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WHO WE ARE 

 
Vision 
All San Francisco students receive an education that is equal to their extraordinary potential regardless of their 
background. 
 
Mission 
The New School of San Francisco will demonstrate a holistic 21st century education that instills a love of learning now 
and prepares students and families for success in the future. 
 
Guiding Principles 
The following beliefs serve as the pillars for our school. They help guide our actions, reinforce what matters most, and 
communicate broadly who we are. 
  
 

We learn by doing.  We celebrate diversity & practice equity. 

Our student-centered approach to learning allows 
students to dive into their own passions, collaborate 
with others, and apply their knowledge through 
hands-on experiences. Our integrated units are built 
around an essential question that connects all 
content areas and draws upon Common Core 
standards. Projects and learning build over time, 
connecting the past, present, and future. 

 

 

We believe there are real and lasting benefits to 
representing varied perspectives and cultures within 
a school community. For this reason, we are diverse 
by design with a schoolwide approach that reflects 
and actively includes the rich socio-economic, racial, 
and ethnic backgrounds of students and families. 

 

We believe every child is unique.  We build community through partnerships. 

Each child enters the classroom with a unique set of 
strengths and needs. To address these, we design 
Individualized Learning Plans with differentiated 
goals and strategies, enabling each student to learn 
at the right pace with the right group to meet the 
learning objective. To become the best version of 
themselves, students will explore their own 
identities, practice empathy, and learn from others. 

 

 

Our most significant partners will be our families. They 
play an active role in their child’s learning, and staff will 
build long-term relationships to ensure students develop 
personally and academically. We will also establish strong 
relationships with local organizations so that our students 
engage with the city as a living classroom, our families 
receive supports to thrive in an ever-changing city, and 
we learn alongside others to iterate on and contribute to 
best practices in 21st-century learning. 
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Our Values 
NSSF community members are Courageous, Curious, Kind, Respectful, and Responsible. These values are represented 
and upheld in all that we do.  
 

Staff Roles & Responsibilities 

Heads of School 
Emily Bobel Kilduff & 
Ryan Chapman 
  
Emily@newschoolsf.org 
Ryan@newschoolsf.org 

Our co-leadership model ensures we build and maintain a sustainable school and 
organization over time. Emily is focused on fundraising, programmatic work, 
marketing/communications, hiring, and staff development, while Ryan is focused on 
facilities, finances, state compliance, family engagement, community work, and 
supporting daily operations. Shared work includes board management, team culture, 
and overall school vision and strategic planning. 

Director, Community 
Christina Cañaveral 
  
Christina@newschoolsf.org 

Christina’s work encompasses community involvement and partnerships – from 
engaging and empowering our families, to ensuring we recruit a diverse population of 
students each year, to building strong partnerships in the community to support our 
students and families. 

Director, Curriculum & 
Instruction 
Shernice Lazare 
  
Shernice@newschoolsf.org 

Shernice is responsible for building and demonstrating an integrated inquiry 
curriculum that puts students on a path towards life-long success. She manages and 
coaches our faculty, ensuring they, too, are growing and performing at their best. 

Director, Student Access 
Trevor Burns 
 
trevor.burns@newschoolsf.org 
 

Trevor is responsible for overseeing and implementing our Special Education program. 
He works directly with all service providers, teachers, and families to ensure we are in 
compliance and, most importantly, that we are meeting the needs of all students with 
special needs as outlined in a child’s IEP. 

Operations Manager 
Elizabeth Maki 
  
elizabeth@newschoolsf.org 

Elizabeth manages school operations and data/systems and supports in development. 
Her operations responsibilities include: systems, technology, data, compliance, food 
service, human resources, and finance. She supports the Heads of School in 
fundraising, including working with the parent development committee, tracking 
fundraising, managing back-office paperwork, and developing proposals. Elizabeth 
supports the Leadership Team on moving the school’s yearly priorities forward.  

Master Teachers (MT) The Master Teacher role enables a lead teacher who has had a significant impact on the 
school’s performance and growth for at least 2 years to broaden their impact by leading 
colleagues in additional areas. The role is comprised of two parts: classroom-based 
instruction and planning, and school-wide support on based on school needs and a 
passion/strength of the teacher. 

Lead Teachers (LT) 
 

We have a co-teaching model to ensure a lower teacher-to-student ratio and to 
develop and grow Resident Teachers into Lead Teachers. Our Lead Teachers are 
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responsible for the overall unit and daily classroom plans that ensure our students are 
setup to thrive. They design aspects of the curriculum, collaborate with the Resident 
Teacher to ensure each student’s needs are being met, engage in peer coaching with 
the Resident Teacher, and manage the progress of Individualized Learning Plans. 

Resident Teachers (RT) 
 

Our Resident Teachers share the responsibility of student success and lead on various 
parts of the curriculum. They collaborate with Lead Teachers to build curriculum, 
reflect on student progress, and develop interventions to meet student needs.  

Creative Arts, Teacher 
Omar Rodriguez 
  
Omar@newschoolsf.org 

Omar is responsible for the Exploratory period of the day, when kids build their 
toolkit of ways to express themselves through the visual arts, performing arts, and 
tinkering. The curriculum is woven into and builds upon the inquiry arc, so that the 
arts are truly an integrated part of our program. 

Spanish, Teacher 
Hannah Caminos 
  
Hannah@newschoolsf.org 

Hannah’s curriculum combines both language instruction and an exploration of the 
diversity of Latino culture. What students learn during this part of the day fits into 
the broader inquiry arc. Additionally, Hannah collaborates with all teachers to ensure 
Spanish is present throughout the day. 

Physical Education Facilitator  
Michael Ratliff 
 
michael@newschoolsf.org 

Michael develops and implements our Physical Education program, pulling from 
Playworks curriculum and his own creative ideas. He works to integrate key social 
emotional skills with gross motor development and lots of fun. He also leads one of 
the clubs for Exploremos. 

Learning Specialist 
Tiffany Sancimino 
  
tiffany.sancimino@ 
newschoolsf.org 

Tiffany works with students, teachers, and families to ensure that students with 
special learning needs have the resources and supports they need. She will work 
closely with the Director of Student Access to implement our Special Education 
program and realize our school’s commitment to inclusivity. 

Operations Coordinator 
Megan Hugel  
 
megan.hugel@newschoolsf.org 

Megan is responsible for many of the day-to-day logistics of running a school, 
including the organization, processes, and communication of the school’s 
administrative office. This position acts as the focal point and hub of school 
communication and family engagement. Working closely with the Operations 
Manager, the Operations Coordinator is responsible for ensuring the smooth day-to-
day running of the school. 

Exploremos Director 
Denisse Mancia Braun 
denisse@newschoolsf.org 

Denisse coordinates our Exploremos After-school Program, which runs each 
afternoon at NSSF and provides a combination of enrichment, art, play, rest (given 
we have long school days!), and exposure to the Spanish language.  

Carlos Palacios & Martha 
Trujillo  
Maintenance 

Carlos and Martha work tirelessly every night to make sure our school is ready for 
children everyday when we open our doors. They are a husband and wife team who 
hail from Colombia and have 5+ years experience in maintaining the facilities of large 
organizations.  
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EDUCATIONAL MODEL 
 

What is Inquiry? 
 

“Education is not preparation for life, but life itself.” – John Dewey 
 
Inquiry is at the heart of New School SF  teaching and learning. It is integrated into all parts of the curriculum, from 
science and social studies to literacy and math. We see inquiry as an approach that fosters our guiding principles and 
supports our mission and vision. 
 
Our inquiry approach has clear and defined learning outcomes, aligned with Common Core and Next Generation 
Science Standards and the Civic, Career, and College Framework, which require teacher planning. However, the 
inquiry process is driven by student choice and voice and strongly supports educators to implement these ideas, 
questions and solutions into the learning progression. 
 
The inquiry arc involves three main stages:  

 
 
 
Exploration 
Exploration is the initial period of inquiry and investigation of concepts. Students wonder, notice, ask questions, make 
predictions, test hypotheses, and generally become immersed in the inquiry process. 
 
Expression 
As the inquiry progresses, students use a variety of resources to collect and record data, represent and explain results, 
and dig deeper to make meaning of the inquiry. 
 
Exposition 
This final stage of inquiry provides a showcase for learning. Students use a variety of mediums and materials to apply 
their newfound learning, skills, and strategies to share with a wider audience, solve a problem, or take action. 
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Literacy  
Utilizing the Common Core State Standards and Lucy Calkins’ Readers & Writers Workshop as guides, we have a 
balanced literacy approach that integrates reading, writing, listening, and speaking standards into Inquiry Arcs. 
Therefore, literacy will be addressed explicitly during literacy blocks and in an ongoing fashion through all subject areas. 
Reading instruction will include intentional development of decoding, fluency, comprehension strategies, and analytic 
skills, all of which contribute to robust literacy skills for all children. Additionally, students will be exposed to a variety 
of genres and increasingly complex text over the course of their academic trajectories. We will utilize multiple 
diagnostic measures to understand each student’s strengths and areas for growth, and this data will enable teachers to 
personalize learning for each student. Most importantly, the literacy program is designed to instill a love of reading in 
students, to that end, an important aspect of our Home School Connections is that children read [or are read to] 
everyday. 
 
Teachers will guide students through the writing process of pre-writing, drafting, revising, editing, and publishing as well 
as word work focused on phonemic awareness, phonics, spelling, grammar, and vocabulary. We will support students to 
write, both for communicating academic content and learning, as well for personal expression and reflection. Students 
will have opportunities to write across genres through Inquiry Arcs broadly, and, in Writers Workshop, writing will not 
only focus on skill development and the technical aspects, but also be a vehicle for student voice and expression. 
Students will be encouraged to write about their own interests and be creative. 
 

Math 
Mathematics and quantitative reasoning skills will be central at NSSF. At all grade levels, students will participate in 
engaging, inquiry-based, hands-on math experiences that require critical thinking, problem-solving, and conceptual 
understanding. We will hold high expectations for all students in math development, and will provide ample support for 
students to reach these expectations. California’s Common Core Content and Practice Standards along with 
Cognitively Guided Instruction will provide the foundation for work in math. 
 
Our math program will be cohesive and incorporate all areas of mathematical proficiency such as fluency, conceptual 
understanding, adaptive reasoning, strategic competence and most importantly, a positive attitude and mathematical 
identity. It will provide frequent opportunities for the use of academic language. Hands-on activities in the classroom 
will help students appreciate the connections between math concepts and the world around them, and provide an 
opportunity to practice “math talk” in authentic settings. Similarly, math will be applied in various ways through Inquiry 
Arcs. In these Arcs, students will explore complex problems that require the use of quantitative reasoning and 
collaborative problem-solving skills. 
 
Science 
Our science program will emphasize inquiry, curiosity, collaboration, and scientific literacy. Throughout their years at 
New School SF, students will engage deeply in scientific practice, developing a complex understanding of core ideas, 
familiarity with cross-cutting concepts, and vital critical-thinking skills. 
 
The program will be guided by the Next Generation Science Standards, A Framework for K-12 Science Education: 
Practices, Crosscutting Concepts, as well as additional science and engineering resources like Full Option Science 
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System (FOSS) kits, an interactive science program. Throughout the science curriculum, students will move through 
the inquiry process by asking questions, using tools, developing models, carrying out investigations, analyzing and 
interpreting data, developing evidence-based arguments, and using skills such as reading, writing, and math to explore 
science concepts. 
  
Social Studies 
The Social Studies curriculum will build students’ understanding of themselves and the world around them. Using the 
inquiry arc, the social studies curriculum will naturally build upon students’ prior knowledge and experience, and it will 
honor and celebrate their diverse backgrounds and cultures.  The Civic, Career, and College (C3) Framework and CA 
Social Studies Grade-level Standards will provide a foundation for student learning. The curriculum will include four 
main social-science disciplines, including: 1) History; 2) Geography; 3) Civics; and 4) Economics. Students will learn to 
distinguish fact from opinion, connect cause and effect, and examine history through a variety of lenses and 
perspectives.   
 
Physical Education 
Physical education (PE) is critical for student learning, and for maintaining one’s personal well-being. The objective of 
the physical education program at New School SF is for students in 1st grade and beyond to develop healthy lifelong 
habits. The PE program will be based on the CA physical education standards. 
 
PE will take place 3x/week for 35 minutes each period. In this time, students will develop an awareness of their bodies 
and understand how physical fitness and exercise can contribute to their overall happiness and wellness. For example, 
students may learn how physical activity can relieve stress or help with focus. PE activities will also contribute to an 
integrated social-emotional program as students practice habits like cooperation, fairness, teamwork, and honesty 
through athletics. 
 

Exploratory Arts 
Exploratories in visual arts, music, dance, and tinkering provide a concrete time for students to engage in creative 
expression. The arts provide multiple ways for students to access and interact with content and learning, and help 
students become well-rounded, creative thinkers. Students will be encouraged to utilize the arts to communicate their 
learning in core subjects and as a platform for personal expression. 
 
Lessons and topics of study in Exploratory will align to Inquiry Arcs so that students see interdisciplinary connections 
between core subjects and the arts in everyday life. Finally, excursions will be a regular part of learning, exposing 
students to the vibrant artistic culture in and around San Francisco. 
 
Spanish Program 
We believe that a regular language program will build students’ skill set for college and the workforce, and through 
deeper learning experiences, help them engage with the wider community of San Francisco and beyond. In our first two 
years, all students will receive Spanish Language & Culture. The time allocated will follow the recognized pedagogical 
model of Foreign Language in Elementary School (FLES) as seen in schools in San Francisco Unified School District 
such as Rosa Parks Elementary and Clarendon Elementary. The learning goals of the language program are as follows: 

1. To acquire proficiency in listening and speaking Spanish 
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2. To acquire an understanding of and appreciation for Spanish-speaking cultures 
3. To acquire 3rd-grade level proficiency in Spanish reading and writing by 5th grade 

In parallel with the Inquiry Arcs that guide instruction in literacy and math, Spanish unit plans will be designed to 
prioritize depth of learning for students. Additionally, concepts and terms learned in Spanish will be woven into other 
parts of the day. 
 

Technology 
Technology skills and digital literacy are integral to any student’s education in the 21st century. Students will utilize 
technology to bolster their creativity and innovative capacity, and progressively develop an understanding of how to use 
technology effectively to communicate, collaborate, and conduct research. This means, beginning in 3rd grade, 
students will use computers, the Internet, and other multimedia devices as learning and communication tools to better 
understand the world around them. Learning goals will include basic computer fluency, the creation of multimedia 
projects, demonstration of basic Internet research skills, and online collaborations. 
 

Home School Connections 
Home School connections serves as an important resource for students and families. The purpose of Home School 
connections is for students to bring home and share their learning with their families, as well as provide structured time 
for students to hone learning skills in partnership with families. Your teachers will implement home school connection 
expectations that are both developmentally and grade level appropriate.  
 

Co-Teaching Approach 
Co-teaching is defined as two teachers (Master, Lead and/or Resident Teacher) who share the planning, organization, 
delivery, and assessment of instruction, as well as the physical space. The Master or Lead Teacher is a mentor and coach 
to the Lead or Resident Teacher and is ultimately responsible for setting classroom vision and developing curriculum. 
The Resident Teacher (RT) is also a qualified teacher with classroom experience who brings an additional set of skills, 
strategies, and passions to the classroom. In addition to supporting student growth, RTs are expected to focus on 
improving classroom practice and grow as professionals. The goal is that these two teachers work in tandem to manage 
the entire classroom ecosystem, as well as mentor and support one another. At New School SF, we believe in the co-
teaching model and understand its importance not only for differentiating and meeting all student needs, but also 
bringing out the best in teachers! 
 

Inclusion + Differentiation 
An inclusive education is essential to the culture of New School SF. Inclusion is about how we develop and design our 
classrooms, programs, and activities so that all students learn and participate together. We are proud to embrace a variety 
of learning styles and it is our responsibility to meet the academic, social, and emotional needs of all students. Our 
educators have a shared sense of responsibility for the success of all students. To this end, educators meet students 
where they are at so that everyone has access to the learning environment. Inclusion fosters not only a physical 
presence but also meaningful participation in one’s education. We collaborate with families because they are an 
essential part of their child’s education. The various supports and services we provide ensure students receive the 
accommodations and modifications needed to access and learn in the classroom, alongside their peers.  
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English Language Development 
A core part of New School SF’s mission is to meet the educational needs of all students in an environment that fosters 
an appreciation and understanding of other languages and cultures. To support all English language learners (ELLs), 
New School SF will comply with federal and state mandates regarding ELL education, re-designation of ELL students, 
and equal access to the curriculum for English-language learners. 
 

Personalized Learning 
Personalized Learning is a key pillar of our school’s philosophy, and it begins with knowing each individual child. We will 
get to know each student’s strengths and areas for growth, as well as his or her interests, passions, and ambitions. From 
there, we create a learning environment where students’ individual needs are met and their collective potential is 
tapped. Teachers use effective differentiation strategies such flexible grouping and ongoing assessments to inform their 
instruction. 
 
Additionally, each child has an Individualized Learning Plan (ILP), which tracks individual goals, achievements, progress, 
challenges, and interests. It is also where teachers document feedback and reflections to help students grow and learn 
over time. The ILP is shared with parents several times a year in conjunction with a formal parent teacher conference. 
However, parents and teachers are always welcome to schedule additional parent conferences as needed. 

Special Education Program 
At New School SF, we strive to meet the needs of all students, including but not limited to those with disabilities and 
Individualized Education Plans (IEPs). We are open to all students and will not discriminate on the basis of disability. 
Additionally, we follow all state and federal laws regarding students with disabilities and the development, 
implementation, and monitoring of Individualized Education Plans and 504 plans. If you have a belief that your student 
may have a disability, he or she may be eligible under Section 504 of the Rehabilitation Act or under the Individuals 
with Disabilities In Education Act to receive special services. Please first request a conference with your teachers to 
share your concerns and/or receive more information about eligibility, assessment, IEP/Section 504 Plan development 
and implementation, and monitoring. All Special Education services will be coordinated through our new partnership 
with Seneca (more information can be found here: www.senecafoa.org) and delivered by Seneca employees and New 
School SF staff.  
 

BUILDING A SAFE & SUPPORTIVE LEARNING ENVIRONMENT 

Equity Focus 
From our guiding principles, equity is essential in creating a safe and supportive learning environment at New School 
SF. We balance the needs of individuals and the needs of our community, and at times that process can feel difficult, 
bring up tough conversations, and push us to grow in new ways. We expect our children, staff, and families to approach 
equity work with an inquiry mindset: with an open mind, asking questions, and seeking to better understand the 
reasoning behind how equity plays into our decisions. Equity is the lens through which we view all of the following: 
 

Social Emotional Learning (SEL)  
In attending to the whole child, New School SF will incorporate social emotional development into all aspects of 
teaching and programming. We view SEL as the process of identifying and applying skills to know oneself, setting and 
working towards goals, empathizing, building positive relationships, engaging in conversations about diversity and 
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inclusiveness, and making responsible decisions. 
 
SEL is a focus at every grade level and a primary component of teacher development. We recognize that SEL cannot be 
taught and exercised in bursts, but must be demonstrated and practiced continuously. The majority of explicit SEL 
instruction will take place through activities, individual and group conversations, and verbal transparency in Pod Time. 
However, SEL is also a mindset that all staff will be committed to modeling in every interaction: in the classroom, 
amongst staff, and in family and community relationships. 
 
The Collaborative for Academic, Social, and Emotional Learning (CASEL) has created a framework that will be useful 
for New School SF in building a common language around SEL guiding principles. Because SEL is unique to each child, 
these core competencies can be used by teachers to build their own SEL rubrics, to know what to look for in 
observation and narrative documentation about students’ personal growth, and to evaluate school-wide SEL programs 
and evaluation methods. 

SEL Core Competencies: 

·       Self-awareness 
·       Self-management 
·       Social awareness 
·       Relationship skills 
·       Responsible decision-making 
 
This year we will be using the SEL Curriculum Kimochis, and community building experiences from Tribes & 
Responsive Classroom models. 
 

Positive Behavior Interventions and Supports (PBIS)  
PBIS is defined as a framework organized at a school wide level for behavioral interventions on an integrated continuum 
that enhance academic and social behavior outcomes for all students. For New School SF, PBIS is adopted both in the 
classroom and school wide as a way to recognize and reinforce positive behavior and expectations with all students. 
School wide expectations are rooted in our school values (courageous, curious, kind, respectful, and responsible) and are 
introduced, explicitly taught, and practiced throughout the year. For more information on our expectation matrix and 
PBIS, please see our Appendix.  
 
Part of our PBIS program is the use of New School SF community cards. Community cards are given in recognition of 
a student displaying one of our values within the classroom or in other school environments (at lunch, at recess, on field 
trips, etc.). All New School SF students have multiple opportunities in a school day to earn community cards. At the 
end of the week all students who have earned community cards will be able to participate in a class lottery to wear a 
“New School Super Friend Cape” and will be recognized at our All School Meeting (ASM) on Friday mornings. All 
students will have an opportunity to wear the cape and be recognized at ASM. The Culture and Climate Committee 
regularly collects data in order to mold the program to meet the needs of all our students.  
 

Restorative Practices 
A robust, authentic community is essential in creating an emotionally and physically safe environment where learning 
can flourish. To that end, we implement Restorative Practices: tools and vocabulary that staff, students, and families 
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can use to build and repair relationships. From our SEL perspective, Restorative Practices play a key role in establishing 
common language and strategies that aid in the growth of our students’ social-emotional core competencies. 
 

Response to Challenging Behavior 
As a school, our ultimate priority is to maintain the safety of all members of our community, both emotionally and 
physically. This applies inside classrooms, around our school building, outside at the park, or on field trips. As stated 
above, teachers take a proactive approach: teaching conflict resolution skills, setting clear expectations, reinforcing 
positive behavior, and redirecting misbehavior. In response to any sort of misbehavior that infringes on the safety of our 
community, our goal is to be focused on being rehabilitative rather than solely punitive. As first-line approaches to 
misbehavior, all staff will employ natural and logical consequences. As part of that, maintaining all students’ dignity 
rather than shaming or blaming them is central to a restorative approach to discipline. 
 
At times when a behavior crosses a line, is disruptive, or unsafe (emotionally and/or physically), our intervention ladder 
serves as a guideline for defining tiers of unacceptable behavior and associated consequences. This is not intended to be 
a comprehensive, exhaustive list but rather a snapshot of the types of behaviors that fall into each category and the 
associated types of responses these tiers of behaviors trigger. The school always retains discretion to take into account a 
myriad of factors to determine consequences for misbehavior including context, if a behavior is rare or recurring, 
whether malice or ill intent preceded the behavior, if a student has a disability impacting behavior, and if the student is 
already on a specific behavior plan. The law ultimately governs what New School SF will do to ensure a safe & 
supportive learning environment for all members of the school; the school will follow the California Education Code for 
any major behaviors that require more intensive interventions and supports.  
*For more information regarding our major and minor behaviors, please see our appendix  
 
Bullying  
The New School of San Francisco believes that all students have the right to a safe and supportive school environment. 
The school and community have an obligation to promote our values of kindness, respect, responsibility, curiosity and 
courageousness. The New School of San Francisco will not tolerate behavior that violates the safety of any student. A 
student shall not bully another student through words or actions. The school defines bullying as: 
 
Unwanted, aggressive behavior between children that involves a real or perceived power imbalance. The behavior is 
repeated, or has the potential to be repeated, over time. 
 
In order to be considered bullying, the behavior must be aggressive and include: 
 
An Imbalance of Power: Bullying is a conscious and deliberate use of power - such as physical strength, access to 
embarrassing information, or popularity - to control or harm others. Power imbalances can change over time and in 
different situations, even if they involve the same people. 
Repetition: Bullying behaviors happen more than once or have the potential to happen more than once. 
 
Bullying includes actions such as making threats, spreading rumors, attacking someone physically or verbally, and 
excluding someone from a group on purpose. When investigating an incidence of reported bullying the school will take 
into account the above factors in addition to context provided by the student being bullied, and staff members who 
have witnessed the bullying (if applicable), in order to determine the appropriate response.  
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DAILY SCHEDULE & PROGRAMS 
 

You can f ind our  academic calendar and dai ly  bel l  schedule  in  our  appendix .   
  

Gentle Beginnings 
Gentle Beginnings refers to the first three days of school (Wednesday, August 23rd through Friday, August 25th), and 
is designed to provide a soft transition for students into the school year. It is also an important opportunity for teachers 
to get to know students and determine class assignments for kindergarten and new students. There are several 
important things to note about these three days: 
 

● All three days are early release days. School is from 8:40am – 1:10pm. 
● Exploremos (our afterschool program) will operate on a limited schedule (1:10-3:30pm) during Gentle 

Beginnings. 
● There is morning care beginning at 7:45am on Thursday and Friday only. 
● Kindergarten students will receive their individualized schedules for Gentle Beginnings prior to the first day of 

school.  Please make time to go over the schedule with your student. 
● Kindergarten students will receive their class assignments on Friday afternoon.  

        
At New School SF, we place a great emphasis on creating well-balanced classroom communities. We consider gender, 
academic ability, social and emotional skills, learning styles, friendships and behavior needs. Gentle Beginnings is the 
process we use to balance our classroom communities for kindergarten every fall. For grades 1 and above, grade levels 
use a similar process to create classrooms prior to the beginning of each school year. In order to make these decisions, 
we consider the educational, emotional, and social needs of each child, as well as classroom dynamics as a whole. Once 
teacher and classroom assignments are made for a given year, there are no switches or changes that will be made if 
requested by families, parents and/or guardians. All decisions about classroom assignments are made at the discretion 
of the staff and administration of New School SF. We strive to develop well-balanced classrooms by creating student 
groups and assigning students to teachers so as to best meet their academic, social, and emotional needs. Throughout a 
student’s time with our school, they will have the ability to be placed with different permutations and groupings of 
students within their grade level. We believe this is a healthy process for New School SF students that nurtures their 
abilities to work with a wide range of peers.  

       
Morning Care + Breakfast 
Please note that we do not provide morning care on the first day of school. 
 
We provide morning care from 7:45 a.m. until classrooms open. Morning care is a service we currently provide for free 
to support the needs of our families and is meant to be a safe space with a few quiet activities (drawing, reading, board 
games). You will need to bring your child into the cafeteria and sign your child in with the team member on duty.  
 
Breakfast will be available to students who have ordered in advance from 8:05-8:25am. Any students not eating 
breakfast will move to the play yard at 8:15am. You can order breakfast via your Boonli account.  
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After 8:15am, there will be a staff member at the white zone to supervise your child’s walk into school; to keep the 
white zone moving smoothly, we ask that you do not get out of your car after 8:15am.  
 

Exploremos 
New School SF’s After-school Program, Exploremos, offers a fun, enriching, and safe environment for children. All 
children begin their afternoon with playtime and a snack, giving them the opportunity to wind down and talk to friends 
and teachers. The program runs from dismissal until 6:00pm each day on our campus. Families are able to opt in for 1 
to 5 days per week. It operates on a sliding-scale model based on hourly usage, making it accessible to all families. 
Families are invoiced monthly.  
  
The focus is on children having fun, feeling good about themselves, and caring for one another. Exploremos runs on a 
club model where children choose a club monthly. Activities may include music/singing, dancing, costuming/prop 
making, puppetry, different types of visual/performing arts, animation, games, cultural celebrations, and more. The 
program will be an extension of our core values of community, respect, equity, inclusion, celebration of diversity, and 
will celebrate each child’s unique voice, feelings, and needs. There are daily experiences in Spanish linked to the Spanish 
curriculum implemented during the school day. For more information regarding Exploremos, please email 
exploremos@newschoolsf.org. 
 

Early Release 
Wednesday is our early release day, and dismissal is at 1:10pm for the entire school. Given how dynamic and 
differentiated our curriculum is, as well as its integration with Art and Spanish, our early release day provides time for 
the whole team to plan, reflect, and receive professional development together. Exploremos begins at 1:10pm on 
Wednesdays and runs until 6pm. Parents are responsible for enrolling their child in a program if they need care.  
  
Family Conferences 
Part of individualized learning at New School SF is the partnership between school and families. To that end, there are 
3 family conference weeks during the school year, where families have the opportunity to sit down with a teacher in 
their child’s classroom and discuss strengths and stretches, as well as develop and monitor yearly goals. During family 
conference week, dismissal is at 1:10pm everyday of the week. If you are not a part of Exploremos after care please be 
aware that you will need to pick up your child at 1:10pm everyday.  
 

Field Trips 
Field trips are an important part of learning and we use both our local neighborhood as well as the myriad of 
opportunities around the city to explore and research throughout our inquiry arcs. As part of your registration packet, 
guardians were asked to sign a permission slip for all walking field trips. For field trips that involve public transportation, 
a permission slip will be sent out in advance of the day. As teachers will set expectations with students during morning 
pod on the day of every field trip, it is imperative that all students be a part of morning pod at school on field trip days.  
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TRANSPORTATION 
White Zone 
In order to expedite drop off, we have a white zone permit for 18th Street. White zones are for passenger loading and 
unloading during drop-off and pick-up hours. Please do not park there during white zone hours. Any car parked during 
drop-off or pick-up will be towed at the owner's expense. 
  

Drop-Off 
New School SF team members will staff drop-off from 8:15-8:35am. If you arrive prior to 8:15am it is your 
responsibility to walk your child into the cafeteria and sign them in to morning care.  
 
By Car 
From 8:15-8:35am, we will staff the sidewalk to expedite the drop-off process. Our white zone is on 18th Street. In 
order to make drop-off efficient, we ask the following: 
  

1. Please drive up to the white zone and stay in your car while a New School SF staff member/volunteer helps 
your child exit the car. 

2. Your child needs to be able to exit on the right hand side of the car for safety purposes and ensuring traffic 
moves freely down 18th St.  

3. Be mindful that our school is located on a busy residential street - do not park in driveways or make unlawful 
u-turns.  

4. Once your child has exited your car, please leave the white zone promptly. 
5. If the white zone is full, you must circle around the block until a spot opens up. 
6. You may not park or leave your car unattended in the white zone. New School SF staff will be strictly 

enforcing this rule from 8:15-8:35am and again from 1:00-3:50pm.  
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Late Drop Off 
At 8:35am, we will stop staffing our white zone. At this time, it is your responsibility to bring your child into their class.  
We will be taking attendance in classrooms at 8:40 a.m. If you arrive after 8:40am, you will need to get a tardy slip 
from the Operations Coordinator in the cafeteria prior to walking your child to their classroom.  
  
Bikes, Scooters & Helmets 
There is a bike rack inside our school building. Please know that New School SF cannot take responsibility for any lost 
or stolen bikes, scooters, or helmets. If you use our bike rack, you do so at your own risk.  
  

Pick-Up  
With the exception of early release Wednesdays, Kinder dismissal is at 2:30 p.m., and grades 1-3 are dismissed at 3pm. 
At both dismissals, teachers will bring students to the cafeteria. New School SF staff members will call for children as 
those coming to pick them up arrive.  
 
You may pick up curbside from the white zone from 2:30 to 2:45pm. (Kinder) or 3:00 to 3:15pm (grades 1-3) and 
from 1:10-1:25pm on Early Release days. The team member on duty will then help your child get into the car and 
buckle their safety belt. Please note that under no circumstances may you park or get out of the car in the White Zone. 
Staff will be strictly enforcing this rule.  
 
Pick-up Placards  
Each family will be issued 3 pick-up placards at Orientation or the morning of the first day of school. A pick-up placard 
should be stored in your glove box and placed on your dashboard at pick-up. Please distribute placards to all those who 
might be picking up your child by car: nannies, friends, grandparents, etc. This helps us get children from the cafeteria 
quickly. If you are picking up by foot, please come to the entrance of the school on 18th Street.  
 
Authorized adults 
We will only release students to adults who are authorized to pick them up, as provided during registration. This list is 
maintained on Brightwheel and you can update it on your account as needed. Each adult receives their own unique pin 
code they will enter when they pick up a child. We will always ask unfamiliar adults to verify their identity by showing a 
government-issued ID. In the first few weeks, if you are a new family, please make sure to have your government-
issued ID ready as our staff gets to know you.  
  
Late Pick-up  
Our pick up window lasts 15 minutes, from 2:30-2:45pm for Kinder and 3:00-3:15pm for grades 1-3 and 1:10-1:25pm 
on Early Release days. Please know that if you have not picked up your child by either 2:45pm (Kinder) or 3:15pm 
(grades 1-3) or 1:25pm (Early Release), we consider this a late pick-up. Famil ies  wi l l  be  charged $1  a  minute for  
p ickups that occur  after  the stated t ime.   
 
Early Pick-up  
Picking your child up early from school can disrupt the learning environment and your child will miss valuable time in 
the classroom. We ask that families avoid picking up their children from school early.  If you need to pick up your child 
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before the end of the school day, you must notify his or her teacher prior to pick-up via email or call the school phone 
(415-401-8489) to notify the Operations Coordinator. If you will be picking up your child before the end of the day 
on a regular basis,  a valid reason and documentation must be provided.  
 

Carpooling 
We encourage carpooling and have partnered with KidCarpool to make connecting and coordinating easier for families. 
  

Parking 
Parking is limited in our neighborhood. Please give yourself ample time for finding parking when you plan on coming 
into school. During drop-off and pick-up, parking in the white zone is strictly prohibited and may result in your car 
being towed. We appreciate that this is challenging when we host school wide or class events, when many families are 
trying to park at once.  
  
Healthy Food at School  
We strive to keep our entire community healthy and well, and to be as inclusive as possible while balancing community 
needs with community health. We know that for our students to reach their fullest potential, they must be fit: 
physically, mentally, and emotionally. In this section, we will illustrate how we aim to keep our community well day-to-
day, as well as address safety in potential emergency situations. 

 
Food Guidelines  
Our campus is peanut-free (to keep children with allergies safe), carbonated beverage-free, flavor chip free, and candy-
free (to keep our children healthy). Please don’t include these foods in lunches and snacks you send with your child. If a 
student has any of the above in their lunch and/or snack the teacher will replace it with a healthy alternative, and return 
the item at the end of the day. Also, as a community we encourage lunches that are as trash-free as possible, asking 
that recyclable and reusable containers are used whenever possible. 
 
 

Examples of Food Okay to Bring  Examples of Food Not Okay to Bring  

Plain tortilla & potato chips, popcorn 
Granola bars 
Raisins & dried fruit  
Proteins (meats, yogurt, cheese, etc,)  
Juice box, Milk, Water 
Fruits & Veggies 
Crackers 
Muffins  
Sunflower, pumpkin seeds 

Cookies  
Candy 
Flavored chips (bbq, hot & spicy, any added flavors) 
Carbonated beverages (sparkling juice, soda)  
Cupcakes 
Trail mix with candy or peanuts in it  
Peanuts and/or Peanut Butter (for allergies)  
Chocolate (or any flavored) Milk 
Chocolate covered bars  
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Allergies 
We believe that a safe, inclusive and successful school environment is one that: 1) is aware of and sensitive to the issues 
surrounding students’ health; and 2) supports parents in the safeguarding of their child’s well-being. This is particularly 
important for students who have severe, life-threatening allergies. To this end, the school will avoid the use of known 
allergens in class or school wide projects, parties, and events where food-allergic students are present.  Once we 
determine the known allergens for this school year, we will release our protocols and process for ensuring that: 1) all 
families and teachers are aware of student allergies, 2) all families and teachers know the safety procedures and 
precautions we will take as a school.  
  

Lunch Procedures 
Lunch is staggered, with grades K-1 eating at 11:00 am and grades 2-3 eating at 11:30 am. You can bring a lunch from 
home, or can order lunches through Boonli, our online ordering system. You can find a sample lunch menu here.  
  
We aim to make lunch a time to build community, honor diversity, practice self-care, and be good stewards of our 
environment. We will establish some norms around lunchtime, some of those being: 1) we eat our own food to keep 
students with allergies safe; 2) we respect what others are eating; 3) we practice self-care by eating when we are 
hungry; and 4) we protect the environment by recycling and composting as much as possible.  
 
We love having parents volunteer during lunchtime! Parents can help by: 
  

● Sitting with students and facilitating relationship-building 
● Teaching students to be respectful of each other’s food 
● Keeping students with food allergies safe 
● Gently encouraging students to eat 
● Helping students learn how to sort their consumables between recycling, compost, and landfill 

   

Breakfast & Lunch Program 
New School SF partners with Revolution Foods to provide balanced nutrition for our families. Revolution Foods has 
extensive experience (they serve thousands of students across the country) and a commitment to ‘real food for all’: no 
artificial colors, flavors, or preservatives — just healthy, fresh food.  
 
If your family is interested in buying meals everyday, a few times per month, or even once or twice per year, you will 
need to sign up for our food program online. The great news is that your child doesn’t need to remember to bring 
money to get a meal; you order and pay for the meals ahead of time through Boonli, our online ordering system. All 
orders must be placed one month in advance by the 20th of each month for the entire month following (e.g. All orders 
for October will need to be placed by September 20th). Note this is a change from last year’s process. Instructions for 
setting up an account can be found on our website in the parent portal.  
  

We also participate in the National School Lunch Program, a federal program that ensures all families have access to 
hot meals regardless of income. If you are interested in signing up for the free and reduced lunch program, please fill 
out an application and submit it to our main office. We encourage all families to fill out the application for free and 
reduced lunch, regardless of income.  
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Snacks & Water 
All children need to bring a healthy snack to school each day, such as proteins, fruits, and vegetables. We encourage 
parents to send snacks that are low in sugar and other additives. Peanuts & Peanut Butter [for allergies], carbonated 
beverages, sports drinks, gum, flavored chips, and candy are prohibited. While we cannot provide snack for everyone 
everyday, we will have emergency snacks on hand for those who may need it.  
     
Snack time takes place in the classroom and provides an opportunity not only to eat, but also to stretch and have a 
mental break. If needed, snacks are provided for students who qualify for Free/Reduced Price lunch for free.  
 

Children need to drink water throughout the day, and we will have water available on campus. However, we cannot 
provide disposable cups, so it’s important that your child bring a water bottle everyday.  
 

SCHOOL POLICIES 
Admissions & Enrollment 
Admissions 
The New School San Francisco is a public charter school, and open to all applicants in the state of California. All 
interested families should submit an application prior to the stated deadline. If the number of students who wish to 
attend New School SF exceeds the available number of spaces for a given grade, enrollment shall be determined by 
random public lottery.  Families living within the boundaries of SFUSD are given preference, as will siblings of 
successful applicants, and currently enrolled students. Applicants not offered a space in the initial round will be placed 
on the waitlist in a random ranking order as determined by our lottery.   
      
New School San Francisco affirms that the school shall be nonsectarian in all aspects of its programs and operations, 
including admissions, and employment. New School San Francisco shall not charge tuition. New School San Francisco 
will not discriminate against any person on the basis of the characteristics listed in education code section 220 (actual 
or perceived disability, gender, gender expression, gender identity, nationality, race or ethnicity, religion, sexual 
orientation, or any other characteristic that is contained in the definition of hate crimes set form in section 422.55 of 
the penal code or association with an individual who has any of the aforementioned characteristics).  
 
Waitlist  
Families who are successful in the random lottery have until the designated deadline to confirm or decline their offer.  
Families who decline or do not respond by the end of this period will release their space, and will then be offered to the 
next applicant on the waitlist.   Waitlisted families who receive an offer will have a designated amount of time to accept 
or decline their space.  Applicants will remain on the waitlist until enrolled or until a request is made from the family to 
be removed. We will make offers to waitlisted applicants as spaces become available through September 30th of each 
year.  After this date, we will pause on filling any open spaces until January of the new year.  We believe that 
transitioning after the winter break is less disruptive for students. On February 1st of every year, the waitlist will no 
longer be active and interested applicants will need to apply for the following school year and grade. 
 



21 

Enrolling in Multiple Schools 
The New School of San Francisco (NSSF) is a choice school with significant demand from families. As such, we do not 
tolerate incoming and/or current families “holding their spot” with New School SF while simultaneously enrolling in 
another public or private institution.  This prevents another family from getting off the waitlist. Additionally, it is of 
utmost importance we ensure that our classrooms are fully enrolled at the beginning of each school year. If  we have 
written confirmation that  family  is  enrol led in  two schools ,  your  spot  at  New School  SF wi l l  be  
automatical ly  resc inded.  
 
Beginning of School 
It is important that you communicate about any changes in enrollment promptly during the beginning of the school 
year. During the first two weeks of school, if your child is absent and we don’t hear from you, we will contact you 
regarding your child’s absence that day. If we receive no contact or information about your child’s absence by the end 
of the second consecutive day of absence, your child will be dis-enrolled.  
 
Re-enrollment  
Prior to running our public lottery every year, current families will have the opportunity to re-enroll their student for 
the following school year. It is important that all families that wish to continue at New School SF re-enroll their 
student as we use our re-enrollment data to determine the number of open spaces we have in each grade. Families that 
fail to re-enroll their child by the stated deadline will be dis-enrolled.  
 
Disenrollment  
If a student will no longer by attending the New School San Francisco, please contact the Director of Community, 
requesting to be dis-enrolled from the school.  

 
Attendance Policy 
At New School SF, we view every day as an essential learning opportunity, and therefore expect excellent attendance 
from all of our students. Missing school regularly is not only detrimental to a child’s learning, but can create poor 
learning habits. A child is considered absent when he/she is not in school. A child is considered tardy when he/she is not 
in class at 8:40am.  
 

We receive the majority of our state funding based on our school’s attendance. In short, if we have outstanding 
attendance school-wide, our state funding will be maximized. The school loses funding for every absence and tardy, 
even when excused. For these reasons, it is imperative that families take attendance seriously and not plan vacations or 
other absences while school is in session. 
 

Please note that attendance is compulsory in California for students aged 6 and older. In accordance with State law, a 
child is considered truant after three (3) unexcused absences. After excessive absences, excused or unexcused, a family 
may be referred to the Student Attendance Review Board, where an action plan will be created. If action plan goals are 
not met, the student can be reported as truant to the State, and the referred to the District Attorney for further 
action. Please review the table below to understand New School San Francisco’s process for dealing with absences.  
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# of Absence Actions taken  Possible Additional Supports  

1st absence  ● Email/Phone call home to guardian if no 
documentation provided 

n/a 

2nd absence  ● Email/Phone call home to guardian if no 
documentation provided 

 

n/a  

3rd absence ● Email/Phone call home to guardian if no 
documentation provided 

● 1st Notification of Truancy notice sent home  

 

5th absence  ● Email/Phone call home to guardian if no 
documentation provided 

● Meeting with teachers and Director of Community 
to develop support plan  

Home visit by Director of 
Community  
Carpool assistance  
Absences reflected in ILP  

7th absence  ● Phone Call home to guardian if no documentation 
provided 

● Second Notification of Truancy  

Home visit by teachers and/or 
Director of Community  

10th absence ● Phone call home to guardian if no documentation 
provided 

● 3rd Notification of Truancy  
● Student Labeled Habitual Truant  
● 2nd meeting with Heads of School to review 

support plan  

Increased supports  

11+ absences ● Family is referred to the District Attorney for 
further legal action  

 

 
Tardy Procedure 
Morning care is available before school starts from 7:45-8:30am. Classrooms open at 8:30am, giving students a full 10 
minutes to arrive in class by 8:40am.  If your child arrives after the start of school (8:40am) they will be considered 
tardy. After 8:40am, you are responsible for walking your child into school, and signing in with the Operations 
Coordinator before entering the classroom. Please note that 3 unexcused tardies equals one unexcused absence. Please 
refer to the table above regarding unexcused absences.  Tardiness is excused only if a student has a medical, dental, or 
legal appointment, or there has been a death in the immediate family. All excused tardies require appropriate 
documentation (ie; note from doctor, lawyer, etc). Traffic congestion or parking delays are not considered a valid 
excuse.  

Absences 
Documentation is required for all absences. Absences must be reported to the State as “Excused” or “Unexcused,” per 
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California Education Code Section 48205. Please review the table below to understand which absences will be deemed 
excused and the documentation needed for each. All documentation should be delivered to the Operations 
Coordinator and any time your child is out, you will need to email (attendance@newschoolsf.org) or call (415-401-
8489) to notify the school of the reason for the absence.  
 
 

Reason for Absence Type of Absence Notice/Documentation Needed  

Illness (1 day)  Excused Email teachers and attendance@newschoolsf.org 
Phone call to school if email is unavailable.  

Illness (2 days)  Excused Email teachers and attendance@newschoolsf.org 
Phone call to school if email is unavailable.  

Illness (3+days)  Excused Email teachers and attendance@newschoolsf.org 
Phone call to school if email is unavailable 
Copy of doctor/medical facility slip confirming illness  

Doctors appt (1 day)  Excused Email teachers and attendance@newschoolsf.org 
Copy of doctor/medical facility slip with name of student 
& date of appointment upon return to school 

Dentist appt (1 day)  Excused Email teachers and attendance@newschoolsf.org 
Copy of dentist/medical facility slip with name of student 
& date of appointment upon return to school 

Legal appt (1 day) Excused Email teachers and attendance@newschoolsf.org 
Copy of legal notice / court documents with name of 
student &  date of appointment upon return to school 

Death in the family 
[immediate family 
members]  

Excused (1 day in CA, 2 days 
out of state) 

Email teachers and attendance@newschoolsf.org 
Phone call to school if email is unavailable. 
 

Religious Holidays Excused (2 days per semester) Email teachers and attendance@newschoolsf.org with as 
much advance notice as possible.  

Other  Unexcused  All other absences are considered unexcused and we 
highly encourage families to make use of the ample time 
when school is not in session. If you do plan to be absent 
for a reason not outlined above, please provide as much 
advance notice as possible via email to 
attendance@newschoolsf.org, or by calling school phone.  

  
Immunizations 
We follow all state laws when it comes to immunizations and we require immunization of our students as a condition of 
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school attendance. This means that students may only be excused from immunizations with a medical exemption. Prior 
to the first day of the school year, your family must submit either a copy of your child’s completed immunization record 
or a medical/personal waiver exemption through the registration process. Here is a list of immunizations required by law 
for our K-5th graders by dosage: 
 

● 5 DTaP (4 doses meet requirement, if at least one was given on or after the 4th birthday) 
● 4 Polio (3 doses meet requirement, if at least one was given on or after the 4th birthday) 
● 3 Hepatitis B 
● 2 MMR (both on or after 1st birthday) 
● 1 Varicella (a second dose is recommended) 
● TB Skin test 

 
If a child does not have the required immunizations they will not be able to attend school until immunizations are up to 
date. If more than one immunization is needed but it is too soon for the child to safely receive the remaining doses, 
then a child is admitted conditionally. We need a doctor’s note with the appointment for the follow-up dose.  
 
Illness (i.e. When should my child stay home?)  
A child must stay home when they have a fever over 100 degrees, vomiting, diarrhea or any communicable illness 
(common elementary illnesses that fall into this group are: strep throat, pink eye, hand foot and mouth, chickenpox, 
scabies, scarlet fever, mononucleosis, and whooping cough, to name a few). If you are unsure about whether your child 
should attend school, please email or call the Operations Coordinator to inquire (megan.hugel@newschoolsf.org, 415-
401-8489).  

A child will be sent home immediately or at the end of the school day, depending on the illness and its communicability. 
We will always immediately call the primary contact to come pick up your child if the child has a fever or has vomited. If 
we believe your child has a highly communicable illness, we will also immediately call you to pick up your child. Please 
note that if a child is absent for more than three (3) days due to illness, we will require a doctor’s note to excuse 
absences (please refer to attendance table).  
When a child has a fever, symptoms of illness, or a communicable illness, it is best for the child to stay at home to rest 
and recover, and to not return to school until the symptoms have been resolved for at least 24 hours, after a 24-hour 
course of antibiotics, or a note with doctor’s clearance to return to school. 

An effort will be made to notify parents/guardians about school exposure to communicable diseases that pose a risk to 
students. If your child has a medical exemption for immunizations and for whom communicable illnesses present a 
particular hazard, please contact the Operations Coordinator.  

Medical Treatments 
If your child needs to take medication during the school day, you must fill out the authorization form (giving New 
School SF staff permission to administer medication) in the registration packet. Please note, by law, we are not allowed 
to administer any medication, including children’s Tylenol or ibuprofen, without a completed authorization form. If the 
medication is over-the-counter, we only need parents to fill out the top half of the form. If the medication is 
prescribed, we will need the doctor to fill out the bottom half of the form. 

If you child takes daily medication, we will contact each family to plan for how your child will take their medication at 
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school. Medications will be administered by the Operations Coordinator and all completed medication forms should be 
emailed to operations@newschoolsf.org or given to the Operations Coordinator prior to administration.  

Injuries or Accidents  
Please know that all staff members are trained in CPR/First Aid. Our injury/accident protocol for incidents occurring 
on campus or when your child is in our care is as follows: 

  
1. A staff member will call the primary contact (identified during registration) immediately to apprise you of the 

situation. If you cannot be reached, we will call all other emergency contacts (also provided during 
registration). 

2. As we attempt to contact you, the first staff member to reach the injured student will administer a quick triage 
to determine the severity of the injury. 

3. If needed, the staff member will call 911. 
4. When the ambulance arrives, your child will be accompanied by a school staff member to the closest 

Emergency Room, which is currently Benioff Children's Hospital. 
5. You will receive a written report from the school within 24-48 hours of the incident. 

  

For minor injuries or accidents, the school is equipped with ice packs and bandages. In some cases, we will call home for 
minor injuries or accidents. In these cases, you will also receive a copy of the written report.  
 

Lice Policy 
Children from all backgrounds can get lice, and head lice do not pose any health risk. If we think your child has lice, a 
staff person will check his or her hair. If a lice or nit is found, we will call you to come pick up your child. Your child may 
come back to school once one lice treatment is done. However it’s important to keep monitoring their hair for more lice 
or nits for up to a week after the initial treatment of lice. The best way to prevent your child from getting lice is to keep 
their personal belongings to themselves. This is especially important with jackets, hats, and combs. 
 
If we discover an incident of lice in your child’s classroom, we will notify the entire grade level within 24 hours of the 
exposure. Your child’s name will not be shared in any lice-related notifications sent out.  
 
Emergency Guidelines 
Although we hope that emergency situations never arise, we are prepared in case they do. What follows is just an 
overview of our emergency contingency plan. If you would like to see a copy of the entire School Safety Plan, please 
contact Operations Manager. 
  

In case of any individual emergency, our protocol is to call the first emergency contact (as provided during registration). 
If we don’t reach someone, we will phone all other emergency contacts until we get through to someone. Please know 
that we will only release your child to a person who is listed as an authorized emergency contact. Therefore, your 
authorized emergency contact will need to show a picture ID to verify their identity before we release your child to 
their care. 
  

In case of a school emergency, families will receive a call through our messaging system, notifying them of the 
emergency. Every classroom is equipped with an emergency backpack that includes contact information for all 
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students, first aid kits, and other necessary items. A ‘quick guide’ is also posted for reference in each classroom, 
covering the procedures for all emergencies.  
  
Visitors at School  
We welcome parent volunteers and other designated visitors to our campus. To minimize disruption to our school 
activities, we ask that you comply with the following rules regarding visitation. Parents wishing to speak with teachers 
must arrange meetings ahead of time. Visits during school hours should first be arranged with your teacher in advance. 
Visitors should not interfere, disrupt, or cause substantial disorder in any classroom or school activity. Anyone who is 
not a student or staff member is considered a visitor - this includes parent volunteers.  
      
 
We ask that visitors:              
 

● Pre-schedule with your teachers prior to your classroom visits. Sign the visitor’s log in the front office; please 
no drop-in classroom or playground visits 

● Retrieve a visitor’s sticker/badge upon signing the visitor’s log 
● Enter and leave the classroom as quietly as possible 
● Classroom observations are limited to 30 minutes or less 

 
*It is important to note: Per the California Education Code, any individual who disrupts a school site or fails to follow 
school rules and/or procedures is subject to removal from the school site and may be further restricted from visiting the 
school. 
     

Smoke, Alcohol & Drug-free Campus 
It should go without saying we are a drug, alcohol & smoke-free campus. We would like to take the opportunity to 
specify that this policy includes the use of electronic cigarettes and smoking outside on the sidewalk.  
  

Dress Code 
New School SF will not have a uniform policy for its 2017-2018 school year. Our general guidelines for dress are that 
all children feel safe, comfortable, and able to learn. Please keep in mind that children are often walking and running 
around during recess, lunch, after-school, field-trips, and therefore for safety purposes we ask that your child wears 
closed toed shoes that are flat (no heels or shoes with wheels). Our guidelines for what is acceptable and appropriate 
wear for children are below.  Additionally, our local weather can range between 10-15 degrees throughout the school 
day so we highly encourage dressing your children in layers. We also encourage students to wear their New School SF 
t-shirts as much as they want! If a child arrives at school dressed inappropriately, they will be asked to change into spare 
clothes. If there are no spare clothes the school will loan the child a New School shirt for the day.  Parents will be asked 
to wash and return the spare clothes and/or New School shirt promptly.  

 

Please Wear…... You will be asked to change your clothes if…... 

Closed toed shoes  
Layers (for weather) 

● Your clothes promote drugs, alcohol or violence of 
any kind  
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Rain boots (on rainy days) 
Comfortable clothes that allow you to move around  
Clothes that can get dirty  
Your New School SF shirt (on field trip and school spirit 
days) 
Clothes that cover your undergarments 

● Your clothes have adult and/or inappropriate words 
or characters on them 

● Your clothes defame or reference slurs of any kind 
● You are unable to walk comfortably in your shoes  
 
 
*We reference Common Sense Media 
(https://www.commonsensemedia.org) as a guide for age 
appropriateness  

 

 
Toys at School 
Although we appreciate the enthusiasm with which children bring in their toys to share with their classmates and 
teachers, toys tend to cause distractions to the learning environment and we ask that all toys and other items that are 
irreplaceable and/or of value be kept at home.   

● The school will have sensory manipulatives (like balls, fidgets, or play-doh) on hand to help ease transition for 
students. Please connect with your child’s teacher directly regarding the use of sensory manipulatives in the 
classroom.  

  

Personal Belongings / Lost and Found 

All personal belongings (including backpacks) should be clearly labeled with your student’s full name. We ask that items 
of great personal value (irreplaceable items) stay at home in order to avoid loss or theft. For lost and found items, see 
the Lost and Found in the office. Unmarked articles and unclaimed items will be donated at the end of each month on a 
designated Friday so please check the Lost and Found regularly. Make sure to label your child’s clothes with his or her 
name - a staff member will go through the Lost and Found and return all labeled items before donating.  
 

Personal Electronic Devices  
 

New School SF values the use of technology for both learning and communication. The expectation for staff and 
families as regards the use of personal electronic devices is that personal communications happen during personal time, 
except in cases of emergency. We recognize that cell phones have become a common tool for communication. 
However, they have also become a major distraction within the learning environment and are vulnerable to theft. We 
ask that students only carry a cell phone if absolutely necessary. Phones must be turned off and stored out of sight 
during school hours in cubbies/backpacks. Phones may not be used to talk, take pictures, play games, record, or text 
during school hours, including recesses and during Exploremos (if applicable). Parent permission to carry a phone must 
be on file at school.  
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Birthday [& Other] Celebrations at School 
We recognize the importance of celebrating students’ birthdays, and our healthy food policy extends to to snacks 
during celebrations.  If families choose to bring in a birthday snack to share, We want to remind you to bring in low or 
non-sugar foods such as fruit, cheese, or crackers for his or her child’s birthday rather than cupcakes, cookies, cake or 
other foods high in sugar content (please see helpful examples and guidelines in our healthy food policy). The focus 
should be an alternative to sugary treats and we ask that parents be considerate of children who have food allergies 
and/or other dietary restrictions, as well as being a peanut free school.   
      
For an in-class birthday celebration, please pre-arrange with your teachers a time to come in and share with all students 
in the class. Teachers will determine when best to collectively celebrate the birthdays that took place over the winter 
and summer breaks. 
 
Celebrations Outside of School 
As a school in its founding years, we believe in creating and sustaining a strong and inclusive school community for 
parents, staff, and students as well. To that end, we ask that students/families who wish to distribute invitations at 
school include all the children your child’s class. For smaller get-togethers and parties of any sort, we ask you to 
distribute invitations outside of school, and use discretion when commenting on school campus. This is in keeping with 
maintaining an inclusive environment and cultivating a strong community at New School SF.  
 

Bathrooms 
There are gender neutral adult bathrooms available for use in the main hallway of the school. If you need to access the 
bathroom, please request the key from a New School SF team member. Do not use the bathrooms that are designated 
for students.   
 

FAMILY ENGAGEMENT 
 
At New School SF we work towards building strong partnerships with families and welcome family participation in 
many ways. Just as we do with our students, we strive to meet families where they are at by providing multiple 
opportunities and modes of engagement. First and foremost we want ensure that families can engage in their child's 
education in a way that feels comfortable for them.  

Volunteering 
There are many ways to volunteer and be involved in our school’s development. Our goal is to foster participation, 
which we recognize will take different forms for different families. We also recognize that volunteering works best when 
educators, families, and students are clear about their roles, responsibilities, and needs.  

● In-class volunteering should be scheduled directly with your child’s teachers, via the classroom room parent(s). 
Each classroom will communicate with families as to what their needs are. For school-wide volunteering (at 
lunch, recess, drop off, pick up, schoolwide events, et cetera) please contact our Operations Coordinator.  

● Room Parents are a great resource for both teachers and parents in each classroom. At the beginning of the 
year we ask interested parents to read our Room Parent Guide and reach out directly to your child’s teacher to 
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express interest in being a room parent. For more information regarding room parent roles and responsibilities, 
please refer to our ‘Room Parent Guide’ on the website.           

● Field trips are an important component of our academic program and connect students’ learning to authentic 
experiences off campus. For each field trip scheduled, the teacher will send home a note requesting parental 
permission and providing information pertaining to the trip.. As part of the enrollment packet, parents will sign 
off on basic walking field trips for shorter, more informal excursions within the neighborhood. Please Note: 
Usually a limited amount of parents will accompany each class and will be chosen by the teacher(s) as 
chaperones, ensuring both coverage and equity in their selection.  We request that parents not take it upon 
themselves to appear at a field trip destination unless previously arranged with your child's teacher.  

     

Home & School Council 
One way to participate in our community is by joining the Home & School Council. The Home & School Council is our 
collaborative body of parents, staff, and Heads of School and focuses on advancing family involvement and services, 
school improvement, recruitment, community outreach, expert identification, documentation, communication, and 
coordination. The Council also houses several committees that would welcome your energy and leadership.  
 
Committees  
We have a number of committees that parents are encouraged to join. Please register for a committee on our 
committee sign-up, on our parent portal.  
 
Committee Heads 
Each committee on the Home and School Council has one or more committee heads that coordinate and facilitate 
meetings and communications regarding committee business.  
 
Communications  

We recognize the importance of transparent, accessible, and relevant communication. And we strive to ensure we are 
always modeling that in our communications between home and school. We use several vehicles to do this well. 

Home to School & School to Home  

From teachers to the whole class HEARD 
From teachers to individual families Email 
From a parent to a teacher Email 
From the administration to the whole 
school 

● HEARD (for general school-wide  information) 
● WhatsApp (for monolingual Spanish speaking families) 
● Email (for urgent or very important information) 
● Family Digest (weekly newsletter) 
● Website (information is posted on the parent portal) 

Between parents HEARD 
WhatsApp (for monolingual Spanish speaking families) 
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How should I contact teachers?  
We strive to be responsive to parents so that we can work in partnership to support children. We recognize that in addition to whole 
class communications and updates that go out regularly, specific questions or concerns will arise about your child. To that end, here 
are the best ways to reach out and/or schedule time with your teachers: 

Sharing a non-urgent question or 
concern   
 

● Email your teachers and they will respond within 48 hours (not including 
weekends) 

 

Requesting time to meet  
 
 

● If your concern is best addressed through an in-person meeting, please email 
your teachers to set that up and they will do their best to accommodate your 
meeting within a week’s time.  

● Meetings with teachers are easiest to accommodate from 7:45a - 8:30a or 
from 4 - 4:30p. Please note their planning time is from 3 - 4p each day and 
they are unable to meet during that time. Our teachers will, of course, work to 
be flexible around your needs, but we appreciate you also keeping the length 
of their days into consideration so they can be rested and fresh for our kids. 

 

When should I call instead of email?  

While the bulk of our communication is done electronically, there are times during the school day when a teacher or 
staff member may need to call parent/guardian, or a parent/guardian needs to call the school: 

When should I call the school?  ● When your child is absent (emailing attendance@newschoolsf.org is fine too!) 
● If you need to pick up your child before the school day ends (unexpectedly) 
● When there is an urgent update we should know about 
● When you have an urgent question you need an answer to (note: the 

Operations Coordinator answers the phone from 7:45a - 3:30p daily) 

When can I expect a call home?  ● When your child is absent and we don’t know why 
● When your child is ill (a fever of 100 or above, vomiting or diarrhea) and needs 

to go home 
● When your child has sustained a head injury 
● When your child has sustained a major injury 

 

Upholding our Values  

How we communicate is an important part of our school culture and  we strive at all times to uphold our school’s values 
and ask that families do the same in how and when they communicate. Here are some examples of the expectations we 
hold ourselves accountable to: 

Responsiveness You can expect a response to an email within 48 hours of reaching out (not including 
weekends). To respect your time and that of our team, you’ll likely not receive replies to 
emails later in the evenings or over weekends.  Similarly, we will not expect responses from 
our families during those times. If you need an urgent response to a question, please call 
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the school directly between 7:30a - 4:00p. 
 

Accessibility We work to ensure that all our families can access our communications in their home 
language. As we rely heavily on online platforms (such as HEARD, or email) we ask that 
you keep in mind that automatic translation tools work best when phrases are kept short, 
simple and free of jargon. This will ensure strong translation and accessibility for all.  
 

Being Kind to Inboxes  We are working to be even more efficient with our email, and in communicating out 
important information so that we are not spending hours a day responding to emails. 
 
Some guidelines that can help streamline communications: 

● Please always visit the parent portal first if you are in search of something; it’s 
very likely you’ll find an answer there.  For a general question, you may find the 
answer from another parent on HEARD.  

● Please consider who needs the information before you copy other team members. 
A directory of whom to direct questions to is included in this handbook. If you are 
unsure, ask your child’s teacher.   

● Generally, it’s always best to start with your teachers when you have a question or 
concern. Not only do they know your child’s needs best, but they can quickly 
forward a note along if they are not positioned to answer it. 

Tone We know that email is efficient, yet tone can often be misinterpreted over email. We ask 
you to consider your language and means by which concerns are expressed. We find that 
requesting a conversation is often better than email for sensitive issues. 
As always, we strive to embody our values in all that we do, especially in how we 
communicate. In our experience, conversations conducted with curiosity and respect are 
far more productive for all involved. 

HEARD  Please make sure to review the community guidelines for HEARD found on our parent 
portal.  

 

Dispute resolution 
As a school, we are committed to resolving concerns and complaints in a manner in which all parties feel respectfully 
heard and understood.  If you have a concern or complaint, you should first contact the person involved directly to give 
them an opportunity to respond and resolve the issue on a more informal level. In these instances, we believe that in-
person communication is best to resolve serious concerns or sensitive issues, rather than using email or the phone.  
 
If an issue is not resolved, New School SF offers the following procedures for all members of our community to use 
when filing a formal complaint. In all cases, the school prohibits retaliation against complainants. New School SF will 
attempt to keep information about complainants confidential, except where it is necessary or appropriate to disclose 
such information or in order to investigate a situation that has occurred. New School SF has the discretion not to 
investigate anonymous complaints. See below for a step-by-step process for how to address concerns regarding a 
person, group of people or specific matter.  
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1. If the complaint involves a staff member, please contact that staff member to set up a mutually agreeable time 
to discuss the complaint in a productive solution-oriented manner. We encourage in-person communication 
for sensitive issues, as intent and tone can get muddied within written communications like email. Please note 
that the staff member’s manager or a member of the Leadership Team may join the discussion both to support 
both parties involved and help find resolution. 

2. If your concern remains unresolved and/or you are not satisfied with the proposed resolution coming out of the 
discussion, please contact Ryan Chapman, Head of School, with a written description of your concern and your 
desired resolution for moving forward.  

3. If, after speaking with the Head of School, your concern remains unresolved, it will be advanced to a member 
of the Board of Directors for consideration. The decision of the Board member is final and will result in a 
written statement with the findings and proposed resolution actions.  

               
If you believe you have a complaint that relates to sexual harassment, discrimination, or unlawful student fees, please see Ryan 
Chapman, Co-Head of School,  to receive a Uniform Complaint Procedure Form. For more information on our Uniform 
Complaint Procedure please visit our website.  
 

GOVERNING BOARDS 
 

Leadership Team & Fair Process 
The leadership team consists of the Co-Heads of School, the Director of Community, the Director of Curriculum and 
Instruction, and the Director of Student Access. Together they set the vision and yearly priorities for the school year, 
as well as school policies and procedures.  
 
Our process for decision making is modeled after fair process, which falls within our use of Restorative Practices at 
New School SF. Fair process clearly identifies who is (are) the decision maker(s) and has three main principles: 
Engagement, Explanation, and Expectation. We will attempt to the best of our ability to engage all stakeholders 
involved (students, families, staff) to make an informed decision. As a school we will explain our rationale for decisions 
and set clear expectations for all impacted in the decision. A benefit of fair process is that all major stakeholders are 
taken into account and have an opportunity to make their voice heard. This is in line with the Restorative Practices 
approach where the goal is to do things with people rather than to or for them.  
 
Decision Making Bodies 
The New School SF has three bodies to lead and advise the school. The purpose of these interrelated bodies are to 
ensure the school’s long-term sustainability, increase family involvement and leadership, broaden participation in 
decision-making, build community, and establish trust, transparency, and accountability. Together, these bodies offer 
tangible ways for families to contribute meaningfully to the development of the school, yet require different and 
diverse sets of skills, backgrounds, commitments, and life experiences. The makeup of each body reflects the diversity 
of our school.  
 

Board of 
Directors 

Our school is led by a small and growing board deeply committed to our vision and with significant 
experience in education. The Board’s primary responsibilities are to create, adopt, and monitor a 
long-term strategic plan and associated budget, and to employ and evaluate the leadership of The 
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New School SF. While there will not be a Board seat specifically reserved for parents, the Board 
and the School’s leadership will preference suitable board candidates who are also parents. In 
addition, the Board may invite Home & School Council and advisory network members to join 
standing and/or ad-hoc committees of the Board of Directors. 
Meeting Frequency: Monthly 
Lead by: Chair of the Board 
Managed by: Head of School 

Home & 
School Council 

The Council is a collaborative body of parents, staff, and Heads of Schools responsible for 
promoting the educational, social-emotional, and physical well-being of children and their families. 
The Council will focus on advancing family involvement and services, school improvement, 
recruitment, community outreach, seeking out experts, documentation, and Home & School 
communication and coordination. The Council is also the main body for assessing, advising, and 
implementing our community development work, including initiatives to increase effectiveness of 
parent communications and involvement. 
Meeting Frequency: Every 6-8  weeks during school year 
Managed by: Head of School (Ryan Chapman) 

Advisory 
Network 

A network of individuals with unique skills and experiences who provide advice and guidance to the 
Heads of School, parents, teaching staff, and board. Areas of expertise will include 21st-century 
learning, the arts, community organizing, and development, equity and inclusion, fundraising, 
social-emotional learning and conflict resolution, real estate, professional development, English 
Language Learning best practices, technology, Special Education, after-school care, child 
development, and health. We will actively recruit and encourage school community members with 
relevant skills to join the network, including parents. Network advisors and expertise will be 
accessible to the Board and Home & School Council. Both bodies may invite advisors to join 
meetings as guests, or consult with them on an ad-hoc basis. Advisors may also contribute to 
student inquiry projects as outside experts and mentors. 
Meeting Frequency: Ad hoc 
Lead by: Chair of the Board 
Managed by: Head of School 

 


