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Section 1: Introduction

1. INTRODUCTION

What Is a Cooperative Preschool?

A cooperative preschool is a place where parents and children learn together. Parents
learn more about their children as the children learn more about the world.

The classroom experience can provide parents with a valuable understanding of how
their child behaves alongside other children and how he or she is unique. By helping
in the classroom and participating in the parent education program, parents can
acquire skills in guiding their children and meeting their physical, social, emotional,
and intellectual needs. The cooperative preschool is organized and administered by the
parents. Parents hold offices, work on committees and assist the teacher as “parent
helpers” in the classroom. The classroom operates under the direction of a trained
teacher. The teacher determines the curriculum, maintains standard procedures for the
school program, and serves as a resource on child development and parent education.

In a cooperative, the parents enrich the program by contributing their time, talent and
skills. Their participation helps ensure the smooth operation of a high quality program.
Parents find that the more they give, the more they, and the children, receive.

From Our Teacher: Anette Horten

As an early childhood educator, | am committed to providing a place where
preschoolers can explore, discover and learn through play. | see the preschool years as
a time for children to discover who they are, learn about the world outside their own
family, and become excited about school and learning.

I am a credentialed teacher and have taught elementary and middle school in addition
to my preschool experience. | have completed my master’s degree in Cognitive
Development in Educational Psychology at UC-Berkeley and am continuously
interested and involved in the study and theories of childhood development. As the
mother of four, | look for ways to put those theories into practice on a day-to-day basis.

In the classroom, my priorities are to foster positive self-concepts and strong
socialization between children and adults. Along with self-guided discovery and open-
ended activities, | believe these are basic to a child’s success and academic
achievement in the subsequent years. | hope to encourage this through a variety of
physical and quiet activities, explorations and lots of play, play, play.

Program Philosophy

Portland Tillamook Preschool provides a child-centered, play-oriented preschool
program for children from 2% to 5 years old.

e We believe that young children learn best when they actively explore their
environment through play, and that young children are intrinsically motivated to do
so when the environment supports this type of learning.
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We believe children deserve the opportunity to learn and grow at their own pace in
an environment that provides many opportunities for them to explore their world
they live in.

We believe children should be free to explore and make choices. Children can only
learn the things they have been given a chance to do. Each child will take
advantage of different opportunities and learn different things from the available
choices.

We believe we must respect our children, their minds and their bodies. We must
respect the choices they make as well as the thoughts and feelings they have.

We believe children can learn to take responsibility for their actions when given
clear direction and realistic expectations.

We believe a cooperative preschool offers a unique opportunity for parents and
children. It offers the chance for the teacher and parents to work together to the
benefit of the children. In a cooperative, everyone works together.

Children can:

Learn to work cooperatively in a group.

Learn to move from activity to activity with grace.

Learn to be self-directed.

Make friends.

Learn to solve conflicts constructively.

Continue to develop skills needed to work toward academic success.

Parents contribute to success by:

Being on time for class and parent-helping.

Following through with class activities by talking with their child about school.
Sharing information about their child with the teacher.

Talking with the teacher about any concerns they may have.

Treating all children with love and respect.

The teacher will:

Teach the children with love and respect.

Have planned activities that will lead children in their growth.

Keep parents informed about classroom activities.

Be a resource for parents, and be available by phone, e-mail, in person, and by
appointment to discuss any concerns parents have or to share knowledge of normal
development.

Refer parents to other sources if unable to answer specific questions.

We also believe that young children's emotional, social, physical, and intellectual
development is inter-related. Therefore, we seek to educate the whole child.

EMOTIONAL DEVELOPMENT

We believe a young child's emotional development is promoted by providing a safe,
nurturing environment with adults who are both caring and sensitive to a child's
individual needs. When children know they are safe, their rights protected, their needs
met and their individual differences valued, they are free to develop their emotional
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selves more fully. They begin to develop a sense of self that is individual, autonomous,
and safe, even when their own parents are away.

We foster this process by providing many opportunities for children to act
independently, make choices, and initiate activities in a free-play environment. By
assuring these activities are appropriate to the child's level of development, we provide
many opportunities for success, which help the child build a competent, positive self-
image.

Throughout this process of developing autonomy and initiative, children experience a
wide range of emotions. We believe it is vitally important to validate these emotions by
communicating to the child that these are normal, acceptable ways to feel. We then
move on to help children identify their emotions and find appropriate ways of
expressing them. By providing positive, consistent guidance and limits, we further the
child's sense of security by letting the child know that we will keep him or her safe at
all times and by helping the child regain control if s/he should lose it. Please ask before
you hug, tickle, or play roughhousing games with kids. Some enjoy this, some don't.
We respect the child's physical and emotional boundaries.

SOCIAL DEVELOPMENT

We believe young children's social development is promoted by providing them with
many opportunities to interact with peers in a variety of self-chosen activities. During
these early interactions, we try to stay nearby and attentive to the situation to provide
help if needed. However, we are careful not to intervene too soon, allowing children to
work through their problems themselves whenever possible. When we do intervene,
we encourage children to think of solutions to the problem in order to help them
develop the problem-solving skills which will enable them to eventually solve such
problems on their own.

We further positive social development by providing activities which encourage
children to share, take turns, cooperate, help, become more aware of each other, and
value diversity among people. We model these behaviors for our children when we
work together as parents and teachers in running the school.

PHYSICAL DEVELOPMENT

We believe young children's physical development is vital to their overall well-being.
We provide a safe, healthy environment with many opportunities for children to move
and develop their bodies. Opportunities are provided daily for children to develop
large and small muscles. The daily schedule includes time for active play outdoors or
indoors during inclement weather.

We expect movement to be the norm for young children and provide for lots of
movement within the classroom. When limits need to be set regarding movement, we
try to redirect the child to an area where they can run rather than stopping the activity
altogether. We provide for children's fine motor development by offering a variety of
open-ended activities at varying degrees of development in which children can choose
to participate.
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INTELLECTUAL DEVELOPMENT

We believe young children's intellectual development is promoted through providing a
variety of child-initiated, open-ended activities. Especially important to intellectual
development are activities in which children can develop physical knowledge about
their world (gravity, objects in space, scientific properties of matter) by exploring and
playing with real objects and materials such as sand, water and wood blocks. Also
important is the development of mathematical knowledge when children put these
objects into relationships with each other during play and notice that each block, for
example, has a specific size, weight and shape.

Dramatic play areas promote literacy development as children learn to use symbols in
their play, which they will later transfer to letters and numerals in their grade-school
years. Puppets, music, stories and much exposure to the printed word in playful,
meaningful ways teach social knowledge and creates a disposition in children to be
readers and writers later on. Daily creative opportunities allow children to experience
the impact they can have on their world. We are a play school not an academic
school, wherein much of this latter type of learning takes place intrinsically during play
experiences.

Why a Play Curriculum?

Play provides the ultimate opportunity to learn what you need to know when you need
to know it.

I am not being idealistic when | say that | feel the aim of the curriculum is to prepare
the child for a meaningful life within his community, to give him the opportunity to
know himself, to explore his ability, to extend his skills, to acquire competencies so
that he will feel sufficiently confident to go out and try new things, so that his curiosity
and creativity will continue to operate throughout his lifetime.

-Otto Weininger, Ph.D. Dept. Applied Psych, Toronto, Ontario

Watch your playing child and see how disciplined he or she is. The word discipline
comes from the word disciple, a “follower,” and in play the child is following Mother
Nature's agenda, a play-plan built in. Children at play are not doing one thing with
their hands or bodies, thinking something else in their minds, and speaking of
something else with their voice as we adults tend to do. They are totally absorbed in
their play-world.

-Joseph Chilton Pearce, Author and Child Development Educator

WHAT DO WE DO IN A PLAY CURRICULUM?

o Set the stage for abundant sensory experiences.

e Provide many opportunities for self-selected learning activities, especially of the
manipulative and experimental type.

e Provide opportunities for children to observe work activities of adults so they will
have experiences to think and talk about.

e Encourage children with toys, other play accessories, conversations, and art
materials to symbolize their experiences through play, art, and language.

e Direct children to learning opportunities they may otherwise miss.
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e Encourage each child to use the language they have to clothe their own experience
in their own language.

e Plan opportunities for experiences that will help children discover new concepts
and redefine concepts already met, including differentiation of concepts.

e Provide opportunities for vicarious experiences through stories, pictures, and
conversations related to recent experiences.

Why Multi-age?

Research and experience have shown multi-age to be a better way to educate children
when done by experienced, thoughtful teachers. Obviously, multi-age would not be a
good idea for a teacher who does not want to change from the traditional format of
children sitting quietly at their desks and listening to what the teacher is teaching. Nor
is it a good idea for a teacher with little experience, who has been trained by a system
preparing teachers for single-age, teacher-led classrooms. We are fortunate to have a
teacher with years of experience teaching sessions of mixed-age groups.

Children in well-managed multi-age classrooms tend to:

e Develop more empathy and caring behaviors. The presence of younger children
seems to make obvious the need to be careful with each other and to comfort a sad
or hurt peer.

e Be better self-regulators. When older children are given the responsibility of
reminding younger ones of the rules, their ability to follow the rules seems to
improve.

* Not be limited in their friendships or in the quality of those interactions.

e Participate more fully in a wider range of activities. While younger children can
participate in more complex and extended play, older children have more
leadership opportunities, allowing them greater practice and mastery of social
skills.

e Be less competitive and more likely to value individual skills and have an
understanding that skills are related to one’s individuality rather than age, size, or
gender.

e Have the opportunity to learn from someone who is only “one rung up on them “
rather than from an adult. This seems to be a highly effective strategy.

These benefits are reflected in mixed age classroom groups from preschool to middle
school. In general, three years seems to be the optimal age range.

Our school’s emphasis on conflict resolution and open-ended activities works well in a
mixed-age classroom. It allows children to handle materials in different ways,
depending on their level of mastery. Furthermore, it reinforces social skills for older
children, while maintaining an atmosphere which allows younger children to learn to
be in charge of themselves (not letting older children take over).

Anti-Bias Philosophy

Portland Tillamook Preschool is committed to a program that acknowledges and
supports the uniqueness of each individual and values each child’s culture as defined
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by his/her family, both present and past. This approach is integrated into all facets of
the school program, such as classroom curriculum, parent education, fundraising, and

budget planning.

All participants in the school are reminded to treat each person, children as well as
adults, with respect for their individual differences. We work to remove biased or
stereotypical assumptions from our materials and interactions, giving each person the
opportunity to grow and learn without limitations. We are committed to ongoing
outreach to the Portland community to build a more diverse population in the
preschool. We welcome racial, cultural, economic, and religious diversity and families
of every composition.

The Anti-bias/Parent Education Coordinator (a Board member) works to ensure the
ongoing commitment of the school to an anti-bias approach, primarily through parent
education and discussion of the meaning and content of the anti-bias curriculum. The
Anti-bias/Parent Education Coordinator also acts as the liaison and mediator on issues
of diversity and as a consultant to the teacher on materials and curriculum.

PCPO (Parent Child Preschools of Oregon)

Portland Tillamook Preschool is a member of PCPO (Parent Child Preschools of
Oregon), a statewide organization composed of preschool parent representatives and
preschool teachers who meet monthly during the year. The purpose of PCPO is to
upgrade the standards of preschools and to serve as a central body providing valuable
information and services for preschool education and functions.

PCPO is broad in scope. It offers parents and member schools a chance for total
improvement in all phases of preschool education, plus the knowledge and support of
an organization fully informed on state and national levels.

Some services available to us as PCPO members are a spring parenting conference,
access to a central file of educational material, an insurance program, school
evaluations, teacher and classroom support, a directory of all preschool members of
PCPO, and a new officers' workshop. PCPO can be reached at (503) 293-6161 or
www.oregonpreschools.org.


http://www.oregonpreschools.org
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2. CLASSROOM PROCEDURES

Daily Schedule

The following schedule serves as a guide when you help in the classroom. There are
three parent helpers each day. Parent helpers share responsibilities. The program
varies--no two days will ever be exactly alike. The schedule is flexible, and times are
approximate. However, we usually maintain the same order of events so that the
children have the security of knowing what to expect next. The teacher reserves the
right to change the schedule as necessary to meet the needs of the children. Always
consult the teacher when in doubt about how to help in the classroom.

8:30 a.m. Parent helpers arrive and set up for day’s activities

8:45 a.m. Alternate parent helper arrives

9:00 a.m. Children arrive and do a workjob with a parent/carpool driver
9:20 a.m. Opening circle with Anette

9:30 a.m. Children flow into choice time including snack and outside/gym
10:50 a.m. Last call for snack

11:15 a.m. Shoes on

11:20 a.m. Clean up and circle

11:45 a.m. Reading room for circle, story and closing

12:00 p.m. Children leave with a parent/carpool driver

Parent helpers complete daily cleaning
Parent helpers debrief with Anette

Your Day as a Parent Helper

There are three parent helpers each day. Parent helpers must arrive by 8:30 a.m., and
the Alternate Parent Helper must arrive by 8:45. This ensures that class will start on
time and the classroom will be ready. Parent helpers leave when the daily cleaning is
finished, usually between 12:45 p.m. and 1:00 p.m.

SNACK PARENT HELPER

One parent helper each day is designated as the “snack parent.” The snack parent
provides our school snack for the day.

Snacks should be healthy and vegetarian. To give our children balanced energy
sources, we ask that you generally provide a protein, a grain and a fruit or vegetable,
but this is flexible. Please do not bring cookies, sugar cereals, syrups, or other sweet
treats.

Please be mindful of the food allergies in your class and plan your snack accordingly.
A list of food allergies for each class is posted on the snack cabinet door for your
review. Please see page 45 for our Food Allergy Policy.

Please be sure snacks are in small pieces. It is best for the children to take several small
pieces rather than one large, and there are fewer unfinished pieces. The snack parent
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needs to monitor amounts, so that the children learn to gauge their servings and learn
not to waste food.

It is always fun for preschoolers to have a hand in preparing what they eat. Things as
simple as spreading your own cream cheese on a bagel or pumpkin muffin is an
adventure and good life skills practice. Some favorite special snacks are toast,
pancakes, mini pizzas, bean dip and pitas, and edamame. Use your imagination. If you
have questions, please talk with the teacher.

Before you prepare snack, clean and sanitize the snack table and serving table. Check
the dishwasher to see if there are dishes to unload. Put a couple of inches of water in
pitchers on the snack table. During class time, the snack parent helper often works in
the snack area, but this is not required. Parent helpers often agree to follow the flow of
the day trading areas of supervision. Whichever parent helper supervises the snack area
needs to make sure that children have washed their hands adequately before they
select food.

Snack time ends around 11:10. At 10:50, children should be given a last call for snack,
so no one misses their chance to have a snack. At the end of snack time, snack foods
are put away and dishes loaded in the dishwasher.

The snack parent is also responsible for wearing the inside clip necklace. On “outside
days” children need to get their clip from the snack parent and deliver it to the outside
parent helper. When going in they must take the clip in with them and give it back to
the snack parent. The teacher and all parent helpers should work to monitor that the
exchanges are taking place. Every few minutes, take a head count to be sure all the
children are present.

The Snack Parent’s daily responsibilities are summarized on a laminated card available
in the bin with the blue parent helper aprons (a copy is included on page 54).

THE OTHER TWO PARENT HELPERS

Before the start of the day, check with the teacher for any special instructions regarding
the day's plan. Unless the snack person has brought a complex snack that they alone
need to supervise, all parent helpers and the teacher float among the areas of the
classroom and outside or gym depending on the number of children in an area.

Parent helpers share the following responsibilities before school begins. Do as much as
you can by 8:55, then meet with the teacher to discuss the day’s events.

Set up the playground or gym (depending on the weather):
When you are setting up outside:

e Wear plastic gloves while you look for unsafe objects to be removed (glass, sticks,
cigarette butts, etc.) and check the play area for dog and cat poop.

e Check for toys that are broken or unsafe.

e Talk to the teacher about additional set up.

When you are setting up in the gym,
e Pull the cart out and park it on the West gym wall.
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e Leave the toys on the cart until school begins. A minimal set up helps control the
curiosity of younger siblings.
e Talk to the teacher about additional set up.

Set up the classroom:

e Set up paint area. Hang paper at each easel and make sure this is a supply of easel
paper. After circle, you will need to come back to uncap paints, put a brush in each
container and make sure there is a supply of easel paper.

e Lay out vinyl tablecloth on gym floor for drying paintings.

e Prepare materials for special project.

e Assist the teacher with other classroom preparation as directed.

At the end of class time, all parent helpers join the class in the reading room for
reading time. Cleaning will be done after the children are dismissed and your children
have started their lunches. All parent helpers share cleaning responsibilities after
school has ended. There is a list inside the white cupboard nearest the filing cabinet
that outlines the daily cleaning chores.

The Parent Helpers’ daily responsibilities are summarized on a laminated card
available in the bin with the blue parent helper aprons (a copy is included on page 53).

CHILDREN ARRIVE

The teacher will greet the children near the door and have the child “clip in.” At about
9:20, she will ring the bell for opening circle. A parent helper should keep an eye on
the door and be sure to greet any late-arriving children. Have them put their clip in the
clip can, and then direct the child and parent to the circle. Around 9:30 close the
outside blue gym door again for safety. The children use the glass classroom door to go
outside during choice time. The outside blue gym door remains closed for the rest of
the school day.

Children and parents will choose a workjob and do it together. Encourage children to
settle in an area where there is enough space for their chosen activity and that is out of
the traffic ways. Workjobs may be done on the floor or at a table, in the main
classroom or the reading room. There may be parents who need to leave quickly and
need other parents or parent helpers to work with their child. If you see a child having
difficulty saying goodbye to their parent at the end of their workjob, assist the child in
getting involved in a new activity or get the teacher.

ACTIVITY/FREE PLAY TIME

When parent helpers arrive, the teacher will explain the day's planned activities. It is
particularly important that the children do as much by themselves as possible. They
will be delighted with what they produce and this will instill pride and confidence. It is
important to emphasize the process, what they are doing, rather than the finished
product. (“l see you used scissors and glue for your project,” “I see you are using blue
in your painting,” “Tell me about your picture,” etc.)

Some projects will require a limit of children at the table. The teacher will advise on
this or, in your judgment, you can set a limit.
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Some children will not want to start right away. Once the late starters see what the
others are doing they will probably join in. There may also be times when a child does
not want to participate at all. Children should not be forced to participate when they
do not wish to.

The planned activities and the free play will blend together. You will need to blend
your helping with projects and the help needed by children in free play. The children in
free play usually need minimal supervision, but if you see a child having a hard time
getting involved or having trouble sharing, etc., try to help him or her by suggesting
alternate activities. The most important thing is making sure the children are safe,
happy, and feel welcome.

SNACK

Snack is set out at the beginning of school and is available continuously throughout the
activity/free play time. Children may choose to have snack whenever they are hungry.
It is the responsibility of the parent helper working in that area to see that children
wash their hands before starting snack. Children may stay as long or as short as they
like at the snack table.

Eating and drinking take place only at the table and while sitting down. When finished,
children should put compost-able items in the compost bucket, garbage in the garbage
can, and unfinished water in the water bucket. They may then place their dishes and
cups in the bin on the cart.

BATHROOM

The school has three bathrooms. One bathroom is located in the reading room, and
two additional restrooms are available the hallway outside the reading room, if
needed. Assist any child who needs toileting help. Extra clothing is in the bathroom in
case of accidents. Many children keep an extra change of clothes in their cubbies.

MUSIC

Musical instruments and CDs are available for use throughout the day. Children may
join in the music at any time, or not, as they choose.

TRANSITION TO OUTSIDE/GYM
The gym or the outside area is available as soon as the opening circle is over.

If we are in the gym, children may flow freely between the classroom and the gym. If
we are outside, children need to get their shoes and coats, etc., then get their "outside
clip" (which is different from their check-in clip) from the snack parent and deliver it to
the outside parent. When going in they must take the clip in with them and give it back
to the snack parent. The teacher and all parent helpers need to monitor that the
exchanges are taking place. Every few minutes, take a head count to ensure all the
children are present.

10
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OUTSIDE ACTIVITIES

The outside play area will be available unless severe weather prohibits it. Please make
sure that your child has appropriate clothing at school. If they didn't want to wear a
jacket or raincoat in the morning, please bring it and leave it in their cubbies. If
children do not seem appropriately dressed for cold or wet weather, offer to find them
something in the extra clothing cart located in the bathroom. If children come in wet,
help them find dry clothes.

INDOOR GROSS MOTOR ACTIVITES

When it is too wet or cold to go outside we use the gym. Because the children will
move freely between the classroom and the gym, adults will also need to move back
and forth according to the balance of children. The gym is neither well-heated nor
insulated. The children are generally fine because they are active. Parents may need
sweatshirts.

Parent helpers are responsible for safety in the play structure area. Assist children as
needed, but please don't lift them up or down. Show them how, guide their feet and
hands, if necessary. The standard guideline is they need to get themselves up in order
to get themselves down.

CHILDREN’S CLEAN-UP

Encourage the children to put away the toy they are playing with before selecting a
new one. Please don't put the toys away for them. Instead, take this opportunity to help
the children learn to put their things away. If necessary, hand the child a toy and tell
him or her where it belongs, or ask the child to put something specific away: "Kate,
would you find a place on the shelf for the red blocks?" You will need to follow up and
see that the children do get all the toys on the shelf.

CLEAN UP

At the end of the day we all work together to clean both the classroom and the gym/
outside. If a child says they didn't play there, you may say something like, "We all work
together to get our classroom clean," “Friends help friends,” “Let’s see what working
together can do,” etc.

Outside Clean-up

+ Children bring toys to the shed. Children do not go in the sheds at any time.
+ Adults stack toys in the shed. Please put things away in the shed in an orderly
manner. It will make the setup for the next morning’s parent helper much easier.

Gym Clean-up

+ All toys go in bins or on shelves.

« Stack bins and boxes on the cart.

+ Taking down the climbing structure and moving large equipment will be done with
close adult supervision or after school.

11
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Art Area Clean-up

« Put away any remaining tools and art supplies.

« Remove brushes from paints to a container of water by the sink.
« Cap paints.

«  Wash tables.

« Push chairs in.

Playdough Table Clean-up

« Put away tools in bins.

+ Put playdough in tub, put on lid and place on top of tool bins.
+ Check floor and chairs for playdough.

+  Wash table.

« Push chairs in.

Dramatic Play Area Clean-up

« Hang up/put away all dress-up clothing.

« Remove toys from indoor play structure and put away.

« Lock crow’s nest.

« Put away dishes and food.

« Make sure purses and bags are emptied and items are put away.

Block/Toy Area Clean-up

+ Put blocks in rolling bins.

+ Puttoys in labeled bins and on shelves.
Touch Table Clean-up

« Take all toys out of table and put in bins.
« Putlid on table.
+ Sweep up area around table.

Reading Room Clean-up

« Put books on display shelves.

+ Putall buddies in the buddy box.

« Put away tapes and puzzles.

« Straighten writing area (papers, stamps, markers, etc.).

After the children finish in one area, you may suggest they help clean another area. The
exception is the gym. Adding a second group to the gym usually makes for chaos. Too
many children and too much space usually equals no work.

When each area is clean, parent helpers will accompany the children to the block area
for circle.

12
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CIRCLE/STORY TIME/GOOD-BYE

Two parent helpers will join the teacher and children directly for the transition from
circle to story time in the reading room. The third parent helper will remain in the
classroom until the first parent arrives for pickup and will then join the teacher and
children for the rest of group and story time. The teacher will read stories and engage
the children in conversations. Please sit near talkative or wiggly children. Your
presence is often enough to help them concentrate. This is a time to be with your child,
but not a time for your child alone. Your lap will probably be needed by more than one
child. After the goody-bye song children will remain in the reading room until they
have been picked up.

PARENT HELPER DAILY CLEANING

Parent helper daily cleaning begins after circle, story time and good-bye. Duties are
posted on the inside door of the white cupboard nearest the phone (a copy is included
on page 55). Get your children set up eating lunch, supervise children not yet picked
up and work on cleaning until all children have been picked up. Parent helpers will
need to check with each other as to the jobs that have been done and those that
remain. When the cleaning is done, meet with the teacher for the after-class debriefing.
Before you leave please double check the cleaning list and clean up after the
"lunchers"--floor, table, lunch boxes, etc. Also ensure that all doors are locked and the
dishwasher is started.

AFTER-CLASS DEBRIEFING

This is a time for you to share with the teacher what was both positive and negative
about the morning for you.

* Did the projects work?

*  Was the room set up well?

* Did anyone, or group, have particular difficulty or success today?

* Did you observe anything you think might be helpful to the teacher in making
future plans?

If you witnessed a minor accident or mishap, be sure the teacher is informed now (if
not earlier) so parents can be notified when appropriate. If you noticed anything unsafe
about the equipment or activities, be sure to mention this to the teacher.

Any observations you relate about your classroom experience or that of the children
are extremely helpful; the teacher appreciates your time and commitment. The teacher
is looking for information about the children that is newsworthy--who, what, when,
and where. Judgments about individual children's "goodness" or "badness" are not what
we will be talking about and looking for. The teacher will be taking notes from these
sessions, and this information will be added to what she can discuss with parents at
conferences, etc. This is also a time to ask advice about handling specific situations
that may have left you wondering during class. These debriefings should last no more
than 15 minutes.

13
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Specific Guidelines for Working in the Classroom

CLASSROOM PRINCIPLES

These three principles are basic to our social interactions. Be prepared to intervene if
you see children having difficulty.

e Children may not harm themselves or others.
e Children may not destroy materials.
o Children may not engage in weapons play.

FREE PLAY

Table Toys

* Honor a child's need to play with a table toy alone.

* Help a child who wants to play with an unavailable toy to find another toy or
activity. Make sure that s/he does get a turn later.

* Facilitate cooperative play: "l wonder if there's a way you can do it together?" “Will
you let Kate know when you're finished with it?”

* Table toys may also be used on a rug nearby.

* Allow creative use of toys. For example, dinosaurs in the playdough or jungle
animals in the touch table.

* Table toys should be returned to the shelf by the child, with all pieces, after use.

* Discourage random dumping of toys onto floor. When this happens, engage the
child in returning toys to appropriate bins.

ART AREA

Easel Painting

* Assist children in putting on paint smocks/shirts if they choose to wear them. An
offer of “Would you like to wear the red or the blue smock?” is much more likely to
get children’s clothes covered than “Would you like to wear a smock?”

* Display an interest in the children's work, but do not ask what they have made.
Young children are often more involved in the process than the product. You might
say, "Tell me about your picture," or "l see you are using red."

* Avoid praise and value judgments.

* Encourage children to replace brushes in the correct container.

* Ask the child if s/he would like to write his’her own name. If not, ask the child
where s/he would like you to write his/her name and the date on the paper.
Capitalize the first letter of the child's name, and use lower case letters for the rest.

* If the child wishes, you may label paintings or write comments made by the child.

* Put paintings on vinyl tablecloths in the gym to dry.

* Children should hang up smocks and wash and dry their hands.

* If a color of paint runs out, refill paints container from jugs in cabinet.

* Do not paint pictures for children. This discourages their creativity as they cannot
hope to imitate your models.
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Art Tables

* The children may use any of the materials on the open art shelves to create at the
table nearby.

* They should return unused materials to the shelf when done, and throw small paper
scraps into the recycling bin.

* Large paper scraps are saved for future projects. There is a cubby for this paper.

* Encourage children to use small amounts of glue, but realize that there is a
fascination with the squeezing and that it takes time to learn.

* Place names and dates on papers the same as at the easel and follow same
guidelines for comments.

Touch Table

* Encourage children to keep water/seed/etc. inside table.
* Assist children in mopping or sweeping up spills. The floor gets very slippery when
wet or covered with cornmeal and other materials.

DRAMATIC PLAY AREA/INDOOR PLAY STRUCTURE/BLOCKS

Children may mix and match equipment among the areas for maximum creativity.

Indoor Play Structure

* Everyone can play on the structure. Groups of as many as three children can be in
the crow’s nest at one time. Work to honor the child who wants to be/play alone.

* Children may not drop anything from the structure.

* No jumping off the structure.

* Assist children when they are learning to climb. Do not lift children up or down,
assist them in doing it themselves.

* If they are afraid, acknowledge that it is hard and that it is fine to be afraid. Assure
them that they can keep trying, perhaps another day, and that you know they will
learn how soon.

* Celebrate their success!

* The play structure gives children a feeling of power; "l am so big, bigger than you."
If a child is having an issue while up in the structure, you will get more cooperation
by climbing up to his/her level rather than trying to discuss it from the floor.

Housekeeping

* Encourage children to return dolls, dishes, etc., to their places when done.

* You may facilitate play by supplying needed props or making suggestions when you
sense the play breaking down, but then withdraw and let the children play out their
own themes.

Blocks

* Blocks may not be thrown. If this is a problem, tell children, "Blocks are for
building," or “Let’s go outside and find some things to throw.”
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* Don't build structures for children or build elaborate adult models that children
cannot hope to attain at this age. Adults should follow the children’s lead.

* Don't solve their problems for them. Children learn about objects in space and the
force of gravity by experiencing these forces.

* Say, "That's very big," or "You seem proud of your building," etc., instead of "What
isit¢" or "lt's a. . ."

* As with table toys, help a child who wants to play with an unavailable toy to find
another toy or activity.

* Allow creative use of toys.

* Discourage random dumping of toys onto floor.

* Encourage pick-up by making it fun: "Let's drive the cars to the garage (shelf), or
"Let's be cranes and lift these onto the shelf."

Playdough

* Playdough should stay on the playdough table.
* If children hoard, suggest, "Kate needs some playdough. How can you help?
Would you like to give her some, or shall I help you?"

Reading Room

* This space contains our library, a writing center, other print materials, cassettes and
a cassette player, typewriter and a bin of cuddly buddies.
* We encourage children to keep their play at a more mellow level in this room.

OUTDOOR TIME

* The playground will have been set up before class.

* There must be a parent helper outside before children go out. Children must get
their clip from an inside parent helper (usually the snack parent) and deliver it to
the outside parent helper. When going in they must take the clip in with them and
give it back to the inside parent helper. The teacher and all parent helpers need to
monitor that the exchanges are taking place. Every few minutes, take a head count
to ensure all the children are present.

* Be firm about boundaries. Children may not play behind the shed, down the side of
the church or go toward the parking lot past the cones.

* Children may not throw sand. Encourage children to keep the sand “low” and
inside the sandbox.

* Bikes may not crash into people or things. Children get one warning, then “lose
their license” for the day. If this happens, help the child find something else to do.

* Short neighborhood walks or trips outside the cones must be supervised or
accompanied by an adult.
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Additional Information

This section includes information for parents on days when they are not parent helping.

ABSENCES

Parents should notify the teacher of absences by calling and leaving a message on the
school phone, (503) 234-1691, before school starts that morning (or sooner, if it is a
planned absence). The teacher will call you back later in the day to talk in more detail,
if necessary.

ARRIVAL/DROP-OFF

After parking in the preschool section of the parking lot (the second bay of parking
spaces), please use the blue gym door as your primary entrance. Please put your child’s
things in his/her cubby and then have your child wash his/her hands in the reading
room or bathroom. Starting at 9:00, the children will be greeted near the classroom
door by the teacher. If you arrive early, please stay with your child in the gym until the
room is ready. Do your best to arrive on time. If you arrive late (after about 9:20), a
parent helper will greet you and help your child with the clip can. After about 9:30 the
gym door will be closed, so please enter through the glass classroom door. If you arrive
after circle, select a short workjob or encourage your child to get involved in an
ongoing activity.

If there is anything special the teacher should know about your child that day (s/he
didn’t sleep well that night, will be picked up by a neighbor, etc.), tell her briefly or
write a note and give it to her. It is also important that you say good-bye to your child.
Never sneak out, as this could lead your child to mistrust you and may lead to more
severe separation problems.

After the teacher greets your child, help your child choose a workjob from the shelf
and find a suitable place to work. Encourage your child to sit in a space large enough
for the activity. Workjobs may be done on the floor or at a table, in the classroom or
the reading room. When your child has completed an activity, it should be returned to
the shelf and s/he may choose another or go on to some other activity. Once a workjob
has been completed and put away you are free to say goodbye. You are also welcome
to stay for the opening circle, which often helps to ease your departure. If your child
needs help with this transition, ask a parent helper or the teacher for assistance. If you
would like to visit with other parents or have school business to transact, please do it in
the gym or hallway outside the reading room.

BIRTHDAYS

We will celebrate each child’s birthday by having them bring pictures from their past
and/or items that they feel are significant, such as footprints, baby clothing, birth
certificate, etc. You will mount the items your child brings on the “birthday board”
using push pins. If you wish to contribute a special snack, please talk with the teacher.
Remember to keep it both healthy and accommodating to those with food allergies. If
your child has a summer birthday, we can celebrate the “half birthday.”
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A special way of commemorating a birthday is the purchase of a book for the school
library. Your child’s name and birthdate can be placed inside the cover. Please see the
teacher for book suggestions or to discuss a favorite of yours you think the school
might enjoy.

CLOTHING

Both parents' and children's clothing should be very informal at school. Children
should wear comfortable clothes that can get dirty without concern. We do lots of
creative, messy things at school. Parent helpers should also wear appropriate clothing
such as jeans, sweatshirt, and tennis shoes. Please label all outer clothing, hats, and
other items your child brings to school with your child's name. Both children and
parents need clothing appropriate for wet and/or cold weather in order to be
comfortable for outside time. A box of extra children’s clothes (in case of spills,
accidents, etc.) is located in the bathroom. Donations of underpants, sweatpants,
leggings, T-shirts, shoes, socks, and other items in a range of sizes (preferably unisex
styles) are appreciated.

CUBBIES/HALLWAY

Be sure to check your child’s cubby every day for artwork, school information, etc. If
you are carpooling, check the cubbies of all the children you are driving. Also be sure
to check the bulletin boards every time you are in school, and relay urgent information
to the other parents if necessary. Children are not allowed to sit in or climb on the
cubbies.

Often, parents like to visit with each other or have co-op business to conduct in the
morning. We ask that you do so in the gym or outside the classroom.

HOLIDAYS

Our curriculum encompasses a rich array of opportunities for the children, and we feel
that holidays are best celebrated in the context of the family. Holidays are not the focus
of the class. For example, there are no holiday-related decorations in the classroom.

We do celebrate friendships on Valentines” Day by making “mail boxes” and
exchanging valentines.

Children are encouraged to share aspects of their family’s culture throughout the year
(special foods, books, etc.), especially during the month of December. Please watch for
a sign-up sheet or talk with the teacher. We always welcome the sharing of family
heritage.

SHARE CIRCLE

Each day there will be an optional Share Circle. This safe, small setting nurtures oral
development, listening skills and a positive sense of identity in preschoolers. The four
children whose parents are scheduled to parent help or be the alternate parent helper
that day are invited to bring in one item to share--a book, photograph , story, special
buddy, token from a trip, Lego construction, etc. After Share Circle, the items will go to
the children’s cubbies for safekeeping until pick-up time. Their classmates are welcome
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to join them in the Share Circle. Please help monitor the item your child selects to
share and avoid bringing in superheroes and movie/TV characters. Your child and his/
her “share” won’t be turned away, but please keep in mind that we need to honor the
choices families make regarding the exposure of their children to these media and toys.

TRANSITION TO SCHOOL

Not all children are ready to separate from parents that first day. Even a child who has
not had difficulty separating in the past may experience some fear or hesitation. You
are welcome to stay with your child the first day or so to ease them into their new
experience. Make it clear that this is temporary and that you know they will be able to
stay by themselves next time. Your confidence in them, the teacher, and the school will
reassure them.

Children are welcome to bring their comfort items (e.g., blankets) to school with them.
These are especially helpful at first. We will encourage their safe-keeping in the child’s
cubby when s/he seems ready to part with them.

It's also helpful to establish evening and morning routines conducive to getting enough
rest and arriving at school unhurried and prepared for the day. These may include
laying out clothes and items to be taken to school the evening before, school night
bedtimes, school day breakfasts or dressing routines.
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3. PARENT INVOLVEMENT

Overview

Parents are required to:

o Attend Orientation Sessions at the beginning of the year. This is mandatory for
anyone who will parent help for your child during the school year.

e Assist in the classroom as a parent helper and be available on scheduled alternate
days.

e Attend monthly general meetings.

e Participate actively as a member of one of the preschool's job committees or in a
leadership position (board or chairperson).

e Actively participate in all fundraisers and contribute towards the school’s total
fundraising goal.

e Participate in one cleaning day per year and help with school maintenance.

e Meet other requirements as stated in the Parent Agreement (see the Sample Parent
Agreement on Pages 27-28).

Punctuality is expected.

Parents are encouraged to attend various social events. We try to arrange adults-only
functions during the year, as well as family picnics and parties. That way we can get to
know each other as people, not just parents. If you are interested in hosting or helping
with any social event, please contact the Social Committee Chair or your Class
Representative.

A parent’s active participation in the preschool benefits not just the child but the parent
and indeed the whole family. As a Tillamook parent you can expect to gain:

* Support in your parenting challenges and successes.

* Increased understanding of child development. In particular, the teacher will offer
her expertise and insights in discussions of your child’s progress.

* Ideas to improve your parenting skills—from the classroom, from parent education
speakers and discussions at general meetings and from informal sharing with other
parents.

* A network of families for play dates, outings, baby-sitting exchanges, etc. In short,
new friends for you as well as for your child.

* Satisfaction in working with others and doing your part to help run a great co-op
preschool.

COMMUNICATION WITH TEACHER

You will have an opportunity to schedule conferences with the teacher in the fall and
spring. These will be times to set goals for your child, discuss his/her preschool
experience and anything else you would like to talk about with the teacher. However,
conferences alone will not establish the kind of teamwork between parent and teacher
that is so important to the child's development. Please talk to the teacher frequently.
Ask her any questions you have about your child in the class, about your parent
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helping, or let her know when things are happening at home that might affect your
child at school. Please be sure to let her know if there is something she can do to make
you feel comfortable in the classroom. It is a great help to know what activities you
most enjoy and what you would rather not do.

PARENT SHARING

You will enrich our class greatly if you share your talents, skills, and interests with us.
Bring a favorite book to read to a small group of children, a plant or animal to show
and discuss. Share your job with us, your hobby, your musical ability. Talk with the
teacher about when and how you would feel comfortable sharing and when it would
fit into both your plans.

Parent Helping

BASICS

Parent helping is the cornerstone of a co-op preschool. Families in the two-day class
will parent help one or two times a month, and three-day class families will parent
help two or three times a month. Those with two children in the school will parent
help for the appropriate number of shifts for each child enrolled. For example, if you
have two children in the two-day class you will parent help 3-4 times a month.

The benefits and responsibilities of parent helping include:

Adding a new dimension to your relationship with your child.
Assisting the teacher in carrying out curriculum.

Expanding parenting skills under the guidance of the teacher.
Helping keep children safe.

Performing housekeeping chores.

WHO PARENT HELPS?

Portland Tillamook Preschool welcomes all families who would like a cooperative
preschool experience. Some families have one parent do the parent helping. Others
choose to have parents take turns. You might also have another person who cares about
the child and is involved in the child's life do the parent helping. As noted in the
parent agreement, anyone who will be helping in the classroom must go through
orientation of the daily program and complete the Oregon Department of Education
Criminal History Background Check form and review prior to helping.

If a potential classroom helper is unable to attend the orientation, or joins the school
later in the year, he or she must spend a day in the classroom with the Class
Representative prior to the first parent help day. The Class Representative will also go
through the topics covered in the orientation sessions. On the first day a new parent is
scheduled to help, the other parent helpers that day can also assist in orienting the new
family. Class Representatives will follow up to answer questions, assist with committee
assignments, and so on.
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SCHEDULING SYSTEM

All parent helper shifts will be scheduled by the parent who serves as our Scheduler for
the year. The Scheduler will also track schedule changes, trades, alternates, and total
shifts worked for each family, and will then post the totals monthly on the bulletin
board.

The Scheduler will work with you to fit your parent helping obligation into the days of
the week/month on which you are available to parent help. Please make sure you
notify the Scheduler, in writing, of any needs you have for certain days, weeks, or
months during the year.

If you have a period of time during which you are unable to work a shift (e.g., vacation,
pregnancy) you can fulfill your obligation by working more in a different time period.
Please contact the Scheduler to make appropriate arrangements.

By the 15th of each month the completed schedule for the coming month will be
posted and distributed. One copy will be placed in the cubby of each child and one
copy will be posted on the bulletin board. The schedule will also be posted in the
Current Parents Only section of the school website: www.tillamookpreschool.org.

SCHEDULE CHANGES

If you realize you are unable to parent help on your scheduled day and know of this
more than 12 hours in advance, it is your responsibility to arrange for a replacement
for that shift. You must:

1. Find a replacement for the shift you are unable to work. You may either trade shifts
with another parent or find a parent willing to work an extra shift.

2. Notify the Scheduler by e-mail or telephone.

3. Change the schedule posted on the bulletin board. This is necessary as the teacher
uses this information in curriculum planning.

4. If the shift you are changing is an alternate shift be sure to e-mail or telephone all
the other parents working on that day with the name of your replacement so they
will know whom to contact should they need the alternate for that shift.

Please remember, the Scheduler carefully tracks the number of times parents help and
will adjust for the change in scheduling if properly notified. Failure to notify the
scheduler of changes may mean that you do not get proper credit for the shifts you
work.

ALTERNATES

An alternate parent helper is scheduled for every preschool day. The alternate is to be
used for last-minute, emergency purposes only. For example, if a scheduled parent
helper or their child becomes sick within the 12-hour period preceding the preschool
day, the alternate may be used.

The person scheduled as the alternate must be available on the scheduled day, just as
if s’/he were a regular parent helper. The alternate is essentially "on call" until the
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preschool session has begun and all the parent helpers have arrived. Alternates should
arrive at school by 8:45, prepared to parent help if needed.

If you are the alternate and end up working, be sure to note that you worked (and who
was unable to work) on the schedule on the bulletin board. Please also notify the
Scheduler of the change by e-mail or telephone as soon as possible to be certain that
you get credit for working the shift.

Financial Obligations

TUITION

The school year runs from September through May. We follow Portland Public Schools
calendar for holidays and in-service days. The first payment is the annual Start-up Fee,
due May 1. Tuition will be due the first school day of each month, starting in October,
and continuing through May. Tuition for the month of September is due in August.
Refer to your Parent Agreement for current year rates. Tuition rates are evaluated and
adjusted annually.

Tuition may be given directly to the Treasurer or placed in the red Treasurer Mailbox
folder in the classroom file cabinet. Please pay by check and note your child’s name
and the word “tuition” on the check. If you have to pay by cash, it must be given
directly to the Treasurer and counted with you there to confirm that s/he has received
the proper amount. Do not leave tuition in cubbies.

Tuition is considered late seven calendar days after the first school day of the month. A
late fee will be charged. An additional late fee will be charged for each week the
tuition remains unpaid. If you are having trouble paying your tuition, please contact
the President or Treasurer.

Tillamook also has a limited amount of financial aid available (a copy of the school’s
Financial Aid Policy is on pages 56-57). For more information or to apply, talk to the
President, the Treasurer, or Anti-Bias/Parent Education Coordinator.

FUNDRAISING

Fundraising is a vital source of operating income for the preschool. The teacher’s salary,
our rent, financial aid, utilities, and school supplies are all partially covered by
fundraising dollars. Everyone is expected to participate in all fundraising events in the
following ways:

e By participating in the agreed upon fundraising programs to contribute to the
school’s total fundraising goal, as set in the budget each April.

e By working a shift under the direction of the fundraising committee at each specific
fundraising event, if necessary.

The Board sets the total fundraising budget in the spring preceding each school year.
The total dollar amount to be raised, divided by the number of students enrolled in the
Co-op, gives an average amount for each family to work towards. You can do this as a
family and/or involve your friends, neighbors and relatives to help work towards our
school's fundraising goal.
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MEMORY BOOKS

There is a special one-time fee for the materials for your child’s “memory book.” The
fee is due at enrollment. The class historians will record special events and activities
throughout the year and will facilitate the creation of memory books by parents and
children. The children get to take their memory books home on the last day of school.

Additional Obligations

SATURDAY CLEANING

Each family must sign up to help clean the school one Saturday during the school year.
This is done with other families and takes about three hours. There will be a sign-up
sheet at the first General Meeting, and the sheet will remain posted on the bulletin
board. The Building and Maintenance Coordinator will direct the Saturday cleaning.

GENERAL MEETINGS

General Meetings are mandatory. At least one parent/guardian from each family must
attend. Because parent helper issues are discussed, we strongly encourage the parent
helper in the family to attend the general meeting. These meetings are essential for the
well-being of our cooperative. We discuss and decide on school issues, hear speakers,
hold discussions on parenting and other topics of interest, and enjoy some adult social
time.

Childcare at General Meetings

Childcare is available, for both enrolled students and siblings, in the classroom during
General Meetings for a small fee. Advance reservations are required. A sign up sheet
will be posted on the bulletin board at least two weeks prior to meetings. The sign up
sheet will be removed two days prior to a meeting. No reservations will be accepted
after the sign-up sheet is removed, so that the Child Care Coordinator can ensure the
proper baby-sitter to child ratio for the safety of the children.

If it becomes necessary to cancel a reservation for childcare, you must contact the
Child Care Coordinator by noon the day of the meeting. Anyone who makes a
reservation, and does not call to cancel the reservation prior to the deadline, will be
required to pay the fee even if their child/ren do not come.

Please note that the childcare provided during general meetings is not covered by the
school’s insurance policy.

COMPLIANCE WITH ZERO TOLERANCE POLICY

There will be zero tolerance for any perceived threat of violence.

There will be zero tolerance for the use of behavior-altering drugs or alcohol at school
or at a school-sponsored event where children are present.

This specifically includes refraining from the use of alcohol or drugs that impair mental
or physical capacities 8 hours before school or any school-sponsored event when you
are directly responsible for the safety of the children.
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PARENT AGREEMENT

A sample copy of the Parent Agreement follows, for your reference. This outlines the
membership requirements and must be signed by the child’s parents or guardians prior
to enrollment. Please refer to your current year agreement from your enrollment

packet.
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SAMPLE PARENT AGREEMENT

| agree to enroll my child, . in the Portland
Tillamook Preschool. My child will be a member of the:

() 2-Day Class 9:00-12:00 noon Tuesday & Thursday Tuition: $90 /month.
() 3-Day Class 9:00-12:00 noon Monday, Wednesday, & Friday Tuition: $126/month.

*** PARENTS: PLEASE READ CAREFULLY BEFORE COMMITTING TO
THESE OBLIGATIONS! IF YOU HAVE ANY QUESTIONS OR CONCERNS,
PLEASE CALL A BOARD MEMBER. ***

I understand and agree to the following rules and obligations:

1. To pay the Start-up Fee. This $80 fee is due by May 1, (one week prior to the
philosophy meeting) and is non-refundable.

2. To pay tuition due on the 15t school day of each month from October through May.
Tuition for the month of September is due in August. Tuition is considered late
seven calendar days after the first school day of the month. A late fee will be
charged. An additional late fee will be charged for each week the tuition remains
unpaid. Tuition rates are evaluated and adjusted annually.

3. To complete an Oregon Department of Education Criminal History Background
Check request form for everyone who will parent help or drive to field trips. The
results of the background check will be confidential, and will be handled on a
case-by-case basis. The Board of Directors will confidentially review any report of
crime against a minor.

4. To provide a completed immunization record prior to the beginning of school.

5. To read, understand, and follow the school’s philosophy, rules and regulations as
presented in the Parent Handbook.

6. To comply with the school's policy of zero tolerance for violence, threats, drugs,
and alcohol. This specifically includes refraining from the use of alcohol or drugs
that impair mental or physical capacities 8 hours before school or any school-
sponsored event when you are directly responsible for the safety of the children.

7. To attend the Parent Helper Orientation Session at the beginning of the school

year. Any person who will parent help during the school year must attend the
orientation session.
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8. To attend monthly general meetings. Prior notice of the meetings will be posted at
the preschool in the form of our school calendar.

9. To work my family’s share of days for classroom parent helping, and to be available
on scheduled alternate days. | will arrive by 8:30 am on my parent help days and
by 8:45 am on scheduled alternate days. | understand that if | cannot help on one
of our family's scheduled days, it is my responsibility to find a substitute helper, and
notify the scheduler and teacher of the change. Two-day families are expected to
complete approximately 16 shifts (8 parent helper shifts, 4 snack shifts and 4
alternate shifts) per enrolled child. Three-day families are expected to complete
approximately 24 shifts (12 parent helper shifts, 6 snack shifts and 6 alternate shifts)
per enrolled child.

10. To participate actively as a member of one of the preschool's job committees or in
a leadership (board or chairperson) position.

11.To actively participate in the Scrip fundraising program and all fundraising events to
contribute to the school’s total fundraising goal of $6,800. (Approximately $175-
$190 per enrolled child.)

12.7To participate in the summer work party, one weekend cleaning day per year, help

with school maintenance, and participate in other school support activities as
reasonably requested by the Board of Directors.

13.To give 30 days' written notice, or pay an additional month's tuition, if withdrawal
of my child becomes necessary. The Board of Directors may make exceptions.

In addition, by signing this agreement | hereby represent that | have never been convicted of nor am |
under indictment for any crime involving violence or force or sex-related crimes involving a minor.

This agreement is for one school year, August 1, 2009 to July 31, 2010.

Signature of Parent/Guardian Date

Signature of Parent/Guardian Date
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Parent Jobs

Every job, board position and committee is essential to a well-run preschool. The
following job descriptions have been redefined and reworked to make them as
equitable and clear as possible, but there’s always room for improvement. If you find
you have questions or concerns about your job, please contact the Jobs Coordinator for
assistance. Keep in mind that job descriptions and committee groupings may change
each year in order to fit the needs of the families and of the school. The descriptions
below may not all apply to every school year.

Board of Directors

The Board of Directors is made up of parents from both classes. The Board of Directors
sets and enacts policy for the preschool. They are the legal officers of the preschool,
which is a non-profit corporation under Oregon law. (See the Bylaws, beginning on
page 58 with a brief overview of key sections.) The duties of the officers are as follows:

PRESIDENT

Coordinates and oversees all operations of the preschool.

Prepares meeting agendas and chairs Board meetings and general meetings.
Plans orientation with teacher and Board.

Attends PCPO president’s meetings, and fulfills PCPO presidents’ obligations.
Chairs teacher contract committee.

Assists financial aid committee.

VICE PRESIDENT/PCPO REPRESENTATIVE

Assists the President in duties as needed.

Trains for future Presidency (if desired.)

Attends and reports on general PCPO meetings and the PCPO conference.
Prepares a PCPO report for our monthly newsletter.

Maintains active involvement with PCPO.

Facilitates communication between Tillamook and PCPO.

TREASURER

Collects tuition and late fees, keeps records, and deposits checks in the bank.
Receives and dispenses funds, and keeps complete financial records.

Develops and presents financial reports and budgets.

Pays taxes, salaries, insurance premiums and all other bills in a timely manner.
Attends PCPO treasurer training in Spring and Fall.

Monitors financial health of school, and provides financial advice to the Board.
Serves with President on teacher contract committee.

Serves with President and one other Board member on financial aid committee.

SECRETARY

* Keeps minutes at general meetings and Board meetings.
e Types as necessary for the Board.
e Maintains student records.
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Maintains immunization records.

Tracks meeting attendance.

Submits immunization forms to county health department.
Completes insurance forms.

ANTI-BIAS/PARENT EDUCATION COORDINATOR

Fosters awareness of anti-bias philosophy in school.

Supports teacher in anti-bias curriculum.

Attends PCPO Diversity Forum meetings.

Coordinates parent education speakers/events for general meetings.

Serves on the Financial Aid Committee and the Criminal Background Review
Committee.

MEMBERSHIP COORDINATOR

Acts as registrar, ensuring all required forms are on file prior to child’s starting
school.

Responsible for membership drive, including a) maintaining file of alumni, siblings,
and other potential members, b) soliciting membership, and c) marketing school
through the Spring Open House.

Works with Class Representative to enroll and orient families entering after the start
of the school year.

JOBS COORDINATOR

Assigns all preschool family jobs.

Ensures all families are participating evenly in their assigned job.
Answers questions related to preschool jobs.

Monitors job performance.

CLASS REPRESENTATIVES

One person from each class will:

Act as liaison between teacher and class.

Contact class members for class and co-op business as delegated by the President
or teacher.

Lead any class meetings as needed.

Publicize grievance policy and assist in resolving grievances.

Follow-up on attendance at general meetings.

Work with Membership Coordinator to orient new families throughout the year.

FUNDRAISING CHAIR

Supervises fundraising activities of the preschool.

Chairs fundraising committee meetings.

Enlists the support and involvement of all preschool members in fundraising
activities.

Reports monthly to the Vice President on committee’s activities.

Researches & implements new fundraisers if needed.
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e Initiates grant proposals or other donations to school as necessary.

TEACHER

Duties of the teacher are outlined each year in the teacher contract.

Jobs/Committees

Weekly Setup and Put-away (3-4 families)

e Completes turnaround of the classroom every week from Sunday school setup to
preschool classroom setup.

e Completes the turnaround of the classroom after the last class each week from
preschool classroom setup to Sunday school setup.

e Works with the teacher and church education director to keep current of any changes
to turnaround setup.

e Work can be done on Friday after 1 p.m., on Saturday, or on Sunday between 3 p.m.
and 5 p.m. or after 8 p.m. The work consists of moving tables, chairs, dividers and
supply carts; it takes about 2-3 hours, depending on the number of people working.

e Three or four families share the Weekly Setup and Put-away duties. Each family must
follow a set schedule; it can be rotated every third/fourth week or whole months at a
time.

e In addition to Weekly Setup duties, one family will serve as the Chair. The Weekly
Setup Chair trains the Weekly Setup families in the fall, and fills in as needed for
backup or additional assistance. The Chair also communicates monthly with the
teacher to determine other classroom needs.

Toy Washing (2 families)

» Washes a rotation of indoor and/or outdoor toys each week. Baskets for storing toys
are also cleaned.

e Coordinates toy washing with teacher and other family doing toy washing.

e Toys may be washed at preschool or may be brought home for cleaning and returned
to preschool before the next class.

Paint and Towels/Special Projects (1 family)

 Maintains the paint easel in the classroom.

e Cleans the easel on a weekly basis and replenishes the easel paper supply.

e Cleans and refills the easel paint cups.

e Launders classroom towels each week, and other classroom items (aprons, dramatic
play clothes) as needed.

» Works with the teacher to plan and implement special projects for the classroom (art,
music, drama, garden, etc.).

» Works with the teacher and other Special Projects family to plan and schedule field
trips for the children.

e Provides additional assistance for classroom events, as requested by the teacher.
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Creative/Sewing (1-2 families)

e Makes new toys and materials for classroom, as needed by the teacher (costumes,
puppets, games, dramatic play props).

e Repairs dramatic play clothing, props, and pillow covers as needed.

e Works with the teacher to create new dramatic play centers or themes.

e Helps the teacher rotate dramatic play materials.

Building and Maintenance (2 families)

e Maintains, repairs, and improves classroom, toys and playground equipment as
needed.

e Performs monthly safety checks and communicates necessary repairs to the Jobs
Coordinator.

e Participates in August Work Party and additional projects throughout the year as
needed.

e Assists the Classroom and Storage Organizer with outdoor shed as needed.

e Checks the play structure for needed repairs and safety concerns on a monthly basis.

e Checks the sand box for needed repairs and safety concerns.

e Turns the sand over every 3 months.

e Schedules and places reminder calls to monthly clean up crew.

Aquarium/Garden/Pet Care (1 family)

e Maintains the classroom aquarium on a weekly basis doing water exchange,
checking pH levels and temperature of the water.

» Maintains the cage/habitat of the class pet.

» Makes sure there is enough fish/pet food.

» Arranges for the care of the fish/pet during school breaks and over the summer.

e Maintains the outdoor garden spaces in the playground and the area right outside the
classroom doors.

Purchasing/Classroom Organization (1 family)

e Purchases supplies for school, working closely with the teacher, Social Committee
Chair, and board to determine needed items, using Scrip if possible.

e Submits receipts to treasurer for reimbursement; checks in to stay on budget.

e Cleans out and organizes all classroom cupboards and supplies each month.

« Notifies Saturday cleaning crew of any special cleaning needs as they arise.

e Cleans and organizes the outdoor shed and inside storage room at the beginning of
the school year.

e Maintains order in the indoor and outdoor storage areas throughout school year
(works with the teacher).

o Communicates any needed repairs or safety concerns to the Jobs Coordinator.

Social Committee Chair/Meeting Setup (1 family)

e Coordinates refreshments for monthly General Meetings and other school functions
as needed.

e Sets up for and cleans up after monthly General Meetings.
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e Arrives 15-30 minutes early for all general meetings and special events to set up
chairs, tables, equipment, make coffee and set up snacks.

e Coordinates Ice Cream Social (in August), End of Year Picnic (in May/June), and other
special events.

e Arranges refreshments for preschool functions (work parties, Open House, etc) as
needed.

» Solicits suggestions for special events from membership and board.

» Notifies membership and Newsletter Editor of upcoming special events.

e Works with the fundraising committee on social aspects of any fundraiser
(decorations, food, etc.), as needed.

Child Care Coordinator (1 family)

e Coordinates child care for the monthly General Meetings and the Philosophy
Meeting in May.

e Informs the membership of procedures for child care, including signup, payment and
drop off/pickup procedures.

e Recruits several babysitters, including a lead sitter, for General Meetings and other
events as needed.

e Oversees babysitters (check-in, clean-up of classroom, payment of sitters) during
General Meetings.

» Makes sure the classroom is cleaned up after meetings and ready for school the next
day.

e Arrives 10-15 minutes early for all General Meetings to orient sitters and help check
in children.

Historian (1 family in the 2-day class and 1 family in the 3-day class)

e Sets up binders for the children at the beginning of the year (to become "Memory
Books").

» Photographs class activities, individual children, groups, events, and field trips
throughout school year.

e Photographs each child with the teacher.

e Prints photos promptly and works with the teacher to distribute pictures.

e Coordinates class photos in the fall and in the spring.

e Gathers information and stories from parents and children about their preschool
experience.

» Makes a list of suggested memory book pages to help parents ensure that all events
are included in the book.

e Puts together memory book from each class for the teacher.

Librarian/Book Orders (1 family)

e Processes the school's new books with pocket, card, spine label and Tillamook
stamp.

e Weeds out any unsuitable books (working with the teacher).

e Repairs books as needed.

e Sets up and maintains the library's check-out books.

e Monitors checked-out pockets periodically.
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e Distributes and collects book order forms as soon as they are available each month.

e Completes and submits consolidated book order form and distributes books in
cubbies when they arrive.

e Tracks bonus points for the teacher each month and facilitates the teacher's special
orders.

Scheduler (1 returning or alumni family)

e Schedules parent helper shifts for all families (across both classes).

e Posts and distributes the next month's schedule by the 15th of each month.

e Tracks total shifts worked for each family, and posts the totals monthly.

e Tracks schedule changes, trades, alternates, etc..

(For this job, families have found it very helpful to have access to a computer with a
spreadsheet program.)

Publicity/Communications/Website (1 family)

e Maintains preschool website, updating the site as needed to communicate school
news and information.

e Coordinates publicity for enrollment and fundraising efforts.

e Develops fliers for school events, coordinates placement of fliers.

e Places advertisements and distributes press releases, as needed.

e Works with Membership Coordinator and Fundraising Chair to carry out publicity.

e Works with Church Newsletter Editor to share school information.

e Seeks advertisements for the newsletter.

e Assists Newsletter Editor as needed.

e Sets up and maintains school bulletin boards.

e Creates and distributes Member Directory.

Newsletter Editor (1 family)

e Collects monthly articles from the teacher and the president.

e Collects monthly board meeting minutes from the secretary.

e Solicits articles, drawings, recipes, photos, etc. from membership.

e Solicits information from the social committee regarding potlucks, special events, etc.
e Coordinates monthly family bios for the newsletter.

o Completes all layout and editing of the newsletter by the last week of each month.
e Coordinates printing of the newsletter.

e Distributes the newsletter by the first week of each month.

(For this job, the family must have access to a computer with e-mail and publishing
software)

Treasurer’s Assistant/Special Projects (1 family)

e Collects the mail weekly at the Rose City Post Office (2425 NE 50th Avenue), and
distributes the mail.

e Assists the Treasurer with the end of year audit, and other projects as needed.

e Works with the teacher to plan and implement special projects for classroom (art,
music, drama, garden, etc.).
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e Works with the teacher and the other Special Projects family to plan and schedule
field trips for the children.
e Provides additional assistance for classroom events, as requested by the teacher.

Scrip Seller (1 family in the 2-day class and 1 family in the 3-day class)

e Is available at drop off and pick up each school day to sell scrip.

e Answers questions and promotes the scrip program as necessary.

e Tracks and records each scrip sale on the Scrip Sales Log.

e Every two weeks, deposits all checks collected for scrip sales.

e Every two weeks, communicates scrip orders, scrip sales, changes to Standing Orders
and scrip deposits to the Scrip Tracker.

e Maintains an inventory of what scrip is available on-hand, and forwards to the
Treasurer.

e Each month, drives to the Scrip Center in Tigard to collect scrip. Then sorts and
delivers scrip to other sellers.

National Scrip Coordinator/Scrip Communications (1 family)

o Communicates with the membership about National Scrip (vendors available,
deadlines, delivery dates, etc.).

e Places National Scrip order and distributes items when they arrive.

e Tracks and records each National scrip sale on a Sales Log.

o Communicates costs, profits and deposits to the Scrip Order Taker as national scrip
orders are placed.

e Distributes information about local and national scrip to families as needed
(especially at the beginning of the year).

e Publicizes the scrip program and encourages participation through newsletter articles
and cubby fliers.

e Educates new families about the scrip program.

e Assists the Fundraising Chair with other fundraising duties as necessary.

e Each month, drives to the Scrip Center in Tigard, and collects, sorts, and delivers scrip
to other sellers.

Scrip Order Taker and Tracker (1 family)

e Communicates with Scrip Sellers regarding scrip orders, on-hand needs, and sales
records.

o Communicates with Treasurer regarding current bank account balance before placing
local scrip order.

e Places local scrip orders every two weeks, faxing order and calling to make sure fax
is received at scrip center.

e Each month, drives to the Scrip Center in Tigard to collect scrip. Then sorts and
delivers scrip to the other sellers.

e Each month, reports year-to-date profits to the Fundraising Chair (preferably prior to
board meetings).

e Each quarter, compiles family profit profiles.

» Keeps up-to-date with scrip software changes.

e Keeps up-to-date order forms stocked in filing cabinet in the classroom.
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Ad Hoc Positions

SUBSTITUTES

Each class will have two or three substitute teachers who are CPR-certified. The teacher
will choose several parents from each class to fill these positions. Substitutes will
receive credit for two parent helper shifts each time they work a substitute shift.
Substitutes must let the Scheduler know that they have substituted in order to be
properly credited for the shift.

SPECIAL PROJECTS SUPPORT

Interested parents can volunteer to work on special long-term projects such as
brochures, exploring grant possibilities and playground development.
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4. ADDITIONAL SUGGESTIONS FOR WORKING WITH CHILDREN

General Guidelines

When talking with children, place yourself at their level.

Sit down whenever possible while supervising.

Answer questions and talk to the children when the occasion calls for it, but avoid
interrupting their conversations or talking all the time.

Be relaxed.

Be consistent.

If you ask a child to do a task, follow through with that child to see that the task is
completed and that s/he is acknowledged for the effort.

When children are playing well, don't interrupt or interfere.

Avoid talking about a child in his/her presence.

Look for what children are doing right or well.

Let children do what they can themselves and give them time to try before offering
assistance.

Listen to them.

Encourage children to give and receive help from each other.

If a child appears to be struggling, ask if help is desired before stepping in.

Tell children what you want them to do rather than what to stop doing (“Please
walk” rather than “Don’t run”).

Parent Helpers’ Roles in Classroom

The most common set of questions about parent helping surround “What do | do?,"
"When should | intervene?," and "How can | facilitate play in our setting?"

You will spend the major part of the day interacting informally with individuals and
small groups of children and facilitating learning rather than in adult-directed activities.
You will spend little time correcting, stopping, hurrying, reminding, referring,
reprimanding or timing-out the children. You will have time to respect and respond to
individual needs and to relate to each child with warmth. Remember to have fun!

In the creative play program, it is assumed that a caring and understanding adult is
involved at all times in whatever activity the children are participating. The role of the
adult is not that of an instructor or entertainer, but rather of a friend whose presence
will insure the quality and appropriateness of the experiences in which the children
engage.

There are three primary types of involvement:

1. Participant: The adult actually participates with the children in the activity.

2. Facilitator: The adult gives necessary guidance and assistance as needed, but
does not participate.
3. Observer: The adult can see the children and be seen by them, giving them the

security of knowing that they will have help if they lose control of
the materials they are using or of their emotions.
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—Clare Cherry, Early Childhood Educator and Author

You will spend your classroom time in all three of these roles. Each one is essential to
the life and success of the program.

PARTICIPANT

Player: You will usually be accepted because the teacher/parent is desirable and has
good ideas. It's also a wonderful experience for the children to engage in safe play
situations with other caring adults. Wait to enter—then be careful that you maintain
and extend the children’s general theme and direction. Be careful that your
intervention doesn’t identify or change their play. Enter by making statements that
reflect what the children are doing. Observational statements communicate approval
without judgment. They let children know you recognize what they are doing is
important.

There may be times when you need to initiate a game. Continue to try and follow the
child’s lead as you develop the game together.

FACILITATOR

Stage manager: Usually done before class as it is easier and more appropriate to move
around and manipulate things rather than children.

Mediator: When an adult imposes solutions, this interrupts play and the children do
not have ownership in the resolution. When an adult helps to mediate solutions, play is
enhanced and continues in a child directed manner.

To extend play scripts you can aid by offering materials, ideas and problem solving/
negotiating. Ask open-ended questions. These kinds of questions require no specific or
correct response, but rather inspire a variety of answers. Wait at least three seconds to
encourage a child-generated solution. Count slowly and silently to three before
responding, and then to another three after the child has made a response to allow the
child to elaborate if s/he thinks of more. Step away so children can resume their play,
or when they gain control over the play themselves.

OBSERVER

When the teacher/parent is not needed to sustain play s/he can be a scribe, assessor,
communicator, and planner. Writing while children play gives something important for
adults to do without interrupting their play.

Techniques for Behavior Management

e When talking with a child maintain eye contact. Have your face at their face level.
If you lose eye contact, ask for it: “I need you to look at me.” “Look in my (blue,
green...) eyes.”

e Don't ask a question unless there is a choice. Say, “It's clean-up time,” not “It’s time
to clean up, okay?”

e Give one or two warnings, then take action. Follow through. Be consistent. This will
probably require you to stop doing what you're doing and stay near the child until
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the entire requested activity is completed. If you leave the area or divert your
attention, you will likely lose their cooperation.

Use “1” statements. “When you do that, or say that to me, | feel...,” “When you do
that to (person) they feel ...” or “Look at (person’s) face, s/he looks ....".

Give choices. “You may stay in this area and (state the behavior that is expected), or
you may go do something else.”

Use natural or logical consequences. Following the above example, say “I see you
chose to do something else.” Then follow through at getting the child involved in an
alternate activity. If you just send them away, they will likely wander into trouble
somewhere else. Frequently a redirected activity that is quiet will help the child
collect herself before going onto something else. Being read to, having snack,
moving outside or inside, playing a game or working with playdough are likely
candidates for redirected activity.

Acknowledge feelings. “I know you are angry (frustrated, excited, etc.), but | can't
let you (fill in the inappropriate behavior). You could (fill in an appropriate
release).” Some possibilities might include having the child draw a picture of how s/
he feels, telling the responding adult how s/he feels, hammering some playdough,
talking about it and having help to write it down.

Conflict Resolution

Remember that the solution does not have to seem fair to you; it only needs to be
acceptable to all involved parties.

Remove the danger if there is one—intervene only enough to prevent injury.

State the problem as you see it: “I see two children and one truck.”

Ask for possible solutions: “What could we do to make it right for both of you?”
Get agreement on a solution.

Look for more ideas if not agreed, “Would you like to know some things other
people with the same problem have tried?”

If a child has already been hurt:

Get teacher, if possible, or another parent if you need help.

Attend to the child’s injuries, involving the other child if possible (getting a cold
towel, Band-Aid etc.).

Talk with the child about how the other was hurt, how s/he could have gotten his/
her needs met without hurting, etc.

Do not force an apology. This breeds resentment, not empathy. You can encourage
the child to come up with a way to show care or how to help the other feel better.
Reinforce that adults are here to help everyone get what they need.

Developing Self-esteem

One of our goals is to increase self-esteem. Try the following at home and at school:

Use language of acceptance and support (honesty, I-messages, non-judgments,
encouragement).

Do not use or allow children to use put downs, toward themselves or others.

Give children focused attention.
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* Discipline with respect.

* Allow children to grow at their own pace. Provide choices and make no
comparisons to different children. Encourage each child’s independence. Don’t do
something for a child that s/he can do for himself/herself.

® Cherish each child’s uniqueness. Help children find their own special qualities.
Focus on the doing, not the product.

® Reduce the emphasis on external measures of success such as grades, awards, etc.
Encourage internal self-evaluation; “You must feel really proud.”

® Be available to your children for listening, problem-solving, sharing.

Additional Resources

PARENTING LIBRARY

The preschool has a small lending library of parenting books. Parents are encouraged
to sign books out. Suggestions and donations are gratefully accepted.

If there is a parenting/child development topic you would like to see addressed at a
General Meeting or other forum, please speak to the Anti-bias/Parent Education
Coordinator, or the teacher.

If you read a good parenting book or article, you might consider writing a brief review
for the newsletter, including where you found the item. This would be very beneficial
to our community.
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5. SCHOOL POLICIES

Safety and Health

BASIC POLICY

All adults are responsible for the safety of the children. Please be alert to any
possible dangers or hazards and remedy them immediately or report them to the
teacher. If you see any broken toys or equipment, remove it and tell the teacher. If
you come across a book that is questionable or offensive, please share it with the
teacher. If you see unsafe behavior, stop it immediately and then discuss it with
the child. A first aid kit, including plastic gloves, is available in the white cabinets
in the snack area. Emergency contact names and phone numbers for each child
are posted inside the door of the white cabinet near the phone. Parents need to
remember to update this information immediately if changes occur. Parents are
responsible for assembling an emergency kit for their child. Directions will be
provided in your enrollment packet.

The following sections cover safety-related issues in more detail.
ACCIDENT PROCEDURE

Prevention

The main thing we can do to prevent accidents at school is to keep a watchful eye
on the children. Be sure to intervene to stop unsafe behavior (e.g., hitting, weapon
play, trying to leave playground boundaries, unsafe use of tools or toys). If you are
unsure whether an activity is unsafe, err on the side of caution. Intervene and then
discuss it with the teacher and other parent helpers. As a diverse group of adults,
we may all differ in our comfort level with children’s risk taking and our definition
of what is unsafe. However, we need to respect each other’s viewpoints, and do
our best to work together to keep the children safe.

Report Any Accidents to Teacher

Parents who witness an accident are to report all details immediately to the
teacher. This holds true even if you and the teacher both witnessed the accident as
vantage points and perceptions often differ. Parents are responsible for informing
the teacher fully, and she is responsible for soliciting all necessary information so
as to make the best possible decision regarding the child’s care. It is the teacher’s
responsibility to determine the course of action, using her judgment on a case-by-
case basis. The teacher will administer only the most basic first aid (e.g., band
aids, cold packs).

Call Parents

Immediately upon learning of a child’s serious injury or medical condition, the
teacher will turn over the direction of the class to a parent helper. The teacher will
then stay with the child until the arrival of parent, emergency contact or medical
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personnel. The teacher will ask a parent helper to call the child’s parents, using
the list posted by the phone. The parent helper will also pull the child’s emergency
information sheet from the file so it is ready if needed. If the child’s parents are not
available, the designated emergency contact will be called. If the parents or
emergency contacts cannot be located, we will call the child’s physician and
follow their instructions. This may include transporting the child to an emergency
room or a doctor’s office.

When to Call 9-1-1
The teacher will call 9-1-1 at her discretion, based on her training and experience.
Accident Report

In the case of serious accidents (requiring immediate and/or subsequent medical
attention), an accident report is to be filled out as soon as possible by the teacher,
with input from parent helper witnesses where appropriate. One copy will be
given to the child’s parents, one will be placed in the child’s file in the
classroom,and one will be sent to PCPO for insurance purposes.

For minor accidents (scrapes, slivers, bumps, etc.), the teacher will give the parent
an informal verbal report at pick-up time, with further discussion later if needed.
Parent helpers are encouraged to assist the teacher in this informal reporting,
especially if they were the main witness or chief comforter after the incident. At
the after-class debriefing, the teacher will review the day’s events, including any
accidents that occurred. Parent helpers may assist in calling parents to explain any
minor incidents that were not reported at pick-up time.

In the event of any concerns over the teacher’s handling of an incident, the
parent(s) and teacher should communicate directly with each other (following the
school’s grievance procedure, see pages 47-48). If necessary, the Class
Representative and/or President may mediate the discussion.

Insurance Coverage for Members

Our group insurance policy through PCPO covers “students and parent assistants
for medical treatment for injuries sustained while taking part in or traveling
straight to or from any activity sponsored and supervised by the school.” The
school pays a deductible. Take a PCPO insurance packet with you when seeking
medical treatment for injuries resulting from the accident. This coverage neither
implies nor depends on any liability on the part of the school and does not
increase our insurance costs.

BUILDING SECURITY (DOORS)

As a compromise between convenience and security, the blue gym door will be
left open for about 30 minutes at the start of school. This minimizes the time the
church is unsecured while enabling parents to enter the school. Parent helpers
need to remember to close the door after school starts.
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At the end of the day, two parent helpers will join the teacher and children
directly for the transition from circle to story time in the reading room. The third
parent helper will remain in the classroom until the first parent arrives for pickup
and will then join the teacher and children for the rest of group and story time.

END OF SCHOOL DAY

School is over at 12:00 p.m. As a safety precaution, the teacher will stand by the
door and release children one at a time from the reading room, after matching
him or her with a parent or authorized pick-up person.

If someone else is to pick up your child, the teacher should be notified, in writing
when possible, in advance. If the teacher does not know this person, they should
expect to show her their driver's license. In case of emergency (e.g., you have a
flat tire), you should call another parent to pick up your child. Some children
occasionally try to slip out and make a run for it, so everyone needs to be vigilant.
Children are not to go out to the parking area by themselves nor are they to run
around the halls and gym.

If you have one, please program the school’s phone number (503) 234-1691 into
your cell phone to alert us of potential delays or pick-up changes.

Children whose parents are working at school that day may stay for lunch. We ask
that other children do not bring lunches to eat at school, so parent helpers can
focus on end-of-day tasks.

FIELD TRIPS

We take occasional field trips to supplement our curriculum and enrich our
experiences. Unless otherwise notified, each trip is contained to our regular
school hours, and we depart from and return to our school site. You will be
informed if there are changes, and we will contact you via cell phone if we are
running late in our return.

Information/Sign-ups

A letter with information, a permission slip and a request for additional
chaperones and drivers will be put in your child's cubby approximately two
weeks prior to the field trip. The permission slip needs to be signed and returned
if you would like your child to participate in the field trip. The scheduled parent
helpers are presumed to be chaperoning, and the snack parent helper should
check in with the teacher about what type of snack would work best. Please
contact the teacher immediately if you have signed up to chaperone and can't
make it. If there are not enough parent volunteers to ensure the safety of the
children, the trip will be canceled.

Car Policies

In addition to the directions and the morning's itinerary, those driving will receive
a folder containing a copy of each preschool passenger's emergency form, the
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preschool's insurance information, and the cell phone numbers of the other
drivers. Upon returning to the school, be sure to return the folder to the teacher.

When we travel in cars on a field trip:

e All drivers must provide automobile insurance information and have
liability insurance coverage of at least $300,000.

e Each child must be separately buckled into a safety seat.

e The child's parent should install the child's safety seat in the driver's car
correctly and show the driver how to fasten in the child. Oregon Law
requires that children under 40 pounds ride in a child safety seat, and that
children under 4’9” and below the age of 8 ride in a child safety or booster
seat.

e The teacher will bring the first aid kit and copies of the preschoolers’
emergency forms.

e Parents may not smoke or talk on cell phones when transporting children
on field trips.

Siblings

Depending on the site, siblings may be allowed to attend field trips. Please talk
with the teacher because first priority must be given to having an adequate ratio of
chaperones to registered preschoolers. If you choose to bring along a sibling, you
will not be asked to also chaperone a group of preschoolers. Scheduled parent
helpers are expected to chaperone, so please check the schedule ahead of time
and make the necessary arrangements.

Please note that siblings are not covered by the school’s insurance policy.

EMERGENCY DRILLS

Emergency procedures will be covered during the parent orientation. Every parent
should review the emergency procedures posted in our classroom prior to parent
helping the first time and note the escape routes. We will hold monthly
emergency drills.

ILLNESS

Before a child can be admitted to the preschool, his/her immunization form must
be up to date. The day-to-day health of the children depends on the awareness of
the parents and the teacher. If your child is not feeling well, please keep the child
home so that other children will not be exposed to the illness. Siblings who are
not feeling well should not come to school when you drop off your child as this
too exposes the other children to the illness. Please make arrangements with
another parent to be with your preschooler during workjob and opening circle
time. See the Appendix for more specific guidelines on illness.

Parents should notify the teacher of absences by calling and leaving a message on
the school phone before school starts that morning. This helps relieve the curiosity
and concern of your child’s classmates. It also helps the teacher to encourage
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positive social skills (caring) by allowing her to mention a child's illness and
facilitate discussions on how it feels to be ill, etc.

If signs of illness are present when your child arrives, the teacher will ask you to
take the child home. If the child becomes ill during the day, someone from the
preschool will call your home or emergency numbers to have your child picked
up. If you will be at a friend's house or somewhere else, you may wish to leave an
alternate emergency number with the teacher.

SIBLINGS

For safety, liability and insurance reasons, as well as for the quality of the
program, parents need to arrange childcare for siblings on parent helping days.
Only enrolled preschoolers and parent helpers are covered by our insurance.
Non-mobile infants may come along in a snugli or backpack. Please do not bring
crawling babies or toddlers. The classroom is set up for preschoolers and is not
appropriate for children younger than preschool age. Apart from safety concerns,
if you have to keep a toddler out of trouble it is hard to relax and enjoy the
morning with your preschooler. Finally, having siblings in class limits your parent
helping ability for the rest of the preschoolers as well—again, both a safety and
quality concern.

On the other hand, many siblings enjoy being part of the school drop-off and
pick-up ritual. Before class, siblings enjoy being part of the workjob time and
opening circle. After class it is also fine for them to come into the classroom and
play for a few minutes under your supervision. Siblings also get a chance to play
in the classroom (with an age-appropriate set of play options) during childcare on
general meeting nights.

SMOKING/ALCOHOL/DRUG-FREE PREMISES

No smoking, alcohol or drug use of any kind is allowed within preschool
premises when you are directly responsible for the safety of the children.

FOOD ALLERGIES

It is part of our anti-bias philosophy to strive to serve a snack that is safe and
edible for all the children. Any food allergies that members of the class have are
listed on the door of the snack cabinet. Please take these into account in planning
your snack. Please bring only healthy foods for snack time.

If your child has food allergies, please be sure to check the serving table each day
for the snack’s safety. Always bring a back-up snack that your child can safely eat.

See pages 7-8 for information on our classroom procedures for school snacks.
WALKS

We may go for walks in the neighborhood. For safety, when we take these mini-
field trips:
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e One adult parent helper will walk in the front, one in the middle and one at
the end. The adult last in line needs to be continually on the alert to see that
children stay with the group. Accept and allow for some wandering as long as
the children are not in danger or trespassing on other’s property.

e Children and adults must stay together.

e Children should stay in designated walkways.

e Children should hold hands in a group, with an adult when crossing streets.
Have them STOP, LOOK, and LISTEN for cars.

Communication

One of the most important components of a successful co-op preschool is open
and effective communication. There is a tremendous amount of information to
absorb when one first becomes involved in a cooperative school, this handbook
for example, and then all the business and events that occur during the year. The
system of communications described below is designed to give everyone the
information they need as efficiently and helpfully as possible. As with every other
aspect of the school, there is always room for improvement, and your suggestions
are welcome.

BULLETIN BOARDS

Parents need to check the bulletin boards in the hallway by the gym entrance
every time they come to school.

Bulletin boards include information about: school events (field trips, color days,
etc.), information and sign-up sheets for social events, parent meetings and
cleaning days, updates on fundraising and parent-helping shifts, information about
PCPO and parent education as well as want ads, news articles, parent’s business
cards, flyers, and so on.

Making a habit of checking the bulletin boards is a good way to stay informed
from day-to-day.

The Publicity Coordinator is responsible for maintaining the bulletin boards.
Parents posting items on the community board should date them so the Publicity
Coordinator can pull excess material at regular intervals.

CUBBIES

A cubby is provided in the gym of the school for each child. PLEASE clean out
your child's cubby every time you come to school (or have your carpool driver do
so). Notices, newsletters, updates/reminders and children’s artwork will be
distributed via the cubbies. You may want to have an extra change of clothes in
the cubbies in case of a spill or accident.

You may use the cubbies to pass along information to Board members, other
parents and for the newsletter. You may also use cubbies to inform parents of
information that is child/parent related. They are not to be used for advertisement
purposes. Birthday invitations must be sent through the mail and not left in the

46



Section 5: School Policies

cubbies. Children are hurt when one classmate gets an invitation and another
does not.

GENERAL MEETINGS

Each meeting includes announcements and discussion of current school events
and business. Board policy decisions are introduced. Issues that the membership
needs to decide are discussed and voted on. At least one parent from each family
must attend each general meeting. The business/informational aspects are
supplemented with parent education by speakers and social time with
refreshments. Because parent helper issues are discussed, we strongly encourage
the parent helper in the family to attend the general meeting.

NEWSLETTER

The school newsletter comes out monthly from September through May. Parents
are strongly encouraged to submit articles, book reviews, recipes, photos, artwork
or whatever strikes their fancy. Making contributions to the newsletter is a great
way to build and enrich our school community. Each month’s submission deadline
is noted in the school calendar. The newsletter is also a good way to get recaps of
key information from the bulletin boards and general meetings.

PHONE MESSAGES AND E-MAIL

When the teacher or the Board needs to communicate a brief, urgent message to
members, the Class Representatives will coordinate a phone-calling effort. The
message will also be distributed by e-mail whenever possible. The Class
Representative may enlist families to help with these calls. If you have any
questions about the message you received, call your Class Representative.

There is a telephone in the classroom. The number is (503) 234-1691. During
class time the teacher and helpers are busy with the children, so please make any
messages you need to leave brief. If you desire a longer conversation with the
teacher, leave a message and she will call you after class is over. When the class is
outside or not in session, you will get the answering machine. Please leave a
message and the teacher or a Board member will get back to you. If you need to
leave an initial urgent message and you have exhausted all possibilities (school,
cell numbers, etc.) the church’s office number is (503) 232-9129.

GRIEVANCE PROCEDURE

Although it is rarely used, the grievance procedure is an important part of our
communications system. In general, any concerns should always be raised
directly with the individual. If you have a problem with or a suggestion regarding
school administration or policy, you should contact the President or your Class
Representative. If you have a problem with or a suggestion regarding the
curriculum or management of the classroom, you should contact the teacher.

If direct contact proves unsatisfactory, you should bring your concern,
suggestions, or ideas, in writing, to the Board. Notice of Board meetings is
included in the school calendar and monthly newsletters. Members are always
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welcome to attend. You may also choose to contact the President or your Class
Representative to check on dates and get further information about attending.
Please let the President know in advance if you wish to be placed on the agenda.

If it appears that resolution of any issue may require it, an outside facilitator can
be called on for assistance. PCPO is one resource available for such support.

Other School Policies

CARPOOLS

Many parents like to carpool. These are strictly private agreements between
parents. If you are picking up several children you should arrive early enough to
clean out their cubbies and be prepared to leave when they are dismissed.

If you are carpooling on your parent helping day, please remember that you are
responsible for all the children in your carpool during the period before and after
the school day.

CASH/CHECK

Whenever possible, please use a check to complete any school-related financial
transactions (e.g., tuition, scrip purchases, food drive donations). Be sure to note
both your child’s name and the purpose of the payment on the check. This helps
make transactions more secure and ensures that your payment is properly
directed. If you have to pay by cash, please be sure that you give your payment
directly to the person responsible for the transaction (e.g., to the scrip seller for
your scrip purchase) and that s/he counts the money with you there to confirm
that s/he has received the proper amount.

CHURCH

We pay rent to the Presbyterian Church of Laurelhurst for use of the school
facilities, including limited use of the church’s kitchen, gym and Narthex for
meetings. Please treat the church and its property with care. It is especially
important not to use the church’s dishes, utensils, etc., or to undertake any
renovation or repair without asking permission. When in doubt, ask the President,
who is our chief liaison with the church.

DIAPERS

Tillamook does not require that students be toilet-trained. If your child is still in
diapers, make sure his/her cubby has diapers, wipes, plastic pants and anything
else you want us to use for diapering. If you change a diaper at school, there is a
changing table available. Be sure to wipe down the changing table with bleach
solution to disinfect afterwards. If you have any concerns about your child’s
diapering or toilet use, please talk to the teacher.
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SCHOOL CLOSURE

School will be closed on Portland Public School holidays, teacher planning days,
and when inclement weather requires public school closure. All holidays and
teacher planning days are noted on the school calendar. If Portland Public
Schools” morning kindergarten is canceled due to the weather, then we are
closed. Listen to local radio stations (1190 AM KEX) for snow-day information.

SUPPLIES AND EQUIPMENT

School supplies and equipment are not available for borrowing by co-op
members.

VISITORS

Special arrangements may be made for prospective members, teachers from other
preschools, or other interested persons (including grandparents) to observe the
program during regular school hours. Please obtain the permission of the teacher
in advance.
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APPENDIX

Guidelines for lllness and School Attendance

SYMPTOMS

STUDENT MAY RETURN
TO SCHOOL WHEN

[Fever greater than 100 degrees

Temperature below 100 degrees (orally)
a minimum of 24 hours without the use
of medication.

IRash or rash with fever—new or sudden
onset

Rash disappears

Green, brown, gray, or tan drainage from
nose, eyes or other part of body

Discharge gone, or student on
antibiotic for 24 hours

Vomiting

Symptom-free for 24 hours

[Diarrhea: Three loose or watery stools
per day

Symptom-free for 24 hours

Cough: Deep, barking, congested or
productive of colored mucus

Symptom-free, or on antibiotics for 48
hours

\White, clay-colored or bloody stool

Symptom-free

Yellow color of skin and/or eyes

Symptom-free

[Brown or bloody urine

Symptom-free

Stiff neck

Symptom-free

|Unusua||y sleepy, lethargic, or grumpy

Symptom-free

[Lice or nits are present in household

All members of household free of lice

and nits.
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(Pediculosis)

nits.

Observation of nits
(eggs) or lice on
hair shaft.

DISEASE EXCLUSION SYMPTOMS INCUBATION COMMUNICABILITY
Chicken Pox [Yes, until at least six|Rash is thin- 2-3 weeks. 5 days before eruption and
(Herpes days after first walled, easily 6 days after crop of first
Zoster vesicles appear, or [ruptured blisters, eruptions occur.

Varicella) Dr/s orders, or all  |heaviest on trunk.

lesions are in scabs.
Draining No, if under Drs  [Boils, carbuncles, [Variable. Probably as long as sores
sores or treatment and open [abscesses, are open and draining.
wounds sores are covered. [lacerations that
(Impetigo, have drainage with
etc.) pus, may be

crusted.

Head Lice  [Yes, until free of  [ltching of scalp.  [Two weeks. As long as eggs and/or lice

are present in the home.

throat and
Scarlet fever)

after antibiotic
therapy is started.

—fever, nausea,
sore throat,
headache. About
second day—rash:
Red blotchy sand-
papery, not on

face.

Pink Eye Yes. Return when  [Reddened eyes,  [24-72 hours.  |During symptoms.

(Conjunc-  [draining is absent. [tearing, irritation,

tivitis) matter in eyes.

Sensitive to light.

Ringworm  [Yes, until therapy  [Scalp: Gray, 10-14 days for |As long as lesions are
initiated, or until  |scaling bald scalp, 4-10 present and untreated.
affected area can bepatches. Body: days for body.
adequately covered.[Reddish skin ring

(itches).
Strep (Strep  |Yes, until 24 hours |Onset: Symptoms  [1-3 days. Untreated: 10-12 days.

Treated: 48 hours after
medications have been
started.
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Parent Helpers’ Daily Checklist

Prep for the Day:

e Turn cubbies. Cubbies can tip so children should step back as you do this!
e Check easel paper supply, clip up two pieces and cut more if needed.

e Prepare art project as instructed by the teacher.

e Set up gym or outside as follows.

Outside (in order of priority):

e Scan playground for dangerous litter or feces and clean up as necessary.
e Open wooden shed and set out cones to delineate play-area boundaries.
e Pull out wagons, trikes and appropriate toys.

» Open gates and get sand toys out of plastic shed.

e Remove sand box cover.

e Set up mats for slides and monkey bars.

Gym:
e Open inside storeroom and pull out cart and park on west wall of gym.

e Set up play structure and mats. (Remember placement in storage closet.)
e Leave toys on cart until after circle.

Check with the teacher for any other instructions.

After School:
Outside:
* Replace toys and cones.
e Cover sand box.

e Clean up any messy materials with the hose if necessary.
e Lock the sheds and gates.

Gym:
e Load cart carefully.

e Return play structure, mats and roll cart to storage closet (in that order).
e Pay attention to the end of the cart that says, “This end first.”

e Check with the teacher for any other instructions.
e See daily cleaning tasks list inside of snack cupboard for end-of-day cleaning.
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Snack Parent Helper Daily Checklist

Prep for the Day:
e Open outside gym door.
» Make new bleach solution: One scoop bleach then fill with water.
e Spray snack tables with bleach solution,
let sit five minutes,
then wipe with PAPER towel.
e Empty dishwasher.
e Wash hands and prepare snack to set out on rectangular snack table.
e From Britta dispenser in the refrigerator, fill two pitchers with 2-3 inches of
water. Fill the third pitcher full and place on snack cart for refills.
Refill Britta dispenser.
Put dispenser FAR BACK on refrigerator shelf so water doesn't spill.
e Place cups upside down on round snack table with the two pitchers.
e Help other parents with set up.
e After parents have left, close outside gym door.

During the Day:

e Have children wash hands before they come to the snack table.
Supervise as they make their own plate and get their own drink.
Advise them against overloading plates. We don’t want to waste food.
Have children put compost-able items in the compost bucket.
Have them put garbage in the garbage can.

Have them pour water in the water bucket.
Have them put dishes in the cart.

e At 10:50 call “Last call for snack,” to children inside and out.

e By 11:15 you should be loading the dishwasher.

e Run the dishwasher with the following settings:

Normal wash
Hi-Temp Wash
Sanitize
No Heat Dry
Delay Start (push the button twice).
e By 11:30 be ready to assist children in completing clean-up.

After School:

e See daily cleaning tasks list inside of snack cupboard for end-of-day cleaning.
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Daily Cleaning
After Class

. Wash Dishes. Load and run the dishwasher around 11:15 (after last call for

snack). Setting for dishwasher is: Normal Wash, Hi-temp Wash, Sanitize, No
Heat Dry and then Delay start (press button twice).

. Cap Paints and wash paint brushes. The children will hopefully have taken the

brushes out and put them in the sink. Soak brushes if needed.

. Clean up and put away art materials. Check paste and glue tops and brushes to

make sure all are clean and capped.

Make sure all play areas are picked up and ready to go for the next day.

. Wash tabletops.

Pick up bathroom. Wipe the toilet seats, faucet, and sink with bleach water
and paper towels. Wipe faucet and sink in reading room with bleach water
and paper towels. Wipe down changing table pad and bathroom door knobs
and surrounding areas with bleach water and paper towels. Flush bleach water
down toilet when finished for the day.

. Sweep floor (every day).

. Vacuum carpet of classroom, reading room and cubby area in the gym.

Empty trash cans. Consolidate trash from classroom and bathroom to conserve
liners. Replace liners when necessary.

Clean up after lunchers: Wash tabletop and sweep floor.

.Turn cubbies (no children in gym as you do this as cubbies can tip).

Close up gym. Place wet art projects on cubbies or tables in classroom. Fold
the drying tablecloths and place on top shelf of the memory book shelves. If
it's not already done, lock the blue gym door. Lock inside storage door. Turn off
lights in the gym. Close glass doors and secure with wooden U lock.

Ask Anette if there is anything else that needs to be done.
Leaving: Turn all lights off and close the classroom curtains. Lock all three

doors in the reading room. Make sure the outside glass door latches when you
leave. Check the blue gym door to be sure it has latched and locked.
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FINANCIAL AID POLICY AND PROCEDURES

The purpose of Portland Tillamook Preschool’s financial aid program is twofold: to
enable new families to join the school who are unable to afford full tuition; and to
assist members who undergo financial hardship in the course of the school year.
We ask that families review their income and expenses before requesting financial
aid, making tuition a priority.

Families receiving financial aid are required to make the same contributions of
parent helping, fundraising, committee work, etc., as all other members of the
parent cooperative, as detailed in the Parent Agreement.

Financial aid comes out of the preschool’s operating income and from savings
interest income. The total amount available for each year’s financial aid budget is
determined by the Board the previous spring, when that year’s fundraising effort is
complete. (Each year we “live off” the fundraising effort of the previous year’s set
of families.) The Board does its best to allocate funds for financial aid from the
school’s limited budget. Unfortunately, we sometimes cannot give families the full
amount that they would like. We hope that even limited assistance will help make
a difference for our members.

To ensure consistent, fair treatment of all financial aid applicants, we use
objective income criteria to determine qualification for aid. These criteria are
based on the U.S. Dept. of Housing and Urban Development (HUD)'s definition
of “low” income, equivalent to 80% of the median income for the Portland-

Vancouver metropolitan area, for the most recent fiscal year.

Please refer to the current year Financial Aid information in the enrollment packet
for qualifying income limits.

Both new and returning families interested in financial aid need to submit a
financial aid application in August along with the rest of their enrollment forms,
by the stated due date. Applicants will be notified in writing of the committee’s
decision before the end of August. We regret that the non-refundable registration
fee, and the Start-up Fee payable in May, cannot be covered retroactively by the
financial aid program. Surplus tuition payed with the August enrollment packet
will be credited toward October tuition. If this poses a significant hardship for
your family, please contact us and we will try to accommodate your request.

The financial aid budget is divided in two parts: the majority is designated for
incoming families (awarded in August before the start of school), and a small
reserve fund is kept for use during the year. The reserve fund is for any new
families in need of assistance that join during the year, or for families whose
income drops during the year to the point where they need financial aid.

During the August financial aid review, the Financial Aid Committee adds up the
total amount requested from all qualified applicants. The Committee then
processes the applications, awarding financial aid on a sliding scale based on
each applicant’s need.
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If the total amount of requests significantly exceeds the financial aid budget, such
that the available percentage level falls below 50% (for example, we have $500
available and receive requests totaling $1000), the Financial Aid Committee will
refer the matter to the full Board.

Families requesting financial aid during the school year will follow the same
application process. The Committee will draw on the financial aid budget
reserved for use during the year.

It is the preschool’s policy that all aspects of the financial aid process shall be
communicated consistently and clearly both to prospective and current members,
without discrimination as to race, color, nationality, ethnic origin, religion, gender,
sexual orientation, family composition, or disability.

The process is administered by the Financial Aid Committee, which consists of the
President, the Treasurer, and one other Board member designated by the Board.
Applications and committee business are kept confidential.

If you have any questions or comments about this process, please contact the
President, Treasurer, or Anti-Bias/Parent Education Coordinator
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Your Preschool Bylaws: The Top 10 Things to Know

The copy of our Bylaws included in the following pages is for your information as
a member of Portland Tillamook Preschool, and you are encouraged to read it
carefully. Because these legal documents can be overwhelming, here is a list of
key things everyone should know:

We are a non-profit corporation under Oregon law: Article |

All parents are members of the corporation; each family has one vote: Article
[1l, Section 1

Members can be placed on probation or expelled with written notice and
opportunity for a hearing: Article Ill, Section 3

A minimum of 25% of voting members is required at any meeting of members:
Article IV, Section 5

The Board of Directors is approved by members to run the corporation: Article
V, Section 1

The Board members are approved at the April General Meeting and serve for
one year: ArticleV, Sections 2 and 3

Any (or all) Board members may be removed from office by a majority vote of
members: ArticleV, Section 4

The Board is responsible for the hiring, salary, supervision and firing of the
teacher: Article IX

The budget for the following school year is submitted to membership for
approval each spring: Article X, Section 2

The Bylaws can be revised by the Board: Article XI
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Bylaws of Portland Tillamook Preschool, Inc.
An Oregon Non-Profit Corporation

ARTICLE 1 — Purpose

This corporation shall be organized and operated exclusively for charitable,
scientific, literary and educational purposes. Subject to the limitations stated in
the Articles of Incorporation, the purposes of this corporation shall be to engage in
any lawful activities, none of which are to be for profit, for which corporations
may be organized under Chapter 65 of the Oregon Revised Statutes and Section
501(c)(3) of the Internal Revenue Code of 1954 or their corresponding future
statutes.

This corporation’s primary purposes shall be to provide preschool education for
children with continuity from home life to school life through the cooperative
efforts of parents, children and teacher(s).

ARTICLE Il — Offices

The principal office of the corporation shall be located at the President’s home
address.

ARTICLE 1l — Members

Section 1. Classes and Voting

The corporation shall have one class of members, which shall consist of the
parents and/or legal guardians of those children enrolled in the preschool
operated by this corporation; and the teacher of the preschool. Each member,
except for the teacher, shall accept the duties and responsibilities of membership
as evidenced by signing a parent agreement. Each family group of members shall
have one vote and shall designate one member (which may change from time to
time) to vote, who will be referred to in these bylaws as the “voting member.” The
teacher and President of the Board shall not vote. If the teacher has one or more
children enrolled in the preschool, the teacher and the teacher’s family group
shall have a total of one vote. In the event of a tie, the President shall be allowed
to vote to break the tie.

Each voting member shall be entitled to vote on all matters for which a
membership vote is required by law, the Articles of Incorporation, or the bylaws of
this corporation, and other matters required by the Board of Directors.

Section 2. Qualifications

Membership shall be available without regard to race, color, creed, national or
ethnic origin, religion, gender, sexual orientation, family composition or disability.

No person may be a member of Portland Tillamook Preschool if they have been
convicted of or are under indictment for any felony, crime involving violence or
sex-related crime involving a minor.

The membership year is from August 1 to July 31. Membership becomes effective
upon signing of the parent agreement. Prospective members wishing to serve on
the Board of Directors may sign the parent agreement before August 1 in order to
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be elected by the members and serve in a Board position whose term begins May
1st.

Each parent, legal guardian and teacher shall provide the Membership
Coordinator with a current mailing address and telephone number, which may be
used by the corporation for the purpose of providing such parent, legal guardian
and teacher with notices of meetings of members, the Board of Directors,
committees or any other business of the corporation of the preschool.

Section 3. Probation or Expulsion

After providing a member with reasonable written notice and an opportunity to be
heard either orally or in writing, a member can be placed on probation or have
their membership terminated upon a determination by the board of directors.
Reasons for such probation or expulsion may include, but are not limited to, non-
compliance of policies and procedures outlined in the parent agreement and
parent handbook of Portland Tillamook Preschool Co-op (“co-op”). Probation or
expulsion procedures consist of: a verbal warning given to the member followed
by a written warning if the member has not become compliant. If non-compliance
continues, the board of directors may give the member 15 days’ notice of
expulsion sent in writing via first class or certified mail to the last known address
of the member shown in the corporation’s records. The decision of the Board or its
designated agent shall be final, and shall not be subject to any review or appeal
by any court or other persons. A member who has been expelled may be liable to
the co-op for dues or fees incurred prior to the expulsion. All rights of a member
in the co-op shall cease upon termination of membership as herein provided.
Expelled families may not be readmitted at any time to the co-op.

Section 4. Membership Records

Portland Tillamook Co-op Preschool (“co-op”) may keep membership records
containing the names, birth dates, addresses and other pertinent information for
each member family. Termination of a member, and records pertaining to said
termination, may be retained indefinitely by the co-op in a confidential manner.

Section 5. Non-liability of Members

A member of this corporation is not, as such, personally liable for the debts,
liabilities or obligations of the corporation.

ARTICLE IV — Meetings of Members

Section 1. Annual Meeting

The annual meeting of the members of this corporation shall be held in April at
the preschool, or at another date, time and place designated by the Board of
Directors. The annual meeting shall include the election of Directors of the
corporation.

Section 2. Regular Meetings

Regular, or “general,” meetings of the members shall be held approximately once
a month during the months that the preschool is in session at times and places to
be designated by the Board of Directors.
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Section 3. Special Meetings

Special meetings of the members of this corporation may be called at any time by
the President, by the Board of Directors, or by petition of no less than one-quarter
of the voting members by a demand signed, dated and delivered to the
corporation’s secretary. Such demand shall describe the purpose of the meeting.

Section 4. Notice

Notice of the annual meeting shall be given or caused to be given in writing by
the Secretary, or other person designated by the Board of Directors. Notice shall
be given either personally or by mail, to each member at the address of such
member as shown by the records of the corporation. Such notice shall be given at
least 10 days before such annual meeting, and shall include the date, time and
place of the meeting.

Notice of all other meetings of the members shall be given or caused to be given
by the President or Board of Directors. Notice of such regular meetings shall be
given to each member via one or more of the following means: school calendar,
telephone, school newsletter, hallway bulletin boards or children’s cubbies. The
notice shall include the date, time and place of the meeting.

Notice of the following must be given personally or by first-class mail seven days
prior to the meeting and must include a description of the proposed action:
dissolution of the corporation, merging, indemnification, amending articles of
incorporation, conflict of interest situations and selling assets.

Section 5. Quorum and Voting

Twenty-five percent of voting members shall constitute a quorum for transaction
of business at any annual, regular or special meeting of the members. The
affirmative vote of a majority of the voting members present shall be necessary
and sufficient for the adoption of any matter voted upon by the members,
including the election of Officers and Board members. The President shall adjourn
the meeting if there is not a quorum.

Section 6. Proxy Voting
There shall be no voting by proxy.
ARTICLE V — Board of Directors

Section 1. General Powers

The business affairs of this corporation shall be managed by its Board of Directors,
which shall have and may exercise the powers conferred upon the corporation by
law, subject to the limitations contained in the Articles of Incorporation and these
Bylaws. The Directors shall in all cases act as a Board, and they may adopt such
rules and regulation for the conduct of their meetings and the management of the
business affairs of the corporation as they may deem appropriate, not inconsistent
with the Articles of Incorporation, these Bylaws, or applicable law.
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Decisions made by the Board pertaining to the management of the corporation
may be overridden at a meeting of the members called expressly for that purpose
by a vote of a majority of the voting members attending such meeting.

Section 2. Number of Directors

The number of Directors constituting the Board, other than the initial Board, shall
be 11, and each Director shall also serve as an Officer.

Section 3. Qualifications, Manner of Selection, and Terms of Office

Directors shall be approved by the voting members at the April annual meeting, or
at a subsequent regular or special meeting, to fill the offices designated in Article
VII, and each such Director shall serve for a term of one year. Each Director shall
serve for the term for which he or she shall have been elected, and until a
successor shall have been elected.

A Director shall be a member of this corporation. A person may serve a maximum
of two consecutive years in any one office. More than six months in an office shall
be considered as a year in that office.

A nominating committee will be appointed by the Board of Directors to present a
slate of Officers no less than 10 days before the April annual meeting.
Nominations will also be taken from the floor at previous regular meetings.

Section 4. Vacancies, Resignation, and Removal

Any vacancy occurring in the Board of Directors may be filled by the affirmative
vote of the membership, as provided in Article IV, Section 5 of these Bylaws. A
Director so elected to fill a vacancy shall be elected for the unexpired term of his/
her predecessor in office. The Directors may fill a vacancy temporarily by majority
vote, but only until the next scheduled regular meeting of members.

Any Director may resign at any time by giving written notice of such resignation to
the President, which resignation shall be effective upon receipt by the President.
In the event that the President resigns, written notice shall be given to the
Secretary.

Any Director may be removed, with or without cause, at a meeting of the
members called expressly for that purpose by a vote of a majority of the voting
members attending such meeting. The meeting notice must state that one of the
reasons for the meeting is the removal of the elected Board member.

The Board may by a two-thirds vote suspend a Director from his/her office and
appoint a new person to serve, but only until the next scheduled regular meeting
of members.

Resignation, suspension, or removal as a Director shall constitute resignation,
suspension, or removal as an Officer, and vice versa.
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ARTICLE VI — Meetings of Directors
Section 1. Annual Meeting

An annual meeting of the Directors shall be held prior to the end of the fiscal year.
Notice of such meeting shall be given or caused to be given by the President to
each Director.

Section 2. Regular and Special Meetings

Regular meetings of the Board of Directors shall be held approximately each
month at the times and places to be designated by the President.

Special meetings of the Board of Directors may be called at any time by the
President.

Notice of such regular or special meetings shall be given or caused to be given to
each Director by the President in the manner provided for the giving of notice of
regular or special meetings of the members.

Section 3. Quorum

A majority of Directors then serving shall constitute a quorum for the transaction
of business at any meeting of the Board, except where a greater number is
specifically required by the Articles of Incorporation, these Bylaws, or any
applicable law. Every act or decision of a majority of the Directors present at a
duly convened meeting at which a quorum is present shall be valid as the act or
decision of the Board of Directors.

If a quorum is present, action is taken by the affirmative vote of a majority of
members present. Where the law requires the affirmative vote of a majority of the
Directors in office to amend the Articles of Incorporation, to sell assets not in the
regular course of business, to merge, or to dissolve, such action is to be taken by
that majority as required by law.

Section 4. Meetings by Telecommunication

Any regular or special meeting of the Board of Directors may be held by
telephone or telecommunications, as long as all Board members can participate.

Section 5. No Salary

The Board of Directors of this corporation shall not receive any salaries for their
Board services, but may be reimbursed for expenses related to Board expenses.

Section 6. Action by Written Consent

Any action required by law to be taken at a meeting of the Board, or any action
which may be taken at a Board meeting, may be taken without a meeting if a
consent in writing, setting forth the action to be taken or so taken, shall be signed
by all the Board members.

Section 7. Conflict of Interest

A transaction in which a Board member has a conflict of interest may be approved
in advance by a vote of the Board of Directors or a committee of the Board of
Directors if the material facts of the transaction and the Board member’s interest
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are disclosed or known to the Board of Directors or a committee of the Board.
Only those Board members not having a conflict of interest may vote on the
transaction.

Section 8. Committees

The Board of Directors may establish such committees as it deems necessary and
desirable. Such committees are advisory, and may not exercise functions of the
Board of Directors.

ARTICLE VI — Officers
Section 1. Number and Titles

The Officers of the corporation shall be the following:

President,

Vice President/PCPO Rep,
Treasurer,

Secretary,

Membership Coordinator,

Jobs Coordinator,

Teacher,

Two-day Class Representative,
Three-day Class Representative,
Anti-bias/Parent Education Coordinator,
Fundraising Chair

and such other Officers as may be designated and appointed from time to time by
the Board of Directors in accordance with these Bylaws.

Section 2. Duties of Officers
a. President

The President shall be the executive officer of the corporation, and shall preside at
all meetings of the Board of Directors and of the members. The President shall
prepare the agenda for each meeting of the Board of Directors, and of each
meeting of the members, after consultation with the teacher(s); shall act as a
clearinghouse for the receipt and dissemination to members of information
pertinent to the business of the corporation and the operation of the preschool;
shall give or cause to be given notice of all meetings of the Board of Directors and
of the members in accordance with these Bylaws; shall, in consultation and
monitor the operation of committees of the Board or of the members, and shall
perform such other duties as may be necessary from time to time to ensure the
efficient and proper conduct of the business of the corporation and the operation
of the preschool, which duties are not in conflict with the Articles of
Incorporation, these Bylaws, any applicable laws, or the actions of the members
of this corporation.

b. Vice President

The Vice President shall support the President in his/her duties as outlined in
Section 2a, as training for potential succession to the President. The Vice President
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will perform the duties of the PCPO representative as outlined in the Parent
Handbook; and shall perform such other duties as may be required from time to
time by the Board of Directors or by the members.

c. Treasurer

The treasurer shall have overall responsibility for all corporate funds and shall
perform or cause to be performed the following duties: keeping of full and
accurate accounts of all financial records of the corporation; providing the
President with monthly statements for the President’s review; depositing all
moneys and other valuable effects in the name and to the credit of the corporation
in such depositories as may be designated by the Board of Directors; disbursing of
funds when proper to do so; making financial reports as to the financial condition
of this corporation to Board of Directors; using a payroll service to handle the
teacher’s paycheck and appropriate taxes; assisting the President from time to time
to negotiate the contract of the teacher(s), and to determine annual budgets; and
such other duties as may be required from time to time by the Board of Directors
or by the members.

d. Secretary

The Secretary shall take minutes of each meeting of the Board of Directors and of
the members, and shall transcribe, duplicate, and make them available to the
Directors and to the members one week prior to the next meeting of the Directors
or the members; shall maintain a record of the minutes of all such meetings and of
any other actions of the Board or of the members; and shall perform such other
duties as may be required from time to time by the Board of Directors.

e. Membership Coordinator

The Membership Coordinator shall enroll new members of the corporation and
provide all members with the preschool handbook; shall keep and maintain a
current list of the members of the corporation, which roster shall include the
name, address, and telephone number of each member and the name and date of
birth of each student enrolled in the preschool; shall recruit new members when
openings in the preschool occur; shall keep and maintain a list of the names and
addresses of all former students of the preschool; and shall perform such other
duties as may be required from time to time by the Board of Directors or by the
members.

f. Jobs Coordinator

The jobs Coordinator shall have the responsibility of assigning, revising, and
overseeing the jobs and committee positions performed by the preschool’s
members, and shall perform such other duties as may be required from time to
time by the Board of Directors.

g. Teacher

The Teacher shall perform the duties as provided in the current year’s Teacher’s
contract, as approved and executed by the Board of Directors.
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h. Two-day Class Representative

The Two-day Class Representative shall act as liaison between the Board and the
members whose children are enrolled in the two-day (Tuesday-Thursday) class;
shall lead any two-day class meetings; as such duties are outlined in the Parent
Handbook; and shall perform such other duties as may be required from time to
time by the Board of Directors or by the members.

i. Three-day Class Representative

The Three-day Class Representative shall act as liaison between the Board and the
members whose children are enrolled in the three-day (Monday-Wednesday-
Friday) class; shall lead any three-day class meetings; as such duties are outlined
in the Parent Handbook; and shall perform such other duties as may be required
from time to time by the Board of Directors or by the members.

j- Anti-bias/Parent Education Coordinator

The Anti-bias/Parent Education Coordinator shall act to ensure the ongoing
commitment to an Anti-bias approach at the school. This includes participants in
the school working cooperatively to establish norms of behavior and language
which are respectful and welcoming of all people regardless of race, religion,
class, ethnicity, disability, sexual orientation, family composition and gender;
offering regular school community education which informs all participants of the
meaning and content of the Anti-bias curriculum and encourages members of the
community to “unlearn bias”; acting as a liaison and mediator on issues
concerning diversity and bias; acting as a consultant to the teacher on materials
and curriculum; and evaluating accessibility and inclusiveness of the school for all
groups of people. The Anti-bias/Parent Education Coordinator shall also
coordinate parent education on other topics of interest by soliciting suggestions
and arranging for speakers or presentations at General Meetings of the
membership. The Anti-bias/Parent Education Coordinator shall act as a liaison
between the Teacher and membership on curriculum and/or classroom issues.

k. Fundraising Chair

The Fundraising Chair shall coordinate, plan, and implement all aspects of the
fundraising activities of the preschool; research and implement new fundraisers as
necessary; initiate grant proposals or other donations to the preschool as
necessary; work with fundraising committee through meetings, email, or phone
calls; work with treasurer on all monetary transactions; work with scrip team
regularly; offer help as needed; attend all fundraising events in their entirety;
report to the membership at general meetings and enlist help as needed; report on
all fundraising activities as necessary at Board meetings.

Section 3. Vacancies, Resignation, and Removal

Any vacancy occurring in the Officers may be filled by the affirmative vote of the
voting members, as provided in Article 1V, Section 5 of these Bylaws. An Officer
so elected to fill a vacancy shall be elected for the unexpired term of his/her
predecessor in office. The Directors may fill a vacancy temporarily by majority
vote, but only until the next scheduled regular meeting of members.
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Any Officer may resign at any time by giving written notice of such resignation to
the President, which resignation shall be effective upon receipt by the President.
In the event that the President resigns, written notice shall be given to the
Secretary.

Any Officer may be removed, with or without cause, at a meeting of the members
called expressly for that purpose by a vote of a majority of the voting members
attending such meeting. The meeting notice must state that one of the reasons for
the meeting is the removal of the elected Officer.

The Board may by a two-thirds vote suspend an Officer from his/her office and
appoint a new person to serve, but only until the next scheduled regular meeting
of members.

Resignation, suspension, or removal as an Officer shall constitute resignation,
suspension, or removal as a Director, and vice versa.

ARTICLE VIl — Corporate Indemnity of Officers

This corporation will indemnify its Officers and Directors for all actions and
omissions to the fullest extent of the law.

ARTICLE IX — Employees

The Board of Directors shall hire, supervise, direct, pay and have the authority to
fire, a teacher or teachers for the preschool. The qualifications, salary and fringe
benefits, if any, of such teacher or teachers shall be determined by the Board of
Directors.

The Board of Directors shall have authority to hire, supervise, direct, pay and fire
such other employees as may be necessary to conduct the business of the
corporation and to operate the preschool; provided, however, that such other
employee positions shall have first been authorized by the members of the
corporation.

ARTICLE X — Fiscal Year and Budget

Section 1. Fiscal Year

The fiscal year of the corporation shall be from July 1 to June 30.
Section 2. Budget

Prior to the end of the school year, the Treasurer and President shall prepare an
operating budget for the corporation which shall be reviewed and approved by
the Board of Directors. The budget shall then be submitted to the membership for
voting as described in Article IV, Section 5. An affirmative vote shall authorize the
Board of Directors to expend funds of the corporation in accordance with such
budget. The Board of Directors shall not have the authority to substantially exceed
or alter such budget without the prior approval of the members.
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ARTICLE XI — Amendment of Bylaws

These Bylaws may be altered, amended or repealed, and new Bylaws may be
adopted, at any meeting of the Directors of the corporation by a vote of a majority
of the Directors in attendance at such meeting.

Prior to the adoption of the amendment, each Director shall be given at least
seven days’ notice of the date, time, and place of the meeting at which the
proposed amendment is to be considered, and the notice shall state that one of
the purposes of the meeting is to consider a proposed amendment to the bylaws
and shall contain a copy of the proposed amendment.

ARTICLE XII — Dissolution of the Corporation

In the event of the dissolution of this corporation, the Board of Directors shall,
after paying or making provision for payment of all liabilities of the corporation,
donate the assets of the corporation to another organization(s) of like nature
which qualifies as an exempt organization(s) under Section 501(c)(3) of the
Internal Revenue Code.

Any such assets not so distributed shall be disposed of by an appropriate court for
such purposes.

68



Appendix

A Personal History of Tillamook

The following account of Portland Tillamook Preschool’s beginnings was written in
1974 by Kris Ayer, a mother in one of the co-op's founding families:

Last year about this time there was no co-op, no funky house, no teacher. | can
hardly push my mind back to how I felt then. My mind doesn't want to go. It was:
"I'm using the last diaper and | forgot to put the clean ones in the dryer. My two-
year-old is into the prunes and I've got to get to the store for some food. In walks
my husband, hungry for dinner. | needed to go the bathroom two hours ago. | still
need to. I'd like to go alone. Fat chance. Three days ago | washed my face. It's
only 8 a.m. and I'm ready for bed. There's two-week old popcorn in the shag
carpet and something wrong with the vacuum. The new baby sitter won't change
diapers. | need a break. And there's no good child care around."

You know those feelings?

Well, some of my neighbors and | got together. We were reactionaries. Some of us
had kids already in child care or preschool. Some of the kids had well-qualified,
certified teachers who didn't like kids. Some teachers had too many kids. One
parent went to pick up his child at the local play school on the first glorious sunny
day in Spring and found his child watching TV, outside.

Some of us who came together needed more time for ourselves. Some of us
needed any time we could get. | was one of those. We swapped baby sitting that
summer to give each other time. And we held meetings. We met every
Wednesday for a long time.

We talked and talked until we began to know what we wanted in a preschool.
Paulette wanted a cheerful entrance. First impressions were important for young
kids. Sandra wanted window seats where kids could muse and be quiet with
themselves. Robin wanted a good outside play space, sandbox, gardens. Ginny
wanted a communal neighborhood. | still wanted some time. We all wanted a
homey, cozy space where things really belonged to us and the kids; and we
wanted to be in charge. We wanted a house.

We advertised for a rental house. Then we learned the house at the end of the
block might be available in September. Lynn talked to the owners before it went
on the market and made an offer. Lynn and Paulette bought the house—and we
had a home.

What we didn't have was a teacher and enough kids. | don't know who found
Denise (the co-op's first teacher), but | remember the night we met her. We told
her we had never conducted an interview, and didn't know how to do it. So
Denise told us about herself and how she wanted a typical day to go. She wanted
to know all of our names and our children's names and she wrote them all down.

| liked that.
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She had thought about what we would need, where to get the materials and how
to make most of the stuff ourselves. "Good Lord," | thought, "she knows what she's
doing. Maybe it's all going to be all right somehow."

We painted, mowed, cleaned, fenced and built; we donated money in lieu of
having enough kids.

We opened in September with four kids full-time and two half-time. We needed
more children all right, but we also wanted parents who really wanted to co-op,
to be involved with early childhood education, to learn and to grow. We wanted a
community. We discovered we didn't tend to attract non-participating parents
who just wanted to dump their kids somewhere. They could find other places to
do that at less cost to themselves.

We had to carry the school for three months with only six families, with garage
sales and donations. Those were tense times!

Well, the kids came and one day the checkbook even balanced.

Was it worth it? Sure was. | see the value seven days a week in a son who feels
good about himself and others and who takes more and more charge of himself. |
see a place where the first priority is recognizing the human worth of each person,
addressing ourselves to it and tending to it. Seeing that this human element is
always present and primary as we meet new situations is what makes this school
different. And it's what keeps me here.
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More About Our History

We celebrated Tillamook’s 25" year with a time capsule and tree planting
ceremony in the Spring of 1998.

Although we have been in different locations, the spirit of Tillamook has always
been constant. Since 1973, Tillamook has grown into a large community of
families joined by their dedication to the emotional, social, physical and
intellectual development of the children they love. Families work together to
create a warm, supportive and creative environment for children. The work takes
many forms, and tools include everything from hammers to words. The warm,
cheerful environment that welcomes Tillamook children each day depends on
each family sharing its talents and working together with other families.

Parents and our teacher work together in the classroom to provide a fun,
challenging, and creative environment for children. As children explore their own
interest and developmental skills by choosing from a variety of activities, they
build self-esteem, learn to make choices and learn to respect the choices of
others. Back in 1974, Kris Ayer wrote, “The first priority is recognizing the human
worth of each person, addressing ourselves to it and tending to it. Seeing that this
human element is always present and primary as we meet new situations is what
makes this school different. And it’s what keeps me here.”

Tillamook’s strength lies in its collective of unique perspectives and talents, and in
the abilities of Tillamook families to organize these talents into a vibrant, dynamic
community. Since 1973, Tillamook families have worked together to achieve such
a community in the hope that our children have learned in their hearts, from their
earliest years, that the world can be a place of warm welcome and respect.

Now, thirty-five years and hundreds of children since our beginning as a dream,
our children enjoy a lovely library, a grassy playground, a sandbox, and a
classroom full of adventure. They also enjoy a community that lives in the hearts
of every Tillamook member.

Our Locations Over the Years

1973-1975: A house at 23rd and Tillamook Street.
1975-1976: Mt. Olivet Baptist Church.
1976-1997: Bethlehem Lutheran Church.
1997-present: Presbyterian Church of Laurelhurst
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