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Introduction 
 
This Parent Handbook is designed to answer your questions about the policies and 
procedures at Horace Mann. We have tried to assemble as much information as possible 
regarding the Center.  Should you have any questions please contact the Center Supervisor, 
Anna Martirosyan at (818) 729-1650. 
 
Horace Mann is operated by Burbank Unified School District and supported by parent fees. 
Burbank Unified Children’s Centers are developed to provide high quality and educational 
activities focused around the social, emotional, cognitive, and physical growth of each child.  
 
Horace Mann reserves the right to change any policy in this handbook according to the 
needs and interest of the constituents of Horace Mann. A notice will be given to families 
about any change in policy as soon as possible.  
 
The center provides services to children from age 3 months through Pre- Kindergarten. Every 
classroom has one full time certificated teacher who is credentialed by the California State 
Department of Education.  All other caregivers are also Burbank Unified School District 
employees.  The adult to child ratio for the various age groups is as follows: 
 

       3 months        -      24 months       4:1 
2 years  - 3 years  8:1 
3 years  - 5 years  8:1 

 
 
 
 
 

 

 
 

 



 
 

Our Commitment to You 
 
While at the Center, the entire staff will provide your child with: 

• A safe nurturing environment where the health and safety of the children and adults is 
protected. 

• Activity areas that are defined by special arrangement. 
• Dedicated space for toddlers and preschoolers to encourage small group activities 

and/or individual activities. 
• Age appropriate materials arranged to promote independent use by children. 
• Educational programs that are efficient and effective and cater to the needs of children 

and parents. 
• A program staffed by adults with child development knowledge and who can provide 

for the needs of young children. 
• Information to parents related to their child’s progress. 
• A staff that welcomes parents as observers and contributors to the program. 
• A staff that provides opportunities for interaction to further enhance children’s social 

and intellectual development. 
 
Curriculum 
 
Horace Mann’s curriculum integrates Language, topics of Relevance, and Developmentally 
Appropriate Practices that help children gain self-esteem, gain new skills, and develop a 
healthy desire to achieve higher levels of learning. Our goal in each classroom is to build and 
develop school competence in each child. 
 
Emergent Curriculum for Pre-School Students 
 
The curriculum begins with topics of relevance in the lives of each specific group of children. 
These topics or areas of focus are inspired by teacher observations of children’s interest, 
emerging skills, activities and conversations. In partnership children and teachers explore the 
possibilities for discovery. Based on observation, teachers develop a plan which integrates 
children’s ideas into a variety of curriculum areas: art, math, language and literacy, science, 
outdoor play and dramatic play. Through Emergent Curriculum academics such as colors, 
shapes, numbers, letters, words, phonics, and other academic learning is embedded into the 
curriculum.   
 
Program Descriptions 
 
Each classroom is designed to give children the foundation they will need to build self-
esteem, to develop school competence, and to reach for higher levels of learning. 
 
 
 



 
 
Guidelines for Positive Discipline 
 
Through positive guidance of behavior and modeling, the faculty and support staff help 
children feel good about themselves and behave in responsible ways. 
 

• Expectations are limited to what is realistic and clarified for children so that they can 
understand what is expected of them. 

• An environment is created to enhance and encourage children’s positive behavior. 
(through praise and encouragement of appropriate behavior) 

• Teachers speak and act in ways they want children to speak and act. 
• Teachers encourage children’s efforts to build feelings of self worth and self 

confidence. 
• Children are provided with re-direction or encouraged to make appropriate choices.  

Natural and logical consequences such as loss of a choice area are used to motivate 
and empower children to make responsible decisions about their behavior. 

• Pro-social behaviors such as cooperating, helping, negotiating and problem solving 
are encouraged. 

 
Non-Discrimination 
 
Horace Mann is firmly committed to the practice of equal opportunity and non-
discrimination.  We administer our program for children and adhere to employment 
practices without regard to race, color, gender, religion, national origin, cultural heritage, 
age, disability, marital status or political beliefs.  We honor all equal rights and access 
protection of federal, state and local law. 
 
Supporting equal opportunity goes beyond our obligation under the law.  We work toward 
the cooperation of everyone in achieving a constructive learning and working environment.  
Discrimination or harassment in any form is not tolerated.  We are responsible for upholding 
this policy which requires that we treat each other with respect at all times.  
 
 
 
 

 
 
 
 
 
 

 
 
 



 
 

INFORMATION 
 

Hours of Operation: 
 

The Center is open Monday through Friday from 7 am to 6pm. You will receive a list 
of District and legal holidays. These dates will be posted in our office and reminders 
will be sent home with students.  Additionally, these will be noted on our annual 
school calendar. 

 
Arrival: 
 

All children should be in the Center no later than 10:00 am. If there is a situation 
such as a doctor’s appointment or an emergency, please call the office at (818) 729-
1650 to advise us of your intended time of arrival. No child will be accepted after 
11:00am. 

 
Pick Up: 
 

The Center closes promptly at 6:00 P.M.  Everyone needs to be out of the building by 
this time.  Children anxiously anticipate the arrival of a parent, so it is important that 
you are prompt.  If you are late you will be asked to sign the late book so the number 
of late pick-ups can be documented.  The late fee is $1.00 for each minute.  This fee 
must be paid in cash before your child can be readmitted to the Center.  Also, if you 
are late more than three times, your child may be suspended or terminated from the 
program. 

 
Emergency Cards: 
 

Upon enrolling your child, it is necessary to complete an emergency card.  It is 
essential that the telephone numbers on this card are current and accurate, since this is 
the primary source of data that will be accessed in an emergency or other situation.  
The emergency card must reflect the names of any other individuals that you 
authorize to pick up your child.  The Center will not release your child under any 
circumstances to any individual who is not on the Emergency Card.  Picture 
identification will be required for authorized individuals. 
 

 
 
 
 
 
 
 
 



 
 
Sign in/Sign Out: 
 

Each child must be signed in and signed out daily.  The full signature of the authorized 
individual is required (i.e., no initials).  Signature is required at point of service (i.e. 
parents cannot sign in and out at once).  They need to sign in at arrival and sign out 
at departure. 
 

 
Absences: 
 
 Please call the office if your child is going to be absent for any reason.  The office 

will notify the classroom.  If your child has a communicable disease, such as chicken 
pox, etc., please make this known at the time that you call. 

 
 
Fees: 

All fees are due and payable on the first day of childcare provided for that week.   
 

Appropriate Dress:  
 

Please dress your child comfortably and ready for a full day’s activities.  Keep in mind 
that children may be doing art projects with paints, and other forms of indoor and 
outdoor activities.  Please do not send children to school in dress clothes or pajamas.   

 
All children must wear appropriate shoes. Only tennis shoes or other closed toe shoes 
are allowed. Please be aware that dress shoes/boots that have smooth soles do not 
provide traction thus causing children to slip. Your child will be sent home if he/she is 
not wearing the appropriate shoes.  IT IS OUR POLICY THAT CHILDREN MAY NOT 
WEAR SANDALS, or OPEN-TOED SHOES.  Infants are not required to wear shoes. 
However, they must wear some type of foot covering.  Once your baby starts to stand 
and attempts walking, please provide footwear that offers a safe degree of traction. 

  
For your child’s safety, we highly recommend that your child not wear necklaces, 
bracelets, rings, or jackets with drawstrings while in our care. 

 
 
 
 
 
 
 
 
 
 



 
 
Telephone & Fax Numbers: 
 

The Horace Mann Child Development Center is not listed as a separate entity under 
Directory Information or the Yellow Pages.  We suggest that you carry the center 
number with you at all times.  You can always call BUSD’s main telephone number at 
(818) 729-4400 and ask for Horace Mann’s number.  The Horace Mann telephone 
number is (818) 729-1650. The FAX number is (818) 845-7906, as shown on the 
front sheet of this Parent Handbook  
 

Medication: 
 

The center is unable to give your child any medication, either by prescription or over-
the-counter, without the written consent of a licensed physician.   (See the “Request 
for Assistance with Medication during Regular School Day” form, with this packet). 
The label on a medication bottle is NOT sufficient and the Center cannot call your 
physician to verify any medication.  No exceptions or omissions will be made. 
 
MEDICATION MUST BE IN THE ORIGINAL CONTAINER AND MARKED WITH 
YOUR CHILD’S NAME AND CORRECT DOSAGE.  Please be sure to hand the 
medication to a staff member.  Do not leave it on a counter, in your child’s cubbies, 
lunch pail, or diaper bag. 

 
Please do not put any kind of medication in a child’s formula/milk/juice bottle. 

This could be very dangerous if a child has any kind of reaction or 
another type of emergency situation, and the center is unaware of the 
fact your child is on a medication. 

 
Transition: 
 

Each child is expected to make a transition to the next program based on 
chronological age, developmental progress and space availability. The transition 
process will be conducted during one-week period in which children are slowly 
integrated into the new program.  Each child will react differently, and some will need 
more time than others.  We value these differences and will do our best to 
accommodate children’s individual needs 
 
Preschool programs are designed to help give children the foundation they need to 
build self-esteem, to develop school competence and to reach for higher learning 
levels. 
 

 
 
 



 
Infants: 
 
The infant Program offers a warm, nurturing setting which includes: 
 

• A safe, comforting, and healthy environment. 
• A secure, trusting, primary care giving relationship. 
• Individual, loving attention. 
• Daily scheduling customized to meet your baby’s needs. 
• Activities rich in language to help you baby interact, explore and discover. 
• A safe and comfortable shoeless environment and separate sleep and play areas. 
• Activities that encourage your infant’s learning through touch, manipulation, pulling 

up and crawling. 
 
Toddlers 
 
The Toddler Program meets the needs of toddlers by offering an environment that provides 
security and encourages growth and learning.  The exciting activities will help your toddler 
emerge from babyhood to the wonders of childhood.  Our toddler program will support 
your toddler’s growth in a variety of ways: 
 

• Warm, caring faculty providing supportive guidance. 
• A play setting where beginning friendships are established. 
• An interactive setting in which language skills expand rapidly. 
• Opportunities to make simple choices and develop self-help skills. 
• Exciting introductions to music, art and books. 
• Physical activities to encourage movement and exploration. 

 
Preschool 
 
The Preschool Program offers an integrated curriculum to foster your child’s love of learning 
and feelings of success.  Our supportive environment encourages curiosity and creative 
thinking.  Through a variety of activities, we support your child’s intellectual, social, 
emotional and physical growth: 
 

• A print-rich environment (filled with printed and stenciled letters, words and 
pictures) that expand your child’s interest in printed language. 

• Storytelling activities that foster a beginning love of reading. 
• Dramatic play activities that help your preschooler experiment with different roles and 

make sense of his/her world. 
• Small-group activities that help your preschooler develop social skills. 
• Music and movement experiences that expand your child’s creativity and interest in 

sound and rhythm. 
 
 



 
• Art and fine motor activities that contribute to pre-writing skills. 
• Hands on science and math activities that encourage questioning and further 

exploration. 
 
 
 
Our program offers time during the daily schedule for children to spend outdoors within an 
age appropriate playground designed to meet their emerging skills and interests.  Children 
will have the opportunity to play outdoors as part of our regular daily program, except 
during inclement weather. 
 
Primary Care giving (Depending on Room) 
 
Primary care giving is a method which strengthens the link between parents, children and 
teachers.  By assigning a primary teacher to each child, we are encouraging families to 
establish a relationship with a particular faculty member who will be especially focused on 
their child’s developmental progress and needs.  A child’s primary caregiver is that member of 
the teaching team who assumes primary responsibility for a particular child’s program and for 
communication with that child’s family, especially during parent-teacher conferences.  In 
assigning children to a particular teacher we are asking that individual to assume primary 
responsibility, not total responsibility for the child.  All teachers on the team will interact 
with and provide learning experiences for every child.   

FEES 
 
FULL TIME: 

Without Food 
Infant to 2 years   $425.00/week 
2 to 3 years   $365.00/week 
3 to 5 years   $325.00/week 

 
 
    
There is a $100 annual registration fee payable at the time of enrollment. The registration fee is 
NON-REFUNDABLE.   
 
Also, vacations, illness, and school holidays do not excuse the fee payment.  Your fee is based on 52 
weeks per year with no exceptions. 
 

• NON PAYMENT OF THE APPROPRIATE FEE FOR TWO (2) CONSECUTIVE 
WEEKS WILL CONSTITUTE WITHDRAWAL FROM THE CENTER. 

 
You may make arrangements with the office to pay once each week, every two weeks, or once each 
month.  However, you decide to pay, your payment must be in advance of the services provided. 

 
 
 



 
 

THINGS YOUR CHILD WILL NEED FOR SCHOOL 
 
INFANTS OR YOUNG TODDLERS: 
 

o ONE CASE OF FORMULA:  The formula must be “ready-to-serve” type in order to 
comply with Health Department regulations.  Please do not bring in bottles already 
filled because we must know first hand what each bottle contains.  The only exception 
to the above is if you are breastfeeding.  In this case, bottles may be made up ahead of 
time, and you will need to bring in extra breast milk that can be kept in the freezer (or 
formula) that can be given to your child in the event of a disaster.  We need enough 
supplies to care for the children for 72 hours in case of a disaster. 

 
o FOOD:  Strained or table food (i.e., cereals, etc.) need to be provided on day in 

advance to the center, so a reserve source can be established. 
 

o ONE BAG/BOX OF DIAPERS:  Label the bag/box of diapers and the staff will label 
individual diapers.  DO NOT BRING PULL UPS. 

 
o ONE BOX PER WEEK OF DIAPER WIPES  

 
o TWO COMPLETE CHANGES OF CLOTHING:  Provide shirts, pants, socks, and 

clothes that can accommodate the changeable California weather.  Clothes that are 
dirty will be placed in a plastic bag for you to take home.  Please remember to bring 
back what you are taking home the next day so your child always has a supply of clean 
clothes. 

 
o BOTTLES:  You will need to bring at least two bottles and two covers for the nipples, 

both of which MUST be clearly labeled with your child’s name.  Bottles must be taken 
home each night, and clean ones brought in the next day to comply with the health 
regulations.  If you use bottles that take plastic liners, bring a full box of liners. 

 
o CUPS:  When your child begins to use a cup and you want them to use it here at 

school, you will need to bring a labeled “tippee cup” from home.  This cup needs to be 
taken home each night and brought in clean the next day.  Small Dixie cups are 
provided for the children once they are able to handle them. 

 
o DIAPER RASH CREAM:  The application of any type of diaper rash cream requires a 

release (i.e. authorization form) from a licensed physician. 
 

o SUNSCREEN:  It is suggested you provide a sunscreen lotion for outdoor activities.  
This lotion should be labeled with your child’s name.  An unscented type of lotion 
will minimize the attraction of bees, etc. 

 
 



 
o STORAGE BASKETS:  Baskets are provided for all of your child’s belongings.  Parents 

in the Infant Room may wish to bring their children’s belongings in a diaper bag. 
 

FOR PRE-SCHOOLERS: 

 

o TWO COMPLETE CHANGES OF CLOTHING: Provide shirts, pants, socks, underwear 
and clothes that can accommodate the changeable California weather.  Clothes that 
are dirty will be placed in a plastic bag for you to take home.  Please remember to 
bring back what you are taking home the next day so your child always has a supply of 
clean clothes.  Since many of the older children will not change their clothes because 
of fewer accidents, be sure to periodically check your child’s basket to be sure the 
clothes still fit and are weather appropriate. 

o SUNSCREEN: Please provide sunscreen lotion for outdoor activities.  This lotion 
should be labeled with your child’s name.  An unscented type of lotion will minimize 
the attraction of bees, etc. 

o SHEET AND BLANKETS: Parents will provide a bottom sheet and blanket for naptime 
(crib-size). These will be taken home on Friday of each week to be laundered and 
returned on Monday. 

o OPTIONAL PERSONAL ITEMS:  Share toys – all children like to bring items from 
home to share with their friends; some classrooms have a designated day for sharing.  
Please ask the classroom teacher before bringing items to share.  Expensive toys or 
toys that have many little parts that can easily be lost are not recommended and 
should not be brought to school. No guns or super heroes. 

 

ALL PERSONAL BELONGINGS MUST BE LABELED WITH YOUR CHILD’S NAME (WITH 
PERMANENT SHARPIE MARKER).  THIS INCLUDES JACKETS, SWEATERS, SHOES, 
SOCKS, PANTS AND UNDERWEAR.  THE CENTER IS NOT RESPONSIBLE FOR ANY LOST 
ARTICLES. 

 

BIRTHDAYS 

We will acknowledge your child’s birthday in the classroom by singing “Happy Birthday” 
having your child wear a “Birthday Crown” and/or choosing him/her to be the “Helper of the 
Day”. You may want to “donate” a book to your child’s classroom the book will have a 
special label that will recognize your child’s donation.  

In order to promote a healthy lifestyle NO cupcakes, cake, ice cream, cookies or any other 
sweets are allowed in our Center. To celebrate your child’s birthday, you may bring cheese 
pizza, vanilla yogurt, fruit/veggies, or 100% fruit juice popsicles.  ALL FOOD ITEMS MUST BE 
STORE BOUGHT.  This requirement is school district policy. 

 
 



 
 

REQUIREMENTS FOR FOODS PROVIDED FROM HOME 
 

o Provide nutritionally balanced foods for snack and lunch. 
o Mark the food that is to be served for snack or lunch, otherwise the staff or your child 

will choose. 
o No candy. 
o If you need a menu of suggestions, see your child’s teacher or stop by the office.  

 
Note:   Water is available throughout the day.  Children are encouraged to drink water often 
 

 
 

CURRENT TEACHER ASSIGNMENTS 
 

All listed teachers in the program are fully credentialed by the State of California; they are 
assigned as follows: 

   
 

  Infant Room   Roberta Rohwer          7:00 – 3:00 
                                                                       Josephina Khachoyan 2:30 – 6:00 
                                                                                    
                        Room 1   Jocelyn Moench         8:45- 6:00 
 

Room 2   Zoya Aboolian           7:00 – 4:15 
   
Room 3   Mariet Esagholian       7:00 – 4:15 
 
Room 4   Rosie Rivera                8:30 – 4:30 
 
Room 5   Jocelyn Garfiaz           9:00 – 5:00 

    
   Room 7   Deidra Ross                 10:00 – 6:00 
                                                                      Josephina Khachoyan 8:45 – 12:30 
                        
 
 
  
 
 
 
 
 
 



 
  
    

 
It is important to communicate with the staff that is caring for your child.  Parent 
conferences will be offered to parents periodically. Feel free to make an appointment with 
your child’s teacher at any time you wish to discuss matters concerning your child which can 
not be addressed over the telephone or via a brief arrival or departure conversation.  Messages 
for teachers can be left with the office and he/she will return your call.  It is requested that 
parents not engage any staff member in extended conversations during routine classroom 
hours, since their primary attention must be devoted to the supervision and care of all 
children present. 
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