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WHOM TO CALL  

If the question or suggestion is:  CallÉ  

Regarding the liaison with: 

¥ The Los Gatos-Saratoga Department of Community 
Education and Recreation, 

¥ The adult education division of the Los Gatos-Saratoga 
Joint Union High School District. 

Regarding the overall curriculum or the developmental or 
discipline policies of SPNS as it relates to its educational 
function of adults and children. 

Regarding parent fulfillment of SPNS responsibilities and 
obligations. 

Suggestions about a class. 

Concerns or issues regarding a class member, preferably after 
you have spoken to both the person(s) you feel is the focus of 
your concern and your class coordinator or teacher. 

Lead Teacher 

Regarding educational materials and equipment. 

Regarding a member of the Board or teaching staff, after you 
have spoken to them concerning an issue. 

Concerns or issues regarding a child, preferably after you have 
spoken to the class coordinator or teacher. 

Lead Teacher 

Regarding ideas for activities. 

Regarding field trips, childrenÕs programs. 

About your child or other children.  

If your child has a contagious disease. 

Suggestions about the class. 

Concerns or issues regarding a class member, preferably after 
you have spoken to both the person(s) you feel is the focus of 
your concern and your class coordinator.  

Teacher 

General administration of the school or question regarding 
school policies. 

To get a message to all families. 

If you are interested in serving on the Board or on a committee.  

President 
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If the question or suggestion is:  CallÉ   

If unable to reach the President. 

Regarding ideas for programs or speakers. 

Input on a particular General Meeting. 

Ideas for community relations. 

Concerns or issues regarding a class member, after you have 
spoken to both the person(s) you feel is the focus of your 
concern and your class coordinator or teacher. 

To initiate a grievance. 

Vice President 

Regarding school handbook updates. 

Regarding Yahoo! Groups!  membership. 

Secretary 

Regarding tuition or payment of any fees. 

Regarding school budget. 

Regarding any purchases. 

Treasurer 

If you cannot find a substitute. 

If you are unable to attend an evening meeting. 

To get information from an evening meeting which you missed. 

If you wish to permanently change the day you work. 

Regarding initiating a leave of absence or maternity leave 

If you have any concerns about the running of your specific 
class or the school as a whole. 

Concerns or issues regarding a class member, after you have 
spoken to the person(s) you feel is the focus of your concern. 

Class Coordinators 

If you have a friend who wants to join. 

Enrollment forms or requirements. 

Regarding membership obligations, enrollment or leave of 
absence policies. 

Membership 
Chairperson 

Regarding ideas, questions, or suggestions relating to 
fundraising. 

Regarding the obligation to participate in fundraising. 

Fundraising 
Chairperson 
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If the question or suggestion is:  CallÉ    

Any item that needs publicity to the outside community 
regarding the school, such as membership drive, fundraising, 
important events. 

Publicity 

Any questions regarding Scrip requirements. 

Balances or purchase information. 

Scrip Manager 

Regarding something broken or in need of repair. 

Regarding the physical buildings or classrooms, the school 
grounds or parking lot. 

Knowledge of any contact that might give service or discount on 
equipment needed. 

Maintenance 
Chairperson 

Publicity regarding schoolÕs activities, community event, or 
important dates for the school calendar. 

Newsletter Editor 

Regarding information to add or change to the SPNS website. Website Coordinator 

 



 Revised 8/2009 3 

INTRODUCTION  

Welcome to the Saratoga Parent Nursery School! SPNS is a unique and enriching 
experience for parents and children. During the year you and your child will learn and 
grow, make friends, and contribute substantially to the running of the school. Although it 
is a lot of work, most parents find it to be simply a great place. 

This handbook details the most important policies and procedures you need to know 
while a member at SPNS. Please read it thoroughly and bring any questions that you may 
still have to the attention of your class coordinator or teacher, the Lead Teacher, or the 
President. 

SPNS Mission and Objectives 

At SPNS we strive to be a childrenÕs place for growing roots and sprouting wings. At the 
same time we seek to improve parents understanding of and ability to guide the 
development of their children. Our objectives include: 

!  To lay the foundation for children to have a love of learning and to 
develop positive social skills in a nurturing environment. 

!  To attract parents who want to learn and grow through their involvement 
in superior education for their children and themselves. 

!  To be responsive to our families and ensure they are satisfied with the 
quality of the education, service, and involvement. 

!  To maintain exceptional and happy teachers. 

A Quick Overview of How Our  School Works 

Families enroll at SPNS as a unit Ð the parents are enrolled as students in an adult 
education program administered by the Los Gatos Ð Saratoga Department of Community 
Education and Recreation while children are enrolled as students in nursery school. 
Children attend class from 1 to 4 times per week, depending on which class they are 
enrolled. Parents work in the classroom as a teacherÕs aide one day per week for each 
child they have at the school (please note the section Obligations of Parents with Multiple 
Children Enrolled on page 15). Parents also attend adult education classes in the form of 
class meetings and school-wide general meetings.  

These adult education meetings are usually held in the evening or on a weekend day, as 
in the case of the Welcome Brunch, Holiday Party, and Family Picnic. SPNS has a total 
of 14 adult education classes. 
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Our program follow s a developmental curriculum that we strongly believe is the 
most appropriate for nursery school-aged children. At SPNS children learn through 
play; an activity that we recognize as an important vehicle for childrenÕs social, 
emotional, and cognitive development.  

A Parent Par ticipation Nursery School 

SPNS is a parent participation nursery school. This means that the parents participate 
actively in the administration and maintenance of the nursery school. Parents also act as 
teaching assistants in the classroom with their children under the guidance of a 
professional teacher. 

Parents are required to assume a school job during the year. There are a variety of jobs to 
be done and we try to fit jobs to interests when possible. The active cooperation of every 
member is required to keep the school running. 

A parent participation nursery school provides a safe and stimulating environment in 
which children can develop socially, emotionally, intellectually and physically. 
Moreover, it allows parents to see their child in a nursery-school setting and to work with 
other children of the same age. Thus, they become aware of some common behavior 
patterns and learn how to better interact with their child. 

A parent participation nursery school is a growing and changing organization. No two 
years are the same. New ideas are advanced; some old ones are retained, while others are 
discarded. The organization depends upon new ideas, and all members are encouraged to 
suggest changes that would improve the school. Participating parents share in shaping the 
program that helps develop their children. 

The idea of parent participation extends beyond the mere operation of the school. A 
school such as ours cannot function without thoughtful consideration of each other.  

For example, parents help each other by switching workdays when necessary, working 
out transportation problems and volunteering for additional, important duties. The 
working together and give and take is what many parents particularly enjoy about SPNS. 



 Revised 8/2009 5 

What To Expect From The SPNS Experience  

 

SPNS will help children: 

!  Increase their sense of self-worth 

!  Increase their range of experiences 

!  Increase their ability to communicate 

!  Develop physical skills appropriate to their age 

!  Develop sound emotional and mental health 

!  Develop a positive attitude toward school 

!  Support their trust in teachers and adults 

!  Increase their ability to listen and focus in a sustained way 

!  Develop their social skills 

!  Develop their ability to delay gratification 

!  Encourage creative expression in all forms 

 

SPNS will help parents gain: 

!  Techniques for working with preschool children 

!  Knowledge of child growth and development 

!  Increased objectivity about their own child 

!  Better insight into the feelings and thoughts of their child and acceptance of 
that child as he or she really is 

!  Skills in selecting and using materials and books for their children 

!  Increased awareness of the role of education and creativity in developing a 
healthful, effective, and satisfying family life 
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OBLIGATIONS OF PARENTS 

The required duties of the parents at SPNS include:            

!  Paying tuition on time and in full each month (or  apply 
to the Board, in wr iting and in advance, for  a 
scholarship). 

!  Paying the class mater ials fee on time and in full. 

!  Upon enrolling, pay the $250 family deposit, MayÕs 
class tuition &  the fall class mater ials fee. 

!  Par ticipating as a teacherÕs aide in class once a week 
for  each child enrolled in the school. 

!  Attending scheduled adult education meetings (class 
meetings and general meetings). 

!  Fulfilling obligations of an assigned SPNS job dur ing 
the school year . 

!  Complying with any and all mandatory fundraising requirements (including 
participation in our Scrip program and silent auction or equivalent fundraising 
event) as determined by the Board on a yearly basis. 

!  Participating in one Saturday Health and Safety Maintenance Day per year. 

!  Upon receipt, read and understand the SPNS Handbook. 

SPNS takes the duties of parents very seriously. Failure to fulfill these duties will result 
in disciplinary action including fines, suspension, and termination of a familyÕs 
membership in the school. It is the responsibility of parents to thoroughly familiarize 
themselves with the duties expected of them, to ask questions of their class 
coordinator and/or class teacher if necessary, and to fulfill these duties whether or 
not they receive additional reminders from the school. 

Note: Families with children enrolled in the ÒWiggle WormsÓ class and in our summer 
program are not considered members of the school and thus have significantly fewer 
required duties. For example, parents in the ÒWiggle WormsÓ class do not have assigned 
school jobs and are exempt from attending the adult education meetings.  
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Safety and Welfare Responsibility 

Above all, parents must make the safety and welfare of the children their foremost 
concern when at the school. Those who threaten, physically injure, or verbally abuse an 
adult or a child (including their own child) in any way will have their membership in the 
school immediately suspended and a hearing to determine if termination is warranted will 
quickly follow. 

Parents must also respect the safety and welfare of the other parents, teachers, staff, and 
visitors to the school. Physical and/or verbal violence has no place at our school. Those 
who fail to follow this basic principle will have their membership in the school suspended 
or terminated. 

Workdays      

Active participation in the classroom as a teacherÕs aide is the most important obligation 
that parents have as members of the school. For one class session a week each parent 
facilitates and supervises the activities of the children and helps to make the nursery 
school a richer place by sharing his or her talents with the children and other adults. 
Parents should familiarize themselves with the information about dealing with 
children contained in the section Supervision of Children on page 43 and abide by 
this information at all times. 

Working parents will contribute most effectively if they review their assigned duties 
(spelled out in a written curriculum distributed monthly) before their workday and come 
prepared with any materials that are necessary. Most materials are stocked at the school 
or provided by the teacher, but it is each parentÕs duty to determine if they need to 
purchase or prepare anything extra for their scheduled workday. Parents should discuss 
any curriculum ideas they may have with the teachers so that they may be scheduled in 
the future.  

 

Working parents should follow these general guidelines: 

!  Arrive 15 minutes before the start of class to prepare the materials for the 
children before they arrive. Be sure to sign in your child and those in your carpool 
on the sign-in sheet. Also, sign in yourself as a working parent. When you leave 
for the day, remember to sign yourself and your child out. 

!  Be on time! Tardiness on your workday (arriving with less than 10 minutes 
remaining before class begins) may result in a fine as determined by the teacher. 
Habitual tardiness or a missed workday is a serious offense as it jeopardizes the 
quality and safety of the program for the children and so may result in suspension 
or termination of a familyÕs membership in the school. (See section entitled 
Involuntary Termination on page 28) 
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!  Wear your job card at all times to remember your routine duties; be ready to 
cover your assigned area promptly. Emergency procedures are on each job card. 

!  Watch the teacher and experienced parents. Take note of where they get 
supplies, how they set them up, how they put them away. Feel free to open 
cupboards and drawers to learn where equipment and materials are kept. Always 
put materials back in their proper place. 

!  Do not be afraid to ask questions! The teacher or returning parents will be 
happy to help you. However, do try not to interrupt the teachers when they are 
busy with a group activity or when they are very involved with one child. 

!  Cover your assigned area. If there are no children in your area, you may help 
in another area. Be prepared to return to your own area when necessary. Never 
leave a group of children unsupervised. 

!  Do not visit with other adults while on duty.  Your job is to observe, 
supervise, and interact with the children.  

!  Help children become aware of what is available in the program. Do not 
force participation. If a child is disrupting an activity for others the child may be 
asked to select another activity. 

!  Help children with transitions. Let them know a few minutes ahead of time 
of each change in activity, i.e. snack time, clean-up time, etc. 

!  Remember to not discuss any child in his/her presence or in the presence of 
other children. Discuss it with the teacher at an appropriate time. 

!  Begin cleaning up after all children have been told itÕs clean-up time. 
Please assist each other in the clean-up period. Encourage the children to 
participate in cleaning up. 

!  At snack table, encourage conversation and listening skills as well as polite 
manners. 
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Substitute for  Workday 

If a parent is unable to participate on his or her regular workday(s), he/she is responsible 
for providing a substitute by one of the following methods: 

!  Trading work days with another parent from the membership, preferably 
in the same class 

!  Sending a spouse. (If a spouse is subbing they must have a negative TB 
test on file with Membership)  
 

Failure to find a substitute when absent on a workday is considered a very serious 
offense as it jeopardizes the quality and safety of the care of the children. Parents 
who violate this rule may have the membership of their family (parents and children) 
suspended for a 2-week period. The offense may also contribute to a decision by the 
Board to terminate the familyÕs membership in the school (see section Involuntary 
Termination on page 28). 

Parents who know that they will be unable to work on a given day due to a previously 
made plan (i.e. vacation, dental appointment) must make arrangements for a substitute 
well in advance and tell the class coordinator of their plans. All parents should help out if 
at all possible by substituting for someone who calls them unable to work because their 
child is sick, even with last minute notice. Contact your Class Coordinator if you have 
any further questions about substitutes. 

Evening Meetings and Adult Education 

The SPNS adult education program includes two types of meetings:  

!  General meetings for the entire membership 

!  Class meetings for members of a particular class 

The purpose of these meetings is both to support parent development and to fulfill 
adult education requirements made by the Los Gatos-Saratoga Adult Education 
program under whose auspices we operate. In turn, SPNS is paid for each hour each 
parent participates in these meetings and the annual budget for SPNS is based on 
the attendance projections for these meetings. 

General meetings are scheduled approximately seven times during the school year. 
Specific times and location will be announced in the school calendar, the newsletter 
and/or via notes left in the parentsÕ school mailboxes. Class meetings are typically held 
monthly and may be held in conjunction with a General Meeting. There are a total of 14 
Adult Education meetings each school year. Meetings begin promptly and members are 
required to be punctual to respect the schedules and sacrifices all families make to start 
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on time. Parents are expected to be in attendance for the entire time. At the discretion of 
the teacher, partial attendance may count as an absence. Unless otherwise noted, these 
meetings are for adults only. The Holiday Party (December), Ice Cream Social (April) 
and the Family Picnic (May) are for the entire family. 

Parents are expected to take their participation in the adult education program at 
our school seriously. Regular attendance at adult education meetings by all school 
members is a mandatory requirement of the Los Gatos-Saratoga Adult Education 
program. Therefore, failure of a parent to fulfill his or her obligations to attend adult 
education meetings will result in disciplinary action including suspension and/or 
termination of a familyÕs membership in the school (see sections Suspension of 
Membership and Involuntary Termination on pages 27 and 28). 

Parents who are unable to attend a general or a class meeting should notify their Class 
Coordinator in advance. It also is the parentsÕ responsibility to learn from their Class 
Coordinator or another parent who attended the meeting about the information they may 
have missed.  

Parents are allowed to miss one meeting per semester (regardless of the number of 
children they have enrolled at the school) without having to make it up.  

If a parent misses a second meeting in a semester he or she has one month to make up 
that miss. Make-ups must be arranged with the class teacher in advance and may be 
accomplished by: 

!  Attending a Board meeting 

!  Having two parents attend a general or class meeting 

!  Working an extra class day (again, provided that permission from the Teacher 
is obtained in advance) 

!  Working an extra maintenance day 

(Note: parents may not count as a make-up one of the above if it is a requirement of their 
school job. Thus, for example, parents who serve on the Board canÕt count a Board 
meeting as a make-up.) 

Parents who miss a third meeting in a single semester may have their familyÕs 
membership in the school suspended (see section Suspension of Membership on page 
27). To return to the school the parent must make arrangements with the class teacher to 
make that absence up (using one of the above-listed acceptable make ups which has not 
already been used that semester) and follow the rules outlined in the section Suspension 
of Membership. Failure to do so may result in the familyÕs membership in the school 
being terminated. 

After a parent misses four meetings in a semester, the familyÕs membership in the 
School is terminated regardless of the number of previously made up meetings. See 
section Involuntary Termination on page 28. 
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Any family that faces an unusual situation or particular hardship that makes it impossible 
to fulfill these attendance requirements may petition the Board for consideration, 
provided that such petition is made either in person or in writing and is received in 
advance of a third missed meeting in a semester.  

School Job Assignments and Requirements 

As members of a cooperative nursery school, it is our responsibility to assume the duties 
necessary for the functioning of the School. The nature of these duties varies widely 
allowing everyone a reasonable selection of jobs. 

The Board positions are nominated and filled in the spring, as are several other jobs that 
must be continued over the summer. 

The President, in conjunction with the Board, will review annually the work necessary to 
operate our school effectively. Job descriptions are mailed with enrollment packets. 
Member families are asked to rank their first three choices of jobs that best suit their 
interests and abilities. The President then works to assign jobs, keeping the members 
preferences in mind. However, there will be times that a preference may not be able to be 
accommodated. Jobs will be announced at the Welcome Brunch/General meeting. Parents 
will receive a job binder for their assigned job. The binder explains the school job, its 
duties and responsibilities, and pertinent information to perform the job. All members are 
expected to update and return the binder at the end of the year.  

Failing to complete the assigned job to the BoardÕs satisfaction will result in a $250 
penalty (forfeiture of the annual deposit). This includes returning and updating the school 
job binder at the end of the year or upon withdrawal from the School. If the family wishes 
to continue as members of SPNS they must give the school another $250 deposit within 
10 days or be suspended until they do so. 

SPNS Board Positions (Elected yearly, during the second semester, by the general 
membership.) 

President 
 Oversee the general operation of the school. Preside at all membership and Board 
meetings. Serve as spokesperson for the school and its policies. Receive and correlate 
reports from officers of the board and committee chairpersons. Act as liaison with the 
teachers and Adult Education and Recreation Department. Multi -faceted job requires 
good organizational and interpersonal skills.  

Vice President 

Coordinate the General Adult Education Parenting Meetings. Chair grievance committee, 
if needed. Act in place of President, if absent. Oversee the Adult Education Team. 

Secretary 

Record, post and file minutes from Board Meetings. Handle correspondence and all 
clerical tasks of the school that are not designated to others. Update SPNS handbook, as 
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needed, or at minimum 1/year. Order flowers as necessary. Act in place of the Vice-
President if absent. Computer access is required. Oversee the Communications Team. 

Facilities Chairperson 

Responsible for coordinating the school jobs specific to the care and maintenance of the 
school building and grounds. This includes the general appearance, on-going 
maintenance, and safety of SPNS facilities, including grounds, outdoor toys and cabinets. 
Supervise maintenance team to carry out regular maintenance. Ensure proper tools and 
supplies are available for regular school maintenance. Note repairs and improvements 
that are needed and see that they are made; assist the Maintenance Day Coordinator. 
Coordinate bi-yearly inspection of school with outside agency and report findings to 
Board. Oversee the Facilities Team. 

Treasurer 

Handle accounts payable, payroll, deposits, and bank reconciliation for the general 
account and savings accounts. Prepare monthly financial reports for Board review. Work 
with accountant to prepare tax forms as needed. Prepare annual budget for board review. 
Prepare local, state or federal paperwork for the school. Act as liaison to insurance agent. 
Act in place of Secretary, if absent. Oversee Financial Team.  

Fundraising Chair 

Oversee fundraising activities including the Annual Auction, grant applications, 
collection of fundraising amounts due from the members. Act as liaison between the 
board, publicity, treasurer, and fundraising committee. Present to the Board annual 
fundraising goals based on committee recommendations. Also responsible for alumni 
relations. Oversee Fundraising Team.  

Membership Chairperson 

Maintain enrollment: provide current membership roster, maintain member files, 
coordinate new family applications/drops, leave of absences, and process new 
applications. Serve as liaison with school, class hostesses and prospective members. 
Update enrollment forms. Works with the membership assistant on the Welcome Brunch, 
New Family Orientation, and throughout the school year. Assist class hostess as needed. 
Computer access required. Multi faceted job requires good organizational and 
interpersonal skills. Oversee the Membership Team. 

Class Coordinators (3) 

Serve as liaison between class parents, teacher, and Board. Coordinate class roster and 
class workday schedule. Type curriculum, photocopy and distribute to parents. Track 
attendance at all adult education meetings. Submit class information to the newsletter. 
Inform secretary of any necessary correspondence. Schedule ParentÕs Night Out. Multi -
faceted job requiring good organizational and interpersonal skills. There is one 
coordinator for each class. 
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The following is a description of the SPNS Teams 
(Please note, the duties of each committee may change from time to time.) 

The Adult Education Team 

The Adult Education Team, led by the Vice President of the Board, is responsible for all 
General Meetings, including the Welcome Brunch, New Family Orientation, Holiday 
Party, End of Year Picnic, and all General Membership Adult Education Parenting 
Meetings. Duties of this team include scheduling of guest speakers, coordinating classes 
to host General Meetings, managing community relations, maintaining parent education 
files, tracking adult education hours, and providing a liaison to the Community Education 
& Recreation Department. Class Coordinators serve on this committee. 

The Communications Team 

The Communications Team, led by the Secretary of the Board, is responsible for internal 
and external communications for the preschool. Duties of this team include maintaining 
school handbook, publishing a bimonthly newsletter, maintaining the school website, 
handle school publicity, community relations, maintain class cameras, maintain class 
photo boards, produce class albums, produce Pre-K graduation slideshow. 

Educational Materials Team 

The Educational Materials Team, led by the Child Behavior Specialist of the school, is 
responsible for upkeep of all educational and curriculum materials. Duties include, 
maintaining playroom, art room, outdoor art areas, library, outdoor curriculum shed, 
maintaining office supplies, including copier, care of school pets (fish, hermit crabs), 
collecting science related materials, coordinating book club orders, coordinating field 
trips, and incorporation of new educational materials, as recommended by the teachers. 

Facilities Team  

The Facilities Team, led by the Facilities Chairperson, is responsible for the care and 
maintenance and safety of the school building, grounds, and outdoor equipment. Duties 
include regular cleaning, maintenance and organization of facilities; play structures, toys, 
tools, safety supplies, and general supplies. 

Financial Team  

The Financial Team, led by the treasurer is responsible for all aspects of school finances 
and insurance, including operating budget, financial plan, collections and reimbursements 
and purchasing. Duties include payroll, tuition collection, purchasing supplies needed 
throughout the school. 

Fundraising Team  

The Fundraising Team, led by the Fundraising Chair, is responsible for school 
fundraising, including annual fundraising proposal, school pavers, grant applications, and 
SPNSÕs primary fundraising event and the Annual Auction. 
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Fundraising Effor ts                                                  

SPNS is funded as an Adult Education program through the Los Gatos-Saratoga 
Department of Community Education and Recreation. However, our school needs 
additional revenue to adequately meet program needs. This is accomplished through the 
tuition that we charge and through fundraising efforts. All members must participate and 
contribute to all required fundraising activities including the Scrip program and the silent 
auction, or equivalent event organized by the fundraising committee. In addition, there 
may be optional fundraising opportunities available to all members throughout the school 
year. 

Scrip  

The Scrip program provides dividends to the school from what you are already spending 
on groceries, gifts and more. By shopping at participating vendors such as Safeway, 
AlbertsonÕs and other stores, the vendors donate a portion of your purchase to our school.  

Each family will be required to either make a purchase from these participating 
vendors, in the amount of $100 a week (for a total of $3900 during the school year) 
OR do a Òbuy-outÓ of $150. The buy-out is considered a tax-deductible cash 
donation to the school. For families with two or more children enrolled, the 
requirement for each additional child is to spend  $1950 (instead of $3900) per year 
or a buy-out of an additional $75 per child. Members can participate in the SPNS Scrip 
program in two ways:  

!  Enroll in eScrip (www.escrip.com) and use your eScrip-registered credit 
cards/supermarket cards for your every day shopping 

!  Purchase from our remaining paper Scrip inventory from the schoolÕs Scrip 
Manager 

Note: Participants in the Wiggle Worms class are not required to participate in the Scrip 
program, but are encouraged to do so as a way to contribute to the school. 

Silent Auction (or equivalent fundraising event) 

Members are required to attend the annual silent auction or equivalent fundraising event. 
Each family must provide an item for the silent auction worth a minimum $50 retail 
value. You may do this by asking a company to donate a product or service.  
Alternatively, you may purchase a minimum of $100 worth of raffle tickets (10-12 
tickets). 
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Health and Safety Maintenance Education Days 

Each family is required to participate in one Health and Safety Day in which we perform 
general maintenance of the school. Such days will be designated on the school calendar. 
Similar to the Class Meetings and General Meetings, these meetings are parts of the 
Adult Education component of SPNS. Families not meeting this obligation by the end of 
the school year will forfeit their annual deposit. Note that no special skills are required! 
There is plenty of work for everyone of all skill levels. For safety reasons children are not 
allowed to attend. 

 

Obligations of Parents with Multiple Children Enrolled 

SPNS welcomes parents to enroll multiple children during any given school year, 
whether the children are in the same class or in separate classes. These parents are 
required to work the same number of maintenance days (one) and pay the same $250 
annual family deposit (refundable if all membership obligations are met).  

Parents with multiple children in the school must also: 

!  Work one day per week in the classroom for each child enrolled. 

!  Pay tuition for each child. 

!  Participate in the Scrip program per the normal family requirements of 
spending $100 per week or $3900 per year and spend an additional $50 per week 
or $1950 per year in Scrip. This equates to an annual Scrip requirement of $150 
per week or $5850 per year. The Scrip buy out for families with multiples is $225 
per year. 

!  Pay the class materials fee for each child. 

!  Attend all required adult education meetings (1 adult in attendance at all 
general meetings and also at the class meetings for those classes in which their 
children are enrolled). 

 

In addition, these parents will be assigned a school job with more-than-average work 
hours required Ð our target is that parents of multiples will contribute approximately 1! 
times the amount of work in their assigned job as parents with a single child. 

Parents with multiple children enrolled in the Teddy BearÕs class are given an excused 
absence on a day when they and all their children are unable to be in class due to illness, 
vacation plans, etc. This policy is in place in recognition of the fact that otherwise these 
parents might quickly find themselves behind on their workday commitments with no 
reasonable way to make it up. These excused absences will not count against the familyÕs 
adult education attendance requirements. 
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SCHOOL ADMINISTRATION  

SPNS is run on a day-to-day basis by a paid, professional staff of three teachers, one of 
whom also serves as the Lead Teacher of the school. These individuals have professional 
training and years of experience in early childhood development and education and in 
adult education focused on raising children. Parents should not hesitate to discuss issues 
that they see with their own child or with other children in the classroom with the 
teacher. 

Policies and procedures of the school are made by an elected Board composed of a 
President, Vice-President, Secretary, Treasurer, Fundraising Chair, Maintenance Chair, 
Membership Chair, the school Lead Teacher, and a Class Coordinator from each of the 
Teddy BearÕs, StarÕs, and Pre-K classes. 

Board Meetings            

The Board Members and the teachers meet periodically (see school calendar for specific 
dates) to administer all business of the school and establish school policies. These 
meetings are open to the entire membership and everyone is encouraged to attend. 
Parents are encouraged to contact the President several days before any meeting they plan 
to attend to verify the time and place and to discuss any particular items that they hope to 
bring up at the meeting. 

Board Members have a fiduciary duty to the co-op members to watch over the schoolÕs 
finances: to ensure that the money is well spent, that the school remains financially 
solvent, that bills are paid, etc. Board Members also are charged with an obligation to the 
school membership to enact policies and procedures that benefit the school as a whole for 
the long term. Board Members must put aside personal interest and even friendships 
when discussing and voting on such policies and procedures and act in the best interest of 
the school as a whole or alternatively recuse themselves from such discussions and votes. 

Responsibilities of the Lead Teacher   

1. Serves as the schoolÕs official liaison with the Los Gatos-Saratoga Department 
of Community Education and Recreation. The Lead Teacher ensures that SPNS is 
in compliance with the administrative requirements of that oversight agency. 

2. In conjunction with the Board President, implements policies and regulations 
that the Board of Directors of SPNS establishes. When breaches of school policy 
occur, the Lead Teacher takes the lead to discuss the situation with the parents 
involved and takes appropriate action up to and including suspension from the 
school pending a full review by the Board. 
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3. Serves on the SPNS Board as a voting member. 

4. Oversees the cooperative spirit of SPNS by encouraging parents to fulfill all 
duties of their assigned job and forwards concerns to the Board if problems arise 
with obligation fulfillment.  

5. Works with the teachers to establish and oversee a behavioral plan when a 
child is having developmental or adjustment challenges. 

6. Serves as the lead teacher at our school and assumes all of the responsibilities 
listed below of a teacher. 

Responsibilities of the Teachers 

1. Teach the parents nursery school practices and curriculum and relate aspects of 
child development to the parents, enabling them to function more effectively both 
as nursery school assistants and as parents. 

!  Conduct (via lecture, direct discussion period, or curriculum demonstrations) 
a three-hour class meeting each month. 

!  Participate in the three-hour general meetings of the entire membership. 

!  Demonstrate good nursery school practices and teaching techniques to the 
participating parents. Observe and give feedback to the adults at work with the 
children. 

 

2. Note: All member parents are enrolled in an adult education class through the Los 
Gatos Ð Saratoga Department of Community Education and Recreation (the adult 
education division of the Los Gatos Ð Saratoga Union High School District). Thus 
our teachers have two sets of students: the parents and the children. Provide a 
flexible and educational program for the children that will promote social, 
emotional, intellectual and physical development in an atmosphere of love, 
warmth, and understanding. 

!  Set specific, age-appropriate developmental goals for the children and plan a 
curriculum for the school year designed to achieve these goals. 

¥ Schedule the daily activities of the nursery school on a monthly basis, 
integrating them into a cohesive and balanced program to be distributed to 
the parents in the form of a curriculum calendar noting specific parent 
work assignments. Encourage parents to submit ideas for projects and 
incorporate them into the schedule whenever possible and appropriate. 

¥ Assess children for their suitability in the SPNS setting both in the first 
month of school and on an ongoing basis. Communicate with parents 
about any issues and discuss steps for improvement. If necessary, establish 
and oversee behavior plans for children. 
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!  Administer the school program, coordinating all the daily activities to ensure 
the smooth functioning of the school. 

¥ Develop procedures for operating in the teacherÕs absence if needed. 

¥ Clearly and consistently, define the duties and responsibilities of the 
participating parents. 

¥ Work together with other teachers to see that equipment and materials are 
available as needed. 

¥ Help plan family activities for special event days, such as Special PersonÕs 
Day and parties. 

!  Observe and become well acquainted with the children to be able to help 
parents understand their childÕs strengths and weaknesses. Be cognizant of 
appropriate levels of play, socialization, speech and comprehension for 
specific age groups in a setting such as SPNS. 

¥ Conduct parent/teacher conferences once per semester and be available for 
interim conferences if needed and/or requested by parents. 

¥ Provide time for parents to observe their child in the Nursery School 
setting. 

¥ On a daily basis, lead entire group in songs, games, and activities where 
children and parents join together. Ask parents to join in encourage them 
to initiate such an activity for the children at another time if desired. 

¥ Encourage parents to ask questions and, if necessary, turn discipline 
problems over to the teacher. 

¥ Establish behavior plans when necessary, and help parents support the 
needs of all children at SPNS. 

 

3. Complete other administrative duties: 

!  Records and files: Work with Membership Chairperson to keep files current 
and in accessible areas. Be aware of the location of all filed materials. Keep an 
accurate emergency file and periodically review the information with parents 
in the classes. 

!  Make recommendations to the Board about school improvements. Serve as an 
ex-officio member of the Board, attending all meetings. 

!  Keep maintenance persons informed at all times about needed repairs and 
extra cleaning necessary for a neat and healthy school facility. 

!  Keep Board informed of by-law infringements on the part of the membership, 
such as absenteeism. 

!  Attend special project meetings in an advisory capacity when requested. 
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4. Enforce health and safety regulations. Teachers will send a parent and/or child 
home for the day if they have any concerns about the health or safety of the child, 
the parent, or other children or parents in the class. Further, teachers have the 
authority to temporarily suspend a parent or child from the class if they have a 
serious health or safety concern for the child, the parent, or the other children or 
parents in the class. Temporary suspensions (beyond being sent home for the day) 
are automatically reviewed by the Lead Teacher and, if unresolved, by the Board 
at the next regularly scheduled Board meeting. 

5. Fulfill certain obligations outside of the aforementioned nursery school 
framework. 

!  Attend professionally sponsored seminars, workshops and conferences, as 
requested, to become more knowledgeable in early childhood education. 

!  Represent the school at community meetings and activities when requested. 

!  Serve as an information source to parents and members of the community 
when called upon. Write monthly SPNS newsletter articles and provide 
information of an educational nature. Make referrals to other agencies and 
schools when the need is indicated. 

!  Maintain professional membership in organizations dedicated to the well-
being of your children and their early education and be an active participant in 
such activities. 

!  Teachers are mandated by law to report any suspicions of child abuse or or 
neglect wherever it occursÑ in families, programs or the community.  

!  Perform other duties as requested by the Los Gatos-Saratoga Department of 
Community Education and Recreation, an adult education division of the Los 
Gatos-Saratoga Union High School District. 
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SCHOOL PROCEDURES 

Application for  Admission to the School  

Admission of children and membership of parents is with the approval of the SPNS 
teachers without regard to race, color, creed, national origin, or religion. Children must 
meet the following age requirements:  

 

Wiggle Worms : 18 Ð 36 months on or by September 1st  

Teddy  BearÕs 
Class:  

Children must be two on or by September 1st  

StarÕs Class: Children must be three on or by December 2nd. 

Pre-K (4/5) Class:  Children must be four on or by December 2nd. 

 

Currently a maximum of: 

!  12 children are permitted in the Wiggle Worms class  

!  16 in the Teddy BearÕs class 

!  18 in the StarÕs and Pre-K classes 

Space permitting, new members may be added during the school year. 

Alumni applications for the next yearÕs class will be accepted, along with a non-
refundable application fee of $50, beginning in January. The application fee for returning 
families is $30. Non-Alumni applications will be accepted beginning at the Open House 
in mid- to late-January. All applications received before the Priority Enrollment deadline 
on or around March 1st are considered for placement in the next yearÕs class according to 
the following guidelines: 

!  Alumni are given priority for enrollment. Alumni are defined as member 
families who have completed at least one regular school semester. Once deemed 
an alumnus, families are always considered alumni. Alumni applications will be 
processed and accepted in the following order:  

1. Current students in the Teddy BearÕs, StarÕs or Pre-K class that will be 
returning in the fall. (This includes applicants who will be moving to a new 
class or repeating a class.) 
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2. Siblings of currently enrolled students 

3. Alumni families not currently enrolled  

4. Wiggle Worms alumni 

!  If there are more alumni applicants than there are spots available in a given 
class, a lottery is held (within each above category, if necessary) to determine to 
whom the spots will be offered. The remaining alumni are placed on a waiting list 
in the order determined by the lottery. 

!  New applicants (non-alumni) are next placed in the class. If there are more 
new applicants than there are spots available in a given class, a lottery is held to 
determine to whom the spots will be offered. The remaining new applicants are 
placed on a waiting list in the order determined by the lottery. 

Families who submit their application following the Priority Enrollment deadline  
will be added to the waiting list for each class in the order in which their 
applications are received, with no priority given to alumni at that point. 

Regular  Enrollment 

Families who apply for membership by the Priority Enrollment deadline (on or around 
March 1st) will be notified via letter in mid March whether they are being offered a place 
in a class for the next year or have been put on a waiting list. Those who are offered 
admission have until the Fall Enrollment Due Date (usually on or around April 15th) 
to give the school a deposit, fees, and enrollment forms that secures their spot. This  
includes:  

!  A $250 annual deposit 

!  A nonrefundable class materials fee for the class in which the child will be 
enrolled (the amount varies for each class). 

!  The last monthÕs tuition for the class in which the child will be enrolled.  

!  Membership application  

!  Membership contract 

!  Adult education enrollment form 

!  Maintenance interest form 

!  Job interest form 

!  Field trip consent form 

!  Emergency information 
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After April 15 th if the above deposit and enrollment forms are not completed and 
returned to the Membership Chairperson, the school will relinquish the childÕs spot 
in the accepted class. The school will begin offering enrollment to families on the wait 
list on a space-available basis. If a childÕs spot has been relinquished, and the family 
wishes to enroll in the class, a new application and associated fees must be provided 
to the Membership Chair. If there is a waiting list, the family will be placed on it in 
accordingly to the date the new application is received. 

SPNS recognizes that families who want to enroll multiple children at the school would 
like to be offered spots for all their children at the same time, however, there may be a 
time that we are unable to accommodate this. Parents may have to decide whether or not 
to accept a spot for one child without knowing if the other(s) will be offered admission at 
a later date. 

*Note: Members may elect to rollover their annual deposit if they are re-enrolling for the 
following year (either with the same child or with another child) provided that they have 
fulfilled all their membership obligations. 

Before the parent or child can attend their first day of class the following additional 
forms must be completed and returned to the Membership Chairperson: 

!  PhysicianÕs report 

!  ParentÕs negative TB (or P.P.D. Manoux) test.  If a spouse will be 
working or subbing in class, they must also have a negative TB test. 

!  Copy of automobile insurance policy (StarÕs and Pre-K classes) 

!  Copy of valid driverÕs license (StarÕs and Pre-K classes)  

!  Copy of childÕs Birth Certificate (New children) 

In addition, all of the forms outlined above in the section Regular Enrollment must 
be completed and returned to the Membership Chairperson before the child or 
parent may begin school. Finally, the child and at least one parent must meet with 
the class teacher prior to beginning class. 

Enrollment after  the School Year  Has Begun 

Families who join the school after classes have started in September must pay the 
following before their first day of class: 

!  First monthÕs tuition (pro-rated if they are joining part-way through the 
month) 

!  $250 annual deposit 

!   Last monthÕs tuition 
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!  Class materials fee pro-rated to the semester in which they are joining (in 
other words, if they join part way through the first semester they owe the entire 
class materials fee amount; if they join part way through the second semester they 
owe only the second semester portion). 

In addition, all of the forms outlined above in the section Regular Enrollment must be 
completed and turned into the Membership Chairperson before the child or the 
parent may begin school. Finally, the child and at least one parent must meet with the 
class teacher prior to beginning class. 

Summer Program and Summer Enrollment 

Summer school classes are offered during the months of June and July. The classes are 
typically held in the mornings on Tuesday and Thursday or Monday, Wednesday and 
Friday. Summer school is open to all current SPNS families. Students in the T/TH 
summer school classes must be at least 2 years of age by September 1st of the current 
school year and exiting the current Teddy BearÕs or current Wiggle Worms class. 
Students in the M/W/F summer school class must be at least 3 years of age and exiting 
the current "StarÕs" class. 

Applications for summer school are taken, along with a non-refundable application fee of 
$25 ($30 per family) in late spring. Applications received are considered for placement in 
the summer class according to the following guidelines: 

!  Current Teddy BearÕs and StarÕs families are given first priority for 
enrollment. If more current students have registered for a class than there are 
spots available, a lottery is held to determine to whom the spots will be offered. 
The remaining applicants will be placed on a wait list in the order determined by 
the lottery. 

!   Any open spaces will be filled in the following order: 

1. Current Wiggle Worms participants 

2. Alumni not currently enrolled at SPNS 

3. New applicants (non-alumni), at the discretion of the teacher 

If there are more applicants than there are spots available, a lottery is held to determine to 
whom the spots will be offered. The remaining applicants will be placed on a waiting list 
in the order determined by the lottery.  

Requests to withdraw from the summer sessions must be in writing and received by the 
Membership Chairperson no later than the first of June. No refund of tuition will be given 
after this date. 
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Obligations of Parents in Summer Program 

!  A $25 ($30 per family) non-refundable application fee 

!  A $50 deposit which is refundable at the end of the summer session if the 
member fulfills all obligations for the summer 

!  Tuition for class in which the child is enrolled 

!  ParentÕs negative TB test 

!  Adult Education Enrollment Form 

!  Attend one class meeting 

!  Attend summer maintenance day 

!  Complete scheduled days to work as a teacherÕs aide in the class  
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Finances  

Tuition  

Tuition is fixed by the Board and is on a Òper childÓ basis. Tuition is payable on the first 
day of the month and is considered late after the tenth (10) day. Tuition shall be paid 
directly into the locked tuition box by check or mailed to the school, Attn: Assistant 
Treasurer. 

A $10 fine is charged on all late tuition. The child may not attend school if the tuition and 
late fee are not paid within 30 days of the due date. Failure to consistently pay tuition on 
time will result in disciplinary action (see section Suspension of Membership on page 27. 

Tuition Assistance / Scholarships 

Families facing financial hardship may request tuition assistance in the form of a 
scholarship from the school. Each semester, SPNS is able to provide tuition assistance 
equivalent to one semester of tuition for a family or families who could not otherwise 
afford to participate in our Parent Cooperative experience, or to those experiencing a 
temporary financial emergency. This may include one scholarship for full tuition; or 
another combination of multiple family scholarships not to exceed the equivalent of 
tuition for one semester. For example, two families may receive partial tuition 
scholarships. Scholarships will not be accepted for other school fees, including class 
material fees, fundraising assessments or the annual deposit.  

Scholarship requests must be made by May 5th for a fall semester application, or by 
January 5th for a spring semester application. Timely applications will be considered for 
available funds. Late applications may be considered, if additional funds are available.  

To request a scholarship, complete an SPNS Scholarship Application Form. The 
completed form is turned into the Lead Teacher and reviewed by the Lead Teacher, class 
teacher and President. The application is presented to the board for approval by the Lead 
Teacher, in discreet terms, so as not to reveal identity or specific financial information. 
All scholarship requests are held in the strictest confidence. However, the Treasurer and 
Tuition Collector, at minimum, will be notified if the scholarship is approved. A new 
application is required each semester. 

The Budget   

The yearly Budget is set by the Treasurer, in consultation with the President and the Lead 
Teacher, and is approved by the Board. Its purpose is to allocate available funds, as 
necessary, for the functioning of the School. Since our resources are limited, it is 
important that we stay within our budget. 
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Using School Funds 

Expenditures over $12.00 incurred by any member for projects or repairs for the school 
must have prior approval from a Teacher and/or the school President. 

Parents use their own funds to purchase most of the items needed for the cooking project 
on the day that they are assigned kitchen duty (juice and crackers though are usually 
stocked at the school). At times a teacher may ask a parent to bring in an item needed for 
a particular art project. A parent has the option to be reimbursed for purchases made for 
cooking and/or art projects after $12.00 in expenditures. Before any purchases are made, 
however, always check with the teacher Ð many supplies are kept on hand.  

Fines 

If a parent arrives late on his or her workday (i.e. arriving with less than 10 minutes 
before the start of class), the Teacher may impose a fine of $10. The fine must be paid to 
the Tuition Collector. The Teacher may make an exception to this rule for extenuating 
circumstances such as car trouble. 

Parents who are up to 10 minutes late picking up their children will be fined $10. An 
additional $1 per minute fine will be levied on parents who arrive more than 10 minutes 
late. Exceptions to this rule will be the same as above. All late fees must be paid to the 
Tuition Collector. 

It is the membersÕ responsibility to ensure that they have sufficient money in their 
account to cover checks written to SPNS. If a memberÕs check bounces, the member will 
be informed and required to pay SPNS the amount owed plus the greater of $25 or the 
actual bank fees charged to SPNS due to the bounced check. After two bounced checks, 
the member will be required to make all future payments in cash. The Scrip Manager and 
Tuition Collector handle money for SPNS and, if appropriate, may be informed of a 
bounced check. 

Withdrawal, Suspension, and Termination of Membership 

Voluntary Withdrawal 
A family may withdraw  from SPNS at any time and for any reason.  

Withdraw ing prior to the beginning of the school year 

If w ritten notice of withdraw al is received by August 1st, all money paid will be 
refunded in full . This includes the $250 deposit, class material fees and MayÕs 
tuition .  

If written notice of withdrawal is received after August 1st, but before the start of the 
school year, the $250 deposit is not refunded, but the last monthÕs tuition and class 
materials fee will be refunded. 
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Withdraw ing after the school year begins 

Once the school year begins (generally, the Welcome Brunch is considered the start 
of the school year), 30 days written notice of withdraw al must be provided and all 
membership obligations must be met to receive a refund of MayÕs tuition and the 
$250 deposit. The class material fee is not refunded after the school year begins. 
Membership obligations that must be met include the following: 

!  All tuition must be paid in advance through the date of resignation.  

!  Contact must be made with the Class Coordinator and the class teacher 
regarding classroom responsibilities and job assignment obligations during the 
final 30 days. 

!  The Scrip requirements must be met in full for the weeks the family has been 
a member of the school. 

!  The Health & Safety Maintenance day requirement must be met if 
withdrawing after 4 calendar months at the school. 

!  All borrowed books or equipment must be returned. 

!  The job binder must be returned to the school. 

!  Any late fees or other fees imposed upon the family by the Board in 
accordance with the handbook/by-laws of the school must be paid. 

Suspension of Membership 

Most minor violations of the rules contained in this handbook are dealt with either via a 
verbal warning by the teacher or by a fine (see section Fines on page 26). More serious 
offenses, however, may result in suspension of a familyÕs membership in the school. The 
decision to suspend a family may be made by a teacher in consultation with the school 
Consultant or by the Lead Teacher, and/or by the Board for any of the following reasons: 

!  A child or parentÕs behavior at school is highly disruptive or dangerous. 

!  The parent has missed three adult education meetings in a semester. The 
second and third missed meeting must be made up before attendance may resume.  

!  The parent knowingly sent a child who was sick with a contagious illness to 
school.  

!  The parent failed to provide a substitute in case of absence on a workday. 
(Note: The exception being the case where a parent attempted to reach all the 
other parents in the class to find a substitute, failed in that effort, and then notified 
the teacher of the dilemma before the beginning of class.)    

!  The parent has been late on more than 3 occasions on his/her workday.  

!  The parent was late picking up his/her child on more than 3 occasions. 
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!  The parent failed to pay any fee imposed upon him/her under the provisions of 
the By-Laws or the Standing Rules within 10 days after such fee was due. 

!  The family failed to obey the schoolÕs rules and regulations as described in the 
Handbook and the By-Laws. 

In the event that a teacher acting with the Lead Teacher or the Lead Teacher acting alone 
suspends a family, the Lead Teacher will immediately notify the school President who 
will in turn notify the full Board of the specifics of the situation. Unless otherwise 
decided by the Board the suspension will be for a period of 2 weeks or until the problem 
has been corrected, whichever is longer. 

Parents who anticipate a problem with any of the above should discuss their specific 
situation with their class teacher. Further, they must make any appeals for special 
consideration in writing to the Board in advance. 

During a period of suspension the parent remains responsible for getting a substitute to 
cover the missed workdays at school and for all other obligations to the school (class 
meetings and general meetings, tuition, school job, etc.). 

The Lead Teacher may also temporarily suspend a familyÕs membership in the school 
according to the process described below in the section Involuntary Termination. 

Involuntary Termination  

SPNS will terminate a familyÕs membership in the school when there are particularly 
serious cases of problem behavior and/or violations of the school rules. The decision to 
terminate a familyÕs membership can only be made by a majority vote of the Board 
(minus those members who must recuse themselves for personal and/or conflict of 
interest reasons) and then only when one or more of the following is shown: 

!  The family failed to obey the schoolÕs rules and regulations as described in the 
Handbook and the By-Laws. 

!  The family failed to fulfill obligations as stated in the membership contract 
signed upon entering the school. 

!  The parent missed four adult education meetings in a semester. Note: this is 
the same for all families regardless of the number of children they have at the 
school, even if in multiple classes. 

!  The family was previously suspended for any reason and has now committed 
a second offense (either the same or a different offense) for which suspension is 
recommended according to the section Suspension of Membership on page 27. 

!  The child or parent failed to adjust to the cooperative nursery school 
environment resulting in a termination recommendation by the class teacher 
and/or Lead Teacher. 



 Revised 8/2009 29 

!  The best interest and welfare of the other children and the adults in the School 
requires termination of membership. 

!  The child or parent failed to successfully complete a behavior plan that was 
developed by the teacher or Child Behavior Specialist to minimize or eliminate 
the childÕs destructive or inappropriate behavior. 

!  The parent failed to report a ÒnotifiableÓ infectious disease (see section 
Infectious Disease Exposure Notification on page 31). 

Parents who anticipate that they may encounter a problem with any of the above should 
discuss their specific situation with their class teacher. Further, they must make any 
appeals for special consideration in writing to the Board in advance. 

 

The process for terminating a familyÕs membership is as follows: 

!  The Lead Teacher will notify the family that a serious breach of school rules 
has occurred and that, as a result, their membership in the school has been 
temporarily suspended pending a hearing by the Board to determine if termination 
is warranted. At the same time the Lead Teacher will inquire as to whether or not 
there are extenuating circumstances that the school should consider and will 
inform the family if there is a standard remedy that will allow the family to 
continue with the school. 

!  The Lead Teacher will present to the Board the facts of the case for review at 
its next regularly scheduled meeting (or sooner if possible). The parents are 
invited to address the Board regarding their situation before any deliberations 
begin. Board members who are unable to put aside personal ties to the member 
family or who have other conflicts of interest will recuse themselves from the 
discussion and subsequent voting. 

!  The Board will vote to sanction the family or terminate the familyÕs 
membership in the school in accordance with the policies and By-Laws of the 
school as outlined in this handbook. 

If a familyÕs membership in the school is terminated that family automatically forfeits 
their annual deposit, the last monthÕs tuition, tuition paid for the current month, and all 
other money paid to the school. 

Leaves of Absence 

Parents may apply for a leave of absence due to illness by submitting a request in 
writing to the Board. The leave of absence may be for the parent only, thereby allowing 
the child to continue attending school, or for both the child and the parent. Leaves are 
typically limited to six weeks in length. Parents with existing medical issues that do not 
permit them to fulfill their membership obligations should not enroll at the school Ð the 
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illness leave policy is designed for parents who intend to fulfill their obligations but 
become ill during the course of the school year. 

Maternity leave is routinely granted, upon written notice to the Membership 
Chairperson, upon the birth or adoption of a child, upon written notice to the 
Membership Chairperson. Parents should also inform their class coordinator and class 
teacher of the expected date of the babyÕs birth or adoption at the beginning of the school 
year or at least a couple of months in advance. SPNS recognizes that it may be difficult to 
assist in the classroom during the last weeks of pregnancy. To accommodate this, a 
maximum of 2 calendar weeks leave may be granted prior to the birth (or adoption) of 
the baby. If this leave is not used prior to the birth (or adoption) it may not be carried 
over after the babyÕs birth. In addition, 6 calendar weeks (8 for cesarean section) of 
maternity leave may be granted, beginning on the due date or the day that the baby is 
born (or adopted), whichever comes first, regardless of whether or not SPNS is in 
session during that time. The total leave time cannot extend beyond 8 calendar weeks (10 
for cesarean section). 

During an illness or maternity leave of absence, children attend class as usual while 
parents are relieved of their obligation to work in the classroom (the class coordinator 
will find a substitute or the teacher will adjust the class curriculum as needed). Parents 
are expected to attend all adult education meetings (general meetings and class meetings), 
meet all financial commitments to the school, fulfill their school job, and ensure that their 
health & safety maintenance education commitment to the school is met for the year.  

In special situations the Board may grant an illness leave proceeded by or followed by a 
maternity leave. In such cases a doctorÕs note will be required. 

Health and Safety Procedures                                  

Health Information  

By law, the school must collect certain information concerning the health of the 
participating parents and the enrolling child. The childÕs health information requirements 
include: 

!  PhysicianÕs report 

!  Emergency phone numbers and instructions 

Before entering school, the child must be immunized against: 

!  Varicella (chicken pox), 

!  Diphtheria,  

!  Pertussis (whooping cough),  

!  Tetanus, 
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!   Polio,  

!  Measles,  

!  Hepatitis B,  

!  Hemophilus B influenza 

In accordance with the laws of the State of California, a child may be exempt 
from vaccination for the following reasons:  

!  The parents may request religious exemption from vaccination. 

!  The childÕs physician may recommend medical exemption.  

 
If a child is exempt for medical reasons, a doctorÕs written statement noting the 
immunization and reason for exemption is required. 

If a child is exempt from vaccination, the parent or guardian must sign and date an 
affidavit accepting that, in the case of an outbreak of any one of the above diseases, the 
child may be temporarily excluded from attending school for his/her own protection and 
that the parent/guardian will not hold the school liable in the event the child contracts any 
one of the above diseases. Families must continue to meet all their school requirements, 
including tuition, during any such exclusion period. 

Every parent who intends to work in the classroom on a regular basis or occasionally as a 
substitute must submit evidence of a current negative TB test. If the TB test is positive, 
the parent must submit evidence of a negative chest X-ray. If both are positive, the family 
will not be allowed to enroll in the school. No family (parent or child) may attend school 
until the parent has submitted evidence of a negative TB test. 

Illness 

Parents or children may not come to school with colds or other contagious illnesses. 
Do not send a child to school if the child shows symptoms of contagious illness, 
including fever, vomiting, diarrhea, or undiagnosed rash. At the teacherÕs discretion, a 
child exhibiting such symptoms will be sent home or, if the parent is not available, to the 
emergency contact. Children must be fever-free for 24 hours before returning to 
school. Parents who knowingly violate this policy jeopardize their familyÕs membership 
in the school (see the section Suspension of Membership on page 27). 

Infectious Disease Exposure Notification 

If a parent knows that a close family member has been exposed to a disease that is 
considered by the Health Department to be a Ònotifiable illness,Ó the parent must 
telephone the teacher immediately. If the teacher is unavailable, the parent should call 
the Lead Teacher, and if the Lead Teacher is unavailable, the School President. If the 
parent is unsure whether the illness is Ònotifiable,Ó the parent should err on the side of 



SPNS Handbook 32 

caution and contact the teacher. The teacher will inform the Lead Teacher and the 
President. The Lead Teacher will use the resources of the Santa Clara Public Health 
Department to establish the appropriate course of action. The guidelines of the Health 
Department will be followed, as required by law. 

Notifiable illnesses include, but are not limited to, strep throat, scarlet fever, Fifth 
disease, chicken pox, pertussis (whooping cough), TB, and conjunctivitis (pink eye). 

Neither the child nor the parents may attend school until the period of risk, as determined 
by the Health Department, has passed. The parent remains responsible for finding a 
substitute for missed workday(s). 

Failure to notify the class teacher of a known exposure to a disease that could put 
members of the school and their families at risk of serious illness could result in 
suspension or termination of membership (see section Involuntary Termination on page 
28). 

Medications 

Over-the-counter medications, such as Tylenol, Advil, eye drops, sunscreen lotions, and 
first aid creams, will not be administered at school. Prescription medications will be 
administered only by the childÕs parent or class teacher and only after the following 
conditions are met: 

!  The parent completes the Òpermission to administerÓ form; and 

!  The medication is delivered to the class teacher in its original container with 
the childÕs name, dosage, physicianÕs name, and expiration date. 

Medications will be stored in a locked container out of the reach of the children. 

Sanitizing Policy 

Sanitizing common areas of the school is necessary in an attempt to limit the transfer of 
sicknesses. In order to protect our children and the parents, specific procedures must be 
used to sanitize the kitchen and bathrooms by each class each day. The kitchen sanitizing 
procedures are posted in the kitchen, and the bathroom sanitizing procedures are posted 
in each bathroom. 

All materials with blood, feces, or urine, such as Band Aids or diapers, must be 
triple bagged and sealed in plastic and then thrown away in the large garbage can 
located outside. 

Diapering and hand washing procedures are posted in each bathroom and by the changing 
table. These procedures must be followed for health and hygiene reasons. 

Lice 

Upon notification of a child with lice, the following course of action begins: 
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1. All cloth/fabric items including pillows, wigs, blankets, costumes, hats, etc. are 
removed from the environment and placed in plastic bags, sealed and stored for 
over 14 days in the #1 shed. 

2. Plastic hats are sterilized with a fresh bleach water (1:10) solution. They can then 
be used again. 

The child must participate in the treatment of shampooing and combing for lice before 
returning to class. Per state requirement, a teacher must inspect the childÕs hair, which 
must pass inspection, before the child returns to school. 

Food Allergies and Dietary Restrictions 

SPNS str ives to provide a suppor tive and safe environment for  families and 
children with allergies. I t is, however , the responsibility of the parents to 
clear ly identify children with allergies and the degrees of sever ity associated 
with the allergy. Should a child enrolled have an anaphylactic allergy to nuts, 
SPNS will implement a school wide Nut Free Policy. This policy will include 
listing of acceptable and unacceptable foods (in class as well as other  school 
events), parent education and the management of epi-pens dur ing field tr ips. 
All other  allergies will be addressed and suppor ted on a class-by-class basis. 

If a child cannot eat a food due to a non-life threatening allergy, other health issue, or 
familyÕs dietary choice, the parent(s) must: 

1. Make the Teacher, Class Coordinator and Membership Chair aware of the 
restricted foods and the consequences of ingestion. 

2. Inform all the parents at a class meeting. 

3. Review the daily snack, including food labels. Request and review the list of 
ingredients from the snack parent, if necessary. 

4. Bring a snack substitution for your child when necessary. 

If a child has a severe allergy to a food and is anaphylactic or potentially anaphylactic, it 
is the responsibility of the childÕs parent(s) to: 

!  Inform the school, including the childÕs Teacher, Class Coordinator and 
Membership Chair, of their childÕs allergy and consequences of ingestion. Discuss 
the allergy in enough detail to determine if the school should modify the school 
policy to exclude the food item from the school, as is sometimes the case with 
nuts. 

!  Inform all the parents of the childÕs allergy at a class meeting. 

!  Complete the Los Gatos ÐSaratoga Joint Union High School District Adult 
Education Physician Forms available from the Membership Chair. 
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!  Complete the Food Allergy Action Plan, signed by your childÕs doctor (also 
available from the Membership Chair). 

!  Provide the school with two current Epi-Pens ¨Jr. (if prescribed by 
physician). 

!  Review the daily snack, including food labels. Request and review the list of 
ingredients from the snack parent, if necessary. 

!  Bring a snack substitution when necessary. 

The child should wear a Medic-Alert bracelet/necklace that states his/her allergy. 
Children who no longer require an Epi-Pen must present a letter of explanation from their 
allergist/physician. 

Smoking 

To protect the health of our children and all school members, smoking or the use of any 
tobacco products is prohibited both inside and outside of the SPNS facilities, including 
the parking lot. Smoking is also prohibited at school events, including adult meetings, 
field trips or any event sponsored by SPNS. 

Field Tr ips   

Field Trips are part of the StarÕs class and Pre-K class curriculum. Parents are expected 
to participate and assist in transportation to and from various locations. Every attempt 
will be made to have a majority of the required driving days be on a parentÕs SPNS work 
day, however there will be occasions that a driving day falls on a non-work day. 
Typically, the StarÕs class has one field trip a month and parents may be expected to 
provide transportation to at least 4 of the locations during the school year. The Pre-K 
class has 2 field trips a month and parents may be expected to provide transportation to at 
least 6 locations during the school year. The exact amount of field trips and driving 
requirements may vary slightly from year to year. 

If for any reason a parent is unable to drive to a scheduled field trip on their scheduled 
SPNS workday, it is the parentÕs responsibility to find a replacement driver, and notify 
the field trip coordinator. 

!  If a non-working parent drives in substitution for a working/driving parent, it 
will count towards their required amount of driving days. The parent in need 
of the substitution is responsible to make up their driving requirement. 

!  If a parent attends a field trip on a day they are not scheduled to work, it will 
not count as their required SPNS workday. 

!  Parents of multiples may be asked to drive an increased number of days, 
proportional to the number of children they have enrolled in the class. 



 Revised 8/2009 35 

Since parents drive the children to and from field trips in their personal automobiles, the 
following rules must be followed: 

!  Cars used to transport children on field trips must be covered by public 
liability and property damage insurance, including medical reimbursement 
for passengers in a minimum amount of $100,000 for death or injury to any 
one person, $300,000 for all persons in any one accident, and $50,000 
property damage. 

!  A current copy of the certificate of liability insurance (insurance policy) and 
valid driverÕs license must be provided to the membership chairperson prior to 
the start of the school year. It must list insurance carrier, expiration date, and 
show the above amounts. It is the parentÕs responsibility throughout the 
year to provide the membership chairperson and field trip coordinator 
with updated information.  

!  Each driving parent is responsible for safely supervising the children to and 
from the car and ensuring the seat belt and safety seat laws are followed. 
California law  states that children must be secured in an appropriate 
child passenger restraint (safety seat or booster seat) until they are at 
least 6 years old or weigh at least 60 pounds. Each child must be in his or 
her own seat (no double belting). Children must not ride in the front seat of 
the car. 

!  Drivers are not to use cell phones while transporting the children from one 
location to another. 

!  Driving directions will be provided by the field trip coordinator. For safety 
reasons, parents are to follow the route provided. 

!  Cards with each childÕs name, address, and phone number and any 
extenuating health information (known allergies, for example) should be carried 
in the automobile in which the child rides. 

!  Parents who have a DUI or other reckless driving conviction or who have a 
restricted or suspended license may NOT drive children other than their own on 
an SPNS field trip. 

!  For the safety of the children who have allergies requiring an Epi-Pen, they 
must be accompanied by a parent /guardian or relative.  In the event that the Epi-
pen must be administered, the parent/guardian or relative is responsible for the 
administration.   

If it is the parentÕs working day, siblings may not join the field trip. If it is not the 
parentÕs working day and the parent wants to attend the field trip the parent may bring 
siblings along so long as: 

!  The Teacher agrees that the siblingÕs attendance is acceptable. 
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!  The field trip coordinator is notified in advance. 

!  The parent pays for any costs associated with the siblingÕs attendance. 

Class Issues and Concerns 

SPNS is an organization that strives to promote open, friendly and honest communication 
among members. A member with a concern or issue she/he perceives to be classroom 
related should directly contact the person(s) she/he feels is the focus of her/his concern. 

The member with the concern should state very specifically what the issue is, what she/he 
sees as a solution and suggestions for reaching that solution. The Class Coordinator may 
be used as a mediator if the member voicing the issue feels unable to initiate a direct 
discussion with the party involved. In the event the member with the concern feels the 
Class Coordinator is too involved with the issue and/or may not be the best person to 
mediate, the member should contact the class Teacher, the Lead Teacher, the Child 
Behavior Specialist, or the Vice President. 

All participants in the discussion should decide whether the issue needs to be discussed at 
the next class meeting. If a memberÕs concern is based on the actions of several people, 
the Class Coordinator and/or the Teacher should be asked to bring the issue up for 
discussion at the next class meeting. All class members involved with the issue should be 
informed before the meeting, either by note, phone or email, that the issue will be 
discussed and their attendance at the class meeting is needed. 

Gr ievance Procedures 

Conflicts between SPNS Members/Staff 

The grievance procedure may be used when the steps outlined in the Class Issues & 
Concerns section have been followed, time has been allowed to implement the agreed 
upon changes and the parties involved have either not acted in good faith or the agreed 
solution is no longer solving the issue. 

Grievances may be handled as follows: 

1. The aggrieved party will present a written description of the concern to the 
Vice President.  

2. The Vice President will immediately inform all parties involved and serve as 
mediator between the parties. At any time during the mediation process, any party 
of the grievance or the Vice President may request the board be informed of the 
dispute and ask that a grievance committee be formed to investigate it further. 
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3. The Vice President will ask two unrelated members of the School or School 
District (at least one person must be a parent member) to serve with the Vice 
President on the Grievance Committee.  

4. The Grievance Committee will evaluate the concern and make a 
recommendation to the board regarding its settlement. The decision of the board 
will be final and both parties will abide by it. 

Grievance with SPNS Policies / By-laws / Operational Policies 

If a parent disagrees with any SPNS Policies, By-laws, or operating policies the 
following grievance procedures are to be followed: 

1. The parent should discuss his/her concerns with the Vice President to clarify 
any misunderstandings. 

2. If the parent wishes to pursue the concern as a grievance, the parent must 
prepare and submit to the Vice President a written document clearly stating the 
concerns/disagreement and requesting that this issue be put on the agenda of the 
next Board meeting. The Vice President may ask 1 or 2 Board members to assist 
in research to aid in responding to the complaint if further information is needed. 

4. The Vice President will issue copies of the parentÕs document to all Board 
members and notify the Board President of the request to schedule this issue at the 
next Board meeting. If, however, the request is of immediate concern, the Lead 
Teacher and/or President have the option to call an emergency Board meeting. 

5. The parent will be required to present his/her concerns at the scheduled Board 
meeting. If the parent cannot attend the meeting the Board has the option to 
address the issue in the parentÕs absence, postpone discussion of the issue until the 
next Board meeting, or disregard the issue. 

6. The Board reserves the right to review the concerns/issues in closed-door 
discussion after presentation by the parent. 

Once the Board reaches a decision, it will be considered final and all parties will abide by 
that decision. 

If the Board proposes that an SPNS By-law be changed, the Board will present this issue 
at the next general meeting of the membership for a vote (See Article VIII, By-laws). 
Policy changes need only Board approval to be changed. 

In both cases, if an amendment is voted upon and passed, the Membership Chairperson 
and Vice President will make the necessary adjustments to the SPNS By-laws / Policies. 
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Parent Areas 

Mailboxes 

 Every member family of SPNS has a mailbox located between the entrance and exit 
doors. The mailboxes are used by the teachers, Class Coordinators, and Board to 
communicate school-related information. The mailboxes are not to be used to distribute 
information from non-members unless the President has given approval. 

Members are requested to use consideration before distributing information of their own 
and must adhere to the following guidelines: 

!  The senderÕs name must accompany all information sent 

!  Members should respect other peopleÕs viewpoints and avoid distributing 
information of a political or religious nature. 

Please note that SPNS does not take responsibility for information placed in mailboxes. 
The information distributed to members does not necessarily reflect the view of the 
Board or Teachers at SPNS, the Los Gatos-Saratoga Department of Community 
Education and Recreation, or individual members. 

Photocopier 

The photocopier is for SPNS business only and is not to be used for personal copying. 

Telephones   

Members should not make personal calls from school. In case of emergency, local calls 
may be made at no charge; if the call is long distance please charge the call to your own 
phone number or account. 

Cell phone usage  

Cell phone calls during workdays should be limited to emergency calls only. While 
working all parents must keep their undivided attention on the children and their assigned 
job. 

Storage of Personal Items 

Coat racks in the adult bathroom are to store membersÕ coats/purses during class time. 
The counter above the childrenÕs cubbies is to be kept clear of personal items. 

Sharing of Items from Home 

In general, children should not bring toys, food, or other items from home to school. The 
exceptions to this guideline are:  
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!  Children with food restrictions may bring a healthy substitute snack. This 
snack should be given to the kitchen parent who will serve it to the child at 
snack time. 

!  Children may bring a cherished ÒloveyÓ to help with separation, but should 
put it in their cubby during school time. 

!  Children may bring one item for Òsharing timeÓ in accordance with the policy 
established by their teacher. The item must remain in the childÕs cubby or in a 
place designated by the teacher until the appropriate time. Usually teachers 
restrict a child to sharing only on a day when his or her parent is working. 

!  Children and parents are encouraged to bring items from home that 
supplement the planned curriculum (books about butterflies during butterfly 
week, photos of bears if the class is talking about bears, etc.). These items 
should be discussed with the teacher in advance. 

In all cases it is a parentÕs responsibility to remember that SPNS is a Òweapons freeÓ 
zone. Toys such as swords, guns, or anything that is a weapon are not permitted in 
the building and will not be allowed at share time. 

Celebrations                                                            

Birthdays 

Birthday celebrations are at the discretion of the teacher. The class and teacher usually 
present the child with a birthday crown and celebrate the birthday child at circle time 
with the traditional birthday song or a song and celebration of the teacherÕs invention. 

The birthday child may choose to bring a gift/goody to present to all of his/her friends. 
Please bring extras for visiting children that day. 

The birthday childÕs family may wish to present a book to the SPNS library from the 
birthday child. When donating a book, parents may choose to put in the book their childÕs 
name, his or her picture, a note, and which class the child is currently in. The teacher will 
read it on the birthday as well as throughout the year. 

Summer birthdays may be celebrated in May. The celebration may be scheduled 
individually or all together at the teacherÕs discretion. If there is a summer session, the 
parent may choose to have the birthday celebrated then. 

Invitations to private parties should be mailed to the childrenÕs homes unless every child 
in the class is invited in which case parents may put invitations in the school mailboxes. 

Holidays                                                                                              

SPNS celebrates a wide variety of holidays and will touch very lightly on the meanings 
behind each holiday with families contributing special traditions they share in their home. 
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For example: October Ð pumpkins, candy, costumes; November Ð Thanksgiving; 
December Ð Christmas, Hanukkah, Kwanzaa, Diwali; February Ð ValentineÕs Day, 
Martin Luther King Jr.Õs Birthday, Chinese New Year; April Ð Easter, Passover, Persian 
New Year (Nowruz). 

Book Borrowing Policy 

Children may borrow the books from the SPNS library following this procedure: 

Find the black binder for your childÕs class in the Quiet Room. 

Find the sheet with your childÕs name on it and write in the title of the books that you are 
borrowing and the date. 

When you return the books, add the date that the books were returned on that same line. 

Put the books into the white ÒReturning BookÓ basket. 

Each child may have up to three books checked out at any one time. Books need to be 
returned no later than one month after check out. 

Furniture Rental 

Members may not rent school furniture. 

Siblings   

Siblings, with the exception of infants up to 12 weeks old, may only be at school during 
the short transitional period when parents drop off and pick up their child. They must be 
healthy (for example, if they did not attend school that day, they should not be inside 
SPNS, even briefly). Working parents are there to supervise, facilitate and implement the 
curriculum, a job that they cannot do adequately if they also have other children to 
supervise. At the teacherÕs discretion, infant siblings, up to 12 weeks old may be brought 
to school on a parents work day. The infant must be in a front pack, no car seats or 
strollers. In the interest of safety, infants may not be brought to school if the parent 
is scheduled to work in the kitchen or on a field trip.  

Even with these safeguards in place, accidents can happen. For the infantÕs overall health 
and safety, we discourage infants in the school-setting. If this is the only option, it must 
be prearranged and approved by the teacher. The classroom setting is an area that germs 
may be spread, even with the best hand washing and safety practices, especially during 
cold/flu season. It is advised that you consult your pediatrician if you intend to bring your 
infant to school. 
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CHILDREN IN OUR NURSERY SCHOOL  

At SPNS we str ive to ensure a welcoming, safe, enr iching atmosphere 
for  all children. Parents are expected to contr ibute towards and suppor t 
this atmosphere at all times, whether  or  not it is their  workday.  

Coming To School 

Parents should make every effort to get their child to school on time, even on the 
days when the parent is not working in the classroom. Arriving late is not only hard 
on a child, but is disruptive for the rest of the class. The Teacher may request that late 
arrivals wait outside until after the first circle time is finished to minimize disruptions Ð if 
so parents are expected to respect this request.  

Parents are also expected to pick up their child promptly at the end of class. The Teachers 
will assess a fine of $10 for parents who are up to 10 minutes late picking up their 
children. Parents will be assessed an additional $1 for every minute over 10 minutes that 
they are late picking up their children. Repeated tardiness in picking up a child may result 
in suspension of a familyÕs membership in the school. 

Children should come to school dressed in comfortable play clothes. Many of the 
activities we offer (i.e. painting, bubble play, sand play) get messy and we encourage the 
children to have fun rather than worry about their clothing. We suggest that parents bring 
a complete change of clothes (and extra diapers if required by their child) in a small 
backpack and put it in their childÕs cubby each day. A working parent will help any 
children who get too wet or messy to change. 

Adjusting To School 

Children adjust to new situations in different ways and at different speeds. SPNS respects 
these differences and works with each child to help her get comfortable in her own way. 
Parents should be prepared to stay with their child at first Ð perhaps for a few minutes or 
even several class sessions Ð until they are ready to be left. When the time to say goodbye 
comes parents should not sneak out! Instead let the teacher know that you are about to 
leave, say a brief goodbye to your child, reassure your child that you will be back soon 
and leave quickly. It is OK to call the school a few minutes later to see how your child is 
doing, but be assured that the teacher will call you if there is a problem.  

The teacher has had years of experience with children. She sees your child each school 
day. Parents, who have any particular concerns about their child, should feel free to 
discuss them with her. 
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Bathroom 

If a childÕs parent is working in the school, that parent should be the first contact for 
diapering or toileting. On a parentÕs non-workday, other working parents should remind 
and assist children in the bathroom. Working parents should remember to guide children 
to the childrenÕs bathroom instead of allowing them to use the adultsÕ bathroom. 

Parents should send a complete change of clothes and diapers in the childÕs backpack 
each day at school. Toilet accidents are treated in matter-of-fact way, with no reference to 
the accident. Dry clothes are put on and wet ones put in a bag to go home.  

Parents should read the hand washing and diapering procedures posted in the childÕs 
bathroom and follow them. Diapering, for example, requires the use of latex gloves 
and dirty diapers must be triple bagged and disposed of in the main outside trash 
can (not inside!). 

Problem Behaviors 

Most children act up at one time or another. The techniques described in the section 
Supervision of Children usually quickly solve the problem and put the child back on a 
better track. Occasionally the problem behavior is sufficiently severe or persists to the 
point that further intervention is needed. 

It is the responsibility of the teachers to deal with serious problem behaviors promptly. 
Their duty is twofold: (1) to help the specific child learn to behave appropriately and  
(2) to ensure that the SPNS experience for the rest of the class remains safe and positive.  

The teachers have the authority to send a child home for the day at any time they 
determine that it is in the best interest of either the child or the class as a whole, and 
they are encouraged to exercise this authority when in doubt. If a parent receives a 
call to come pick up their child, the parent, or childÕs care provider is expected to arrive 
as quickly as possible, come inside and get the child and leave promptly. The teacher will 
follow up with the parent after class by telephone at which time they can discuss in detail 
what happened and what steps should be taken to avoid the problem in the future.  

In more serious cases the teacher will prepare an Individual Behavior Plan for the child. 
This plan, which will be shared with and signed by the childÕs parents, will detail the 
problem behaviors as well as the steps to be taken by the parents, teacher, and the 
working parents in the classroom over a defined period of time (typically 30 days). At the 
end of that time the matter will be reviewed by the Teacher/Child Behavior 
Specialist/Board and a decision made whether to restructure the behavioral plan or to 
require the childÕs dismissal from SPNS (see section Involuntary Termination on page 28 
and also refer to By-laws Article IV, Sec 6. Item B4). 
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SUPERVISION OF CHILDREN  

Parents are expected to familiarize themselves with the following guidelines for 
supervising children while at SPNS and follow them. 

Supervision dur ing Ar r ival, Depar ture and Non-School Hours 

Children must be supervised by an adult at all times when they are on the school 
premises. Upon arrival on a school day parents should direct their children to the 
location designated by the teacher as the place for them to play until class begins. Parents 
must stay with their child until the responsible on-duty adult arrives! 

At the end of each SPNS class the playroom and Quiet Room/Office are closed and 
children are to wait in the main art room until their parent arrives. Children may not take 
out art supplies, bring toys from the playroom, or run around the art room. Children are 
not allowed out in the back yard unless supervised by an adult. It is important that all 
parents arrive promptly at the end of class to pick up their children! 

If parents and their children are at SPNS during off-hours they must ensure that the 
children are not left unsupervised at any time, even for a few minutes! Further, parents 
must pick up all toys, trash, art supplies, etc. that their children have played with or 
brought out before leaving the school (all food scraps must be taken to the outside trash 
bins and not left inside as part of our pest control efforts). The teachers and/or the Lead 
Teacher will impose a $10 fine per parent per incident in the event that the school is left 
without first being completely picked up and parents may forfeit the privilege of being 
allowed in the school during off-hours. 

No child, whether an enrolled student, sibling or friend, may be left unattended in a 
car at any time. If you must leave a child in a car, ask another parent to supervise while 
you go into the building. 

Relating to Children 

The following principles should guide your interactions with the children, whether you 
are a working parent or just at the school to drop off and pick up your child: 

!  Respect the child as an individual. Be as courteous to him/her as you would to 
anyone. Model the use of Òthank youÓ and ÒpleaseÓ regularly. 

!  Use few words with children; make them count when you do use them. Use a 
quiet voice or exuberant voice as appropriate. 

!  Get down as much as possible. Remain on the childÕs level. 
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!  Be relaxed and easygoing. Smile and laugh with the children. Keep a sense of 
humor. 

 

When talking with a child, use positive phrases. Instead of saying what not to do, (e.g., 
ÒdonÕt do thatÓ) tell the child what to do: 

!  Ò I need you toÉ Ó 

!  ÒThis is the way we do it at Nursery SchoolÓ 

!  ÒIt is time toÉ Ó 

!  ÒThis is the place toÉ ÓÓ 

!  ÒI would like you to help us do thisÓ 

!  ÒDo you need some help?Ó 

!  ÒIf you cannot come by yourself, I will help youÓ 

!  ÒI think you are able to do it without helpÓ 

!  ÒBlocks are for building. We throw balls. Shall we find a ball for you? 

!  ÒWhen your hands (or feet) are still, then we can have our storyÓ 

!  ÒWe like it better when your feet are quiet under the tableÓ 

!  ÒI canÕt let you hit, hurt, etcÓ 

 

At the same time, avoid negatives: 

!  Instead of ÒgoodÓ or ÒniceÓ, use ÒYou have learned how toÓ or ÒYou did that 
very well.Ó Praise the act, not the child. 

!  When dropping off your child, instead of Ònow be a good boy/girlÓ, use Òhave 
a good timeÓ. When seeking a childÕs cooperation, try Òyou may helpÓ.  

!  Instead of ÒbadÓ or ÒnaughtyÓ, use ÒI donÕt like what you did (or are doing)Ó. 
Disapprove of the act, not the child. 

!  Instead of ÒWhat a big girl you are to do that,Ó use ÒYou have learned a lot 
aboutÉÓ or ÒYou know how now, donÕt you?Ó 

Praise should follow failure. Say: ÒI like the way you tried.Ó Sometimes you may 
want to add: ÒLet me show you a different way to do itÓ. 
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Disciplining / Resolving Conflict 

When you are correcting or limiting the activities of a child, he/she should always 
understand that you like him/her Ð but you do not like what he/she is doing. 

A child may destroy his/her own work, but not that of others. If a child disrupts play, 
send him/her to another activity and suggest that he/she may return when ready to 
cooperate. 

Allow children to work out their own difficulties when possible. Step in only when there 
are danger signs, when a teachable moment presents itself, or when the rights of others 
are at stake. 

Let one adult handle a situation to the finish whenever possible. If you are that adult, feel 
free to call upon the Teacher for assistance. Do not emotionally involve yourself in a 
child or a situation. 

When dealing with a problem follow these specific steps: 

STEP 1. Acknowledge the childÕs emotion: ÒYou must feel angryÓ, or ÒYou seem 
unhappyÓ. 

STEP 2. Limit the behavior and offer other resolutions: ÒÉbut you may not hit 
JohnnyÓ or ÒÉI canÕt let you throw sand, but hereÕs bucket you can fillÓ. 

With a young two-year-old re-direct the child to another activity. With the older children 
proceed to the next step: 

STEP 3. Correct the behavior: Òtell us you are angry with wordsÓ, or ask the child 
to come up with his/her own solution, ÒWhat other way can you tell 
Michael to leave your toy alone?Ó 

STEP 4. Suggest an alternative activity: ÒHave you tried the play dough?Ó 

STEP 5. If a child is endangering him/herself, peers, adults, or continues to be 
disruptive, he/she must be physically removed from the situation. 

STEP 6. Always notify the Teacher when behavior reaches step five. The Teacher 
will intervene with the child and may even send the child home for the 
day.  

STEP 7. The Teacher notifies parent(s) of the situation. Parent(s) may receive 
written documentation of the childÕs behavior. Communication between 
parent(s), Teacher, and the child enhances the self-discipline process. 

STEP 8. The Teacher will prepare an Individual Behavior Plan for the child if the 
Teacher decides further steps are needed to control the child.  
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Snack Tables 

Working parents should make sure that each child has washed his/her hands before 
coming to the snack table (they will have a ticket or a sticker to show that they did wash). 
Encourage a social exchange with the children. Be prepared to hold their attention with 
stories, finger plays, etc. Let the children help in passing crackers, napkins, and empty 
cups. Be alert to help. Keep your voice low and your volume pitched to just your table. 
For safety reasons, the parent may not leave the table Ð if you need assistance call on one 
of the other working parents or the teacher. Children are encouraged to pour their own 
juice and to tidy up their place setting after snack. Children must remain at their table 
until the parent in charge excuses them.  

Supervising Play 

Do not feel compelled to make the children participate in activities. The children come to 
school for supervised rather than directed play. Avoid putting your hands on children or 
dragging them to conform to routines. 

Arrange materials attractively; let the children discover them. Encourage the children to 
help keep things picked up so the area is inviting for the next child. 

Do not interfere with the childÕs crafts. If he/she wants to talk, encourage him/her to tell 
you about his/her work. Otherwise, use only remarks like, ÒI see you use a lot of blueÓ. A 
smile can communicate your interest and approval. 

Do not make models for the children to copy. You contribute by just sitting down with 
the children and manipulating the materials. If a child asks you to make something for 
him/her, answer, ÒYou try.Ó Adults are not to do parts of projects for children; a cat with 
12 eyes is fine. Exploration of the medium, not the product, is the real value of this 
experience. 

Playdough 

Playdough should be on the table, and may need to be shared. Some phrases to keep in 
mind include: 

!  ÒWe keep the Playdough on the table.Ó 

!  ÒLetÕs share some Playdough with this friend.Ó 

!  ÒYou make your own   Ó or ÒLetÕs see what you can makeÓ. 

Paint 

Try to keep the paint on the paper (you may want to say ÒLetÕs keep the paint on the 
paperÓ) and keep it from spilling, but realize accidents will happen. If a child spills paint 
accidentally you may say, ÒYou need to walk carefully when you carry paintÓ or ÒThat 
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was an accident, letÕs get a rag and clean it up together.Ó If the paint is spilled 
intentionally tell the child ÒItÕs not okay to waste paint Ð if we spill it on purpose there 
wonÕt be enough to use another day. LetÕs clean it up.Ó 

Do not say: ÒWhat are you making?Ó or ÒIt doesnÕt look like that to meÓ, or ÒThat looks 
like a    Ó. Instead let the child talk about his creation. Try comments like 
ÒThat is a lovely color. Would you like to tell me about your picture?Ó  

Sharing 

Two children want the same toy: Ask the children how best to handle the situation. If 
possible, encourage sharing or playing together with a toy rather than relinquishing the 
toy. However, you may need to say, ÒAfter he has had his turn, it can be your turn. Now 
you can play with   Ó, or ÒHe has the ball now. LetÕs look 
around for something that isnÕt being used while youÕre waiting for your turn.Ó 

Child grabs a toy or hits to get it: ÒIt is JohnÕs turn now. Did your hands get you into 
trouble?Ó Ò You need to ask him if you may have a turn when he has finished his turn,Ó 
ÒAsk her for it. She doesnÕt understand you when you hit.Ó 

Child cries when she wants something another child has: ÒShe doesnÕt understand you 
when you cry. You could tell her what you want.Ó (Success follows, we hope. This mode 
of approach is positive and should be more effective.) 

Sharing of preschool property: ÒThat belongs to all of us and we need to take turns. Your 
turn will come soonÓ ÒIÕll see that you have a turnÓ ÒIÕll tell you when it is your turnÓ. Be 
sure to carry through so the child realizes you keep your word. 

Child reluctant to share own toy brought from home: ÒAt school we share our toys 
É(pause)É  If you canÕt share it, I will put it up here where you can see it, and next 
week you can bring a toy you can shareÓ ÒIf you feel you canÕt share it, IÕd better put it 
away until you go home and next week you bring a toy that you can shareÓ 

Child obviously wants to use a toy another child has, but finds the asking difficult: ÒYou 
may ask him for a turn.Ó Or if the child finds the asking difficult: ÒWould you like me to 
help you ask him for a turn?Ó 

When A Child is Hurt  

Do not say, ÒBig boys donÕt cryÓ or ÒOh, it doesnÕt hurtÓ as it probably does hurt. 
Instead, say: ÒI know that hurtsÓ or ÒThat hurts, doesnÕt it? LetÕs    (get a Band-
Aid, put some cold water or ice on the bump, etc.)Ó 

Angry Outburst Follow ing Hurt  

You may need to pick up and cuddle the child for a little while (not with all children, 
however). You may say: ÒI understand how you feel about   Ó or ÒYou need to 
stop    (hitting, biting, crying, etc.) now. LetÕs find something else to doÓ 
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Aggression (Child hits another child) 

Do not say: ÒDonÕt do thatÓ, rather say: ÒIt hurts him when you hit. I need you to stop itÓ 
or ÒI canÕt let you hit her Ð it hurtsÓ 

Verbal Refusals 

Ignore any verbal refusals of a two-year-old. They may be habitual ÒnoÓ responses 
without meaning behind them, unless accepted as a refusal by an adult. With an older 
child, we should develop techniques to phrase a request in advance well enough so we 
can avoid a refusal on the part of the child. 

Pick-up Time 

ÒIt will be pick-up time soon.Ó (Use your own technique or gimmick for setting a time 
limit ahead, such as a timer bell or pointing to the big hand on the clock, etc.)  ÒI will 
help you put the blocks away. We can play a game Ð you can deliver the blocks (or sand 
toys) to me and I will put them on the shelfÓ ÒLetÕs carry this togetherÓ ÒWhen all the 
toys are put away, we can dump the waterÓ. Sing a clean-up song. 

Speech Courtesy 

Do not imply to a child that ÒpleaseÓ will get the child anything he/she wants. Say: 
ÒPlease is a courtesy word. We like to be asked politely, however, even though we say 
please, we may not always get what we want.Ó When a child asks, ÒMay I?Ó if possible, 
the reply should be, ÒYes, just as soon as   Ó instead of ÒNo, not until  
 Ó. Be careful not to use the phrase ÒWould you like to   ?Ó unless you 
can accept ÒNOÓ from the child. If it is time to do something and you are not offering the 
child a choice, say, ÒItÕs time to   (wash hands, come to circle time, etc.)Ó 

Work out your own expressions Ð these suggestions are ideas and phrases that do work 
with most children. 

Outdoor  Play                                                          

Sand 

We donÕt allow children to throw sand. If a child is throwing sand try: 

!  Ò I canÕt let you throw sand. It is dangerous. It gets in peopleÕs eyes.Ó 

!  ÒIf you throw the sand again, you will need to leave the sand box.Ó Be sure to 
carry through on your statement if they throw again. 

!  ÒI canÕt let you throw sand. Come, IÕll help you out of the sand box, and weÕll 
find something else for you to do.Ó 
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Endeavor to have the child return to the sandbox before play period is ended, so that 
he/she will experience success there. This principle applies to any activity. 

Water from the hose or spigot may be used in the sand area. It is OK if the children get a 
little wet or dirty Ð thatÕs part of the play experience! 

Climbing Equipment 

Remind children to use both hands while climbing and to keep both feet on the floor of 
the platform of the play structure. 

Traffic on ladders and slides should be one-way (only down on the slides). 

Avoid overcrowding. Watch for children below those climbing on bars. 

Sand and sand toys are not allowed on the play structure. 

Slide 

Pushing and shoving are not permitted. 

Allow only one child at a time on top of each slide. 

Toys are not permitted on the slide. 

Children should sit, or lie on stomach feet first going down the slide. No sliding 
headfirst! 

Keep the area in front of the slide clear. 

Play Equipment in the Shed 

Children are not allowed to play in the play equipment cupboards. During clean up time 
the children should bring the wheeled toys close to the parent to help put them away. 

Wheel Toys 

Wheel toys should be kept on the bike path or near the storage shed. They are not allowed 
on the grass, sand, or patio pavers. They are not ridden under the overhang in the art area. 

The traffic should go one-way around the loop. 

Do not allow a child to ride into another wheel toy, the fence, or the walls. It can injure 
children and it damages the wheels. 

Shoes must be worn on all wheeled toys. 

Encourage taking turns on all equipment. 
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Large Hollow Blocks, Ladders, and Planks 

These objects are heavy and awkward; assist children when necessary. 

Direct the building to an area where it does not interfere with traffic. 

Check stability of construction. Constantly be aware of building because toppling of 
blocks can be dangerous. 

Return blocks to storage area in designed order Ð help children categorize according to 
size. 

Carpentry  

Supervise this area closely and restrict the numbers of children in the area at one time for 
safety. Children need assistance and encouragement to develop correct techniques for 
using hammers and saws.  

To prevent accidents when children are hammering wood, show them how to place their 
hands on the wood as a brace, but to do so as far away as possible from where they are 
striking (so they donÕt hammer their fingers!). Use vise grips to secure materials. 

Put name and date on all products 

Always call all tools by their correct name. 

Return tools to their proper place; never leave a tool unattended. 

Outdoor Art Area  

Take off bulky jackets when possible and roll up sleeves. 

Label each art project with the childÕs name, date, and class. When possible, write on the 
back. Use upper-and lowercase printing to encourage the children to use proper printing 
methods. (A printed name should look like Susie, not SUSIE.)  Be sure the childÕs name 
is spelled correctly. Ask them! Use last initials if there is more than one child with the 
same name. 

Encourage children who can to write their own names on art. For younger children, write 
the childÕs name. 

To encourage use of paint, have a variety of attractive colors at each easel. 

Hang up paintings on drying line or lay flat on art trays. 

Ask children to help clean up with sponge or wet towels and soapy water. 

Playhouse 

Children may not exclude others from the playhouse by making it an exclusive 
Òclubhouse.Ó 
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 Sand and water inside the playhouse should be cleaned out at dayÕs end. 

Children may ÒpaintÓ the outside of the playhouse with water. 

Indoor  Play 

Play Room 

This is an area where a great deal of dramatic play takes place. Encourage the use of this 
area by making everything inviting and orderly. 

Playroom equipment and toys should stay in the playroom (not be brought into the art 
room by the children or taken outside). Check with the Teacher for any exceptions. 

Accept any interchange of roles concerning male/female roles, i.e., boys wanting to play 
mother. 

Participate in an unobtrusive way. 

During clean up, all materials are to be returned to their proper places. 

For safety reasons, only three children are allowed in the loft at one time. Only two 
Pre-K children are allowed in the loft at one time. 

The audio equipment is for adult hands only. 

Blocks and Block Accessories and Manipulative Toys 

Encourage creative possibilities in block play. 

Suggest accessories to enrich and extend play. 

When cleaning up, be sure blocks and accessories and all toys are returned to their proper 
areas. Putting away blocks can be a mathematics project and language enriching. 

Art Room 

Help the children put their names and dates on their projects (on the back when possible). 
Encourage those who can to do it themselves, do it yourself for the younger ones. 

Encourage experimentation with new materials. 

Allow children to deviate from the ÒassignedÓ project if they want to. 

During clean up time encourage children to put back equipment and unused materials in 
their proper spot. 
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Quiet Room 

Supervision of the materials must occur at all times. 

Encourage the children to see possible alternatives while they are working with the 
materials. 

See that the materials are returned to their proper places. Clean up carefully, for safetyÕs 
sake. 

Everyone may feed the fish a very tiny amount. 

Small items (marbles, magnets, and shells) that can be swallowed by 2 year olds should 
not be out during that class and must be thoroughly picked up by other classes 

Kitchen 

Children are not allowed in the kitchen, only at the cooking table. 

Children must wash hands before cooking. 

Help children practice math, language, fine motor, and science skills through cooking. 
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SPNS EMERGENCY PLAN 

This plan addresses fire and earthquake procedures specifically, as they are the most 
likely disasters to occur. Uncommon problems such as hazardous spills or freak storms 
can be addressed by following most sections of the Earthquake Preparedness and 
Response Plan, such as how to keep the membership together, evacuation plans, etc. 

Emergency phone numbers: 

!  Police 911 

!  Fire 911 

!  Paramedic 911 

!  Poison Control 1-800-876-4766 

!  PG&E 1-800-743-5000 

!  San Jose Water (408) 279-7900 

Basic Goals of This Plan 

!  To protect the safety and well being of the children and adults at SPNS. 

!  To provide assurance to the parents who are not working that their children 
will be cared for in the event of an emergency. 

!  To provide information, training, and materials to the working parents so they 
can fulfill their role in an emergency, particularly so that they will not panic. 

!  To establish a basic protocol that SPNS families can incorporate into their 
own disaster planning. 

!  To provide appropriate home preparedness training that fosters peace of mind 
of the working parents in the aftermath of an earthquake. 

!  To declare a moral obligation by the working parents to the children of SPNS. 
Specifically, in the event of an emergency all working parents are expected to 
remain until the welfare of all children is guaranteed. 

Emergency Procedures for  Accidents, Fire, Ear thquakes 

Minor accidents occur occasionally in any group of active preschoolers. In case of 
accident, notify the teacher immediately. The teacher or working parent will administer 
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first aid with the parentÕs consent, if the parent is present. In the parentÕs absence, first 
aid will be administered according to the emergency consent form signed by the parent. 
The teacher will notify the parent of any accident that occurs in the parentÕs absence and 
will file a report of the incident. In the event of head injury, the parent will be called to 
come to the school to examine the child. 

Fire and earthquake procedures are posted at school. Fire and earthquake drills will be 
held periodically throughout the year to acquaint both children and parents with an 
orderly and safe method of vacating the school in case of a real emergency. Each job card 
has an emergency procedure on the back, so that in the event of an emergency at school, 
each parent has a specific responsibility (for example, dialing 911, pulling the alarm, and 
leading children out). 

Fire Preparedness and Response 

If you think there is a fire in any part of the school building or on the grounds: 

!  Sound the fire alarm, initiate evacuation, and assign someone to call the fire 
department (911). 

!  Follow directions on the back of your job cards. 

!  Lead the children to a spot where they will be out of danger and will not 
interfere with the fire department (to the back fence). 

!  Meanwhile, if it seems possible to fight a small fire without danger at this 
time, do so. (Recommended rule of thumb is to fight a fire only if it is still in the 
container in which it has started, but leave the building if it has spread outside its 
original container.) 

If school must be dismissed early: 

!  Children will be kept at school in a safe place until they can be sent home 
safely with their regular carpool, parent, or other adult designated by the parent on 
the emergency form. (If the parent sends another adult for the child they must 
send a signed, written note of permission with that adult or the school will not 
release the child. As is always the case, unfamiliar adults will be asked for photo 
identification.)   

!  Parents working at the school that day are responsible for staying with the 
children as long as necessary to maintain a safe adult Ð to Ð child ratio, as 
determined by the Teacher. 

!  A list shall be kept showing the time each child left and with whom (including 
the children who leave with their own parent or their regular carpool). This list 
can be kept on the back of the roll sheet if necessary. 
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!  If you drive to school to pick up children, please park cars so that emergency 
vehicles can get through! 

!  Contact the teacher and the President, who will, in turn, contact the insurance 
company. 

As an additional reminder, school inventories should be held on file (with at least one 
copy off site) by the Maintenance Chair, the parent in charge of the school library, and 
the teachers. 

Ear thquake Preparedness and Response 

The following suggestions may help you respond to an earthquake emergency at the 
nursery school. Above all, remember that safety comes first; do not endanger yourself or 
others on behalf of objects. 

Before An Earthquake 

!  All member families are encouraged to have a plan with their carpool 
members and child-care providers (e.g. on your workday) in the event of an 
earthquake or other major disaster. Choose local people to be on your ÒapprovedÓ 
list of those who can pick up your child in an emergency. Establish a phone 
contact for your family outside of this area code as long-distance service may still 
function when local lines are down. 

!  Parents should regularly review first aid practices and perhaps take a first aid 
class. 

During An Earthquake (And During Aftershocks) 

Children and parents should practice "Duck, Cover, and Hold.Ó Duck under 
something sturdy. Cover your head. Hold onto what you are under (it will probably 
move). Falling objects are the most common cause of injury Ð stay indoors if 
possible. 

Following an Earthquake 

The teacher or, in his or her absence another working parent, should immediately clearly 
delegate the following jobs: 

!  All:  Exit Building -- Do not move seriously injured individuals unless they are 
in immediate danger. Gather away from wires and other hazards. The play 
yard (outside building, but inside gates) may be safer. Alternative is to gather 
at Saratoga High School parking lot. Remember that children sometimes hide 
in an emergency. 
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!  All: Assist all who are injured. Delegate one adult to get help if necessary for 
a health emergency. People who are involved in a serious or fatal injury 
should be kept separate from the children. 

!  Teacher: Advise the working parents to follow the evacuation procedures on 
their job cards. Delegate someone to gather emergency supplies located in the 
outdoor cabinet nearest the exit gate just below the fuse box. 

!  One adult: Take roll and assign adults to specific children (like a field trip) 
for the immediate aftermath (groups can be reformed later, see below). 

!  Note: Do not use the telephone immediately unless there is a serious injury or 
fire. Unless it is a true emergency, do not tie up the phone lines. Gather 
information from the radio. Wait to communicate with non-working parents or 
with the families of working parents. 

After the group is safely out of the building and gathered, delegate the following jobs (be 
sure to take into account the skills of the working parents): 

!  As required: Continue to administer first aid. Address major injury by 
contacting emergency staff or by transporting injured parties to the hospital. 
Be aware that a child or adult might go into shock. Symptoms are paleness, 
sweating, dizziness, and thirst. Immediate attention is needed for shock. See 
attached sheet. Address local emergency aftermath, such as fighting a small 
fire  (recommended rule of thumb is to only fight a fire if it is still in the 
container in which it has started, but leave the building if it has spread outside 
its original container) and/or contacting fire department if there is a large fire 

!  All : Continue to maintain the safety and security of the children and adults 
away from the building. Attempt to comfort the group, reassure, and support each 
other. If an adult has a job that takes him or her away from the group, be sure to 
assign a specific adult to monitor the children "assigned" to that adult. If an adult 
is doing a task away from the group (such as checking the utilities), another adult 
should be aware of, or, if possible, "monitorÓ, their progress from a position of 
safety. Be prepared for aftershocks. "Duck, Cover, and Hold." 

!  One adult: Monitor and maintain the required ratio of adults to children and 
secure the property and people as much as possible 

!  One adult: Check the Utilities Do NOT turn off the mains unless you find a 
hazardous situation!  

!  Gas first -- First, check at the gas meter (located on the wall in the storage 
cupboard area outside of the quiet room). If the meter is turning, assume there is a 
major gas leak and turn off the main 1/4 turn (directions and wrench shall be 
wired to gas meter, but note that gas main is located on the outdoor wall adjacent 
to the front ÒexitÓ door.)  If the meter appears okay, continue by checking for gas 
odor and listen for sound of gas in the pipes that might indicate a major leak, a 
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damaged pipe, or damaged appliance. If an appliance is damaged (check the vent 
piping as well as the appliance itself), turn off gas at appliance. 

!  Electrical -- If shorting is occurring, then turn off power at the MAIN breaker 
(The main fuse box is located in the outdoor storage shed nearest the exit gate. 
The sub panel is located in the playroom on the outside of the adult bathroom). 
Turn OFF (or unplug) as appropriate without  disconnecting utilities: Stove, 
Oven, Copy machine, Microwave, Computer, Heater or air conditioner (turn "off" 
at thermostat), Hot water heater, if possible, All project tools such as glue guns 
and electric skillets. 

!  Water -- Water may be contaminated. Do not use for drinking. Water shut off 
is located in the center of the parking lot inside a green box. You may also turn 
off the water to the building on the front of the house to the right of the exit door. 

!  Sewer -- Be aware of possible sewer line breaks. Do not flush toilets. These 
breaks can cause an extreme health hazard by contaminating water sources as well 
as your immediate environment. 

!  One adult: Find a safe place to leave school animals in their cages as needed 

!  One adult: Turn on a portable radio for instructions and news reports. 
Suggested stations include: KEZR - FM  106.5, KNBR - AM 680, KCBS - AM 
740, KRTY - FM  95.3, KGO - AM 810 

If Evacuated 

Reasons might be: gas main leak, widespread fire, major structural danger on site, etc., in 
other words, no safe place on the SPNS grounds. 

The school's foremost goal is to send children home, but our plan is to "shelter on siteÓ. 
("Shelter on site" means exit the building, but remain on site.)  DO NOT evacuate the 
site unless ordered to do so by a uniformed emergency worker, e.g., police, fire, etc.  

More "Shelter on site" information follows the evacuation procedure below. We hope 
that you will not have to use this evacuation section! 

If possible, the emergency personnel will try to give an evacuation location and route that 
should be followed. If no location is recommended, assume that the school should be 
evacuated to Saratoga High School. 

Evacuation Priorities 

Leave a clear list of children and adults and note the location where being evacuated to 
and probable route. Be sure to keep and leave a good paper trail if redirected or moved 
after evacuation. 

Collect the following: 

!  Supplies collected while evacuating the building. 
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!  Supplies located in the cabinet nearest the exit gate just below the fuse box. 

!  Adult purses and wallets 

!  Personal medical equipment (e.g. Insulin, Epi-Pen) 

The following should be done if time permits: 

!  Lock doors, including shed doors, etc. Lock automobiles of members. 
Animals are usually not allowed in public shelters, so accommodate the animals 
(feed, water, shelter). 

!  Pack the emergency food and sanitary supplies Ñ as much as can be carried or 
pulled in wagons, etc. If a car is appropriate, pack what can be driven. 

Assume that the school should evacuate by walking so that everyone can stay together as 
a group, the group can avoid getting caught in traffic, and alternate routes to shelter can 
be followed if needed. Unfortunately this does not allow for continued mobility for 
working members. If driving seems more appropriate, then each child and adult should be 
listed with the car and driver, including color and make of car, for future reference. 

Plan, Prepare, and Act 

All: For the safety and security of the school children, take time to make plans. Once you 
know that you are okay at the school (or at a shelter), plan to stay for a while to sort the 
children out. Call your contacts to enable yourself to stay. Reassure yourself that the rest 
of your family is fine while you help at the school. You may wish you could leave in 
order pick up other children or to secure your own property, but you must remember that 
this is a cooperative nursery school and the school's emergency plan identifies a moral 
obligation to the children of SPNS. Specifically, if there has been an emergency while 
you are working, you must remain and help until all the children's welfare can be 
guaranteed. 

!  Assume that many of the working (and non-working) parents will have 
children in other schools that will need picking up also. Because of the 
requirements at SPNS to maintain such a high ratio of adults to children, parents 
might choose to pick up their school-aged children before they return to SPNS. 
Do not use the phones to call each non-working parent. Assume they, or a 
representative, will be coming unless the carpool has an emergency plan. If 
possible, allow some time to pass before trying alternative contacts. 

!  Do not use your vehicle unless there is an emergency. Keep the streets clear 
for emergency vehicles. Assume many of the streets will be hard to pass. 

One adult: Monitor and maintain the required ratio of adults to children and secure the 
property as much as possible. This person will: 

!  Keep records of which child goes with whom and when. These lists must be 
posted if the school is evacuated. Record all children and adults, including 
children sent home with carpools, and ones sent home with parents (in case a 
second parent or other responsible party arrives). 
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!  Review matching children with the adults at school to allow adults to leave 
with "approved" children. Children may be sent home with regular carpools, but 
should not be done so automatically. 

!  Be in charge of, or in charge of delegating, the calling of children's emergency 
contacts. If local telephones are working, contact the emergency numbers on the 
children's emergency forms. 

!  Check photo ID's of the people picking up children. If a child goes home with 
an adult not designated on the emergency form, the parent should have sent a 
written note of permission. 

"Shelter On-Site"  

!  Follow the instructions in ÒFollowing an EarthquakeÓ above. 

!  Those who do not have an immediate opportunity to leave must plan to wait 
for other parents. For this eventuality, the school has provided a number of 
emergency supplies. These supplies are only for school members on-site during 
emergency. Items are not to leave school unless school is evacuated. The supplies 
can be found in the outdoor cabinet nearest the exit gate just below the fuse box. 

!  Be creative about the playground equipment for shelter. Be creative about 
using members' cars for supplies such as blankets and shelter. 

!  Try to get town staff or certified architect, engineer, or contractor to survey 
the property for structural safety soon. Think about local neighborhood architects' 
offices. 

!  Think about local members for help -- perhaps after they have had a chance to 
stabilize their own homes. 

If You Are First At School after an Emergency Outside Class Time 

Take the time to "plan, not panic". Above all, remember that safety comes first; do not 
endanger yourself or others on behalf of objects. 

!  Address local emergency aftermath, such as fighting a small fire (rule of 
thumb is to only fight a fire if it is still in the container in which it has started, but 
leave the building if it has spread outside its original container) and/or contacting 
fire department if there is a large fire. 

!  Check the utilities: Do NOT turn off the mains unless you find a hazardous 
situation! 

!  Find a safe place to leave school animals in their cages as needed. 

!  Lock doors, including shed doors, etc. Cover broken windows. 

!  Try to get town staff or certified architect, engineer, or contractor to survey 
the property for structural safety soon. Think about local neighborhood architects' 
offices. 
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History Of Saratoga Parent Nursery School 

The Saratoga Parent Nursery School has come a long way: contrast its beginnings as an 
eight-family babysitting exchange in 1948 to its present size. There have been many 
changes along the way, all geared toward offering better educational opportunities for 
children and their parents. 

The original one-day-a-week babysitting exchange was housed in a kindergarten room in 
the Saratoga Federated Church. All-day activities included stories, finger painting, 
playing with clay, and sand play. A pilot-father donated an old airplane tire. 

Eventually, the mothers wanted to expand and the question of the legality of their venture 
arose. Thus, in 1949, the Saratoga Cooperative Nursery School was organized and 
licensed under the Department of Social Welfare. The Director, Ruth Christian, was hired 
for sessions covering five mornings a week; three days for older preschoolers and two 
days for the younger children. 

In 1957, it became necessary for the school to find other housing arrangements, and an 
older home was leased for five years. In 1962, the present house was purchased. At that 
time, the school changed its name to Saratoga Parent Nursery School and became 
incorporated as a non-profit organization. When in 1964 Highway 9 was widened, the 
house was moved to its present location on Williams Avenue. 

In 1966, the Department of Social Welfare turned over its jurisdiction entirely to the 
Adult Education Department of Los Gatos Joint Union High School District. 
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SARATOGA PARENT NURSERY SCHOOL 
BY LAWS 

 
 

ARTICLE 1 - NAME 
 
The name of this corporation shall be the SARATOGA PARENT NURSERY SCHOOL, 
hereinafter referred to as the school. 
 

ARTICLE II - LOCATION  
 
The principle office for the transaction of the business of the School shall be located at 20490 
Williams Avenue, Saratoga, California, in the County of Santa Clara, State of California. 
 

ARTICLE III - PURPOSES 
 
The primary business in which the corporation is intended initially to engage shall be to maintain 
and operate a nursery school for children and to provide training for parents in child guidance and 
education, by means thereof: 
 
 To help parents understand the needs of preschool children. 

To help parents establish a relaxed and loving leadership in the home as well as in the  
nursery school. 

 To provide for children an opportunity for constructive play experience within a group; 
 and 
  To provide for children an opportunity to develop appropriately to their respective ages. 

 
ARTICLE IV  - MEMBERSHI P 

 
Section 1. Membership: Membership in this corporation shall be held by parents or guardians of 
children enrolled in the School, subject to payment of monthly tuition and fees as hereinafter 
provided. Only one vote per family membership is allowed. Either parent may vote. 
 
Section 2. Eligibility: Any parent, guardian or other Board-approved adult of a child or children 
between the ages established in the Standard Rules, who wishes to enroll the child or children and 
who agrees to abide by these By-laws and the Standing Rules, may become an applicant in the 
School. Admission of children and membership of parents shall be with the approval of the 
Teachers without regard to race, color, creed, national origin, or religion. 
 
Section 3. Selection of Applications: Applications shall be considered in the following ways: 
 

In order received 
Age of child 
Recommendation of staff as to applicantÕs suitability to the environment and program of 

the School 
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Alumni status of the parents 
Requirements that apply to the Los-Gatos-Saratoga Department of Community Education 

and Recreation. (Department requirements need not be followed if the particular 
school session is not financed by the Department) 

Section 4. Membership Requirements: 
 

One parent/guardian shall participate in the program one day per week per child at 
the school. 

One parent/guardian shall attend the Adult Education meetings. 
Health requirements for children and participating parents/guardians, as set up by the 

Board and Teachers must be fulfilled. 
Each family is required to participate in maintenance and fundraising activities as stated 

in the Standing Rules. Families not meeting these obligations will be charged a 
penalty, which will be set by majority vote of the Board. 

Each parent/guardian is required to work sub days as required by the Teacher on a per 
child basis. 

Tuition will be paid monthly to the tuition collector. 
Each family will have one job assignment for the year. 

 
Section 5. Scholarships: One scholarship may be granted each semester at the BoardÕs discretion.  

Funds from fundraising shall be used to pay for scholarships. 
 
Section 6. Termination of Membership: 
 

If a family requests withdrawal, the following requirements must be met before the  
resignation is accepted: 

   1. Notice of intention to resign must be given in writing to the Membership  
       Chairperson thirty days prior to the date of resignation. 
   2. All tuition must be paid in advance through the date of resignation. 
 

Members may be suspended for the following reasons: 
1. In the event that at any tine a parent/guardian is absent from his/her session 
     workday and fails to provide a substitute, the Board may require the parent/ 
     guardian to appear before it to discuss and explain such absences. The 
     Board shall be empowered to excuse all such absences or any of them or to 
     suspend the parent/guardianÕs membership in the School by a majority 
vote of the Board. 

2. In the event that at any time a parent/guardian fails to pay any fee imposed 
     Upon him/her under the provisions of these By-laws or the Standing Rules to 
     The Treasurer within a reasonable period after such fees have occurred, the 
     Board may require the parent/guardian to appear before it to discuss and 
     explain such delinquencies. Thereupon, the Board shall be empowered to  
     forgive such fees, or to make satisfactory arrangement with the 
     parent/guardian for payment thereof, or to suspend the member by majority 
     vote of the Board. 
3. Failure to fulfill other membership obligations, as specified in Article IV of 
   the By-laws, may also result in suspension or expulsion of the family by 
     majority vote of the Board. 
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4. The Teachers shall be empowered to suspend the attendance of any child 
because of sickness or when the best interest and welfare of the other 
children and the School requires it. 

 
Section 7. Sick and Maternity Leave: Upon written notice to the Membership Chairperson 

¥ Sick leave of no more than six weeks may be granted. 
¥ Maternity leave of two weeks prior to the birth (or adoption) and no more than six 

calendar weeks (eight for cesarean section) after the birth (or adoption) may be granted. 
 
Children of parents on sick or maternity leave are entitled to attend nursery school and the 
members must pay full tuition. All membership obligations, except to work in the classroom, are 
maintained.Ó 
 
 
Section 8. Leave of Absence: Leave of absence of two weeks or less must be effective by trading 
workdays with another parent/guardian. Children are entitled to attend School during their 
parent/guardianÕs leave and full tuition must be paid. Leave of absence of greater than two weeks 
may be granted upon written notice to the Membership Chairperson, to be given at least two 
weeks in advance of the proposed leave. Children are not entitled to attend School during their 
parent/guardianÕs leave. Members are not required to participate in any School meetings or 
functions, but full tuition will be charged. 
 
For leave of more than one month, a letter is to be submitted to the Membership Chairperson for 
Board consideration. 
 

 
ARTICLE V  - GOVERNING BODIES 

 
Section 1. Teachers: The persons referred to in these By-laws, as the ÒTeachersÓ shall be 
professional personnel hired to supervise the School sessions. 
 
Section 2. Board: The general membership of the School shall elect, by majority vote of a quorum 
present, the officers of the School. These elected officers shall be called the ÒBoard.Ó 
 
Section 3. Powers and Duties of Governing Bodies: 
 

The teachers shall supervise the daily operations of the School and conduct the  
evening meetings; and shall lend their advice and assistance to the Board in 
establishment of School policies. 
 

The Board shall, with the advice and assistance of the Teachers, establish School 
policies and administer all business of the School, within the limits of the Articles of 
Incorporation and the By-laws. They shall make all decisions concerning the finances 
of the School and shall determine the amount of tuition, admission requirements, 
perspective projects, and School events, and all policies and procedures pertinent to 
the School. (Provided the policies and procedures of the Board are not in 
contradiction to the policies set by the Los Gatos-Saratoga Department of 
Community Education and Recreation if a particular School session is financed by 
the Department.) 
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Decisions of the Board shall be included in the Minutes of the Board Meeting. 
 
The Board shall cooperate fully in the hiring and firing of Teachers with the Los Gatos- 
Saratoga Department of Community Education and Recreation if a particular School 
session is financed by the Department. 
All employees of the Saratoga Parent Nursery School will be selected by the Board. The 
Board will fix terms of employment and compensation for each employee. 

 
Section 4. Voting of the Board: The voting members of the Board shall consist of the President, 
Vice President, Secretary, Treasurer, Fundraising Chairperson, Membership Chairperson, 
Maintenance &  Facilities Coordinator, the Lead Teacher and the three class coordinators. The 
other Teachers, DirectorÕs Assistant, and PresidentÕs Assistant shall not have a vote. 
 
Section 5. Vacancies: The President shall fill vacancies in the Board with approval of a majority 
of the Board. 
 
Section 6. Tenure: The officers of the Board shall serve for a period of one year commencing 
with their installation. 
 
Section 7. Removal from Office: Any or all of the Board members may be removed from office if 
a majority of the membership votes for their removal. 
 
Section 8. Powers and Duties of Elected Officers: 
 

The President shall preside at all membership and Board meetings; serve as official 
representative of the School at conferences or meetings of other organizations at which the 

Board deems it desirable; appoint committee chairperson with Board approval; from time 
to time, appoint special committees whose duties shall be defined by the Board; order the 
preparation of, receive and correlate regular reports from the other officers and 
committee chairpersons; have the power to act in an emergency until such time as a 
special or regular meeting of the membership may be called; interview and hire with staff 
prospective teachers with approval of the Board and the membership; fill Board 
vacancies with Board approval; be ex-officio member of all committees, except the 
Nominating Committee; act as liaison between staff, Board and membership. 

 
The Vice President may assist the President in the performance of his/her duties and 
act for him/her when he/she is absent or unable to act for any reason; succeed the President if 

the office becomes vacant; assist the Teacher in planning the evening meetings; 
coordinate hosts/hostesses that are needed at any School function; coordinate telephone 
committees and head grievance committee with class coordinator. 

 
The Secretary may be responsible for giving notice of all meetings, both membership 
and Board; take minutes of all meetings, filing one copy and posting one copy; perform all 

clerical tasks of the School not specifically designated to others; authenticate with his/her 
signature, together with the President or Treasurer, School documents; act in place of the 
Vice President whenever he/she is unable to act. he/she shall post an agenda prior to all 
Board meetings. 

 
The Treasurer may receive and safely keep all funds of the School and deposit them 
promptly in a checking account for the school; authenticate with his/her signature all checks as 

necessary; disburse funds as approved by the Board; pay all pertinent taxes; keep 
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accurate accounts; act in place of the Secretary when he/she is absent or unable to act; 
present to the Board and membership an annual budget; be responsible for securing 
adequate insurance for the School; consult with and advise the purchasing chairperson 
and report to the Board; and render a report on current revenues and expenditures and 
outstanding tuition at the Board meetings and post the report for the membership 
meetings. 
 

The Membership Chairperson may be responsible for maintaining enrollment as 
provided in the Standing Rules; coordinate with the entire group in organizing 
membership drives; prepare and distribute current membership lists with names, 
addresses and telephone numbers of members and staff; receive inquiries and 
applications for membership; meet prospective members give them the proper form 
and explain School activities and procedures, obligations of membership, etc.; 
arrange for prospective members to visit School and visit Teacher, with Teacher, 
determine if applicants have qualifications for enrollment and notify applicant the 
date the child may enter School; check periodically with waiting list applicants 
and invite them to membership and educational meetings; receive requests for 
leave of absence and letters of resignation and notify the Board for final decision; 
be a member of the Nominating Committee. 
 

The Class Coordinator serves as a liaison between class and the Board; coordinates  
class roster, field trips; submits class information to the newsletter and informs Secretary 
of any necessary correspondence. One person serves as coordinator for each class. 

 
The Fundraising Chairperson is the liaison between Board, Publicity, Assistant  

Treasurer and fundraising committees; prepares yearly fundraising proposal  
(including estimated expenses) and presents to the Board based on Board fundraising  
goals; will work with and advise Publicity, Assistant Treasurer and fundraising  
committees of any Board decisions or requests; will assist and support same with  
written and verbal communication as needed. 

 
The Maintenance and Facilities Coordinator is responsible for coordinating all of the 

school jobs specific to the care and maintenance of the physical school building and 
grounds, inside and out, ensuring a clean and sage environment for the multi faceted  
learning experiences at the school. Duties include organizing the individuals to there  
duties with respect to their jobs; weekly reviews job activities to ensure completion;  
documents problems resolved individually as well as those brought to Board  
attention; is the focus for maintenance and facilities issues from director/teachers 
and members; organizes all Safety and Maintenance Days at the school and 
ensures activities are completed in an acceptable fashion; ensures proper tools and 
supplies are available for regular school maintenance; surveys the building 
monthly, inside and out, the grounds front and back, for repairs/improvements and 
initiates plan(s) for remedies; is the direct contact for the lawn mowing service; 
coordinated biannual school inspections. 
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ARTICLE V I - MEETINGS & ELECTIONS  
 
Section 1. Meetings: The dates and times of night meetings of the general membership shall be 
set by the Teachers and the Board, and attendance at these meetings shall be compulsory. The 
dates and times of the Board meetings shall be set by the President, generally monthly. 
 
Section 2. Elections: Any member of the School may be nominated, with the individualÕs 
consent, by the Nominating Committee, for an elective office. The President shall appoint a 
chairperson for the Nominating Committee and the Membership Person shall present their slate of 
officers at the March Board meeting. The election shall be held in April. A joint Board meeting of 
the newly installed elected Board members and the retiring officers shall occur in May. The new 
officers shall be installed at the end of the school year. More than one person may be nominated 
for any office. After the Nominating Committee presents their slate, nominations may be made 
from the floor of the general membership meeting. 
 
Section 3. Quorum: A quorum shall be a majority of the membership of any group within the 
School, i.e.: general membership, Board, etc. and a majority of a quorum present is required to 
pass a motion. 

 
ARTICLE V II - DUES, TUITION, AND PENALTIES  

 
Section 1. Tuition: Tuition fees are to be fixed by the Board. The dues are payable on the first day 
of the month and are subject to a penalty if not paid as established in the Standing Rules. 
 
Section 2. Assessments: Assessments may be levied by the membership by a majority vote of a 
quorum. 
 
Section 3. Penalties: Penalties shall be imposed for failure to perform the following obligations: 
 

Failure to pay tuition fees when due 
Failure to perform maintenance and fundraising obligations 
Failure to arrive on a timely basis on your work day 
Failure to pick up your child on time 
Failure to complete your assigned job and to return your job binder by the last day of 

school 
Failure to return borrowed books or School equipment 
 

ARTICLE V III - AMENDMENT OF BY -LAWS 
 
These By-laws are to be used as a guide and may be amended or revised on the 
recommendation of the Board, at the suggestion of any member or person connected with 
the School by a majority vote of the general membership at a general meeting which has 
been previously announced for the purpose. 
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