
BROOKLINE  
 

Family Handbook

Preschool and Extended Care



You can view this handbook, 
common forms, school 
year calendar & much more 
on our Resources page - 
BrooklineSprouts.com/resources 

Subject: Nondiscrimination in Services 
To: Parents  
From: Amanda Rhoades 

Admissions, the provisions of services and referrals of clients 
shall be made without regard to race, color, religious creed, 
disability, ancestry, national origin (including limited English 
proficiency), age, or sex. 

Program services shall be made accessible to eligible 
persons with disabilities through the most practical and 
economically feasible methods available. These methods 
include, but are not limited to, equipment redesign, the 
provision of aides and the use of alternative service delivery 
locations. Structural modifications shall be considered only 
as a last resort among available methods.

Any individual/client/patients/ student (and/or their guardian) 
who believes they have been discriminated against, may file 
a complaint of discrimination with: 

Tree of Life Open Bible Church Brookline Sprouts 
1036 Brookline Blvd Pittsburgh, PA 15226 

Commonwealth of Pennsylvania  
Department of Human Services  
Bureau of Equal Opportunity 
Room 225, Health & Welfare Building 
P.O. Box 2675 Harrisburg, PA 17110 PA 

Human Relation Commission Pittsburgh Regional Office:
301 Fifth Avenue Suite 390, 
Piatt Place Pittsburgh, PA 15222 U.S.

Department of Health and Human Services Office for 
Civil Rights: Suite 372, Public Ledger Building 
150 South Independence Mall West  
Philadelphia, PA 19106-9111
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PRESCHOOL ONLY 

 
Includes : Breakfast & Lunch

         $37 per day 
     $41 per day 
     $44 per day 

   $10 per day 
   $5 per day 

OTHER FEES
PROCESSING FEES:  
Variable for electronic payments 

measures must be put back in place or created* 

 
Includes : Breakfast, Lunch & Snack

       $48 per day
   $52 per day 
   $55 per day 

2:30PM - 5:30PM  Includes: Snack 

 | 12:00PM-5:30PM
Includes: Lunch & Snack  

 |  
Includes: Breakfast, Lunch & Snack  

subject to space availability on requested days.

SECOND CHILD TUITION DISCOUNT
 

10% off every child after first child at FULL PRICE 

(Subject to availability & in addition to base rates. Rates 
 for extended care for subsidized families may vary) 

 
$20.00 or more per Day

 
$10.00

     REVISED: JULY 2022   

Please contact Early Learning Resource Center (ELRC) for more information & to apply.
Phone number: (412) 350-3577

 
- Provider ID #8114070565-1

PRICE LIST
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Pickup & Drop Off Procedures
1. Brookline Sprouts Preschool is located in the front of Tree 
of Life Open Bible Church on Brookline Blvd. Please do not 
attempt to enter the building through the playground in the 
back of the church or any other door, because the doors are 
locked.

2. Please approach your designated door (Preschool Door or 
Ramp Door) and ring the doorbell. A staff member will let you in 
via buzzer or in person. You will be informed upon enrollment 
which door to use according to classroom assignments. 

3. Once inside, please use the check in tablet to sign your 
child into Brightwheel. PINS should never be shared among 
pick up/drop off adults. If you need help with additional PINS, 
please contact the Director. Then, please help your child with 
their coat and other belongings. After that, walk your child 
into the classroom area. 

4. There is available parking in front of the church or behind 
the church on Chelton Avenue. As a safety reminder, please 
do not leave your car running or any other child unattended 
in the car as you drop off/pick up.

The same procedures apply at pick up; ring the doorbell to be 
let in, sign out in the binder or on the tablet, and then help 
your child with their coat and belongings to leave.

Late Drop Offs
We appreciate families considering our Daily Schedule when 
dropping off their children. We request that, if your child will 
be absent or late, you send us a Brightwheel message at 
least 30 minutes before their scheduled drop off time. This 
is extremely important for staffing purposes, an accurate 
meal count, illness tracking, and most importantly, the safety 
of your child/children. If you do not give us this important 
information, we may not have lunch available, may not be 
able to accommodate the staffing needs to add an additional 
child to the center, etc. 
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Because of these things, families must drop their children 
off by 10:00am in order to attend for that day. Special 
arrangements can be made for scheduled appointments, 
etc. with proper notification. The preferred method of 
communication for this is Brightwheel, because this alerts 
both Classroom Staff and Administration at once, and 
teachers can view it at their earliest convenience if they are 
busy with classroom activities. 

Furthermore, there are times during the day that interruptions, 
including escorting a child into their classroom, makes it 
difficult for both staff and children to remain focused. Circle 
Time/Morning Meeting is important for developing social 
interactions and positive relationships among young children 
through engaging and fun activities. This point of the day is 
most beneficial in their development and education here. 
It makes it very difficult for teachers to complete Circle Time 
Activities when there are interruptions of any kind, especially 
if children are just arriving. The students lose focus and staff 
must orient and re-orient all children before they can continue. 
If you arrive with your preschooler between these times, you 
will be asked to stay with them in the check in area until it has 
ended, or leave and return.   
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as well as to make plans about addressing the 
behavior(s) in the future. 

3.    You may be called to remove your child if his/her 
behavior prevents us from being able to properly care 
for the other children.

4.   If all attempts are exhausted, families must seek 
supportive evaluations from local specialists and/
or agencies to assist with the behavior. Brookline 
Sprouts may also seek support on your behalf with your 
permission.

5.    On rare occasions, a child’s behavior may warrant the 
need to find a more suitable setting for care.         

a.    A child appears to be a danger to others or 
himself/herself.

b.    Continued care could be harmful to, or not in 
the best interest of the child as determined by a 
medical, psychological, or social service personnel.

c.     Undue burden on our resources and finances 
for the child’s accommodations for success and 
participation.
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Suspension & Expulsion 
Brookline Sprouts considers suspension or expulsion only 
as a last resort in extraordinary circumstances. This is when 
there is a determination of a serious safety threat that 
cannot otherwise be reduced or eliminated incorporating 
reasonable modifications. Brookline Sprouts will collaborate 
with local agencies and specialists in determining these 
reasonable modifications whenever possible. If behavior(s) 
posing a safety concern to the child, staff, and/or other 
children are repeated, the child may be suspended for a set 
number of days. If there are repeated instances, the child 
may be suspended indefinitely until an alternate plan is 
made in writing with the help of professionals, procured 
by family, and accepted by Brookline Sprouts. Even in such 
extraordinary cases, the center will assist the child and family 
in accessing services and an alternative placement through, 
for example, community-based child care resources and 
referral agencies.

If a family, staff or director has a child with unique needs/
challenging behavior contact the CONNECT helpline for 
Referral: 1-800-692-7288.
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Emergency Procedures
In case of an emergency that requires us to exit the building 
and evacuate, staff follow the below procedure: 

1.   In a calm manner, staff will gather the children and follow 
the posted evacuation route to the designated emergency 
location. This is: Cannon Memorial at Brookline Veteran’s 
Memorial Park, Corner of Brookline Blvd and Queensboro 
Ave Pittsburgh, PA 15226 

2.   The person in charge must carry the following items:
a. Emergency Contact Book 
b. Portable Phone  
c. Complete First Aid Kit 
d. Child Medications

3.   The person in charge must contact Pastor Lance Rhoades 
and proceed to the emergency evacuation location to be 
with the group. 

4.  Once arriving at the designated emergency location, 
staff will call the children’s families to inform them of 
the emergency and allow them to come pick up their 
child(ren) as soon as it is safe.

5.    Staff will NOT release a child to anyone who does not 
show proper identification.

6.   The person in charge will stay with the children until the 
last child is picked up from the emergency shelter.

In the event that we would need to shelter in place or have 
a lockdown at the center, staff follow the below procedure: 

1. Staff will first assess if the safest area is to lock themselves in 
the classrooms with the children.  Only the designated person 
in charge will answer the door or approach windows.

2. If the person in charge determines that the children should 
be moved, staff will: 

a. In a calm manner, gather the children and take them 
downstairs to the Social Hall. 
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b. The person in charge must carry the following items: 

 i. Emergency Contact Book 
 ii. Portable Phone
 iii. Complete First Aid Kit 
 iv. Child Medications 
 v.  All will shelter against the interior wall of the Social Hall 

(by the Food Pantry storage).

3. Staff will contact each child’s parent/guardian to inform them 
that the center is sheltering in place, and when it has ended.

In a medical emergency, staff will complete the following 
procedures:

1. Call 911. 
2. Give the child(ren) first aid/CPR if needed.
3. Staff will contact the child(ren)’s parent/guardian.  
4.  A staff member will accompany the child to the hospital 

and stay with the child until a designated guardian arrives.

The center will also notify parents immediately if their child:

1. Is injured and the injury requires medical attention by a 
healthcare professional.

2. Has a sign or symptom requiring exclusion from the 
program.

Other Considerations:

1. The center does not currently enroll children under 3 years 
old. In the event that they would be enrolled, this plan will be 
amended to include special accommodations.

2. In the event that parents or staff feel that a child will not 
be able to participate in an evacuation, lockdown, or shelter 
in place due a disability or chronic medical condition, a plan 
for special accommodations will be made in partnership 
between the family and center upon enrollment (and the 
child’s doctor, if necessary). This will be included in their file 
and with posted Emergency Plan instructions as long as the 
child is enrolled, and staff will be trained.
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 Model & encourage appropriate behavior. 

 Promote cooperative learning.

Responsive strategies:  
When a child is having difficulty, staff will:

  Encourage children to use their words when having a 
disagreement. 

 Help facilitate their attempts to settle their own disputes.
 Redirect behavior.
 View the behavior deficit as a missing skill
  Identify the underdeveloped executive function to provide 
strategies for specific interventions. These interventions will 
teach the student how to change the problem 
recognize how to regulate the emotions related to this deficit. 

Children may encounter consequences of their behaviors:

Natural consequences - (Natural consequences are outcomes 
that happen as a result of behavior that are not planned or 
controlled) 

For example, if a student cuts in front of another student in 
line, the natural consequence may be that the other child 
won’t play with the “cutter” during recess. A teacher did not 
plan or control this consequence, but he or she may discuss 
and help students predict natural consequences to encourage 
them to see the connection between their choices and what 
happens to them. 

Logical consequences - (Logical consequences do not natu
rally occur as a result of behavior, but are intentionally planned 
by teachers and administrators.)

Logical consequences are like what would happen to an 
adult in a similar situation. Therefore, teaching students 
skills that they will need to be successful later in life. Logical 
consequences need to be related, respectful, and reasonable. 
Teachers at Brookline Sprouts will inform parents of behavior 
concerns.

28 



Challenging Behaviors 
When a child becomes verbally or physically aggressive, we 
intervene immediately to protect all of the children. Our usual 
approach to helping children with challenging behaviors 
is to show them how to solve problems using appropriate 
interactions. When discipline is necessary, it is clear, consistent, 
and understandable to the child. We maintain a zero tolerance 
to bullying. If you have any concerns about this at any time, 
please report it to the Director of the Center. 

The following are behaviors are considered inappropriate:

Consistently disobeys the rules of the classroom. 

Prolonged tantrums (considering age and/or IEP/IFSP).

Verbal and/or physical aggression. 

Inappropriate use of language.

A physical danger to oneself and/or others. 

Requiring constant one on one attention from staff.

Threats or attempting intimidation.

Attempting to leave the classroom, playground, or other 
designated area without permission/escort by staff.  

Physical Restraint - Physical restraint is not used or 
permitted for discipline. 

If a child’s behavior/circumstance is of concern,  
communication will begin with the parents as the first 
step to understanding the child’s individual needs and 
challenges. We will work together to evaluate these needs 
within the context of our program.

Notification of Behavioral Issues to Families: An 
incident report will be written, and will be available for 
viewing on Brightwheel. 

After three incidents of the same behavior within a 
month, an in person parent-teacher conference or 
phone call will be held. This is to both discuss concerns, 
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If it is snowing or bitterly cold, please be sure to check if there 
are any delays or closures. You can visit:  
https://www.wtae.com/weather/closings or your local Channel 
4 News Channel to check for closures. Also, there is no 
breakfast on 2 hour delay days. Refer to the calendar on our 
resource page for planned holiday closures.

Parent-Teacher Communication
At Brookline Sprouts, we consider your child’s enrollment the 
beginning of a partnership between you and us in order to 
best facilitate your child’s growth and development.

We have scheduled parent-teacher conferences two or more 
times a year. This happens typically in the fall at the beginning 
of the school year, in the spring at the end of the school year, 
and a third at the end of summer session, if applicable. This 
is in addition to a day-to-day environment that has open 
communication between parents/guardians and Sprouts 
staff. Additional parent-teacher conferences can also be 
arranged with the Director upon request. 

Please utilize your child’s mailbox and cubby. This is where 
we will send home projects your child completes, as well 
as periodic newsletters to keep you up to date with what 
is happening at our school, and information about special 
events.

We utilize the classroom management software Brightwheel, 
which allows for our center to communicate with families 
throughout the day with everything from if your child ate 
lunch to pictures and reminders. An invitation for this app 
will be sent to you via the email provided at enrollment. 
Brightwheel is used year-round.

We also have a Facebook page where you can see pictures 
and posts about what the children are doing, as well as our 
special events, such as our Winter Concert & Fire Truck visit. 
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Specific to a child with an IFSP/IEP, the EI Program 
shall ensure the following procedures: 

i.

ii.

iii.

A request from an ECE program to the child’s Early Intervention program 
for assistance in preventing suspension/expulsion shall result in the Early 
Intervention program responding to the ECE program via phone or email 
within 48 hours and holding an IFSP or IEP team meeting within ten Early 
Intervention program calendar days from the date of the request for 
assistance from the ECE program.

If behavior was not previously identified as a special consideration on the 
IFSP or IEP prior to this request for assistance, Early Intervention must 
include the information in the IFSP/IEP at this time.

The parent’s procedural safeguards are followed in relation to 
placement changes.

If a child who has not previously been enrolled in Early Intervention is at risk 
of suspension/expulsion, the program must work with the child’s family to 
schedule an Early Intervention evaluation.

If the child is found not eligible for Early Intervention , the Early 
Intervention evaluator and the ECE program should assist the family 
in accessing other services and/or provide some strategy suggestions.








