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TOUCHSTONE'S PHILOSOPHICAL FOUNDATIONS

Mission
We envisiona world of life-long learners, participating in communities in which
each member cares for the social, emotional, physical andintellectual well-being

of al in thecommunity. We envision communities working togetherto care for,
appreciate and protect the earth and universe we inhabit.

Touchstone' s missionis to gather families that share thisvision and to offer a
child-centered educational program and environment that will nurture
competent, thoughtful and enthusiasticlife-long learners.

Touchstonebelievesthat education must be transformative. The educational
experience should reveal to all studentstheir unique qualities and capabilities
and their responsibility to put their uniqueness at the service of society and the
earth.

Philosophy

The heart of Touchstoneistheeducation of thewhole child. Webelieve that the
social, emotional, intellectual, physical, ethical and creative aspects of children’s
development are inseparably entwined. We strive to achieve our mission in the
following ways:

An Integrated and Interactive Curriculum

Touchstoneencourages students to create meaning and actively engagein their
learning. The skills and strategies of literacy, mathematics, social and physical
sciences and the arts are taught in an integrated manner that enables studentsto
engagemore deeply in the content and processes of learning. Studentsinteract
with each other and their environment in both physical and abstract ways and
are encouraged to take initiative and make choices in the active pursuit of
knowledge.

Child Centered Teaching Methodol ogy

Touchstoneempowers teachersto develop meaningful curriculum and methods
of assessment consistent with theschool’s commitment to excellence in
developmental teaching practice.

Educational Partnership

Touchstonecherishes and seeks to build on theinherent motivation for learning
that children bring from home to school. Teachers, parents and staff sharetheir
respectiveknowledge of thechild and view each other as partnersin the child’s
educational development. In addition, the generous and active involvement of all
community members in volunteer roles sustains and develops this educational
community.



Respect for Individuality

We respect and value theindividuality and uniqueness of each child, andinstill
respectfulnessin each student. This focus on the uniqueness of each child is
evident throughout the educational program, in relationships between families
and staff, and in the organization of the school.

We value the individuality and uniqueness of each child and strive to instill
respectfulnessin each student. This focus on theuniqueness of each child is
evident throughout theeducational program. Touchstone’ sdistinctivelearning
environment allows usto acknowledge, embrace and teach to many different
learning styleswithin the classroom.

Statement on Diversity

Diversity Philosophy

Touchstonebelievesthat it is essential for our studentsto beable to interact
positively within a diverserange of people, both as individuals and as a group.
We recognize that diversity encompasses awide range of social, political,
religious, familial, sexual, cultural and ethnic/racial backgrounds. We celebrate
and nurturethe diversity within our community andin the world around us.We
endeavorto respect each individual while also respecting the TCS community.
We are committed to an education — and ultimately aworld — free of all forms of
prejudice. We all shareresponsibility for creating an environment in which
everyonefeels safe andincluded.

Diversityin Practice

We are a welcoming community consisting of students, teachers, staff,
volunteers and families. We practice mutual respect, fairness and equal accessto
al available resources.

We are a school without any religious affiliation. We teachto a scientifically
accepted view of theuniverse as supported by the National A cademy of
Sciences. We expect that all children will fully and respectfully participate when
classroomactivities lend themselves to discussion of various religious or
cultural beliefs.

SCHOOL ORGANIZATION

All parentsof children in the school and all staff are members of the Touchstone
Community School Corporation. Members of the Corporation can elect at least
15 and not more than 21 individuals as members of the school's Board of
Trustees. A mgjority of the Board's members must be parentsor legal guardians
of children presently enrolled as students of theschool at the time of their
election. New Board members are elected at the Annual M eeting of the
Corporation onthe second Thursday of March of each year.



For all buttwo Trustees, the term of office for Trusteesis three years or until his
or her successoris elected. Theterms of theTrustees are so arranged that
approximately one third will stand for election each year.

The Board of Trustees overseesthework of the school. The Head of the School
is responsibleto the Board for the daily operations of the school and the carrying
out of Board policies. The Board creates ad hoc committees to overseethework
of the school. The Chair of an ad hoc committee shall be ex-officio member of
the Board for the duration of the committee's existence.

THE SOCIAL COVENANT OF THE SCHOOL

Believing that it was important for the school to havea written statement of
behavior and expectations, the Touchstone community adopted thefollowing
statement.

Guiding Principles

We believe that the purpose of theschool is for learning and for personal, social
and intellectual growth. Asacommunity we've agreed that there are four
general principles that guide us at the school:

Our community isbased on mutual respect. We expect that everyone-
students, staff and parents - in the Touchstone community will demonstrate
respect and treat others and the environment with respect.

We expect all members of the community to be aware of and value
difference. Weall shareresponsibility for creating acommunity in which
everyonefeels safe andincluded.

We believe students learn from each other and have aresponsibility to help
others learn and develop. No student hastheright to interfere with the
learning of another student orthe purposeof an activity.

We expect social, emotional and academic progress and development from
all members of the community. As studentsgrow and spendtime at the
school, they are expected to take more and more responsibility for their behavior
and their learning.

W e recognize that these principles need ongoing presentation and discussion by
the full community toinsure that they are meaningful, understood by all and
vital.



School Rules

In addition tothesegeneral principles, we believe that some rules - relatively

few in number and clearly stated— are needed to make sure that the school and

the grounds are pleasant and safe places for usall. Theserules are reviewed at

the beginning of every year at an all-school assembly, and added to in the course

of the year, as needed.

e Fighting, clear disrespect of another person, useof abusiveor aggressive
language and aggressive physical behavior are not tolerated.

¢ Rock throwing and threatening play with sticks are not allowed.

¢ No weaponsof any kind, real or toy may bebroughtto school at any time.
Students may not useany item with theintent to injure, threaten, or scare
any person at any time.

e (Going down theslide head-first is not permitted.

e  Pushingtheten-tire bounceris not allowed.

e Therewill beno trading, bartering or selling of personal possessions
between students of theolder and younger classes.

Process for Maintaining our Principles and Ideals

Our principles are ideals which we all struggleto maintain and support. We
therefore believe it is important to have a process—a processthat is understood
by everyonein thecommunity — for dealing effectively and respectfully with
disrespectful, unsafe or disruptive behavior. Our process hasthefollowing

steps.

1. Whenastudent exhibits disrespectful, unsafe, or disruptivebehavior, a
faculty or staff member will addressthis behavior directly with the student.

a) Wheneverateacher or adult observes disrespectful, or unsafeor
disruptive behavior, that adult will speak to the student or community
member aboutit. The adult will seek clarity about the situation and
will ask each child or personinvolved to accept responsibility for
his/her part and to be sympathetic to other people's feelings about the
situation. All involved are given an opportunity to share their views of
the situation. A student who observesinappropriate behaviorsis
encouraged to speak to the student or community member directly,
and/orto ask for assistancein doing so from theadult in charge.

b) Often conversation and clarification are sufficient to address
questionable behavior. When appropriate, however, the adult will also
take action, and whenever possiblewill make consequenceslogically
related totheinappropriate behavior. We may ask the student to
apologize, toclean up or repair a situation, to sit out and calm down for
ashortwhile, orto usearecessto make up for wasted classroomtime,
asexamples. The purposeof the consequencewill beto allow the
student to make amends for an action that showed disregard for any of
the four principles, and to bring clear and quick closure to thesituation
for al involved.
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¢) Theteacher or adult dealing with any recurring problematic behavior
will notify the student'steacher of theproblem. It is the child's teacher
who best knows the child at school and is the child's counselor and
advocate. She will make sure that communication is clear andthat the
student understands the problem. A s noted above, we expect that as
children grow older, they will take more responsibility for their
behavior and need lessteacher explanation or intervention. The teacher
will notify parents when appropriate.

2. Whendisrespect or rule-breaking is repeated, we expect parentstojoin with
the school to send thestudent even clearer signalsthat thebehavior must
changeor stop. The school usestwo signalsto alert students and parents
that a situationis serious: afirst and a second alert.

a) First Alert - A first alert means that thedisrespect or rule-breaking has
been serious or repeated and needs to be addressed. Theparents of the
student will be notified, and they and the student's teacher will address
theissuedirectly tomake surethat expectations are clear and parents
and teacher are working together with the child to addresstheissue.
Both student and parent should understand that the behavior must
change, for if thebehavior continues, the student will be put on second
alert.

b) SecondAlert - On second alert, any unacceptable behavior will mean
that the child will be senthome. Parents will be required to meet with
the head of school and the student’steacherto decide what further steps
will be taken to addressinappropriate behaviors. Whetherthechild
should continueat Touchstone, and underwhat conditions, will be
considered at this time. The child may be suspended fromthe school
while the conversations aretaking place. The duration of a second alert
statuswill be determined by thehead of school.

Finally, consistency of expectations is important if our systemis to be afair one.
It will beup to the teacher or adult in chargeto determine whether disrespect is
being shown or rules being disregarded. There are bound to beindividual
differences in interpretation, and an opportunity to present thesedifferences is
built into our process. For safety reasons alone, however, thejudgment of the
person responsiblefor the children at thetime must be respected by community
members - students, parents and staff.

PARENT AND FAMILY INVOLVEMENT

It is through theinvolvement of parents (and grandparents) that Touchstonehas
accomplished so much sinceits founding in 1982.

Parents play an integral role at Touchstone. Parent participation in all levels of
the school organization is an inherent part of theschool's philosophy. The
10



Touchstonecommunity believes that involved parents are an important
component of a successful educational program.

A list of committees and special events, along with thechairperson for the
committee or event, will be provided at the beginning of the school year.
Parents should contact the chair of any committee or event that they would like
to learn more about or support.

Touchstoneoffers many opportunities for parentsto become involved. Parents
sharetheir talents and interests and also may acquire new skills through their
volunteer involvement. Parents are welcome in the classrooms. Each classroom
will have different needs and schedules for parent involvement, usually
surrounding athematic study or classroomactivities. Parentsare also
encouraged to volunteerin the office, and on oneof Touchstone's many
committees. Committees function in many capacities - from helping with the
budgeting processto raising funds, to planning for Touchstone's future.

In Massachusetts all staff and volunteersin schools are required to have a CORI
(Criminal  Offenders Record Information) check. Parents will be asked at the
beginning of each school year to have a CORI doneif they have not had oneat
Touchstonewithin the last three years. Only thehead of school, business
manager and EDP director are authorized to view the results of the CORI.

Parents serveas members of the Board of Trustees (the by-laws stipulate that a
mgjority of the members must be current parentsin theschool) and as such are
involved in formulating school policy. Parent volunteersalso serveon the
committees listed below.

Touchstone Committees

Ad hoc board committees

ACT (Action for Community at Touchstone). The ACT Committee is
charged with overseeing annually recurring activities at theschool that are run
by parent volunteers. The Committee is further charged with identifying
opportunities throughout theschool year to bring the community together for
social gatherings and/or community service.

Auxiliary Programs. The Auxliary Programs Committee is charged with
overseeing the evaluation of the auxiliary programs at Touchstone, providing
board support tothe Auxiliary Programs Director and with recommending major
program changes. The scopeof the work includes summer programs, school-
year enrichment activities for children and adults and the February & April
vacation camps.

Development. The Development Committee is charged with ensuring that the
school reaches its annual development goalsaslaid outin the 5-year plan. The
Committee is also charged with continuing the education of Trusteeswith regard
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to their role in development at the school and directing and supporting their
engagement in development.

Executive. The Executive Committee is charged with providing the head of
school and theboard chair with a sounding board for discussing day to day
issues pertaining to the school. The committee providesa smaller forum than the
full Board from which to gather preliminary opinionsand advice, prior to
discussion by thefull Board. The committee also provides aforum for
development of future Board leadership. The Executive Committee is not a
voting body, and cannot make any decisions on thepart of the Board of
Trustees.

Grounds. The Grounds Committee is charged with identifying projects on
campus where enhancement or repair of the groundsis necessary or desirable.
The Committee is further charged with coordinating volunteer efforts to address
grounds projects where feasible.

Strategic Marketing Committee. The Committee is charged with continuing
to refine our understanding of thecommunities we serve and the potential
communities that we do not yet serve. The Committee is also charged with
continuing to promote the school and increase awareness of Touchstone’s
offerings within thosecommunities aswell as within our current Touchstone
community, based on theoverall strategicgoals for theschool.

Personnel. The Personnel Committee is charged with reviewing current
employee total compensation structureand developing recommendations for a
compensation structure, including salary and benefits that is consistent with
Touchstone's philosophical foundations and long-term financial plan.

Sustainability. The Sustainability Committee is charged with evaluating the
school’s useof resources and identifying opportunities for Touchstoneto
replace, reduce, reuse or recycle to decreasethe school’s environmental
footprint. The Committee is further charged with recommending programmatic
and administrative changesthat will further thegoal of making Touchstonea
more environmentally sustainableorganization. Additionally, the Committee is
charged with educating the Touchstone community regarding their findings and
the efforts being made to implement sustainability changes.

Technology. The Technology Committee is charged with evaluating the
technology assets of the school to ensurethat we provide a safe, productiveand
cost efficient technology infrastructureat Touchstone. The Committee is further
charged with generating atechnology migration plan that provides necessary
upgradeswithin the constraints of the technology budget laid out in the 5-year
plan. The Committee is also charged with defining and implementing a
technology support planthat minimizes technology downtime at theschool and
minimizes therisk of losing critical dataon any of the school’s systems.
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Standing board committees

Finance. The Finance Committee recommends tothe Board of Trusteesthe
budget, fees for tuition or other services, financial aid to students, salaries and
benefits for employees in concert with the Personnel Committee, estimates non-
tuition income in concert with the Development Committee, and any other areas
the BOT or its Chairperson may from time to time designate.

Governance. The Governance committee solicits input from the full Touchstone
community as it chooses aslate of nominees to present at the Annual Meetingin
March for election tothe Board of Trustees. The Governance Committee is also
responsiblefor orienting newly elected board members and helping them
become productivemembers of the board.

Other committees

Diversity at Touchstone (DAT). The committee works to support respect for
diversity in many ways. We are guided by oneof the core principles of the
school’s philosophy: “TCS values therange of diversity found within thesocial
world - from learning styles, to differing family structures, to thevarieties of
cultural expression. We celebrate and nurture diversity within our community.
We are committed to an education - and ultimately a world - free of sexism,
racism and all other forms of prejudice”. DAT seestheir role asthat of
facilitators for the TCS community in fostering theseideals.

Finances and Fundraising

Asan independent school, Touchstonereceives no financial support from
federal, stateor local governments. Touchstone's growth, the current school
building, the playground, the parking lot and the playing field are a credit to the
commitment to careful financial management and to the generosity of parents,
grandparents and friends.

The Finance Committee, in cooperation with staff and the Board of Trustees, is
responsiblefor the financial health of the school. Tuition is the major source of
revenue, but it only coversabout 85% of the costs of operations. The remaining
15% is generated through gifts, fundraising events and auxiliary programs.

Annual Fund

The Annual Fund provides an opportunity for parents, extended family, friends
and community members to support theschool during the current school year.
The fund runson fiscal cycle from July 1 - June 30.

Annual funds collected in afiscal year gotoward theschool’s operating
expenses for that year, so contributors support all aspects of theschool’s
program. Meeting or exceeding our Annual Fund goals helpsto keep tuition
costs down each year.
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Each year we striveto attain 100% participation from our families in Annual
Fund giving. 100% participation can help usin many of our efforts to secure
grant funding, funding from businesses, corporations and foundation support.
Gving to this fund each year is an important way to support our school
community.

Capital Campaigns

Capital campaigns are special campaigns that raise fundsfor long-term and
substantial improvements in theschool. They insure the future health of the
school, as opposed to Annual Fund contributions, which support the current
program.

TUITION AND FINANCIAL AID
Tuition for each school year is established by avote of the Board of Trustees.

There are three tuition plans that afamily may elect:
e Full payment by June 1
e Two paymentsin June and November
e Monthly payments plans, available through FACTS Tuition
Management.

A non-refundable enrollment deposit is required. Re-enrollment agreements for
current families are sentoutin in late winter and are dueback in two weeks. A
non—refundabledeposit equal to 10% of the total tuition, along with the signed
enrollment agreement, is required to hold a place for thefall.

Financial Aid is available. To apply for Financial Aid, families must submit an
application tothe School Scholarship Services for Financial Aid. Financial Aid
application forms are available in theschool office. Families must re-apply each
year. Awards for current families are announced by mid-April. All financial aid
information is kept confidential and has no bearing on an applicant’s acceptance
to Touchstone.

GENERAL INFORMATION

Calendar
The calendar is set each spring for the following school year andis provided to
families in advanceof September. It is possiblethat certain curriculum days

will be designated as make-up days.On thelast day of school students are
dismissed at 12:00 (noon) before lunch.

14



Curriculum Days

Touchstone's educational program is integrated and thematic, and curriculum of
this typerequires much planning by teachers. To assurethat program quality is
high, approximately oneday amonth is set aside asa Curriculum Day, with no
classes meeting. Teaching staff usesthesedaysto plan curriculum, meet with
staff, visit other schools, take part in professional workshops and write progress
reports. The Bxtended Day Program offers child care on most Curriculum Days.
If you need child care onthesedays, contact the Exended Day Program
Director.

Parent Communication via News Notes and the Website
News Notesis a newsletter posted onthe web each Thursday. It includes

information about what is happening at theschool and in thecommunity. Every
parent is sent an e-mail reminder containingthe link to Touchstone's News
Notes webpage on Thursday afternoon. If youdo not have an email address,a

paper copy can be requested from the office.

Parents may submit articles to beincluded in News Notes. Submissions must be
in theoffice by noonon Wednesday. Thepreferred method for submissionis
electronic. Send your submissions either in the body of an e-mail or as an
attachment to newsnotes@touchstoneschool.com. All articles are subjectto
review and editing by the administrative staff.

Copies of News Notes and other school forms are kept in arack outsidethe
gym

The TCS Website offers a password-protected parents page (
www.touchstoneschool.com/parents/ (password: TCSp4r3ntNEW S).
Information on upcoming events, volunteer opportunities and sign-up sheets,
downloadable forms, alink to News Notes, information from the nurse, and
other items that will be of interest to parents and guardians are posted and
updated regularly on thisweb page.

The website in general (www.touchstoneschool.com) is updated regularly with
the latest news, happenings, program information, teacher blogs and other items
that will be of interested to our community.

From the home pageof thewebsite, you can “like” the Touchstone Community
School Facebook pageas an additional method to keep up to date with
happenings at Touchstone.

School Cancellations and Delayed Openings

The head of school decides whether school will be closed or delayed dueto
inclement weather. Thesedecisions are made independent of the area school
systems and take into account thewide geographic area from which students and
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staff come. School closings and delayed start announcements are communicated
directly to parents and staff through the school’ s telephonebroadcast systemby
6:30am. A recorded message will also be placed onthe school’s main
telephonenumber and a notice will be displayed onthe school’ swebsite. Public
announcementswill also be available onWBZ (AM 1030) Radio and Channel 4
TV, Worcester radio stationsWTAG (580 AM) andWSRS (FM 96.1). The
Extended Day Program does not operate on dayswhen the school is closed due
to inclement weather.

It is theresponsibility of parentstofind out if school has been closed. When
schoolis in session, but theweather is problematic, parents should usetheir own
judgment about road conditions and keep their children home or pick them up
early if they feel this is the safest thing to do.

If thereis a delayed opening, Before School Care is not available. Students
should not be dropped off any earlier than 15 minutes prior to theannounced
start time.

If it is necessary to release students prior to 3:00 p.m. or to closethe Extended
Day Program before 6:00 p.m., theannouncement will bemade by the same
methods for school cancellations and delayed openings.

It is not our policy to maeke up snowdays. If there are unusual situations that
require the school’ s closing for an extended period of time we will consider the
possibility of making up some or all of that time. We have experimented with
converting some Curriculum Daysto school days during exceptionally snowy
winters but found that thesewere not productive means for making up work and
caused as many families issues asthe snow days caused other families. We urge
families to have alternative plans for childcare in place when school is
cancelled, should that be necessary for parentsto get to work.

Schedule

The Touchstoneschool day runsfrom 8:30 am. to 3:00 p.m. Children may
begin entering their classroomsat 8:15 am. For children arriving prior to 815
am, careis available between 7:45 am. and 8:15 am. for anominal fee.

The school day starts promptly at 830 am. and ends promptly at 3:00 p.m.
Parents and children shouldBE ON T1M E. Every student’stardy arrivals will
be recorded in theoffice, and studentswho arrive late will be required to check
in at theoffice. Frequent tardiness negatively impacts on achild's integration
into the classroomroutine and learning.

After school care can be arranged through the Extended Day Program. Children
who have not been picked up by 3:15 p.m. will be placed in the Exended Day
Program. Please also refer tothe EDP handbook for an explanation on
registration, policies and fees.
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When children arrive they may leave their lunch boxes and outer wear in their
designated "cubbies." Thereare no lunches or refreshments provided by the
school except for an afternoon snack for the youngest classes. Thereis no
refrigerator available for children's lunches. Students should bring a nutritious
snack and lunch, aswell as beverages.

Snack takes place around midmorning (time varies slightly from classto class)
each day followed by an outdoor recess for younger classes in good weather or
indoorsif theweather is inclement. Lunch takes place around noon (time varies
slightly from classto class) followed again by an outdoor recess. The youngest
classeswill have a 30 minute rest time following lunch recess. The youngest
classeswill also receive ateacher-provided snack in the afternoon each day.

Lunches and Snacks

Children bring both their snack and lunch to school each day. Children are
encouraged to useinsulated lunchboxes since we haveno refrigeration to offer
for children’s lunches. There is also no method of heating lunches, soinsulated
containers are useful for packing foodsthat need to stay hot. The school
encourages environmentally friendly practices- reusable food and drink
containers are encouraged.

Guidelines for Shared Food

Sharing food is part of many Touchstoneexperiences and is an important part of
building a sense of community. Whenwe sharea snack or a meal together,
conversations flow in new ways and relationships are strengthened.

Nurturing each otheris another aspect of sharing food, onethat asks usto be
mindful of sharing foodsthat are best for our bodies and to be aware that the
foodswe shareat school serve asa model of healthy lifelong eating habits for
our students. Thefocus of shared foods at Touchstoneshould beon fresh fruits
and vegetables, whole grains, dairy and protein. Wherever possible, the foods
we share should demonstrate to students that healthy food can be atasty part of
acelebration, snack or meal.

Some shared food is provided by Touchstone, such asat EDP, the teacher-
provided shackin the youngest classes, and in individual classroonmsas part of
theteaching curriculum. It is our goal to servefoodsthat are low in fat and
sodium, and without hydrogenated oils, high fructose corn syrup or artificial
sweeteners, preservatives, or colors. Beverages available include water
(preferable!) and occasionally, milk and unsweetened juice. When special foods
are sharedin classrooms for teaching purposes or celebrations, nutritional
balance will be considered whenever possible. Our commitment tothe school’s
gardens provides a natural opportunity for learning about healthy eating, and
harvested vegetableswill be incorporated into our eating practices asthey are
available. Parents should notify the school nurse, their child’s teacher and the
EDP director if they have any specific dietary concernsregarding their child.
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When families are asked to bring in food to share for potlucks and other events,
we ask that they are mindful of the spirit of theseguidelines in selecting and
preparing their contribution. To be respectful of alergies and other dietary
needs, alist of ingredients should always be provided. Of course, when the
school has announced that a community member hasa life-threatening allergy,
thosefoods must not be served.

School Events

Throughout the school year there are several al-school events parents should be
aware of and be sure to put ontheir calendar. Each of theseand the othersthat
will come up during the year will be announced and explained in our weekly
News Notes.

e Convocation. (September) A welcome from our head of school and Board
of Trustees Chair held on the first morning of school.

e WelcomeBBQ. (September) A family eventtobring the community
together.

e Halloween Paradeand Assembly. (October) Students, teachers and many
parents come in costume and parade around the school, followed by an
assenbly.

e Curriculum Night. (Fall) Teachers present one aspect of our curriculum.

e Martin Luther King, Jr. Day Assembly. (January) An annual event
honoring thespirit andwork of Dr. King, held in January.

e Family Night. (Winter) An opportunity tovisit all of the classrooms and
seethe work being donein each. This is an evening event. May be held in
conjunctionwith a Curriculum Night.

e Annual Meeting. (March) The head of school and Board officers report on
the state of theschool and the Board of Trustees are elected by the members
of the corporation (all parents/guardians aremembers of thecorporation).

e Auction. (Spring) Anadults-only eveningwith great food, great company
and great items to bid on.

e  Community Cleanup Day. (Spring) Touchstonefamilies and neighbors
clean up the trash that has accumulated over the winter along the roadsin
our neighborhood.

e Grandparents/FriendsDay. (Spring, held every otheryear, on even
numbered years) An Open Houseevent for sharing the Touchstone
experience with Grandparents and Friends.

e Graduation. (June) An evening event for acknowledging all OSP students
who are graduating from TCS. All families are encouraged to attend.

Toy Guidelines

Often children want to bring dolls, toys, or electronic games/devicesto school.
While we want to encouragethe sharing of objects of educational value in the
classroom, children are asked to keep all toysand electronics at home unlessthe
teacher has requested items for a particular day of sharing. Exceptions will be
made for young children in need of special confort objects.
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Student Phone Use

Studentswith cell phones and/or any other communications devices must keep
them turned off and put away; any emergency calls or text messages must be
made with the knowledge and consent of the classroomteacher or the EDP adult
staff member.

Bullying Prevention and Intervention Plan

I. Introduction

At Touchstone Community School, we expect that all members of our school
community will treat each other with respect and kindness. It is thepolicy of the
School to provide and maintain alearning environment that is free of bullying
and any other verbal or physical actionsthat disrupt thelearning environment or
make it unsafe.

The Touchstone Community School Bullying Prevention and Intervention Plan,
set forth below, is published in responseto therecently enacted M assachusetts
law against bullying andis an integral part of our efforts to promote learning and
to prevent behavior that can impede thelearning process. Our Plan spells out
Touchstone Community School’s comprehensive approach to addressing
bullying, cyber-bullying and retaliation. This Plan is consistent with broader
protections at Touchstoneagainst discrimination, harassment, bullying and
retaliation that appear in our Parent Handbook and our Employee Handbook.

It is important that this Plan be well understood by all members of the
Touchstonecommunity. The head of schoolis responsible for the
implementation and administration of the Plan. Questions and concernsrelated
to thisPlan may be referred to thehead of school, to thefaculty/parent liaison,
to thebusiness manager, or to thechair of theboard of trustees.

I1. Policy against Bullying, Cyber-Bullying and Retaliation

The School will nottolerate any form of bullying or cyber-bullying, nor will we
tolerate retaliation against any personwho reports bullying, provides
information during an investigation of bullying, or witnesses or hasreliable
information about bullying.

Bullying and cyber-bullying are prohibited on school grounds and at school
sponsored events, activities, functions and programs. Bullying and cyber-
bullying also are prohibited on school buses and other vehicles owned, leased, or
used by the school, and through use of technology or an electronic device
owned, leased, or used by the school.

In addition, bullying and cyber-bullying are prohibited at alocation, activity,
function, or program that is not school-related or through the use of technology
or an electronic device that is not owned, leased, or used by theschool, if the
bullying creates a hostile environment at school for atargeted student; infringes
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on therights of a targeted student at school; or materially and substantially
disruptstheeducational process or theorderly operation of the school.

Definitions under the Law. Thefollowing definitions are drawn from the
Massachusetslaw against bullying.

Bullying. Bullying is defined asthe repeated useby one or more students of a

written, verbal, or electronic expression or a physical act or gestureor any

combination thereof, directed at atarget that:

e causes physical or emotional harm to thetargeted student or damage tothe
targeted student’s property;

e places thetargeted student in reasonable fear of harm to himself or herself
or of damage to his or her property;

e createsa hostile environment at school for the targeted student;

e infringes ontherights of the targeted student at school; or

e materidly and substantially disruptstheeducational process or the orderly
operation of the school.

Cyber-bullying. Cyber-bullying is bullying through the use of technology or
electronic devices such astelephones, cell phones, computers, fax machines and
the Internet. It includes, but is not limited to, e-mail, instant messages, text
messages and Internet postings, whether on a webpage, in a blog, or otherwise.

Hostile Environment. A hostile environment is a situation in which bullying
causes theschool environment to be permeated with intimidation, ridicule, or
insult that is sufficiently severeor pervasiveto alter theconditions of astudent’s
education.

Retaliation. Retaliation is any form of intimidation, reprisal, or harassment
directed against a student who reports bullying, provides information during an
investigation of bullying, or witnesses or hasreliable information about
bullying.

Legal Definitions and School Palicy. It is important to bear in mind that stricter
standards of behavior may apply under Touchstone Community School’s
policies in order that we may preventinappropriate verbal and physical conduct
before a student has been subjected to bullying as it is defined under thelaw. For
example, athoughthe law defines bullying as*“repeated use” of certain
expressions, acts and/or gestures, the School reservestheright to apply
disciplinary measures and other corrective action in acaseof asingle
expression, act or gesture, if the School determines that it is of sufficient
severity towarrant disciplinary measures or other remedial action or that the
repetition of that expression, act, or gesturemight reasonably result in bullying
asdefined underthe law.



I11. Prevention of Bullying and Cyber-bullying

From the earliest grades at Touchtone, studentslearnthat as members of our
community they have aright to be treated with respect and kindness. Our
curriculum emphasizes respect for differences, andteachers are clear in their
expectations for student behavior. When necessary, parents are notified and
asked toreinforce standards for membership in the Touchstone community,
particularly asthey connect tothe social covenant. The school will offer an
annual workshop for parents about how Touchstoneencourages studentsto
stand up for themselves and others, beyond therequirements of the anti-bullying
law.

In opening meetings each year, thefaculty and staff will review the provisions
of this Plan and also engagein training on thedetection and responseto bullying
in schools. Each fall, teachersreview with studentstheFamily Handbook and
also the Anti-Bullying Policies in place at the school. This handbookincludes
explicit policies around theacceptable useof technology at Touchstone.
Periodic class meetings and weekly community meetings are utilized by head
teachers and by members of the administrative team to make sure that students
are well informed about what is expected of them and to reinforce positive
behavior. Wellness classes, physical education classes and classroom
discussions focus on peer relationships and empower studentstotake action if
they feel targeted or if they witness other students engaging in bullying or other
unacceptable behavior.

The staff and faculty recognize that it is essential that expectations for student
conduct extend to all of the school grounds. The school strivesto ensurethat
ample adult supervisionis provided on school premises, and on school-provided
transportation throughout the school day aswell as at School-sponsored events.

1V. Reports of Bullying, Cyber-Bullying or Retaliation

In cases of alleged bullying of a student, thehead classroom teacher, head of
school and other appropriate faculty/staff will make every effort to processan
incident or aseries of incidents with the students most directly involved and, if
necessary, with oneor more of thefollowing: theparentsof the students most
directly involved, therest of the class and theparents of therest of the class. In
the courseof that process, if thehead classroomteacher and thehead of school
determine that this is a genuine incidence of bullying, theschool will take
additional steps as outlined below.

Any student who is thetarget of bullying or cyber-bullying or has witnessed an
incident of bullying or cyber-bullying or otherwise hasrelevant information
about bullying or cyber-bullying prohibited by this policy is strongly encouraged
to promptly report the matter orally orin writing tothe head of school or to any
other faculty or staff member with whom the student is confortable speaking.
Also, any student who is subject to retaliation in violation of this policy or who
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knows of another student who has been subject to retaliation is urged to report it
assoon aspossible.

A parent of astudent who is thetarget of bullying or cyber-bullying or of a
student who has witnessed or otherwise has relevant information about bullying
or cyber-bullying is strongly urged to promptly notify the head of school or any
other members of the faculty or staff. Furthermore, any parent who hashim or
herself witnessed bullying or cyber-bullying or hasrelevant information
concerning such anincident is strongly urged to come forward to thehead of
school or adesignated member of thefaculty or staff. A parent should also
report any incident of retaliation in violation of thispolicy to thehead of school
or any member of thefaculty or staff.

Any member of thefaculty or staff of theschool who witnesses or otherwise
becomes aware of bullying or cyber-bullying in violation of this policy or who
becomes aware of retaliation against a student who reported information
concerning aviolation of this policy is required to report it immediately to the
head of school or afaculty or staff member. There are to be no exceptions. A
member of the faculty or staff may not make promises of confidentiality to a
student or parent who informs hinm/her of an allegation of bullying, cyber-
bullying, or retaliation.

Faculty and staff may not make reports under this policy anonymously. The
school also urges students and their parents not to make reports anonymously.
Although there are circumstances in which an anonymous report can be better
thannone at all, it is far more difficult to determine the facts of what occurred if
complaints are made anonymously (and the school cannot take action against an
alleged aggressor based on an anonymous report alone). Students and parents
are encouraged to bear in mind that the school takes its policy against retaliation
seriously. Also, while theschool cannot promise strict confidentiality, because
information must be shared in order to conduct an effective investigation, the
School releases information concerning complaints of bullying, cyber-bullying,
and retaliation only on alegitimate need-to-know basis.

V. Responding to a Report of Bullying, Cyber-bullying, or Retaliation

A. Prelimnary Considerations

When acomplaint of bullying, cyber-bullying, or retaliation is brought to the
attention of the head of school, an assessment is made asto whether any initial
steps need to be taken to protect the well-being of students and to prevent
disruption of their learning environment while the investigationis being
conducted. As appropriate, strategies such asincreased supervision may be
implemented to prevent further bullying, cyber-bullying, or retaliation during an
investigation.




B. Obligation to Notify Parents

It is thepolicy of the school to notify the parents of any student whois an
alleged target of bullying, cyber-bullying, or retaliation and the parents of any
student who may have been accused of engaging in such behavior promptly after
acomplaint has been made.

C. Investigation

The following is an outline of the procedure that is pursued oncea conplaint has
been brought to the attention of the head of school:

Animpartial investigation of thecomplaint is conducted by the head of school
or his/her designee. That investigation may include (but will not necessarily be
limited to) interviews with the person who made the complaint, with the student
who was the target of the alleged bullying, cyber-bullying, or retaliation, with
the person or persons against whom the complaint was made, and with any
students, faculty, staff or other persons who witnessed or who may otherwise
have relevant information about the alleged incident. Depending on the
circumstances, the head of school may also chooseto consult with faculty, staff,
or the school psychological consultant.

D. Resolution, Notification and Follow-up

Following interviews and any other investigation undertaken, as the school
deems appropriate, thehead of school will determine whether andto what extent
the allegation of bullying, cyber-bullying or retaliation has been substantiated. If
it is determined that the policy setforth in this Plan has been violated, the head
of school will determine what disciplinary action and/or other remedial action is
appropriate and how it will be implemented.

The goal of an investigation and any disciplinary or other remedial processthat
isimposed following that investigation is to correct the situationto the extent it
is reasonably possibleand to take such steps as can be taken to prevent there
being arepetition of theincident and to prevent the student or studentstargeted
and otherswho participated in theinvestigation from being subject to retaliation.

In appropriate circumstances, such aswhen acrime may have been committed

or a child may have been subject to abuseor neglect of the typethat is reportable
under Section 51A of the M assachusetts laws, law enforcement or another
appropriate government agency may benotified.

Upon completion of theinvestigation, the head of school will meet individually
with the student or students who were thetarget of the alleged incident and the
student or students against whomthe complaint was made and their parentsto
report the results of the investigation and, where disciplinary or other corrective
action is determined to be appropriate, toinform the parties of the stepsthat will
be taken to correct the situation. The amount of information providedin these
meetings may be limited by confidentiality laws protecting student records.
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Follow-up contactswill be made with any student found to havebeen targetedin
violation of this policy and his/her parentstoinquire as to whether there have
been any further incidents.

VI. Conclusion

This Plan is intended (1) to prevent bullying and cyber-bullying among our
students, (2) to encourage students and their parentsto have confidence in the
school’s procedures and to come forward promptly whenever a student is
subject to conduct that is prohibited by this or any other school policy; and (3) to
implement appropriate discipline and other corrective measures when they are
found to be warranted.

Computer/Internet Acceptable Use by Students

Students using computers at Touchstone Community School will follow the
same CGuiding Principles that governall other aspects of behavior within the
Touchstone Community:

e  Our community isbased on mutual respect. We show our respect for
each other by being kind and fair whether we are speaking to or about
someone aswell aswhen we are using any form of technology to
communicate to or about someone. We respect each other’s property and
the school’ s property.

e Weadl shareresponsibility for creating a community in which everyone
feels safeand included. We havearesponsibility to stop and report hurtful
or disrespectful uses of computers and other electronic devices.

e We believe students learn from each other and have aresponsibility to
help others learn and develop. Weare kind and fair to each other at all
times sothat we always feel safe and comfortable in our community. We
help each other take care of learning tools such as computers.

e We expect social, emotional and academic progress and development
from all members of our community. Aswe get older, we learn that we
are expected to take greater responsibility for theway we treat others, and
that includes how we treat others when using technology to communicate.
We havea responsibility to usecomputers at school only to enhance
learning.

We expect studentsto apply these same standards of behavior at home when
using technology to communicate with or about others. Whether by email,
websites, social networking sites, texting, or any other form of electronic
communication, disrespectful messagesto or about otherswill not be tolerated
and could result in suspension or expulsion from school.

The 2010 MassachusettsAnti-bullying law hasthe following definition of
bullying: therepeated useby oneor more students of awritten, verbal or
electronic expression or a physical act or gestureor any combination thereof,
directed at a victim that: (i) causes physical or emotional harm to the victim or
damage to thevictim's property; (ii) places thevictim in reasonable fear of harm
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to himself or of damage to his property; (iii) createsa hostileenvironment at
school for the victim, (iv) infringes onthe rights of the victim at school; or (v)
materially and substantially disruptstheeducation process or the orderly
operation of aschool.

For the purposes of this section, bullying shall include cyber-bullying. The law
also hasthe following definition of cyber-bullying: bullying through the use of
technology or any electronic communication, which shall include, but shall not
belimited to, any transfer of signs, signals, writing, images, sounds, dataor
intelligence of any naturetransmitted in whole or in part by awire, radio,
electromagnetic, photo electronic or photo optical system, including, but not
limited to, electronic mail, internet communications, instant messages or
facsimile communications.

Cyber-bullying shall also include (i) thecreation of aweb pageor blog in which
the creator assumestheidentity of another personor (ii) the knowing
impersonation of another person as the author of posted content or messages, if
the creation or impersonation creates any of the conditions enumerated in
clauses (i) to (v), inclusive, of the definition of bullying.

Cyber-bullying shall also include thedistribution by electronic means of a
communication to more than one person or the posting of material onan
electronic medium that may be accessed by oneor more persons, if the
distribution or posting creates any of the conditions enumerated in clauses (i) to
(v), inclusive, of thedefinition of bullying.

Touchstone Community School will comply with all stateand federal guidelines
regarding student use of technology, which will include but not be limited to
reporting student activity to proper authorities in circumstances that may be
deemed cyber-bullying or other potentially illegal behavior.

Students are allowed to usethe school’s computers or their own computers
while they are on the school’s premises, only when directed todo soby a
Touchstonestaff member. Similarly, studentswill useprograms (software) and
network connectionsonly as directed by Touchstonestaff. Students are not
allowed to accessfiles and documentsthat they have not created themselves or
been givendirect permission to view by thecreator of the file or document.

If astudent findsa computer left on, it does not mean thestudent can usethe
machine or read what is onthe screen. This would be thesame as reading a
personal letter addressed to someone else or using someone else’s property
without their permission. The student should report this to a Touchstone
faculty/staff member.
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Studentswill not attempt to go around any security measure installed on a
computer. Attempting to guess passwords or change security settings are
examples of unacceptablebehaviors.

Frivolous or improper useof computer resourcesis prohibited. This includes
playing games during the school day and going to any website without an
adult’s permission. It alsoincludes using any technology at school to
communicate in hurtful or disrespectful ways to or about others.

Students cannot usethe Touchstonecomputersfor selling or advertising.
Computers are to be used only for teacher-approved activities.

Touchstone Community School computers are the property of the school, and
teachers and administrators may view files and documents on any school
computer. Students should be aware that files and documents might also be
viewed by adultswhen they are doing repairs or maintenance to acomputer.

When students chooseto incorporateinformation that they find on thelinternet,
CD-ROM'’s, or other computer files, into their work, such as research papers and
reports, they must give proper credit to the authors and owners of any
information they use. Using thework of otherswithout giving proper credit is
plagiarism.

School Directory

A school directory of families and staff is published each school year. The
directory is for personal useonly and should not be used or shared for any
commercial purposes. From time totime the school will communicate with
parentsviaemail. Theselists are also to be used only for school related
purposes.

Homework

Homework at Touchstonebeginsthedevelopment of skills and capacities and is

family friendly. Homework enables studentsto:

e Waork onlong-term projects designed to develop a capacity for independent
work and sustained effort.

e  Practice skills or operations needed to develop automaticity and fluency.

e  Finish work begunin class.

e Develop atopic or project further than is possiblein class.

Current homework guidelines are:

e All students should either read or be read to at home for approximately 20
minutes each day.

e 89 yearoldswill have nomore thana 10-20 minute additional assignment
each night.
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e 910 year olds will haveno more thana20-30 minute additional assignment
each night.

e 1011 year oldswill have no more than two additional assignmentstotaling
40 minutes each night.

e  OSP studentswill have80 - 90 minutes of homework including 20 minutes
of reading.

Teachers have discretion in theimplementation of thispolicy. Homework is
rarely given over the weekend. Parents are encouraged to support and assist, if
necessary, their children with homework, butincreasing independenceis the
goal. Questionsabouttheparent’s role in homework should be discussed with
the classroomteacher.

School Use for Events

All useof the school for events whether by a committee, a classroomor private
party should be scheduled with the Exended Day Program (EDP) Director.

Alcohol Policy at School Events

Alcohol is not permitted at any event held on school property or at any school
sponsored event where children will be present.

Holidays

Holidays are not celebrated on a school-wide basis. Each class choosestheir
celebrations throughout theyear based on the season, what is being celebrated
by thestudent’sfamily and thecurrent classroom theme. The one exception is
Halloween. On Halloween children come to schoolin costume and a parade
takes place followed by afun-filled assembly. Parents are encouragedto
participate by coming in costume and attending theassenmbly.

Absenteeism_and/or Extended Vacations

Touchstone's success depends on students’ activeinvolvement in thelearning
process, for themselves and for thosearoundthem. A pattern of mounting or
excessive absences/tardinessesfor any one student ultimately undermines the
learning process. To avoid that, we haveestablished thefollowing guidelines
during the academic year:

We expect that parentswill make every effort to plan family vacationsduring
school vacation periods and communicate with the head teacher long in advance,
should an exended absencebe necessary. No make-up curriculum work will be
provided unlesstheabsenceis an extended one, and the head teacher feels it is
necessary.

For absences
At the 10th absence, anote may be sent home to alert parents of the school’s
concern. At the 15 absence, thehead teacher may ask for ameeting with the
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parent and the head of school to discussthe absences and encouragegood
attendance.

For tardiness

Being late to school can significantly affect the entire school day for achild and
his/her classmates. The beginning of the classday at 8:30 am. is acritical time
for important lessons, daily schedules and changes, calendar work and social
interactions that frequently establish relationships for the day.

When latenesses begin to hamper achild’s progressin any of theseareas, the
head teacher and the head of school will consult about theneed for a parent
conference. Atthat conference, we will work to supportthefamily in order to
help them make changesthat allow for consistent timeliness.

Parent notice of absences
Parents should call the school by 8:15 am. to let the office know of any full day
absencefrom illness or other special circumstances.

Apart from thesecommon guidelines for reacting to patterns of absences and
tardinesses, we will respondtoindividual circumstances asthey present
themselves. Wewill continueto work with parentsto minimize the negative
impact of absences and tardinesses on students’ participation in the learning
process.

Permission for School Trips

During the school year, each class may take many different kinds of trips related
to its curriculum studies. Some of thesetrips will be short walking trips using
the resourcesin the area surrounding the school. Other trips will involve
transportation by bus or car.

A general field trip permission form will be sent out before the school year
begins. Parents should sign and return it by thefirst day of school. This
permission slip covers all trips during theschool year.

Before each class trip involving the useof acar or bus,theteacher will senda
notice home concerning the purpose, time, place, cost and kind of transportation
to beinvolved. Theteacher will also statewhether avisit to a gift shopwill be
part of thetrip and make suggestionsfor an appropriate amount of spending
money. A room representative may also contact you and ask if you can help
with transportation.

Field Trip Drivers

Prior to afield trip drivers must:

e Havea current CORI on file with the Touchstoneoffice

e Show theoffice avalid driver's license (a copy will be made and kept in the
office files)
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e  Show theoffice acurrent vehicle inspection sticker
e  Show proof of insurance coverageof at least $100,000 (a copy will be made
and kept in theoffice files)

Appropriate safety restraints must be used at all times. The Child Passenger
Restraint Law requires infantsand small children to ride in federally approved
child passenger restraints until they are at least 5 years old and weigh over 40
pounds. Children who are between ages5 and 12 and who weigh more than 40
pounds must usebooster seats or safety belts. Child safety seats and booster
seatswill be provided by thechild’s parent.

Teacherswill provide eachdriver detailed written directions to the destination
and make it clear to thedrivers whether thegroup will be traveling together or
meeting up at the destination.

Teacherswill provide eachdriver with alist of the children who will beriding in
his/her vehicle and assurethat each child hasthe proper safety restraints.

Teacherswill provide eachdriver with alist of cell phonenumbers for theother
drivers on the trip.

Any issues surrounding student behavior onfield trips, either in the car or during
the visit should be discussed with the classroomteacher.

Unless specifically instructed by the teacher, children should not be eating while
traveling in a car. Unlessinstructed by the teacher, drivers should not make any
stopsalongtheway. Drivers should startthe trip with afull tank of gasand
check that their car is in good condition prior to thetrip.

If afield trip is scheduledto arrive back at school after 3:15, drivers need to
inform theother families in their carpool so alternative pick-up arrangements
can be made.

Dropping Off and Picking Up Children

For purposes of safety and efficiency we ask drivers to form queues for pick-up
and drop-offs and to remain in their vehicles. Please do not useyour cell phone
during drop-off or pick-up as this can be a distraction and create a safety issue.

If someone other than a parent or the regular carpool driver is going to pick your
child up, youmust send anotein to school detailing thechangewith a dateand
signatureon it. This applies even if the driver is another Touchstone parent or
closerelative.

Morning Drop-Off
e You may approachtheschool from either Upton or Grafton.
o Enter the parking lot ONLY from the entrance nearest the school.




e If you are not leaving your car to come into theschool you may stopin the
driveway and dischargeyour passengers. Pleasewait for the children to
enter the building before leaving.

e If you needto come into the school, park in the main parking lot, NOT in
the driveway, on thestreet or in avisitor's parking place.

Afternoon Pick-up

e Approachthe school from the east (Upton), using Old Grafton Road from
Route 140 and leave traveling west, to Moroney Road to Route 140. This
one-way arrangement should move traffic quickly, keep our neighbors
happy, and aboveall, be safe. This is especially important during thewinter
months when Leland Street may become quite narrow due to snow.

e  Pick up children at thefront entranceto theschool entering thedriveway
nearest the school. If waiting in queue more than 10 seconds, please
consider turning your engine off.

e Place asign on thepassenger's sidewindow indicating thecommunity the
carpool serves or the child/children being picked up.

e If you needto come into the school prior to dismissal time, you must arrive
and enter theparking lot prior to 245 p.m. or after 3:15 p.m. Please park in
the main lot.

e If you arrive at the school between 245 p.m. and 3:15 p.m. you must get
into the dismissal line until directed to park by theteacher on duty. Do not
jump theline and do not park along Leland Street.

e  Studentswho are not picked-up by 3:15 p.m. will be placed in the BExtended
Day Program (EDP). Parentsmust park and come inside thebuilding to
sign-out the student(s) on the EDP registration list. (Look for complete
details in theBExtended Day Handbook.

Parents, to ensureour children’s safety, PLEASE practice the following during

dismissal:

e End cell phoneconversations beforeentering the circle. The teachersand
your children need your full attention.

e If you arewaiting in the circle, stay at your car while you wait for your
children.

e If you haveparked in the parking lot, wait at the bench near the end of the
sidewalk sothat faculty and students may be able to seeeasily which cars
areinline.

e Onceyour children have been delivered to your car, make suretheir seat
belts are securely buckled. For insurancereasons, teachers and staff will
help children into cars but they may not buckle the children’s seat belts.

e If you must bring your pet with youto dismissal, please keep your pet in the
car during thedismissal process.

To ensuretheir own safety, students must practice thefollowing:
e Make play date arrangements outside of dismissal time.
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e  Stay with your own class and watch for your driver.
e Wait until all thecars coming into thepick-up queue havecome to afull

stop.

e  Shake out with your head teacher or anotherteacher if yourteacher is not
available.

e Walk (don’t run) onthe sidewalk toyour car, and enter from the sidewalk
side.

e If you must go tothe parking lot, an adult must accompany you.

Clothing
Sneakers plus slacks or shorts are required on gym days. For safety on the
playground, children should wear sneakers every day.

All studentsarerequired to haveboots, warm jackets, snow pants or waterproof
pants, two pairs of glovesor mittens and hats available in their cubbies
throughout thewinter.

Studentsin Sheryl, Gnny and Tamara's classeswill wear snow gear unlessthe

teacher decides otherwise. Studentsin Julie, Jane and Polly’s classes and OSP

can choosethegear they wear during recess, but thefollowing rules apply:

e All play onsnow covered fields requires boots and snow pants.

e Walking on snowrequires boots.

e Without boots or snow pants, students will be required to remain on the
blacktop.

A separatepair of sneakers must be kept at school for gym classes. Outdoor
shoes are not allowed in the gym.

Lost and Found

It is very helpful to haveyour child's name or initials on his/her clothing and
belongings asthe " Lost and Found" basket fills up quite quickly. The"Lost and
Found" basket is located near thegym. Parents and students areadvised to
check it regularly; unclaimed items are donated to charity monthly. We
recommend that each student have a backpack, school bag or other container for
transporting papers and otheritems to and from school.

Gifts for Teachers

At teachers’ request, the school discourages parents from giving personal gifts to
teachers. Parentsare encouragedto maeke gifts of materials or booksto theclass
or thelibrary if they wish. Teachers are thanked every year for their efforts on
Teacher Appreciation Day.
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Birthday Parties

In responseto requests from parents over the years, we offer the following in
reference to school life and birthday parties.

The school has only one hard-fast policy: namely, birthday party invitations
should not be distributed at school.

If afamily decidesto havea“class party,” or a“class boys’ or class girls’
party,” we ask that all of the children or girls or boysin the class be included.
Not doing sois clearly exclusionary, thekind of exclusion that hurts and affects
the class as a learning group, whether thechild is 4 or 14 yearsold. We hope
families will be considerateof others,avoid “exclusion,” and be discrete. In
thesecases, theless any information about the party is shared or discussed at
school, the better.

Please do check with your child’s classroomteacher before planning or sending
in treatsfor theclass onyour child’s birthday, sothat you are aware of any
special allergies or food concernsin that classroom.

ADDITIONAL PROGRAM ELEMENTS

Integrated Arts

The Integrated Arts teacher offers classesintegrating movement, drama, music
and art. Every class participates in an exended weekly session. Asanintegral
part of thecurriculum, classes prepare performances in danceand theaterto
which parentsand families areinvited. In addition, studentsin upper elementary
and middle school participate in chorus. Concert wear for the1-2 concerts per
year is white on top, black on bottom.

Physical Education

A physical education specialist providesafull program of gymnastics, sports
skills training, movement and fitness. Every class participates in three periods
of physical education each week. A separate pair of sneakers must be kept at
school for gym classes. Outdoor shoes are not allowed in the gym.

Spanish
All classesin the elementary and middle school receive Spanish instruction.

Our program emphasizes conversational Spanish, basic vocabulary and Spanish
culture.

Library
The Touchstone Community School Library welcomes all community members.

Qur collection includes awide selection of fiction and non-fiction materials,
periodicals, videotapes and books on tapes.
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Students and parents are extended borrowing privileges. Each studenthasa
personal library account. Students may check out booksfollowing the guidelines
postedin thelibrary. Thereis a full selection of education and parenting titles
that will interest parents. Parentsmay check out books on their child’s library
account. The lending period is three weeks. Parentswill be askedto reimburse
thelibrary for books that are returned damaged, or are not returned by the end of
the school year.

Families are invited to join the Andrew Spencer Memorial Birthday Book Club.
Members chooseabook from a special collection to donateto thelibrary in
honor of abirthday, teacher, pet, parent, grandparent or any other special person
or occasion. More details are available in thelibrary.

Volunteers are always welcome and appreciated. Please stop by and let us know
your interests and how you would like to help.

Peer Mediation

Asacommunity schoolwe place a high value on helping children gain the skills
they need to work together and to solvetheir own problems as they arise. This is
askill increasingly valued in theworkplace. Student volunteersfrom the 10, 11,
12 year old classes and the OSP are trained to mediate conflicts that occur at
recess. Peer mediators spend six intensehours earning the skills they will need
to dothis mediation process. Studentslearn to listen to both sides of a conflict
without taking sides, to listen for the underlying, often unspoken, needs of the
children they are helping, and to help the children solvetheir own conflict rather
than imposing solutions onthem. Participants in aconflict at recess can choose
to get help from the peer mediators on duty that day. Studentsin the conflict
must agree to mediation before beginning. If they don’t, they can always goto
get help from ateacher, instead.

Community Meetings

Community Meetings are held weekly, unlessthereis aspecial morning event.
Thesecommunity meetings are for announcements, presentations or discussions.
Parents are welcome to attend Community M eetings.

ASSESSMENT, CONFERENCES, REPORTS AND
PORTFOLIOS

Assessment of studentsis doneby observation, individual conferencing between
teacher and student and ongoing portfolio development. Progressis reported
through conferences and written reports, the format of which varies from level
to level. Parent/teacheror portfolio conferences are scheduled four times per
year and are also available upon request on an informal basis throughout the
schoolyear. Written progress reportswill be sent out twice per year.



Touchstonehas no testing or evaluation services. Should additional information
about a child be required, we must ask parentsto provide this at their own
expense.

Parent — Teacher Conferences

Parent-teacher conferences are scheduled four times each year, in September,
November, February and May/June. Each conference serves adifferent function
and is described in detail below. During conferences, teachers and parents
review each student’s progress and set goals for future learning. As children
move into the older classes, they begin to attend conferenceswith parents so that
they become directly included in the assessment process. Parents may also
request to meet with teachersat any time during theyear. Written reports are
mailed twice ayear (November and June).

What? No report card?!

At Touchstone, teachers useobservation, conferencing with children
individually, and portfolio development instead of gradesand report cards to
assess children’slearning. In recent years, many American schoolshave
realized thewisdom of portfolio-based assessment and descriptivenarratives to
document and display students’ progress, and have consequently adapted their
methods of assessment. Building the portfolio is an on-going process, both
within a given school year and from year to year. It enables children to
construct for themselves an authentic and lasting sense of personal value and
competence. Sharing theportfolio allows studentsto reflect ontheir work,
notice what has changed, and look ahead and plan for what still needsto be
done.

Thetips presented hereare suggestionsto help you, as a parent, make the most
of your conference time. Theseideas may help to strengthen meaningful
communication between you and your child's teacher so that you can support
your child's learning as ateam

All Kinds of Conferences
Each scheduled parent-teacher conference has a specific focus and purpose.

September Goal-Setting Conference

This 20-minute conference gives you achance to meet your child’s classroom

teacher and share any information that you feel is important for her to know for

the upcoming year. At this conference, theteacher will primarily be listening to

you. You should beprepared to answer the following questions:

e What are your goalsfor your child thisyear (academic, social and
emotional)?

e What are particular concernsyou have for your child thisyear?

e Isthereanything going onat home that might be helpful for your child’s
teacher to know?



e Did your child receive academic support or counseling over the summer?
What are your follow-up plansfor this school year?

November Conferences

At this 30-minute conference, theteacher will share with you her observations
regarding your child’'s experience in theclassroom thusfar, including work
samples or information gathered from informal assessments. You may be asked
to sharemore specific information or insightsyou have about your child's
learning needs. You should also ask questions and mention any current
concernsyou have about your child.

February/Early March Portfolio Conferences

For parents of studentsinthe younger classes, the February conferenceis 30
minutes long. Younger students sharetheir portfolios with parents outside of
the actual conferencetime. (Individual teachers provide details prior tothe
conference.) Inthe older classes, theportfolio conference is a45 minute, three-
way conversation among student, parents and teacher, during which your child
will share hisor her portfolio with you.

Creating a portfolio and sharing it with othersis a most important learning
experience. The portfolio conference provides an opportunity for a child to
receive thecomplete attention of parents and teacher for an extended and
uninterrupted period of time. Student, parents and teacher celebrate together the
learning and progress that havetaken place.

Reflecting about one’s own work is challenging at any ageand stageof life. It

takes courageto be the center of attentionand formally present yourwork to

your parents and teacher. Children very much want and try hard to dotheir best.

Here are some suggestions forways you might respond, whether your child

sharestheportfolio with you outside of the conferencetime or during the

scheduled conference:

e Smilel

e  Encourageyour child to take the lead.

e Listen carefully and with full attentionto what your child hasto say.

e Don't use statementsthat imply judgment. (“Good work!” or“That’s
beautiful.”)

e Do usenonjudgmental “I” messages. (“I like thecolors you chose.” “I can
tell you spent alot of time working on this.”)

e Do ask questions, or useother active listening responses. (“ This reminds
me of...,” “This makes me feel...,” “Tell me aboutthis...,” "Where did
you get the ideafor that?")

The benefit of the portfolio process as an assessment tool is that it allows
children slowly to develop the ability to self-evaluate, rather than come to
depend on theopinions of othersfor asenseof self-worth. With each successive
year's experience of making and presentingtheir portfolios, children gain more
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skill and sophisticationin reflecting onand evaluating constructively what they
do and how they spend their time at school.

June Conference

This 30-minute conference takes place just prior to theend of theschool year

and summarizes progressfor theyear. Younger children do not attend this

conference. Children in the older classes may or may not attend at individual

teachers’ discretion. Please think about the following in advanceof the

conference time:

e How did thisyear progressfor your child andyou?

o Arethere any special meetings that will need totake place before the start
of the new school year to ensurea smooth transition?

e What social, emotional, or academic support, if any, will your child be
receiving over the summer?

Preparing for Conferences

Parent-teacher conferenceswill go by quickly! Give yourself some time before
the conferenceto think about concerns, ideas and priority issuesyou need to
sharewith yourchild’s teacher. Several days before the conferencethink about
your child’s school experience thisyear. What has your child told you about her
school days?How does he seem tofeel about goingto school? How areyou
feeling about your child’s school experience? Take time to create amental or
actual list of information you would like to receive from or share with the
teacher.

Have some conversationswith your child about hisor her school experiences

before the conference. You might ask your child the following questionsto get

asenseof his or her perceptions and feelings about school:

e Isthereanythingimportant that you'd like me to ask your teacher?

e Isthereanythingthatyou'd like your teacher to know about you?

e Whatdo youlike best about school?

e Isthereanything about school that is hard or frustrating?

e Whoare your friends in school? What kinds of things do you do with your
friends at school?

Please plan to arrive on time for your conference. Knock on the classroomdoor
so the teacher knows you have arrived.

Wrapping It Up

Please use only your allotted time for theconference. If the end of the
conference is near and you need to addressissuesin greater depth, schedule
another meeting with theteacher. At Touchstone,itis the shared responsibility
of both teachers and parentsto ensurethat concerns about children’s academic,
social and emotional needs are communicated. Sometimes scheduled
conferences do not provide enoughtime for mutual understanding of the
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student’s needs, and in these cases parents must be sure to arrange opportunities
for further discussion with the teacher.

Parent-teacher conferences are awonderful opportunity to understand your
child’s ways of learning and relating to othersin the classroomsetting better.
Consider each conference to be just one installment in an ongoing partnership
between you and your child’s teacher. Take advantage of theseconferencesto
strengthen the parent-teacher partnership and the unique environment that
Touchstoneprovides for its students and their families.

Grouping Policies, Process and Arrangements

The Touchstone Teaching Staff and head of school spend aconsiderable time
each spring creating class groups for thefollowing year that are responsiveto
the needs of the students and thebest learning groups that we can put together.
The ultimate goal is thecreation of effective learning groups— groupsfor
cognitive, social and emotional learning. Aswe do so, we strive to balance all
of the following, and also often competing consider ations:

e Group dynamics. Thedynamics of aclassgroup heavily determines how
much learning takes place in aclass group, and the Touchstoneteachers, at
grouping time, are continually considering the needs of individual students
in thecontext of the groupswe are creating. Because we believe that
students learn from each other, because students work together
cooperatively in small and large groups, and because social/emotional
learning is part of thecurriculum, thecomposition of the classgroupis
carefully considered. The importance of the dynamics of the group also
accounts for the difficulty we have making changes oncegroups are set.

e Class size.Our goal is to create classes of 15 on average, butin the past ten
yearswe have had classes of 12 and classesof 18. Wheneveraclass
exceeds 16, theteaching staff will formally endorsethe needfor it andthe
Executive Committee and the Board of Trusteeswill beinformed of the
need.

e Boy/girl ratios

e Age composition and spread

e Friendships. Wedo not seefriendships asthe defining element in
grouping, although we are mindful of them. Students develop socially and
emotionally by developing new relationships and friendships. It is rare that
children are in the same class with the same friends for their entire time at
Touchstone. Weencourageand support the growth and development that
occurswhen children form new relationships. Every new school year is an
opportunity for a new start for every child, andit is in the process of
adjusting to anew class group that this growth and maturity can occur.

e Academic and social development levels. We balance the group
considering learning styles and strengths.

e Personalities

e Leadership abilities
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We usethe following process and calendar to create groups:

Early March —The head of school meets with each teacher individually to
ascertain needs of current classes and individuals within them. Parentswho
wish to complete Grouping Forms do so and submit them to the head of school.
Information appearsin News Notes about this process.

The grouping process begins with the assumption that teachers have developed a
comprehensive understanding of students’ learning styles and needs, and
parents’ communication with their child’s teacher has been ongoing throughout
theyear. The child’s current teacher is the child’s advocateand representative
during the grouping process. However, if a parent feels that there is still
something significant to consider for grouping purposes, heor shemay complete
agrouping form.

Grouping forms ask parentsto describetheir child’s learning style, interestsand
needs andto indicate any special needs, concerns, or considerationsthey would
like the staff to know for grouping purposes. This information is helpful to usto
consider during thegrouping process. Requestsfor a particular teacher, or that
specific students be placed or not placed in a child’s class, are not helpful to us
asthey negatively complicate our ability to create good learning groups.

March, April & May —The head of school, through conversationswith
teachersand individual parents, when necessary, constructs possible models and
first draft lists. Theseare scrutinized, reviewed, modified and recast by the full
teaching staff and head of school.

June — Lists get final review from teaching staff and they are published tothe
Touchstone Community.

Teachers, in collaboration with the head of school, invest atremendous amount
of time, energy and thoughtful consideration to the placement of each child.
The ultimate goal, however, is to create good learning groups. Sometimes
children (or their parents) may be surprised by their placements. A parent who
wants a clarification of achild’s placement may schedulea conferencewith the
head of school and/or thechild’s current teacher.

Teacherswill help to prepare students for transitions through classroom
conversations and activities. They will also be available to work with individual
students, as necessary, and to support parents in discussing thegrouping process
with their children. It is exdremely important for parentsto encouragesmooth
transitions by supporting theschool’s placement decisionsin conversationswith
children.

In rare circumstances, if a parent believes—as aresult of new information—that
his or her child’s needswill not bemet by the assigned learning group, that
parent may submit awritten request for achangein class assignment to the head
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of school within one week of thedate thelists are published. That parent will
subsequently meet with the head of school and thechild’'s current teacher to
clarify theissues.

Thefull teaching staff and head of school review any requestsfor a changein
class assignment and will make decisions. In the event that the staff cannot reach
aconclusion collectively, final decisionsare made by thehead of school. A
changefor one child hasfar-reaching implications for others. Thus,only in very
unusual circumstances will theteaching staff consider altering classlists. The
head of school will communicate decisionsto parentsin writing before the last
day of school.

Up-to-date classlists, including all students newtothe school,will be sent home
in thesummer mailing.

The school reserves theright to adjust the grouping policies and procedures due
to very unusual and unforeseen circumstances.

Students Requiring Extra Attention and Support

The school is very responsiveto students requiring extra attention and support,
and routinely providesthis by virtue of our small classes, responsiveteachers
and theflexibility inherent in athematic curriculum. Wehave no paid support
staff and when a student requires more support than the classroom teacher can
provide as a matter of course, parents must pay for services needed. For
example, theschool providesno regularly scheduled tutoring as part of our
program; however the school can provide parentswith alist of school approved
tutors.

All teachers begin each year with information about their students

e From her/his end of year assessment reports,

e From atransition conference with last year's teacher, and

e From thechild’'s Yellow Transition Folder, afolder that teachers passto
next year's teacher at the end of each school year.

Teachers also observeevery child and conduct formal and informal assessments
aspart of regular classroomwork, and theseobservations arefrequent at the
beginning of each year. Occasionally ateacher is puzzded by achild or observes
him or her more closely than usual becausethechild’s learning or behavior is of
concern in some way. Aspart of thismore intenseobservation, ateacher may
ask the Head or anotherteacher, or last year's teacher, to observethe child and
then compare notes.

After observation, if ateacher suspectsthat achild has some learning or
behavior issues, shewill sharethis information with the student’s parents and
with the Head. At thispoint, the Head and the teacher chooseoneor more of
three possible courses of action:



Child Review

Teachersroutinely do child reviews at staff meetings for the purposes of general
information and advice. Thesereviews consist of a presentation by the
classroomteacher and a gathering of input from the Head and full teaching staff.
If the teacher suspectsthat achild hasalearning issueor behavioral issue, the
review will be different in onerespect, in that an Extra Support Plan (ESP), will
be developed A Child Review may result, for exanple, in arecommendation
for tutoring, an outside assessment, or more formal assessment here at school.

Following the November conferences and reports, the head of school will
initiate an annual review of studentsforre-enrollment, involving individual
discussions with head teachers and a possiblereview of alimited number of
studentswith all head teachers. Thesediscussionsmay result in a call for
discussions with the parents of afew individual students—to problemsolveand
establish new support structures. Some of thosediscussions may turn to
considering whether or not to invite a specific student toreturn, and if so, under
what conditions. The school will make every effort to collaborate with
individual parents as we strive to serve theneeds of all our students.

Tutoring or Other Services

The head of school will determine if a personis qualified to belisted as atutor
based onthe person’s professional and educational background aswell astheir
understanding of Touchstone's mission and philosophy.

When a parent requests names of tutors, the school's entire list of tutorswill be
provided. On-site tutoring is restricted to Touchstone Community School
students. With prior approval from the head of school, a teacher may tutor
his/her own student. The school will setthe fee and bill parentsdirectly for all
tutoring doneat Touchstoneby Touchstoneemployees.

All tutors are expected to collaborate with thestudent’s classroomteacher to
coordinate efforts and work in partnership to determine and serve thestudent’s
needs. Tutoring may be performed before or after school hoursonly, unlessthe
head of school, in collaboration with the student’s classroomteacher, view it
necessary to schedulethe tutoring during school hours.

An Assessment

If the teacher believes that an outside assessment is needed, the head of school
will help connect parentswith the appropriate professionals. The parentsare
fully responsiblefor any related expenses. Once the assessment has been
completed, an BExtra Support Plan will be developed.

An Bxra Support Plan is developed assoonasall relevant information is
collected. There areregular reviews of all children receiving extra help or
attention at each conferencetime. At the scheduled conferencein late May or
June, the progress of students receiving tutoring help will be reviewed, and a
decision will be made about whether or not tutoring should continue. Most
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children on ESP's will havea Transition Conference at the end of a school year
or the beginning for thenext one. The current teacher, next year'steacher, the
Head and the parents attend this conference. The purposeof this conference is
to develop a new ESP.

Tutoring is the most effective for students when donein partnership with the
school and classroomteachers. Therefore, we ask parentsto work with usand
our established procedures rather than hiring outsidetutors or services on their
own. While we respect parents’ rights in making decisionsand hiring outside
servicesfor their students,wemay beunable to provide the kind of classroom
support requested or mandated by providers outside of our network.

HEALTH POLICY

Medical Records

Each student must have onfile at the school arecord of up-to-date
immunizations and arecent physical examination as well as a School
Emergency Form for the current year. This information must be sent to the
school office by thefirst day of school, as required by Massachusetts law.

School Emergency Forms

A School Emergency Form must befilled out by the parent at thestart of each

school year and will beon file in areadily accessible location in thehealth

office. References to parent(s) below also include legal guardiansand those

persons designated as responsiblefor the child by the parents or guardian.

School Emergency Forms containthe following information:

e  Student'sname, address and home phonenumber.

e  Parent's place of enployment and phonenumbers

e Name, addressand phonenumber of relative or neighborwho could be
contacted if either parent can't be located.

e Notationsabout iliness, disability, allergy, or other special medication about
which the school nurseand teachers ought to be aware.

Parents are responsiblefor notifying the office and teacher of changesin the
above.

Allergy and Asthma Action Plans

If your child has asthmarequiring the useof an inhaler or potentially serious
alergies, we will utilize aspecial one pageA ction Plan, which details exactly
how to help your child. Included is a sectionto be completed and signed by your
child’s physician (for any medications), aswell as emergency information you
provide. Action Plan forms are available from the nurse or school office.
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Screenings

Postural, vision and hearing screenings are not currently conducted at
Touchstone. Please be sureto ask your health care provider toinclude these
screeningsin your child’s physical exam.  Anytime your child hasa physical,
please request a copy for their school health record.

Use of Medication in School

1. Thedispensingtimes of medication should be scheduled, whenever
possible, to coincide with the hours when the childis NOT in schoal.
Parents, in consultation with their physician, should seek alternative times
for administering medication.

2. If it isdetermined that medication must be dispensed during school hours
the parents may contact the school nurse (or office staff in her absence) who
is responsiblefor the school medication program. All parentswho request
that their child be medicated during school hourswill be provided with a
Request to Administer M edication Form which must be signed and
returned.

3. Prescription medications at school always require a physician or nurse
practitioner's written order. This can be their signature onthe request to
administer medications form, acopy of the written prescription, signed
instructions from theprescriber or their signature onan allergy or asthma
action plan. The only exception is for a 10 day (or less) course of
antibiotics where theoriginal pharmacy label can be copied for
documentation.

4. Non-prescription medication userequires the parent’s signed consent, as
well as proper supervision and documentation. The nurseor her delegate
may utilize, when appropriate and with parental consent, certain common
over the counter medications which are listed in detail in the over the
counter medication form.

5. Children MAY NOT take any medication (prescription or over the counter)
without supervision and proper documentation. At notime may children be
in possession of medication.

6. Medications must bedelivered to the school in a pharmacy or manufacturer-
labeled container and must be delivered to the school nurseor her designate
by the parent (or responsibleadult) and picked up by the parent (or
responsibleadult) at dismissal time. Children MAY NOT deliver or pick
up their own medication. Medication will be kept in alocked container at
the school. You may ask your pharmacy to provide separate bottles for
school and home use.
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7. Medicationswill be disposed of within 30 days after the permission form
expires, as well as after the end of theschool year. New forms are needed
at the start of each school year, aswell asfor summer programs.

llIness or Injury during School Hours

We strive to provide a safe and healthy environment for everyonehere. Asan
extra measure of preparedness, most of our staff meintain first aid and CPR
certifications.

If astudent becomesill orinjured in school, oneof theparentswill be contacted
immediately. The parent must take responsibility for picking up the child upon
request of an Administrator, Teacher or School Nurse, within an hour of being
notified. Except where adelay may havelife-threatening consequences,
arranging transportation home or to the emergency room of a hospital is the
responsibility of parents.

Communicable llIness

Please remind your child that hand washing is the number oneway to protect
yourself and othersfrom illness.

Notify the nursewhenever your child is tested for acommunicable illness (i.e.
strep throat), including the test result. This is important for evaluation and
advisement by thenurse of otherswho may becomeill.

If antibiotic treatment is prescribed, your child may return to school 24 hour s
after the first dose, provided they feel up toit.

Children who contract thefollowing must remain out of school until the
condition is no longer communicable.

e ChickenPox- 7 days after the appearance of vesiclesand when all are dry
crusted.

e Fungal Conditions(e.g. ringworm) - after 24 hours of antibiotic treatment.
Information must be sent to the school office by thefirst day of school, as
required by Massachusetts law.

e Liceand Scabies— until evidenceof infestation has disappeared.

o  Staphylococcal Infections(e.g. boils) — after 24 hours of antibiotic
treatment.

e Streptococcal Infections(e.g. strep, impetigo) — after 24 hours of antibiotics
treatment.




In addition, we expect all children at school have not had fevers or vomited
within the past 24 hours.

SPEAKING TOUCHSTONE

TCS - Touchstone Community School

EDP - Bxtended Day Program (our after school program)

BOT - Board of Trustees

OSP - Older Student Program (Touchstone’s Middle School)

PLG - Program Leadership Group

P/T - Parent/Teacher Conference

News Notes - Our weekly newsletter to parents

Cubbie - The place your child hangstheir coat and puts their lunchbox

The Circle- The curved part of the Touchstonedriveway where children exit
their cars in the morning and are picked up at dismissal.

The Ship - The large wooden structureat the heart of our playground, in the
back of the school

The Pod - The modular building that housesthe4 year old program.

The Cottage - The modular building that housesthe OSP.

Song Stairs- Thelarge wooden boxes in the Common Room open up and can
be used asrisers for choral performances.

Please let usknow othersyou hear throughout theyear you think should be
addedto this list.

QUESTIONS

If this Handbook does not address your question(s) please speak directly to the
person(s) concerned, who will be happy to help you.

e If your question concerns daily operation of the school or interpretation of
school policy, you should speak to thehead of school or the business
manager.

¢ If you havequestions about paymentsto the school, reimbursements, or
other financial matters, please contact the business manager.

e If you haveany questions about admissions, tours, or marketing, please
contact thedirector of admissions.

e If you haveaquestion about school events, News Notes, attendance, or to
schedulean appointment with the head of school, you should contact the
school secretary.

e For any physical health questions or concerns, you should contact the
school nurse.



Questions about your child's class, academic or social issues are best
answered by his or her classroom teacher(s). If theissueis not resolved
after talking with the teacher, please contact thehead of school.

Questions about theBoard or its committees can be directed toindividual
board members or to the board chair (see list of board members in the
school directory).

If thereis a question or issuethat arises that might bedifficult to discussor
you’re not surewho can addressit, pleasecontact the administrator or
faculty member with whom you are most comfortable, and that person will
get you the help that you need. Know that we are always interested in open
communication and the best possible experience for the children and adults
in our community.
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Touchstone’s Guiding Principles
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We believe that the purpose of the school is for learning and for
personal, social and intellectual growth. As acommunity we've
agreed that there are four general principles that guide us at the
school:

Our community is based on mutual respect. We expect that
everyone - students, staff and parents - in the Touchstone
community will demonstrate respect and treat others and the
environment with respect.

We expect all members of the community to be aware of and
value difference. Weall share responsibility for creating a
community in whicheveryone feels safe and included.

We believe students learnfromeach other and have a
responsibility to help otherslearnand develop. No student has
the right to interfere with the learning of another student or the
purpose of an activity.

We expect social,emotional and academic progress and
developmentfromall members of the community. As students
grow and spend time at the school, they are expected to take more
and more responsibility for their behavior and their learning.

We recognize that these principles need ongoing presentation and
discussion by the full community to insure that they are meaningful,
understood by all and vital.



