise us as to where we will take the students, here are four potential scenarios:

A) Primary Site (remaining WITHIN the classroom): all staff and students will remain in their classrooms.  Students will be released into the care of their parent/guardian/guardian as they arrive to pick up students.  
B) Primary Site (remaining WITHIN the school building): in the event that classrooms would need to be evacuated, all staff and students will go to the gym or will be directed to one of the 3 buildings on campus.  Students should gather in the center of the room.  Flashlights, blankets, water, (should it be warranted) will be stored in Sherman Hall.  
C) Primary Site (remaining outside school building/building evacuation): Remain on campus at designated outdoor fire drill/evacuation location as assigned.
D) Off Site: In the event of an emergency that would preclude the school from using one of the buildings on campus, local authorities will advise us to evacuate the campus. If district buses are unavailable two locations in Elmsford, NY operated by HFI have been designated as evacuation sites or shelters in the event of such an emergency.  In the event of an off-site evacuation you will be notified of the location.  

Transportation will be organized by the Executive Director using
HFI agency vehicles and the HCDS bus


In the Event of an Emergency Requiring Classroom or Building Evacuation

Building Evacuation Procedures:
Duties:
1. The sound of a fire alarm OR an Emergency Response Team Member makes the following announcement:
"Hawthorne Country Day School, we are evacuating (Brian Hall, Sherman Hall, Overcash Building, Life Skills Building)  (REPEAT 2 TIMES) OR the sound of a fire drill.
2. The exit to be used will vary depending on the situation and location of the classroom 
3. Classroom faculty take red folder, gather students and leave the building following the posted regular fire drill route out of the building.  If the regular exit is blocked, the faculty will lead students to the nearest alternate exit.
4. Students will take nothing with them.  If it is cold outside and coats are required, students will be instructed to get their coats and carry them or a faculty member will carry the coats so that they may be put on outside the building.  
5. Each staff person should escort no more than two students from the classroom/building.  
6. Related service personnel will escort the student (up to two) they are seeing at the time of the drill out of the building. Classroom staff will assist related service personnel in the event there are more than two students with a given related service provider.
7. Proceed to your designated areas outside the buildings.
8. At the designated area head counts and attendance will be documented on the fire drill form (located in red folders).
9. The Principal will be responsible for ensuring the log of attendance and emergency contact sheet out of the building or to the alternate location within the school building. 
10. The on-site Principal will be responsible for ensuring a head count as students exit the classrooms or building to insure no students are left behind.  This will be verified by classroom teacher fire drill forms.  
11. Faculty will wait for further instructions while at their designated location.
12. Faculty will inform an Emergency Response Team Member of any serious situation (when he/she comes to them).  
13. Teacher can release a student to their parent/guardian or designee as long as they receive permission from a ST orPrincipal .
14. The release form in the back of the School Safety Plan will be used by the teacher/Senior Teacher and submitted to the Admissions Department to secure and place in their file.  


Manhattan Campus:

Depending on the type of emergency, local authorities will advise us as to where we will take the students, here are four potential scenarios:

A) Primary Site (remaining WITHIN the classroom): All staff and students will remain in their classrooms.  Students will be released into the care of their parent/guardian/guardian as they arrive to pick up students.  
B) Primary Site (remaining WITHIN the school building): In the event that classrooms would need to be evacuated, all staff and students will go to thegym .  Students should gather in the center of the room.  Flashlights, blankets, water, (should it be warranted) Will be available.
C) Primary Site (remaining outside school building/building evacuation): Evacuate to designated outdoor fire drill/evacuation locations  On Barclay and Broadway.
D) Off Site: In the event of an emergency that would preclude individuals from remaining within the school or immediate area of the school, local authorities will advise us to evacuate the campus. If district buses are unavailable one location has been designated as an evacuation site or shelter in the event of such an emergency:  
Alternate Site:  Pace University – One Pace Plaza New York, NY 10038


In the Event of an Emergency Requiring Classroom or Building Evacuation

Building Evacuation Procedures:
Duties:
1. The sound of a fire alarm OR an Emergency Response Team Member makes the following announcement:
"Hawthorne Country Day School, we are evacuating the school” (REPEAT 2 TIMES) OR the sound of a fire drill.
2. The exit to be used will vary depending on the situation and location of the classroom 
3. Classroom faculty take red folder, gather students and leave the building following the posted regular fire drill route out of the building.  If the regular exit is blocked, the faculty will lead students to the nearest alternate exit.
4. Students will take nothing with them.  
5. Each staff person should escort no more than two students from the classroom/building.  
6. Related service personnel will escort the student(s) (up to two) they are seeing at the time of the drill out of the building. Classroom staff will assist related service personnel in the event there are more than two students with a given related service provider.
7. Proceed to the designated area outside the building.
8. At the designated area head counts and attendance will be documented on the fire drill form (located in red folders).
9. The Principal will be responsible for ensuring the log of attendance and emergency contact sheet out of the building or to the alternate location within the school building. 
10. The Principal will be responsible for ensuring a head count to ensure no students are left behind.  This will be done by verifying student attendance with classroom teachers utilizing the Fire Drill/Building Evacuation forms located in each classroom’s red folder.  
11. Faculty will wait for further instructions while at their designated location.
12. Faculty will inform an Emergency Response Team Member of any serious situation (when he/she comes to them).  
13. Teacher can release a student to their parent/guardian or designee as long as they receive permission from a Senior Teacher or Principal.
14. The release form in the back of the Emergency Preparedness Plan will be used by the teacher/Senior Teacher and submitted to the Admissions Department to secure and place in their file.  
3.8 Written Permissions
Throughout the year we may want to extend our teaching to other settings in our local community to promote generalization of skills that your child may learn in school.  In the event of a field trip or community walk/outing, we will request written permission for your child to join us.  Forms for regularly scheduled events can be found at the back of this handbook.  Forms for special events such as field trips will be distributed with information about the trip.  
Additionally, throughout the year, we like to share photos, videos, and samples of student work with our friends, family, and community.  We will always request your permission to print, share, or publish photos of your child (print or web), and ask for that approval in writing.  Parent/guardians who do not wish to share such information do so without penalty to their child’s education or services. HCDS will never share your child’s name when using their photo in print or online.
3.9 Confidentiality/FERPA
The Family Educational Rights and Privacy Act of 1974 (FERPA)
FERPA sets out requirements designed to protect the privacy of parent/guardians and students. In brief, the law requires a school district to:
1. Provide a parent/guardian* access to their child’s educational records.
2. Provide a parent/guardian* an opportunity to seek correction of records he/she
            believes to be inaccurate or misleading.
3. With some exceptions, obtain the written permission of a parent/guardian* before  
         disclosing information contained in the student’s educational record.
* The “definition of a parent/guardian” as found in the FERPA: “Parent/guardian” includes a parent/guardian, a guardian, or an individual acting as a parent/guardian of a student in the absence of a parent/guardian. An educational agency or institution may presume the parent/guardian has the authority to exercise the rights inherent in the Act unless the agency or institution has been provided with evidence that there is a State law or court order governing such matters as divorce, separation or custody, or a legally binding instrument which provides the contrary.

This means that, in the case of divorce or separation, a school district must provide access to both natural parent/guardians, custodial and non-custodial, unless there is a legally binding document that specifically removes that parent/guardian’s FERPA rights. In this context, a legally binding document is a court order or other legal paper that prohibits access to educational records, or removes the parent/guardian’s right to have knowledge about his/her child’s education.

Custody or other residential arrangements for a child do not, by themselves, affect the FERPA rights of the child’s parent/guardians. One can best understand the FERPA position of parent/guardian’s rights by separating the concept of custody from the concept of rights that the FERPA gives parent/guardians.

Custody is a legal concept, establishes where a child will live, and often, the duties of the person(s) with whom the child lives. FERPA on the other hand, simply establishes the parent/guardian’s right of access to his/her child’s education records.

Non-custodial parent/guardian(s), with proof they are the natural parent/guardian(s), may inspect and review the education records of their child unless the school has been provided with evidence that there is a legally binding instrument, or state law, or court order which provides to the contrary. The request must be in writing and the school personnel will notify the custodial parent/guardian(s).

Access to Student Records 
Parents and legal guardians have the right to inspect the records of their own children. We would like to remind you of this right.  The chart contains evaluations, attendance, quarterly and annual progress reports, IEP(s), medical and immunization forms, and any other documentation you have shared with HCDS.  If you wish to examine your child's records, please let the office know by submitting a written request.  

Release of Student Records 
Pupil records will be released to another educational institution when we receive a written request from that institution, and a signed consent from the parents/legal guardians of the pupils concerned. No records will be released if these conditions are not met. Records are not released to the parent/legal guardians directly, because of state law requirements.



	Parent/guardian Standards of Conduct



We can best meet the needs of your child through home/school communication. 
4.1  School-to-Home Communication
A variety of methods of parent/guardian-teacher communication have been created to ensure that regular on-going two way communication is established and maintained as well as to keep parent/guardians informed of day-to-day happenings and special events. The methods are as follows:

Arrival/Departure 
Quick messages and communication to the staff at the start of the day are helpful and always encouraged (these can be done via the communication book). Feel free to check in with teachers at the end of the day to see how your child’s day went. 


Back Pack Mail  
To provide an additional avenue of communication, HCDS organizes the distribution of reminders and flyers throughout the year that is placed in your child’s backpack and we request each family check it daily.   Each month, a lunch calendar will be sent home with monthly events at the school listed. General announcements are listed on the calendar, and we request that parent/guardians check it regularly, even if your child does not eat the school lunch.  

Many parent/guardians and teachers engage in written correspondence daily, weekly, or monthly.  We have standardized formats for home communication so as to provide you with more thorough information about your child’s progress and routines at school.  While there is a space for anecdotal notes, as a general rule parent/guardians should not expect teachers to write at length on a daily basis (and there might be some days where it was not possible for the teacher to write home).  We also request email addresses from parent/guardians so that HCDS administration and classroom teachers can easily communicate important announcements.

*Please make sure that you check your child’s backpack and/or student folder each night for memos from the school and notes from your child’s teacher.



Conferences 
Back to School Night is scheduled in the fall and Parent/guardian/Teacher meetings (usually held virtually) are scheduled in the spring of each year for all children. This gives both staff and parent/guardians the opportunity to exchange information. This is also an ideal way for staff and parent/guardians to work together, and provide a positive environment for the children. Feel free to contact your child's teacher to schedule additional conference times throughout the year should the need arise. 

Newsletters 
A newsletter will be sent via e-mail quarterly. This will include messages from the office, classroom news, activities, and a calendar of future school and parent/guardian education events. Read them carefully please.  

Phone calls 
If you would like to talk to a classroom teacher feel free to call the classroom after the students have left for the day (after 2:30pm for school age and 2:00pm for preschool). Please understand that your child's teacher is not permitted to take phone calls during scheduled instructional time, as it detracts from time with their students, and they are not permitted to use their personal cell phones while at work. The classroom Senior Teacher and Principal are also just a phone call away, and messages that require urgent attention should be directed to the Principal or Program Aide. Classroom phone numbers can be found in the appendices of this handbook.

Please note that the school prohibits employees of HCDS from giving out their home phone or cell phone numbers, or personal email addresses.

Our website 
Our school’s homepage address is http://www.hawthornecountryday.org.
Information about the school, a calendar of events, closing or delayed school opening, and special postings of student and classroom projects can be viewed on the homepage.  

Drug and Alcohol Free School
HCDS has adopted a policy of being a drug and alcohol-free environment for all.  No smoking, vaping or use of illegal or legal drugs or alcohol will be allowed on school property. Please support and abide by HCDS’s policy while in the school and on school grounds. 
4.2  Problem Solving
It is important that a parent/guardian who is concerned about an academic or behavior problem contact the school so that the problem can be resolved. First, contact the teacher and/or Senior Teacher. No problem can be solved without the combined efforts of the parent/guardian and the teacher or therapist. If a parent/guardian still has concerns, the next step would be to request a team meeting of all providers working with your child and the Principal..  If the problem still persists, you may request a meeting with the Executive Director.  

When You Encounter a Problem:
· Discuss the problem with the Principal if it is a matter of school policy and administration. 
· Discuss the problem with your child's current teacher and/or Senior Teacher if it is a matter concerning the classroom. 
· Discuss the problem with your child’s therapist and/or Related Services Coordinator if it is a matter concerning Speech, OT, PT or counseling.
· Set up a conference time if you would like to discuss the matter face to face. 
· We really urge all parent/guardians to come to us with questions, concerns and suggestions, instead of just commiserating with other parent/guardians. We are committed to working as partners with all parent/guardians, and we welcome your questions, concerns and suggestions so that we can truly work together for the benefit of your children.

4.3  Parent/guardian Participation and Education
The HCDS parent/guardian education program is uniquely designed for educating and training parent/guardians on the principles of behavior as they relate to their children with special needs. The goals of the program include generalizing newly learned student skills from the classroom to home, encouraging parent/guardian advocacy, and providing parent/guardians with the tools to manage difficult behaviors. Based on parent/guardians' feedback and interests, a variety of workshops are offered monthly, virtually and are recorded. Individual consultation and training are available for those parent/guardians who wish to address issues specific to their child. A parent/guardian education curriculum is used to systematically introduce new material and train certain skills at levels individualized for each parent/guardian. Participation is voluntary but strongly encouraged.  Previous parent/guardian education workshops included:

· Intro to Autism/ABA/Hawthorne Program
· Behavior Management 
· PECS/Augmentative Technical Devices
· Picture Schedules
· Toilet training 
· Eating Issues
· Promoting daily living and domestic skills
· Socialization/Play skills
· Community Outings and Activities
· Sibling Issues
· OPWDD Services





4.4 	Code of Conduct
One of the primary goals of the Hawthorne Country Day School (HCDS), is to provide an excellent educational program for each student in a safe school environment. The Code of Conduct is based upon education laws, regulations, and Hawthorne Country Day School policies. Its purpose is to set expectations that allow HCDS to create and maintain a safe, civil, and caring environment in which faculty can provide high quality instruction and students can be fully engaged in learning. Unless otherwise indicated, this Code applies to all students, school personnel, parent/guardians, and other visitors; informs them of HCDS’s expectations regarding behavior and conduct when on school property or attending a school function; and provides for the enforcement of these expectations. In adopting this Code of Conduct and through the active participation of administrators, teachers, staff, parent/guardians, students, and the entire community, HCDS strives to ensure that students are provided supports and interventions that promote positive behavior, afforded opportunities to improve and correct inappropriate and/or unacceptable behavior, and given the opportunity to grow and develop as positive members of society. Further, this Code will help ensure that all stakeholders fully understand their rights and responsibilities and that steps to address maladaptive behavior, when necessary, are administered appropriately.

Staff will review this code of conduct annually with students at a level commensurate with their developmental ability and help them understand what is expected of them in school.  
All students have civil or legal rights guaranteed to all.  All students shall be given the respect and dignity that is extended to every individual regardless of race, color, national origin, religion, sex, sexual orientation, gender, developmental disability or other health condition.  Students have rights to ensure they are provided an education in a safe and secure environment.  Students must also develop both academically and socially responsible behavior if the educational setting is going to function positively and productively.  
Student rights include:
· You have the right to be in an educational program;
· You have the right to have good teachers and staff;
· You have the right to be yourself;
· You have the right to be alone, to an extent, sometimes if you ask;
· You have the right to tell your Principal if you don’t like things about your program;
· You have the right to go to meetings about you; 
· You have the right to your own space and things;
· You have the right to do things other people do;
· You have the right to spend your own money;
· No one can yell at you or hit you.  Tell your Principal if someone does this;
· You have the right to confidentiality;
· You have the right to choose your own friends;
· You have the right to be treated with respect and dignity;
· You should observe the classroom rules;
· You have the right to a clean environment;
· You have the right to be afforded a sound, quality education in a school
· environment that is safe, orderly and conducive to learning;
· You have the right to be in a learning environment free from intimidation, 
harassment, or discrimination based on actual or perceived race, color, physical appearance, national origin, ethnic group, religion or religious practice, gender identity (including gender expression), sexual orientation, or disability, by employees or students on school property or at a school-sponsored event, function, or activity;
· You have the right to be given information about how to report incidents of intimidation, harassment and discrimination;
· You have the right to receive a written copy of school policies and procedures in the Code of Conduct at the beginning of the school year and throughout the year as needed;
· You have the right to be provided information about diploma and credential requirements including courses, exams, and information on assistance in order to meet such requirements;
· You have the right to engage in opportunities that enable students to be active learners in the educational process that takes into account student views, teaches students effective leadership and participation skills, and provides explanations to students when decisions contradict their views;
· You have the right to participate in school forums;
· You have the right to express one’s opinions in a respectful manner either verbally or in writing, with assistance if needed;
· You have the right to receive available guidance, and advice for personal, social, educational, career, and vocational development;
· You have the right to bring complaints or concerns to the Hawthorne Country Day School staff without fear of retaliation.
Student responsibilities include:
All students have the right to be free from discrimination, harassment and/or bullying by employees or students on school property based upon his/her actual or perceived race, color, weight, national origin, ethnic group, religion, religious practice, disability, sexual orientation, gender or sex. All students have the responsibility not to engage in discrimination, harassment and/or bullying on school property based upon another person’s actual or perceived race, color, weight, national origin, ethnic group, religion, religious practice disability, sexual orientation, gender or sex.
Students are responsible for cooperating with others and treating others with respect by:
· Respecting others’ personal space and keeping hands, feet and body to oneself;
· Working with others cooperatively in large and small groups;
· Acting with kindness, caring, and sensitivity toward others;
· Being courteous and respectful toward others regardless of their actual or perceived race, color, age, physical appearance, national origin, ethnic group, religion or religious practice, gender, gender identity, sexual orientation or disability;
· Using non-confrontational methods to resolve conflicts;
· Refraining from obscene and defamatory communication in speech, writing and other modes of expression, including electronic expression, in their interactions with the school community.
· You should be polite to others, and you should expect them to be polite to you.
Parent/guardian rights include:
· To be active partners in their children’s education by recognizing that the education of their children is a joint responsibility of parent/guardians and the school community;
· To be treated courteously, fairly, and respectfully by all school staff in a welcoming school environment;
· To get information about the policies of HCDS and procedures that relate to their children’s education, including the Code of Conduct, in a language and at a comprehension level that ensures full understanding;
· To receive or have access to regular written, oral, and/or electronic reports from school staff regarding their children’s academic progress and behavior, including but not limited to quarterly reports and behavior progress reports;
· To participate in decisions affecting their children’s education;
· To receive information about school-based and community-based services that can help improve their children’s academic and behavioral progress; 
· To receive information and prompt notification about incidents that may impact their children.
Parent/guardian responsibilities include:
· To be active partners in their children’s education by recognizing that the education of their children is a joint responsibility of parent/guardians and the school community;
· To give updated address, telephone, and emergency contact information to HCDS and their child’s school, and inform school officials of changes in the home environment that may affect student conduct or performance;
· To make sure that their children attend school regularly and on time;
· To let their child’s school know when and why the child is absent, and provide written documentation when their children return to school;
· To send their children to school dressed and groomed in a manner consistent with the school dress code;
· To provide a place for study and ensure that homework assignments are completed, as applicable;
· To be respectful and courteous to staff, other parent/guardians, and students at all times;
· To tell school officials about any concerns or complaints they have in a respectful and timely manner;
· To work with Principal, Senior Teachers, and school staff to address any academic or behavioral problems that their children may be having and attend school conferences when requested.
· To abide by HCDS’s sick policy.
 

Dress Code

All students are expected to dress appropriately for school and school sponsored functions. It is the responsibility of both parent/guardians and students to ensure that the students’ dress (including jewelry) is safe and appropriate and does not materially and immediately disrupt or interfere with the educational process. 
The following dress code will be enforced:
· Students may not wear extremely brief, revealing garments such as, but not limited to, tube tops, net tops, halter tops, spaghetti straps, plunging necklines (front and/or back), midriff tops, see-through fabrics, short shirts, short shorts, or short dresses.
· Clothing which promotes inappropriate products or activities prohibited by school policies or that is likely to cause a material and substantial disruption in the school is not allowed. This includes, but is not limited to, t-shirts and other clothing that displays, promotes, or endorses profanity, illegal organizations, violent activities, or the use of alcohol, tobacco, cannabis, or illegal drugs or substances. 
· Clothing will be considered inappropriate if it contains obscenity, is libelous, or denigrates others on account of race, color, religion, creed, national origin, gender, sexual orientation, disability, or any other protected class. 
· Headgear of any kind including, but not limited to, caps, and hoods may not be worn in school, with the exception of headgear for religious or medical purposes.
· Students should wear clothing that fits well, and does not impede their movement or ability to walk, climb stairs or participate in physical activities safely.  This includes appropriate footwear for gym class, outdoor recess and physical therapy.
· In the summer, students should wear bathing suits that are modest and appropriate pool footwear. 

Students who violate the student dress code shall be required to modify their appearance by covering or removing the offending item as appropriate, and, if necessary or practical, replacing it with an acceptable item. Students who refuse to modify their dress or who repeatedly fail to comply with the dress code shall be subject to a range of follow up actions. Some examples may include a meeting with the student and their Senior Teacher, a meeting with the parent/guardians and the Principal, and/or additional written notices to the students and parent/guardians regarding the importance of proper appearance while at school. 

Student Searches

Any Principal (or designee) authorized to enforce the Code of Conduct policy on a student may question a student about an alleged violation of law, or any provision in the school’s Code of Conduct. Students are not entitled to any sort of “Miranda” type warning before being questioned by school officials, while efforts will be made when appropriate, school officials are not required to contact a student’s parent/guardian before questioning the student. 

Hawthorne Country Day School authorizes the Principal and/or designee to conduct searches of students and their belongings, when necessary, if the authorized school official has reasonable suspicion to believe that the search will result in evidence that the student violated the law or the school Code of Conduct. School officials are authorized to conduct searches of students and their belongings only in cases of imminent danger. Whenever possible, searches will be conducted in the privacy of administrative offices. The school will also make every effort to have another school employee present for all searches to serve as a witness. The authorized school official conducting the search is responsible for recording pertinent information about the search.




Child Protective Services Investigations

Hawthorne Country Day School will cooperate with local Child Protective Services workers who wish to conduct interviews of students on school property relating to allegations of suspected child abuse, and/or neglect, or custody investigations. All requests by Child Protective Services to interview a student on school property shall be made directly to the Principal (or designee). The administrator shall set the time and place of the interview and shall decide if it is necessary and appropriate for a school official to be present during the interview, depending on the age and cognitive level of the student being interviewed and the nature of the allegations. A Child Protective Services worker may not remove a student from school property without a court order, unless the worker reasonably believes that the student would be subject to danger if he or she were not removed from school before a court order can reasonably be obtained. If the worker believes the student would be subject to danger, the worker may remove the student without a court order and without the parent/guardian’s consent. Notice must be given by the worker to the Principal (or designee) who in turn would immediately advise the Executive Director of the situation. Hawthorne Country Day School will cooperate with child protective services and in a child abuse investigation CPS will be authorized to interview students without parent/guardian notice or consent at school. 

Visitors

Visitors have a responsibility to participate in upholding a safe and orderly school environment that maintains a climate of respect and dignity while conducting themselves in an appropriate and civil manner. Visitors are expected to abide by school policies and rules, this Code of Conduct, to comply with all directives given by school personnel and to immediately inform the school of any dangerous or potentially dangerous situation. Visitors to the school have the responsibility not to engage in discrimination, harassment and/or bullying of students on school property or at school functions based upon his/her actual or perceived race, color, weight, national origin, ethnic group, religion, religious practice, disability, sexual orientation, gender or sex. 


Student Disciplinary Penalties/Procedures and Referrals:

Students have a responsibility to attend school every day and to be familiar with and to adhere to school policies, rules, and regulations.  It shall be the policy of Hawthorne Country Day School that no students are suspended from the school program. Given the severe level of disabilities, it is inappropriate to utilize suspension procedures.  It is our policy to teach students to follow the rules of appropriate behavior in the classroom. It is important for school staff to remember that instances of inappropriate behavior can be used as a “teachable moment” and understand that this is fundamental to a positive approach to discipline. We should encourage our students to learn from their mistakes as this is an invaluable part of growth and development. With this understanding, we can promote positive behavior and teach early problem-solving skills in an effort to avoid conflict. However, if a student does display inappropriate behavior, school staff should help the student learn from his or her mistake and initiate steps to identify the function of the behavior and implement tactics based on the research of applied behavior analysis.
Applied behavior analysis uses positive reinforcement to increase more positive behaviors and social interactions and decrease inappropriate behaviors. Because every individual is different, a variety of assessments are used to tailor learning and therapeutic programs to each individual's unique needs. Hawthorne Country Day School will utilize antecedent tactics to decrease the likelihood of maladaptive behaviors occurring. Inappropriate behaviors in the classroom are addressed by utilization of the principles and technologies of the science of behavior as presented in the established research literature. Consequence interventions are used to minimize reinforcement for problem behavior and increase reinforcement for desirable behavior. They also include redirecting the student towards alternative responses, and providing crisis prevention strategies to ensure the safety of the student and others. Some examples of consequences may include differential reinforcement of appropriate behavior. Another consequence intervention is to deliver the same reinforcers maintaining a student’s problem behavior throughout the day regardless of what she is doing, as long as no problem behaviors occur. This is referred to as noncontingent reinforcement. Redirection is another common consequence to problem behavior and simply means that you are guiding the student toward a positive interaction. The purpose of redirection is to create opportunities to give the student positive feedback for appropriate behavior. Reinforcement is also utilized as a consequence for appropriate behavior. It is common to see a variety of reinforcement programs using stickers, toys, edibles, walks, access to certain peers and/or faculty, or other items that are given to students for engaging in appropriate behavior. Hawthorne Country Day School will implement Functional Behavior Assessments (FBA) and Behavior Intervention Plan (BIP) protocols as deemed necessary by the Committee on Special Education, the Principal, and/or Senior Teacher and based on data collection. 

Functional Behavioral Assessment (FBA) and Behavior Intervention Plan (BIP): 
An FBA is an assessment that helps determine why a student engages in inappropriate behaviors and how the student’s behavior relates to the environment. The FBA looks beyond the demonstrated behavior and focuses instead on identifying those factors that initiate, sustain, and/or promote the target behavior. An FBA helps identify what function(s) the inappropriate behavior serves for the student and develop appropriate interventions geared toward reducing or eliminating the inappropriate behavior and replacing it with acceptable behavior that serves the same purpose or function. In conducting and reviewing an FBA, it is important to assess not only the behavior itself, but the consequences delivered for engaging in inappropriate behavior in order to help determine the function of the behavior. An FBA is considered when:
• The student exhibits persistent behaviors that interfere with his or her learning or that of others, despite consistently implemented school-wide or classroom-wide interventions;
• The student’s Individual Education Plan (IEP) indicates behaviors that interfere with his or her learning or that of others;
• The student exhibits behavior that places him/her or others at risk of harm or injury.
In many instances interfering behavior can be decreased and/or extinguished withoutconducting an FBA and BIP, instead through the use of specific tactics, for example Tier 1 and/or Tier 2 strategies, see below. 

Tiers of Support is an implemented schoolwide prevention model, in an effort to increase student achievement, address maladaptive behavior and focus on positive behavioral outcomes for our students. Attention is focused on creating and sustaining primary (tier 1: school-wide), secondary (tier 2: small group), and tertiary (tier 3: individual) systems of support making problem behavior less effective, efficient, and relevant, and desired behavior more functional. 

Tier I (Primary/Universal): Preventing the development of new incidents/ occurrences of problem behaviors by implementing high quality learning environments for all students and staff and across all settings (i.e., school-wide, classroom, and non-classroom).

Tier II (Secondary/Targeted): Reducing the frequency and intensity of students’ problem behaviors that are not responsive to primary intervention practices by providing more focused, intensive, and frequent targeted responses in situations where problem behavior is likely.

Tier III (Intensive Individualized): Reducing the intensity, frequency, and/or complexity of existing problem behaviors that are resistant to and/or unlikely to be addressed by primary and secondary prevention efforts by providing the most individualized responses to situations where problem behavior is likely. Tier III interventions include intensive evidence-based interventions such as function-based behavioral interventions (FBA-BIPs), and potentially a 1:1 aide assigned to the student.
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           Hawthorne Country Day School Tiers of SupportTier III Intensive Individualized Interventions and Supports     Prevention is designed to focus on the needs of individuals who exhibited patterns of intense problem behavior that may disrupt quality of life across multiple domains (school, home, community).
- All Tier I and Tier II strategies are implemented
- Functional Behavioral Assessment
 - Behavior Intervention Plan
- 1:1 Ratio 
- Guidance or Instruction for the Student to Use New Skills as a Replacement for Problem Behavior 
- Procedures for Monitoring, Evaluating, and Reassessing of the Plan as Necessary for Problem Behaviors based on Data Decision Protocols

** This list is not all-inclusive**





















Tier II Secondary/Targeted

All Tier 1 practices are implemented.

More focused, intense and targeted strategies are implemented including:

- Increase Number of Discrete Trials      - Thicker Reinforcement Schedule

- Increase Instructor(s) Proximity	  - Increased Antecedent Manipulations

- Individual Schedules	 - Discrete Trials w/ Specific Behavioral Tactics integrated

- Individual Token Boards		 - Increase Mand Training Trials

- Interspersal of Programs	- Initiate Baseline Data for Problem Behavior (see Maladaptive Behavior Data Collection Protocol)


























Tier I Primary/Universal
All Students, All Staff, All Settings: 
Steps for establishing classroom expectations and routines that are consistent with school-wide expectations including encouraging expected behavior by focusing on the positive and encouraging school-family partnerships. 
Set of school-wide positive strategies and behaviors are defined and taught including:
 - Discrete Trials				- Prompt Fading			
 - Mand Training				- Follow Specific Reinforcement Schedule
 - Classwide Activity Schedules 		- Conditioning Programs
  - 2:1 Ratio				- Specific Praise focusing on Positive Behavior

















1. When a student continues to emit maladaptive behavior, staff will define the behavior in an observable and measurable way. Staff will notify the BCBA that the behavior is occurring and that data collection has begun. Tier I strategies should have been implemented consistently across settings. 
2. Parent/guardians will be made aware of maladaptive behavior that is occurring and a discussion should take place to identify if it is an isolated problem behavior at school or noted across all environments including home. 
3. Staff will take baseline data to determine the possible/potential function and frequency/duration of a student’s maladaptive behavior(s).
4. Staff will submit the behavioral data to the BCBA for review. The BCBA will give strategies that staff can implement to increase appropriate behaviors and decrease maladaptive behaviors and confirm the best method of data collection.
5. After implementing Tier I and/or Tier II strategies, if an ascending trend continues an FBA should be considered and discussed with the parent/guardians and CSE. 

Ensuring Safety During Behavioral Crisis:

As per HFI Policy, training and use of an approved crisis prevention and intervention program (through certified school-based trainers, approved by the Crisis Prevention Institute, known as “CPI”) will be enacted with the School-Aged Programs. In preschool, staff are trained in Handle with Care.  This training provides school staff with a continuum of strategies to ensure safety, from proactive behavioral supports to physical restraint interventions.

Use of physical restraint will only occur by those trained in the approved curriculum. Refresher training will occur annually, based on the current approved crisis prevention and intervention curriculum. Annual training on proactive supports/interventions, prevention procedures, and de-escalation strategies are also provided to staff. 

Physical restraint is deemed an appropriate response only within the following:
· A crisis situation involving significant aggression towards others, self-injurious behavior or property destruction with imminent risk of injury to self or others, in which swift response is deemed necessary for safety of student, peers, and/or staff.
· When alternative (non-physical) methods to de-escalate the episode have not been successful, or reasonably used

At HCDS, we do not use time-out or aversive punishment.

Please note: Physical restraint does not include brief physical interaction, such as escorting/leading a student (touching/holding a student’s hand, wrist, arm/shoulder, or back), or physical contact and/or redirection to promote student safety, calm or comfort a student, prompt or guide a student when teaching a skill or assisting a student in completing a task.


De-Escalation Strategies:

Use of calming strategies and techniques are used at the start of challenging behavior and throughout a behavioral episode. Strategies such as empathetic statements and listening, encouraging alternative behavior (such as making requests), assisting the student to engage in coping skills (or assisting with regulating emotion) are used as appropriate to the situation, and the student. Additional strategies may also be used, particularly if the strategy is identified within the student’s behavior intervention plan. 

Additional Behavioral Support for Students while at Home (Westchester School Age Students):

HCDS provides OPWDD-eligible students with access to the Hawthorne Foundation Inc. Mobile Crisis service. The purpose of this support is to provide behavioral support for the individual that may be experiencing a behavioral crisis. Please refer to the flyer at the end of the handbook. 

In some instances a recommendation for an Alternative Educational Setting may be recommended. 

The Principal, in conjunction with the Executive Director or designee may order a change in placement of a student with a disability to an appropriate interim alternative educational setting, as determined by the IEP Team. The placement change may occur regardless of whether the behavior is a manifestation of the student’s disability, and may occur for the same amount of time that a student without a disability would be subject tdiscipline, but for not more than forty five (45) school days if:
· The student carries or possesses a weapon to or at school, on school premises, or to or at a school function. “Weapon” for the purposes of this policy is defined as any weapon, device, instrument, material, or substance, animate or inanimate, that is used for, or is readily capable of, causing death or serious bodily injury. This term does not include a pocket knife with a blade of less than two and one-half (2½) inches in length.
· The student knowingly possesses or uses illegal drugs or cannabis or sells or solicits the sale of a controlled substance while at school or a school function.
· The student has inflicted serious bodily injury upon another person while at school, on school premises, or at a school function. “Serious bodily injury” for the purposes of this policy is defined as a showing of substantial risk of death, extreme physical pain, protracted and obvious disfigurement, or protracted loss or impairment of function of a bodily member, organ, or mental faculty.

The Executive Director, Principal or designee may contact the student’s home school district/ Committee on Special Education (CSE), to request a change in placement to an appropriate interim alternative educational setting from a hearing officer for not more than forty-five (45) school days if it is determined by personnel that a student with a disability is substantially likely to cause injury to himself or herself, or to others in the current educational placement. 
The procedures relating to the change in placement of a student with disabilities require school personnel with authority to closely work with the Committee on Special Education to ensure clear communication and decision making on disciplinary matters occur. The district’s Committee on Special Education has responsibilities to determine whether there is a relationship between the student's disability and the behavior that is subject to the disciplinary action, to conduct behavioral assessments, as well as to develop or review behavioral intervention plans. Hawthorne Country Day School will work closely with CSE and collaborate with the Interim Alternative Placement staff to ensure consistency and ongoing support is provided to the student. 
As referenced earlier, instances of inappropriate behavior can be used as a “teachable moment” and understand that this is fundamental to a positive approach to discipline. We should encourage our students to learn from their mistakes as this is an invaluable part of growth and development and in many instances it can be difficult for our students due to limited cognitive abilities and/or ability to communicate effectively. 
Some instances or maladaptive/aggressive and/or concerning verbal behavior that does not escalate to a request for an Alternative Educational Setting may result in other follow up actions. For example, Hawthorne Country Day School personnel may request a meeting with the parent/guardians to discuss our concerns. Hawthorne Country Day School personnel may set up team meetings with home providers, when available, to ensure consistency across environments. In some instances, and with consent, we may request to discuss concerns with outside resources such as Counselors, CSE personnel and/or physicians/psychiatrists to ensure the student has access to all necessary resources to address interfering behavior(s). 
Where and When the Code of Conduct Applies:

Hawthorne Country Day School’s Code of Conduct applies to incidents that occur as follows:
· In school and on school property during school hours;
· Before and after school, while on school property;
· While traveling in vehicles funded by HCDS; 
· At all school-sponsored events, regardless of location; 
· Harassment, bullying, cyberbullying and/or discrimination off school property could create a risk or threat of substantial disruption within the school environment.
· When misconduct involves communication, gestures, or expressive behavior, the behavior violation will apply to oral, written, and electronic communications including, but not limited to, text, email, and social network content.

Dissemination and Review

Hawthorne Country Day School will take reasonable steps to ensure that the community is aware of the Code of Conduct enabling all community members to support the academic, social and emotional growth of all students. The following will be done:
· A summary of the Code of Conduct will be provided to all students/parent/guardians at the beginning of the school year and, if after the school year has begun, upon a student’s enrollment.
· A Professional Development Training will be held in the beginning of each school year to review and train teachers and faculty in the Code of Conduct. 
· Teachers are expected to review the Code of Conduct with students within the first 30 days of school and provide instruction on it in a format that is most appropriate given the student’s cognitive/functional level. 
· The Code of Conduct is available on the school’s website and will be available upon request. 
· The Code of Conduct, will be written in plain language 
· As with all school documents, it will be translated into Spanish as needed.
· All current teachers and other staff members will be provided with a copy of the Code of Conduct and a copy of any amendments to the Code of Conduct as soon as practicable after adoption.
· All new employees will be provided with a copy of the current Code of Conduct when they are first hired.
· Copies of the Code of Conduct will be made available for review by students, parent/guardians, and other community members throughout the school year.



	Other School Details



5.1 School Photographs
Arrangements are made to have yearly photographs taken at the school.  You will be given an opportunity to purchase a photo package prior to class pictures and individual photographs are taken.  HCDS requires that parent/guardians sign a permission slip before their child can be photographed and a release to add your child’s photo in the yearbook.  Additional reminders of the dates for school pictures will be found in the school newsletter, with follow-up notices sent out prior to the arrival of the photographer.
5.2   Field Trips for School Age Students
Field trips are carefully planned extension of the instructional program. The students are transported by bus to off-campus locations for the purpose of enriching learning experiences. Permission forms will be sent home explaining each field trip. Children going on these trips must have written parent/guardian permission.  If the permission slip is not signed, the students will be required to stay at school under appropriate supervision.   






5.3  Transportation & Busing
We understand and empathize with the many challenges the bus companies may present to you and your children.  While we do our best to work with the bus companies, we have no control over them.  The bus companies are contractors and not directly associated with HCDS, rather, they are assigned to us by each school district.  If you have issues with busing, please call the bus companies directly, or contact the offices below if you have questions, complaints, or concerns:


School Age:
For New York City Students in Westchester and Manhattan:
Office of Pupil Transportation
44-36 Vernon Boulevard
Long Island City, NY 11101
Phone: 718-784-3313
Customer Service Hotline: 718-392-8855
Website: www. opt-osfns.org/opt/

For Westchester:
Contact the transportation department in your school district.

Pre-K:
Westchester
Westchester County Department of Health
Anthony Magee
(914) 914-5089


The Office of Pupil Transportation has asked us to inform parent/guardians that regulations require parent/guardians to be present when their child is brought home from school.  The bus company is not allowed to release children to neighbors or friends who are not on the emergency list.  OPT regulations state that parent/guardians who do not comply with the above rules leave the bus company no choice but to bring the child to their local police precinct for pickup.
5.4  Related Services
You can expect to receive progress on related services quarterly.  If you need to reach our related service providers, please contact the main office at HCDS or refer to the contact list in this handbook.  We will see that the therapist returns your phone call.




5.5  Your Child’s Belongings
Clothing and Personal Possessions
Please mark your child’s name on all articles of clothing and personal property. Students should dress according to the weather and in clothes that are comfortable, neat and clean. Please remember that students will be participating in some form of physical activity each day and should dress accordingly.
All children should wear comfortable and durable clothing suited for classroom work; we use many different art materials, and play with many different materials, all of which can get on clothing! We purchase washable materials whenever possible.  Toilet training: For students who are not yet toilet trained, extra clean clothes, pull-ups, and sanitary wipes must be sent to the school on a regular basis and when requested by the teacher. 
Every child should have a change of clothing (weather appropriate) at school at all times.
It is most important that the children bathe and change their clothing, especially underwear daily.  Children, like adults, can have body odor.  We ask that you supervise the personal health habits so they will not be embarrassed at school.  
Toys and Personal Possessions
Increasing the capacity to have successful peer relationships and social skills is an important treatment goal for many HCDS children. Teachers assure that the classroom has age appropriate individual and group materials and supplies for a variety of games and activities.

We suggest that no expensive items be brought to the school, as we cannot ensure that they will not be broken or lost.  Hawthorne Country Day School is not responsible for lost or damaged items including but not limited to, clothing, electronic devices, glasses, or other personal items sent in to school from home.  
5.6  The First Day of School
Below we have listed several items that we ask you to send in with your child on the first day of school.
· Any completed paperwork (medical, immunization, evaluation updates)
· A change of clothing (all clothing labeled)
· Diapers/Pull-ups/ Baby wipes (for students not yet toilet trained)
· A backpack Lunch if the student is not going to eat the school lunch

Supplies
The school provides the basic materials needed to implement a free and appropriate public education, as required by law. 



	School Calendar


On the following pages, you will find a copy of the school calendar.  The calendar is subject to change, and the school will notify you in writing of any changes.
Our School Calendar
We know how important it is to plan ahead for all those wonderful school breaks. Our school calendar is located in the appendix of this document.  Please note that the calendar is subject to change, and you will be notified in writing of these changes.  You will also receive notices and a calendar of parent/guardian education seminars throughout the school year.  We value our families and your participation in the educational process- we highly recommend attending these seminars.  The school calendar is also posted on the HFI website.  Please note:  HCDS does not follow a particular school district’s calendar (including NYC Public Schools).  Therefore, there may be days when HCDS is in session and your local school district is not, or vice versa.
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	Acknowledgement of Handbook 



We (I), the parent/guardian(s), have received a copy of the Hawthorne Country Day School Parent/guardian Handbook.  We further acknowledge that we have read the school procedures, regulations, and policies described in this Handbook.  I will complete the required forms at the end of this handbook and return them to school within – 15 days of receipt along with this acknowledgement.       

Student Name:								

Parent/Guardian Printed Name:___________________________________

Parent/guardian Signature:					

Date:						














Appendix A:  Keep at Home


	Contact Numbers




	Contact
	Phone Number

	Administration
	

	Nachimson, Gail: Executive Director
	914-592-8526, X 3000

	HCDS  School Phone Westchester
	914-592-8526

	HCDS Fax Westchester
	914-345-6125

	HCDS School Phone NYC
	212-281-6531

	HCDS School Fax NYC
	212-281-6723

	Admissions
	

	Babcock, Ann Marie: Admissions Coordinator
	914-592-8526, X 2004

	HCDS Preschool Contacts
	

	Hobbins, Kelly: Early Childhood Principal
	914-592-8526, X 1001

	Bates, Julie: Senior Teacher, BCBA/LBA
	914-592-8526, X 1010

	Poli, Alyce: Senior Teacher,  BCBA/LBA
	914-592-8526, X 1011

	Rosenfeld, Jessica: Program Aide
	914-592-8526, X 1000

	Rubino, Deborah: Related Service Coordinator
	914-592-8526 X1015

	HCDS Manhattan Contacts
	

	Glading, Randall: Principal, Manhattan
	212-281-6531, X4001

	Barros, Luis: Senior Teacher,
	212-281-6531, X4023

	Santoro, Jessica: Senior Teacher
	212-281-6531, X4022

	Dianna Cerullo: Senior Teacher, BCBA/LBA
	212-281-6531 X4021

	Bloomfield, Zoe: Program Aide, Manhattan
	212-281-6531, X4000

	Denise Cassidy, School Nurse
	212-281-6531, X4002

	HCDS Westchester Contacts
	

	Doll, Amanda, Principal, Westchester
	914-592-8526, X 2001

	Horan, Jim, Senior Teacher, BCBA/LBA
	914-592-8526, X 2021

	Noble, Elizabeth: Senior Teacher
	914-592-8526, X2023

	Hernandez, Sonja, BCBA/LBA
	914-592-8526, X 2021

	Coleman, Dionna, Behavior Specialist
	914-592-8526, X 2023

	Monahan, Smanatha, Related Service Coordinator
	914-592-8526 X 2032

	Rilley, Donna: School Nurse, Westchester
	914-592-8526, X 1002

	OPWDD Family Support Services Grants
	

	Barros, Luis: Mobile Crisis Service-Westchester
	 914-486-4131

	Noble, Elizabeth, Saturday Respite-Westchester
	914-592-8526 x2023

	
	









	Our Board of Directors



Richard Billson, Esq., President and Treasurer
Jason Palmer,  Vice President
Melanie Meyers, Secretary
Henry Masters III, Director
Saniah Syeda, Director
Thomas McCauley, Director
Laura Slack, Director

	Who’s Who? HCDS Staff


Our teachers are a talented and experienced group.  They have been chosen for their training, experience, character and ability to relate well with young children; some are working towards becoming a BCBA (Board Certified Behavior Analyst).  In addition, our teachers, teaching assistants, 1:1 aides and related service providers are a dedicated group.  The quality of our program is a direct reflection of this expertise and loyalty.  We hope that you will draw from the know-how of our staff in addressing issues you might have at home and in the community.  
	Parent Association 



One great feature of HCDS is parent/guardian support and networking.  Our Parent/guardian Association (PA) is committed to the support of our school, children, and  staff.  They are also a great source of support and resource for one another by sharing information such as weekend activities, summer camps, available services, etc.  The Parent/guardian Association sponsors several fundraising and social events throughout the school year and holds quarterly meetings.  The events sponsored by the PA include (but are not limited to): annual fundraiser for HCDS, teacher appreciation day, and other events throughout the year.  A “Welcome Back” breakfast is scheduled where parent/guardians have an opportunity to network with other parent/guardians and learn about our Parent/guardian Association.  

If you’d like to participate in our Parent/guardian Association or just receive periodic information about their meetings and events, please complete the information sheet found in the attached packet. 
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ABSENT NOTE



STUDENT NAME:  ____________________________________________________

STUDENT’S CLASS:  __________________________________________________

DATES OF ABSENCES:  ________________________________________________________________________

REASON FOR ABSENCES:  __________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________

DOCTOR’S NOTE ATTACHED:  ________ YES	________NO

PARENT/GUARDIAN SIGNATURE:  _______________________________________________

DATE SIGNED:  ______________________________________________________











Appendix B:  Return to School
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Go Green & Stay Connected!!
2025-2026

The faculty wants to make sure that you stay informed of all the great things that go on here while helping our environment by cutting down on the amount of paper that goes out.  Please make we have your current email on file.  You will receive our quarterly news letter, news about school events, fundraisers, and more.  Just fill out this paper and send it back to school.

Student’s Name:  _____________________________________
Mother’s email: _______________________________________
Father’s email: ________________________________________
· I would like to receive news about HCDS via email

**The email address will be used solely by the school for informational purposes only.  Your email address will not be shared without your consent.  
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Join the Hawthorne Country Day School
Parent/guardian Association!
Dear Parent/guardians,

We would like to invite you to join our Parent/guardian Association (PA).  The PA meets monthly.  If you are interested please fill out this form.  By filling out this form, you give permission to have this information shared with other members of the PA.  If you do not wish to be a part of the PA, disregard this form.  

CHILD’S CLASSROOM_______________________________________________

CHILD’S NAME_____________________________________________________

PARENT/GUARDIAN 1
NAME____________________________________________

PARENT/GUARDIAN 2
NAME____________________________________________________

CHILD’S ADDRESS__________________________________________________

HOME PHONE______________________________________________________

WORK PHONE______________________________________________________

CELL PHONE_______________________________________________________

E-MAIL PARENT/GUARDIAN 1
___________________________________________________

E-MAIL PARENT/GUARDIAN 2
____________________________________________________



Thank you!  Once this is compiled it will be distributed to all of the
 parent/guardians who wish to be on the list.
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Acceptable Internet Use Policy


The Hawthorne Foundation Inc. offers Internet use because the Internet offers diverse and unique resources to students and staff.  Our goal in providing this service is to promote educational excellence in our programs by facilitating resource sharing, innovation and communication.

With access to computers and people all over the world also comes the availability of material that may not be considered education value.  HFI has taken precautions to restrict access to controversial materials; however, it is impossible to control all materials.  We firmly believe that the valuable information available on this worldwide network outweighs the possibility that user may procure material that is not consistent with the educational goals of the HFI.  HFI retains the right to restrict material you access or post, enforce all rules set forth in the Code of Conduct and law set forth by New York State.  The HFI Code of Conduct states that computer, internet access, email or other office communications systems are intended for educational related purposes only and not for personal use or for uses that may be disruptive, offensive harassing or harmful to others.

The smooth operation of the network relies upon the proper conduct of the users.  These guidelines are provided here so that you are aware of the responsibilities.  In general, this requires efficient, ethical and legal utilization of the network resources.  The following uses of the HFI computer system are to be followed:

Personal Safety
· No posting of personal information.
· You will not agree to meet with someone you have met on the Internet.  You will only engage in chat rooms, blogs, etc. if such action serves the educational purposes of the HFI.
Illegal activities 
· No unauthorized attempt to gain access to the computer system.
· You will not deliberately attempt to disrupt the computer system or destroy data.
· You will not use the computer system to engage in illegal acts (e.g. drug sales, purchase of alcohol, engaging in criminal gang activity, threatening the safety of a person, etc.).
Inappropriate Language
· On any all uses of the Internet, whether public or private, you will not use
· obscene, profane, lewd, vulgar, rude, inflammatory, threatening or disrespectful language.  You will not post information that could cause danger or disruption or engage in personal attacks.  You will not harass another person by persistent action that distresses or annoys another person and must stop if asked to do so.
Respect for Privacy
· Do not repost a message that was sent privately without permission of the person who sent the message.
· Do not post private information about yourself or others.
Respecting Resource Limits
· System is to be used for educational and career development only.
· You will not download large files unless educationally necessary.
· Do not post and/or send chain letters.
· Check email frequently and delete unwanted messages immediately.
· Plagiarism and Copyright Infringement
· Do not takes words or material on the Internet and present them as your own.
· Respect copyright material.
Inappropriate Access to Material
· You will not access material that is obscene, that promotes illegal acts of violence or discrimination toward other people.
Your Rights
· Free Speech: You have a right to free speech; however the school may restrict your right if there are valid educational concerns.
· Search and Seizure:  There is no expectation of privacy rights on the information contained in personal files on agency owned computers.

You should be aware that electronic footprints are created when you use computer systems providing HCDS/HFI data if a student is suspected of system misuse.

By signing below, you acknowledge that you have read and understand the policy set forth by the Hawthorne Foundation Inc. on the use of agency-owned computer systems.  Further, you agree that your child will abide by the policy to the best of their ability.




____________________________________			________________
                 Signature of Parent/Guardian				   Date

                 *Please return to school once signed
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STUDENT RIGHTS AND RESPONSIBILITIES
1. A safe and sanitary environment.
2. A balanced and nutritious diet served at appropriate times and in as normal a manner as possible -- which is not altered nor totally denied for behavior management or disciplinary (punishment) purposes.
3. The respect of your cultural identity.
4. The opportunity to register and vote; as well as the opportunity to participate in activitie. that educates you in your civic responsibilities.

5. Freedom from all types of abuse (psychological, physical, verbal, mechanical restraints, corporal punishment, excessive medication, etc.) or mistreatment by employees or other students of this facility.
6. A reasonable amount of safe storage space for personal property.
7. Privacy, confidentiality and protection.  A reasonable degree of privacy in toileting and activities of daily living.
8. Confidentiality with regard to all information contained in your records and access to such information, subject to the provisions of NYCRR Title 8 Rules & Regulations in accordance with FERPA.
9. Protection from commercial exploitation.
10. Communicate freely with persons within the school.
11. Services, including assistance and guidance from staff who are trained to administer services adequately, skillfully, safely and humanely, with full respect for your dignity and personal integrity. 
12. Participation in a program which will teach independent life skills such as cooking, taking care of myself, getting and keeping a job, and maintaining a house. 
13. For students ages 14+, access to clinically sound instructions on the topic of sexuality and family planning services and information.
14. An individualized plan of treatment or services and to participate in the development of the plan which has as its goal the maximization of a student's abilities to cope with the environment, to foster social competency; and which enables you to live as independently as possible.
15. The opportunity to participate in the development and modification of such a plan of services, unless constrained by your ability to do so. Including the opportunity for a student sixteen years of age or older to request a significant individual to him/herself including a relative, close friend or individual otherwise concerned with such person's welfare to participate in the development of such a plan.
16. The opportunity to object to any provision within an Individualized Educational Plan of services, and the opportunity to appeal any decision with which you disagree, made in relation to your objections.
17. The provision for meaningful and productive activities, within your capacity although some risk may be involved, which take into account your interests.
18. The opportunity to request an alternative setting 
19. The receipt of information on or prior to admission, regarding the supplies and service that the facility will provide.




_______________________________________			________________ Parent/guardian Signature 							            Date





Please review these students’ rights and responsibilities with your
child and return the signed copy to school.
Acknowledgement of Handbook
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2025-26 School Year
New York State Inmunization Requirements

for School Entrance/Attendance?’

immunized o attend school in New York State. The number of doses depends on the schedue
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HAWTHORNE FOUNDATION INC.

MOBILE CRISIS
SERVICE FOR
WESTCHESTER FAMILIES

To assist children and adults with developmental
disabilities at home experiencing a behavioral
crisis that requires an immediate response. This
program is at no cost to the family. Individual must
have OPWDD eligibility.

Hawthomne Foundation Inc.
5 Bradhurst Avenue
Hawthomne, NY 10532
Atin: Luis Barros
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‘Saturday

SPECTACULAR

A weekend respite
program for
Westchester families!

Hawthore Foundation Inc.s Saturday Spectacular program is designed as a respite opportunity for
Westchester parents whose child has OPWDD eligibilty for FSS respite. The program is a fantastic
chance to give Westchester families a well-eamed break on a Saturday afteroon, twice each month,
Hawthome's Saturday Spectacular offers four hours of leisure and recreational opportunities including
outdoor and indoor gym activities, music, art, and social activities. Al activities are coordinated by
Hawthome Country Day School staff with ABA experience. Your child willlove i, and you willlove it
too!

When: Saturday - Twico a month
10:30 am - 2:30 pm

Hawthorne Country Day School
Westchester Campus

5 Bradhurst Avenue
Hawthorne, NY

Who May Attend: Westchester residents, ages 5 - 21,
who have OPWDD eligibilty for FSS respite

For more information on OPWDD eligibily,
visit their Front Door website at Front Door |
Office for People With Developmental Disabilties.
If you already have eligibity, contact your Care
July 129 and 26% Coordinator to arrange FSS respite approval.

Upcoming Dates:

August 9% and 160 Space is limited. Reserve your spot now.

September 13%and 260

For more information, please call or email:
Elizabeth Noble
914-592-8526, ext. 2023
enoble@hawthomecountryday.org
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