Saratoga Parent Nursery
School Handbook

2009-2010 School Y ear

A Program of the L os Gatos b Saratoga Department of
Community Education and Recreation, an Adult Education Division of
the L os Gatos-Saratoga Joint Union High School District.

Sar atoga Parent Nursery School
20490 Williams Avenue
Saratoga, CA 95070

(408) 867-9774

Revised 998






WHOM TO CALL b e o!

INTRODUGCTION ...ttt ee e e et e et e e e et e e st e e e sbeeeeastesesbeeesabeeesastessssseessbesesasseseensesssbenesasresans 3!
SPNS MISSION AND OBJIECTIVES .....ciccitttteeeieittreeeeseiiteeessssaitsseesssasissssesesisssssssessamssssessssassssesessessssssssssasssees 3!
A QUICK OVERVIEW OF HOW OUR SCHOOL WORKS ......utiieiieeeeitieeeseeeeseeeesteeessseesssnsesssssesssnsssssnsenssssessnns 3!
A PARENT PARTICIPATION NURSERY SCHOOL .....uuviiiiieitreeeeeeiitieeeesieirseeessssissseesssassssesessessssssssessasssssesssnnns 4!
OBLIGATIONS OF PARENTS ...ttt et e e ettt e st e s ate e e eaaes s sbeeesebeesseseesssabeesenbeeesnneeessreeess 6!
SAFETY AND WELFARE RESPONSIBILITY iiiiiiitteetetiiiteeeeeeieitreeeessesisseeeseeisssesesssssssssessssasssseesssssssssssssssassssees 7!
MV ORKDAY S ettt eteseee s et eeesteeatesteestesbeestssaeestssaeestssaesseesaeesaesatesbeesbesbee st e abea st e esesbeeaesseeenessbeeeesaeebesreesbesreeses 7!
SUBSTITUTE FOR WORKDAY ...uuutttiieiiiiirteeeeiaitsreesesasistaeessssasssssesssassssssesssissssssssssansssssssssassssessssesssssssssssassssees 9!
EVENING MEETINGS AND ADULT EDUCATION .....ccttiiieiiiiirieee e eeitireeeeeesabaeesessebsseeessessssseessssssssessssssssseseeesas 9!
N =Y ES TN L = = == =SS 14!
HEALTH AND SAFETY MAINTENANCE EDUCATION DAY S..uuciiiiiiiiiie ettt et e e envrne e s nnraee s 15!
OBLIGATIONS OF PARENTSWITH MULTIPLE CHILDREN ENROLLED. .....0eiiiiiiiitieeeeeiirreeeeeseireeeeeeessnseesesanns 15!
SCHOOL ADMINISTRATION oottt sttt e e e st e e eeat e s s ease e s sabeeeenbeessbeeessnbeseansesssrenas 16!
BOARD IMEETINGS......cctiiuttitteetteteestsseesteseesteetestesstesbessbessessbessesstseaessasesessaeesessaeesbesseesbesaeesbesseasbesnessbeenessrs 16!
RESPONSIBILITIES OF THE LEAD TEACHER ... .cciiiiiitteeteeiiitteeteeesetteeeessesssseeessesissseesesssssssssesssnsssssesssasssseneens 16!
RESPONSIBILITIES OF THE TEACHERS . .....ciititttteeeiiitteeeeeisitteeeesesetaseeessassssesesssssssessessassbessesssnssssessssassssesees 17!
SCHOOL PROCEDURES ...ttt ettt s et e e st e e eaat e s e eate e s sabe e e ebaessseeessnbeeeenseessreeas 20!
APPLICATION FOR ADMISSION TO THE SCHOOL ...vvviieiiiiiurereeeeiitrreeseeaisreeeesesisrseeesssesssseessassssseessessssessesanns 20!
REGULAR ENROLLMENT ..c.ittitttetieeieitieteessestbseeessesissseesesassbasessssasssssssssassssesessssssssessessassssssesssnsssssesssasssseness 21!
ENROLLMENT AFTER THE SCHOOL YEAR HASBEGUN ... ..uttiiiiiictitiee ettt ettt ebrne e e s anrae e 22!
SUMMER PROGRAM AND SUMMER ENROLLMENT ....uuutiiiiieiitreeeeeiiitrreeeesesissseesssassresessssassssesessasssesessessnnnes 23!
OBLIGATIONS OF PARENTS IN SUMMER PROGRAM .....cuttiiiiiiiiiiieeeeeiitereeeesesssseeessesssseesssssssssssessssssssessssanns 24!
TN N2 =SSR 25!
WITHDRAWAL, SUSPENSION, AND TERMINATION OF MEMBERSHIP .....cvctiiiiiiiieieeeieitrreeeeeesirneeeeeessnseesesanns 26!
L EAVES OF ABSENCE ... .cuviitiittittestsstesttsiesstesesstesstesseesbessessessesstsesessssasessreesessaeestesseesbesaeesbssseestesnessreenessres 29!
HEALTH AND SAFETY PROCEDURES. ....cccciiiitttteeeiiitteeeesisiateetesssastsseeessasissssesssissssessessassssssesssssssssssssassssssess 30!
L I R = =TT 34!
CLASS | SSUES AND CONCERNS.......uviitiieeeitiettesteetssstestsesesssssseessssstsssssssssesssesstessssstessesstessessssssssssssssssesssssnes 36!
GRIEVANCE PROCEDURES .......ccittiuteitiietesttetesteetsstessssasesssssstessssssesessssesesssesstessesstessssstesssestsssssssssnssssesssssnes 36!
PARENT AREAS ...ttt iteeett et et ettestsstestsseestesatesbessbesbeesbesbeesbesseestseaesseseaessaeeeesaeebesreesbesaeesbeeseasbeenessreenessrs 38!
L@ =TI =17 ] TR 39!
BOOK BORROWING POLICY ....viveiitiieieieesessteeetesteetesteesbessesstsssessssssessasasessseesssssesstsssessbesssestessssssesnessseesssnes 40!
FURNITURE RENTAL .tttiitiiiittiie e e sttt e sesttree e s s esatae e s e s asaabaeeeassasbaseeessasssbaseseesssseesesaassbaeeesssnsbsseeessansnraneens 40!
RS =TI LN TR 40!
CHILDREN IN OUR NURSERY SCHOOWL ..ottt ettt ettt sesaee s e s enee s sneeas 41!
COMING TO SCHOOL ..vieee st sttseesteeetesteetasteetssbesessbessessseessssaeesessaeeseesaeesbesaeesbesstesbesatesbesntsebeenessreenessrs 41!
F N o I AT [T @ X x [ I 41!
] (=1 o )Y TR 42!
PROBLEM BEHAVIORS ....ciitiitiitieittitesttsiessttetestestesteesbessessssssessssasessasssessreesessseestesseebesseestessesstsenessreensssnes 42!
SUPERVISION OF CHILDREN.... .ttt et ettt et e sttt s s etee s st e e e aae s snaeesenbeesennenssareeas 43!
SUPERVISION DURING ARRIVAL, DEPARTURE AND NON-SCHOOL HOURS........ccccviiieeiiiireiee e eeiireee e 43!
RELATING TO CHILDREN ....eiiiutteteeeieitttteeeiaiissseesseaisssessesasssteseesssasssssssssassssssesssisssssssessassssssesssnssssessssansssenees 43!
DISCIPLINING / RESOLVING CONFLICT ...uuviieitvieeiteeeesseesssseeesetesesssssssssesesassessssesssssesssssessssssssssssessessesssssenes 45!
RS NN = == TR 46!
S e TS LT = 1N 2R 46!
(@ Uy nTa )= 3 = 1Y TR 48!
TN n T o= = 2SR 51!

Revised 8/2009 1



SPNS EMERGENCY PLAN ..ot s 53!

BASIC GOALSOF THISPLAN ...ttt cteete ettt te et e st eee et ete st stestesbesteseestestessessenseseesessessessearesteseeseestensessens 53!
EMERGENCY PROCEDURES FOR ACCIDENTS, FIRE, EARTHQUAKES .....ccccvtieieiiitieeeeeceirreee e e serrneeeesesanreeee s 53!
FIRE PREPAREDNESS AND RESPONSE ......utiiiitieeiieeeeisteeessseeessteeesssssssssseessssessssssssssssssassessassesssnsesssnssessnssnes 54!
EARTHQUAKE PREPAREDNESS AND RESPONSE ......uuviiiiiiiiurieieeeieitrreeesiessreeeseeiissseesesssssssssesssnssssessssassssenees 55!
HISTORY OF SARATOGA PARENT NURSERY SCHOOL ...ccooveiiiitieceecee ettt 60!
SARATOGA PARENT NURSERY SCHOOL BY LAWS ...ttt raeene e 61!

2 SPNS Handbook






WHOM TO CALL
If the question or suggestion is: ’ Calle Q

Regarding the liaison with: Lead Teacher

¥ 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.

legarding 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.

Regarding educational materials and equipment. Lead Teacher

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.

Regarding ideas for activities. Teacher
Regarding field trips, children® 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.

General administration of the school or question regarding President
school policies.

To get a message to all families.

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

If the question or suggestion is:

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.
Regarding school handbook updates.
legarding Yahoo! Groups' membership.

Regarding tuition or payment of any fees.
Regarding school budget.

Regarding any purchases.

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.

If you have a friend who wants to join.

Enrollment forms or requirements.

Regarding membership obligations, enroliment or leave of
absence policies.

Regarding ideas, questions, or suggestions relating to
fundraising.

Regarding the obligation to participate in fundraising.

CaIIE Q

Vice President

Secretary

Treasurer

Class Coordinators

Membership
Chairperson

Fundraising
Chairperson
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If the question or suggestion is: ) CallE Q

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

Any questions regarding Scrip requirements. Scrip Man ager
Balances or purchase information.

Regarding something broken or in need of repair. Maintenance
Regarding the physical buildings or classrooms, the school Chairperson

grounds or parking lot.

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

Publicity regarding school® activities, community event, or Newsletter Editor
important dates for the school calendar.

Regarding information to add or change to the SPNS website. Website Coordinator
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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 membeat SPNS. Please read it thoroughly and bring any questions that you may
still have to the attention of your class coordinator or teachekethe Teacheror the
President.

SPNS Mission and Objectives

At SPNS westrive to be a childrenOs 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:

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

I To attract parents who want to learn and growthrough their involvement
in superior education for their children and themselves.

I To be responsive to our families and ensurthey are satisfied vith the
quality of the education, service, and involvement.

I To maintain exceptional and happy teachers.

A Quick Overview of How Our School Works

Families enroll at SPNS as a uBithe parents are enrolled as students in an adult
educdion program administered by the Los GaldfSaratoga Department of Community
Education and Recreatiavhile children are enrolled as students in nursery school.
Children attend @ss from 1 to 4 times per week, depending on which class they are
enrolled. Parents work in the classroom as a teacherOs aide one day per week for each
child they have at the school (please note the seCindigations of Parents with Multiple
Children Enolled on pagel5). Parents also attend adult education classes in the form of
class meetingand schoelvide general meetings

These adult education meetings are usually held ieveeing or on a weekend day, as
in the case of the Welcome Brundfoliday Party and Family PicnicSPNS has a total
of 14 adult education classes
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Our program follow s a cevelopmental curriculum that we strongly believe is the
most appropriate for nursery schootaged children. At SPNS children learn through
play; an activity that we recognize as an important vehicle for childrenOs social,
emotional, and cogitive development.

A Parent Participation Nursery School

SPNS is a parent participationrsery school. This means that the parents pzate

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

A parent participation nursery school pides 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 nursehool setting and to work with
other children of the same age. Thugytbecome 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 wetdiaedhers 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 parenparticipation 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 workabgs necessary, workj
out transportation problems and volunteering for additional, important duities
working together and give and take is what many parents particularly enjoy about SPNS.
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What To Expect From The SPNS Experience

SPNS will help children:
! Increase theisense of selvorth
! 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 teacteand 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 presobl 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 dwbks 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

Therequired duties of the parentsat SPNSinclude:

Paying tuition on time and in full each month (or apply
tothe Board, in writing and in advance, for a
scholar ship).

Paying the class materialsfee on time and in full.

Upon enrolling, pay the $250 family deposit, May®
classtuition & thefall class materialsfee.

Participating as a teacher @ 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 during
the school year.

Complying with any and all mandatory fundraising requirements (including
participation in our Scriprogram and silent auction or equivalent fundraising
event) as determineby 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 familyOs
membership in the schodl.is the responsibility of parents to thoroughly familiarize
themselves wth the duties expected of them, to ask questions of their class

coordinator and/or class teacher if necessary, and to fulfill these dutieshether or

not they receive additional reminders from the school.

Note: Families with children enrolled in ti@wiggle Worn@class and in our summer
program are not considedemembers of the school and thus have significantly fewer
required duties. For example, parents in ®&iggle Worms€lass do not have assigned
school jobsand are exempt from attending the adult education meetings.
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Safety and Welfare Responsibility

Above all, parents must make the safety and &fare of the children their foremost

concern when at the schoolThose who threaten, physically injure, or verbally abuse an
adult or a child (including their awchild) 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 violelmag no place at our school. Those

who fail to follow this basic principle will have their membership in the school suspended
or terminated.

Wor kdays

Active participation in the classroom as a teacherOs 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 neakertery

school a richer place by sharing his or her talents with the children and other adults.
Parents should familiarize themselves ith the information about dealing with

children contained in the sectiorSupervision of Childreon page43 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 nterials that are necessary. Most mateaésstocked at the school

or provided by the teacher, but it is each parentOs duty to determine if they need to
purchase or prepare anything extra for their scheduled workday. Parents shoukl discus
any curriculumideas 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 sart of classto prepare the materials for the
children before they arrive. Be sure to sign in your child and those in your carpool
on the sigAn 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 workddgrriving with less than 10 minutes
remaining before class begins) may result in adimeetermined by the teacher.
Habitual tardiness or a missed workdaya 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 familyOs membership in the school. (See section entitled
Involuntary Terminatioron page28)
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! Wear your job card at all timesto remember your routine duties; be ready to
cover your assigned area prompiynergency procedurese on each jb 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 materialdack in their proper place.

! Do not be afraid to ask questionsThe 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 arewarvolved with one child.

! Cover your assigned arealf there are no children in your area, you may help
in another area. Be prepared to return to your own area when necligsany.
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 avare of what is available in the program.Do not
force participation. If a child is disrupting an activity for others the chilg bea
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, claprtime, etc.

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

! Begin cleaning up after all children have been told itOs cleap time.
Please assist each other in the clepmeriod. Encourage the children to
participate in cleaning up.

! At snack table, encourage conversatiomnd listening skills as well as polite
manners
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Substitute for Workday

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

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

I Sending a spouse. (If a sp@e is subbing they must have a negative TB
test on file with Membership)

Failure to find a substitute when absent on a wrkday is considered a very serious
offense as it jeopardizes the quality and safety of the care of the childreParents
who violatethis rule may have the membership of their family (parents and children)
suspended for a®eek period. The offense may also contribute to a decision by the
Board to terminate the fam® membership in the school (see sectinluntary
Terminationon paye 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 plahgarents 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 noti€ontact your Class Coordinator if you have

any further questions about substitutes.

Evening M eetings and Adult Education

The SPNS adult educatigmogram includes two types of meetings
I General meetingdor the entire membership
I Class meetingdor 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.os GatosSaratoga Adult Education
program under whose auspices & operate In turn, SPNS is paid foreachhour each
parent participates in these meetings and the annual budgéir SPNS is based on
the attendanceprojections 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/a via notes left in the parentsO school mailboxes. Class mestnypically held
monthly and may be held in conjunction with a General Meeting. There are a total of 14
Adult Education meetingsach shool yearMeetings 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, partialt@ndancenay count as an absentinless otherwise noted, these
meetings are faadults only. The Holiday Parffpecember)ice Cream Social (April)

andthe Family Picnic(May) are for the entire family.

Parents are eyected to take their participation in the adult education program at
our school seriouslyRegular attendance at adult education meetings by all school
members is a mandatory requirement efltlos GatosSaratoga Adult Education
program. Therefore, failure of a parent to fulfill his or her obligations to attend adult
education meetings will result in disciplinary actiaoluding suspension and/or
termination of a familyOs membersinighe school (segections Suspension of
Membershipandinvoluntary Terminatioron page27 and28).

Parents who are unable to attend a general or a class meeting should notify their Class
Coordinatorin advancelt also is the parentsO responsibility to learn from their Class
Coordinator or another parent who attended the meeting about the informagiomathe
have missed.

Parentsare 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 meetimg semester he or she has one month to make up
that missMake-ups must be arranged wth the class teacher in advancand may be
accomplished by:

I Attending a Board meeting
! Having two parents attend a general or class meeting

! Working an extra class ddggain, provided that permission from the Teacher
is obtainedn advancg

! Working an extra maintenance day

(Note: parentsmaynot count as a makep one of the above if it is a requirement of their
school job. Thus, for example, parents who serve on taelBanOtount a Board
meeting as a makayp.)

Parents who miss a third meeting in a single semester may have their familyOs
membership in the school suspendef$ee sectiosuspensionf Membershipn 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 aftistedd acceptable make ups which has not
already been used that semester) and follow the rules outlinedsedti@nSuspension

of MembershipFailure to do so may result in the familyOs membership in the school
being terminated.

After a parent misses fourmeetingsin a semester, the familyOs memberghin the
School is terminated regardless of the number of previously made up meetingee
sectioninvoluntary Terminatioron page28.
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Any family that faces an unusual situation or particular hardslaijpmakes 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 varigs widel
allowing everyone a reasonable selection of jobs.

The Boardpositions 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 eviannually 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 waokassign jobs, keeping the members
preferences in minddowever, there will be times that a preference may not be able to be
accommodatedlobswill be announced at the Welcome Brunch/General meeting. Parents
will receive a job der for their assigned job. The bindeplains 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 ofdhe ye

Failing to complete the assigned job to the BoardOs satisfaction will result in a $250
penalty(forfeiture of the annual deposit). This includes returning and updating the school
job binderat the end of the year apon 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 PositiongElected yearly, during the smed semester, by the general
membership.)

President

Oversee the general operation of the scHex@side at all membership and Board
meetingsServe as@okesperson for the school and its policies. Receive and correlate
reports from officers of the boaesthd committee chairpersomsct as liaison with the
teachers and Adult Education and Recreation Departiviett -faceted job requires
good organizational and interpersonal skills.

Vice President

Coordinatehe General Adult Education Parenting MeetinGbair grievance committee,
if needed. Act in place of President, if abséhtersee the Adult Educatidream

Secretary

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

Facilities Chairperson

Responsible for coordinating tsehool jobs specific to the care and maintenance of the
school building and grounds. This includes the geragpéarance, egoing

maintenance, and safety of SPNS facilities, including grounds, outdoor toys and cabinets.
Supervise maintenance team to gamt 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 biyearly inspection ofchool with outside agency and report findings to

Board Oversee the Facilitiecbeam

Treasurer

Handle accounts payable, payroll, deposits, and bank reconciliation for the general
account and savings accourRsepare monthly financial reports for Boardiesw. Work
with accountant to prepare tax forms as needegpare annual budget for board review.
Prepare local, state or federal paperwork for the scAmblas liaisorto insurance agent.
Act in place of Secretary, if absent. Oversee Finad@am

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 &vardl
fundraising goals based on committee recommendatidss.responsible for alumni
relations Oversee Fundraisinfeam

Membership Chairperson

Maintain enroliment: provide current membership roster, maintain member files,
coordinate new family apihtions/drops, leave of absences, and process new
applicationsServe asihdison with school, class hostesses and prospective members.
Update enrollment forms. Works withe membership assistant ¢ime Welcome Brungh
New Family Orientation, and throughu the school year. Assist class hostess as needed
Computer access required. Multi faceted job requires good organizational and
interpersonal skills. Oversee the Membersfeam.

Class Coordinators (3)

Serve as liaison between class parents, teacheBaard. Coordinate class roster and
class workday schedule. Type curriculum, photocopy and distribute to parents. Track
attendance at all adult education meetiigygomit class information to the newsletter.
Inform secretary of any necessary correspondedaieedule Pare@ Night Out Multi-
faceted job requiring good organizational and interpersonal sKilese is oe

coordinator for each class.

12 SPNS Handbook



The following is a description of the SPNSeams
(Please note, the duties of each committee may change from time to time.)

The Adult Education Team

The Adult Educatiofeam led by the Vice President of the Board, is responsible for all
General Meetings, including the Wetne Brunch, New Family Orientation, Holiday

Party, End of Year Picnic, and all General Membership Adult Education Parenting
Meetings. Duties of thiseaminclude scheduling of guest speakers, coordinating classes
to host General Meetingsjanaging communitgelations,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 Communication$eam led by the Secretary of the Board, is responsible for internal
and external communications for the preschool. Duties ofghisinclude maintaining
school handbook, publishing a bimonthly nestt&r, maintaining the school website,
handle school publicity, community relations, maintain class cameras, maintain class
photo boards, produce class albums, produc&Ryeduation slideshow.

Educational Materials Team

The Educational Materialbeam 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 cummcsihed,
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 recommbgded teachers.

Facilities Team

The FacilitiesTeam 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 @aning, maintenance and organization of facilities; play structures, toys,
tools, safety supplies, and general supplies.

Financial Team

The Financialleam 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 Fundraisingeam led by the Fundraising Chair, is responsible for school
fundraising, including annual fundraising proposal, school pavers, grant applications, and
SPNSOs primary fundraising event gr@dAnnual Auction.
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Fundraising Efforts

SPNS is funded as an Adult Education program through the Los-Gatatga

Department of Community Education and Recreatitmwever, 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 requed fundraising activities including the Scrip program and the silent
auction, or equivalent event organized by the fundraising committee. In addition, there
may beoptional fundraising opportunities available to all members throughout the school
year.

Saip
The Scripprogramprovides dividends to the school from what you are already spending

on groceries, gifts and more. By shopping at participating vendors such as Safeway,
AlbertsonOs andhar 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 eek (for a total of $3900 during the school year)

OR do a ObuyoutOof $150. The buyout is considered a taxdeductible cash

donation to the school. For families wh 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 perchild. Members can participate in the SPNS Scrip
program in two ways:

! Enroll in eScrip (www.escrip.congnd use your eScrggistered credit
cards/supermarket cards for your every day shopping

! Purchase from our remaining paper Scrip inventmm the schoolOs Scrip
Manager

Note: Participants in théViggle Wormglass 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)

Membersare required to attend the annual silent auction or equivalent fundraising event.
Each family must provide an item for the silent auctianth a minimum $50 retail

value. You may do this by asking a company to donate a producimeser

Alternatively, you may purchase a minimum of $100 worth of raffle ticketd 210

tickets).
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Health and Safety M aintenance Education Days

Each family is required to participate in one Health and Safety Dagichwe perform
general maintenancd 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 SPNEamilies nd meeting this obligation by the end of

the school year will forfeit their annual depodiiote 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 Parentswith Multiple Children Enrolled

SPNS welcomes parents to enroll multiple childdenng any given school year,
whether the children are in the same class or in separate classes. These parents are
required to work theame 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 yeat spend an addition&#50 per week
or $1950per yeaiin 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 meetifjsadult in attendance at all
general neetingsand also at the class meetirigsthose classes in which their
children are enrolled).

In addition, these parents will be assigned a schoakjgdbmorethanaveraye work
hours requiredour target is that parents of multiples will contribute approximatély 1
times the amount of work in their assigned job as parents with a single child.

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

SPNS is run on a dap-day basis by a paid, professional staff of thiegchers, 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 a

adult education focused on raising childr@arents 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 electedddagrdsed of a
President, VicdP’resident, Secretary, Treasurer, Fundraising Chair, Maintenance Chair,
Membership Chair, the school Lead Teacher, and a Class Coordinator from each of the
Teddy BearOs, StarOs, anekRekasses.

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 evergy@mcouraged 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 havefaluciary dutyto the ceop members to watch over the schoolOs
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 obligétien to
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 theebesit of

the school as a whole or alternatively recuse themselves from such discussions and votes.

Responsibilities of the Lead Teacher

1. Serves as the schoolOs official liaison with the Los Gatrtoga Department
of Community Eduation 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 esistiés. 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 S5 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 establesid 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.

I Conduct (via lecture, direct discussiperiod, or curriculum demonstrations)
athreehour class meetingach month.

I Participate in the threleour general meetings of the entire membership.

I Demonstrate good nursery school practices and teaching techniques to the
participatng 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
Gatosb Saratoga Department of Community Education and Recrg#tiemdult
education division of the Los GatBsSaratoga Union High School District). Thus
our teachers have two sets of students: the parents and the clifidnade a
flexible and educational program fitre children that will promote social,
emotional, intellectual and physical development in an atmosphere of love,
warmth, and understanding.

I Set specific, agappropriate developmental goals for the children and plan a
curriculum for the school year desigd 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 curriculwalendar noting specifjgarent
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 ongoibgsis. Communicate with parents
about any issues and discuss steps for improvement. If necessary, establish
and oversee behavior plafws children.
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Administer the school program, coordinating all the daily activities torens
the smooth functioning of the school.

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

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

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

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

Observe and become well acquainted with the children to be able to help
parents understand their childOs strengithsvaaknesses. 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 @mdrequested by parents.

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

¥ On adalily basis, lead entire group in songs, games, and activities where
children and parents join together. Ask parents to join in encourage them
toinitiate 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 cidren 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 esvithe information with parents

in the classes.

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

Keep maintenance persons informed at all tinesiineeded repairs and
extra cleaning necessary for a neat and healthy school facility.

Keep Board informed of blaw 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
authorityto 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 suspendibegond 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.

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

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

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

I Maintain professional membership in organizations dedicated to the well
being of your childen 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 occuxsin families, programs or the community.

I Perform otheduties as requested by the Los G&asatoga Department of
Community Education and Recreation, an adult education division of the Los
GatosSaratoga Union High School District.
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SCHOOL PROCEDURES

Application for Admission to the School

Admissiorof 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 : 1836 months on or bgeptember F
Teddy BearOs Children must be two on or I8eptember £
Class:

StarOs Class: Children must be three on or Becember 2¢

Pre-K (4/5) Class:  Children must be four on or iyecember 2¢

Currently a naximumof:

I 12 children are permitted in the Wiggle Worniass
I 16 in the Teddy BearOs class
| 18 in the StarOs and felasses

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

Alumni applicatiors for the next yearOs class will be accepted, along with-a non
refundableapplication feeof $50, beginning in January. The application fee for returning
families is $30. NorAlumni applications will be accepted beginning at the Opeuse

in mid- to lateJanuary. All applications received before the Priority Enrollment deadline
on or around March*are considered for placement in the next yearOs class according to
the following guidelines:

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

1. Current students in the Teddy BearOs, StarOséroRrss that will be
returning in the fall. (This includes applicants who will be moving to a new
class or repeating a class.)

2C SPNS Handbook



2. Siblingsof 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 remainingnahi are placed on a waiting list
in the order determined by the lottery.

New applicants (noalumni) 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 thgpots 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 Enroliment deadline
will be added to the waiting ligor 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 Enroliment deadlim@{@round
March ) will be notifiedvia letter in mid March whether they are being offered a place
in a class for the next year or have been put on a waitingtisse who are offered
admission have until the Fall Enroliment Due Date (usually on or around April 15")

to give the school a deposit, fees, and enrollment forrisat secures their spatThis
includes:

A $250 annual deposit

A nonrefundable class matais feefor the class in which the child will be
enrolled (the amount varies for each class).

The last monthOs tuitior 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 ™ if the above deposit and enroliment forms are not completed and
returned to the Membership Chairperson, the school Wl relinquish the childOs spot
in the accepted classThe school will begin offering enrollment to families on the wait
list on a spacavailable basis. If a childOs spot has been relinquished, and the family
wishes to enroll in the class,newapplication and associatd 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 childtehe 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 tiker(s) will be offered admission at

a later date.

*Note: Members may elect to rollover their annual depibsitey are reenrolling 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 followg additional
forms must be completed and returned to the Membership Chairperson:

I PhysicianOs report

I ParentOs nemgive TB (or P.P.D. Manouy test. If a spouse Wil be
working or subbing in class, they must also have a negative TB test.

I Copy of automobile insurance policy (StarOs and Reclasses)
I Copy of valid driverQOs license (StarOs and R¢eclasses)
I Copy of chldOs Birth Certificate (Newchildren)

In addition, all of the forms outlined above in the sectiorRegular Enrollmentmust
be completed and returned to the Membership Chairperson before the child or
parent may begin school. Finally, the child and at leagine parent must meet \th
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 cts:

! First monthOs tuition (prated if they are joining paway through the
month)

! $250 annual deposit

! Last monthOs tuition
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! Class materials fegro-rated to the semester in which they are joining (in
other words, if they join grt 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 sectioRegular Enrollmentmust be
completed and turned into the Membership Chairperson before the child or the
parent may begin schoolFinally, 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 famifi¢gdents in thé&/TH

summer school classes must be at least 2 years of age by Septéofitbelurrent

school year and exiting the current Teddy BearOs 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 "StarOs" class.

Applications for summer school are taken, along wittorefundableapplication fee of
$25 ($30 per family) in late spring. Applications received are considered for placement in
the summer class according to the followingdglines:

! Current Teddy BearOs and StarOs 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 remainingpplicants 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 (ncalumni), at the discretioof 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 witdraw 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 Parentsin Summer Program

24

A $25 ($30 per family) nomefundableapplication 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
Paren®® negative TB test

Adult Education Enrollment Form

Attend oneclass meeting

Attend summer maintenance day

Complete scheduled days to work as a te&slaéde in the class

SPNS Handbook



Finances

Tuition

Tuition is fixed by the Board and is on a Oper childO basis. Tuitiagablp 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 fineis charged on all latiition. 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 sectiBaspension of Memberstop page27.

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
mateial fees, fundraising assessments or the annual deposit.

Scholarship requests must be made by May 5th for a fall semester application, or by
January 8 for a spring semester application. Timely applications will be considered for
available funds. Latepplications may be considered, if additional funds are available.

To request a scholarship, complete an SPNS Scholarship Application Form. The
completed form is turned into thead Teacher and reviewed by the Lead Teacher, class
teacher and President. g hpplication 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 appra¥éy 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.

Revised 8/2009 25



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 thiathey 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 toeimabursedor purchases made for
cooking and/or art projects after $12.00 in expenditures. Before any purchases are made,
however, always check with the teacBanany supplies are kept on hand.

Fines

If a parent arrives late onshor 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 saaseabove. All late fees must be paid to the
Tuition Collector.

It is the membersO responsibility to ensure that they have sufficient money in their
account to cover checks written to SPNS. If a memberOs check bounces, the member will
be informed and requad 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 hadle money for SPNS and, if appropriate, may be informed of a
bounced check.

Withdrawal, Suspension, and Termination of Member ship

Voluntary Withdrawal

A family may withdraw from SPNS at any time and for any reasn.

Withdraw ing prior to the beginning of the school year

If written notice of withdraw al is received by August 1st, all money paid W/be
refunded in full. This includes the $250 deposit, class material fees and MayOs
tuition .

If written notice of witldrawal is received after August 18yt before the start of the
school year,the $250 deposit is not refunded, but the last n@®ritlition and class
materials fee will be refunded.
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Withdraw ing after the school year begins

Once the school year begin@ererally, the Welcome Brunch is considered the start
of the school year) 30 days witten notice of withdraw al must be provided and all
membership obligations must be met to receive a refund of M& tuition and the
$250 deposit. The class material fee is hefunded after the school year begins.
Membership obligations that must be met include the followng:

! 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 chssroom responsibilities and job assignment obligations during the
final 30 days.

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

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

! All borrowed books or equipment must be returned.
! The job bindemust be returned to the school.

! Any late fees or other fe@mposed upon the family by the Board in
accordance with the handbook/layvs of the school must be paid.

Suspensionof Membership

Most minor violations of the rules contained in this handbook are dealt widr githa

verbal warning by the teacher or by a fine (see seEliloeson page26). More serious
offenses, however, may result in suspension of a familyOs membership in the school. The
decision to suspend a family may be magea lbeacher 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 parentOs behavior at school is highly disruptive or dangerous.

! The parent has missed three adult education nggati 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 iltoess
school.

! The parent failed to provide almititutein 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 tf@t,ednd then notified
the teacher of the dilemma before the beginning of class.)

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

! The parent was lagicking up his/her child omore 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 schoolOs rules and regulations as described in the
Handbook and the Bizaws.

In the event that a teacher acting with the Lead Teacher or the Lead Teacher acting alone
suspends a family, the Lead Teacher will immmediately notify the school President who

will in turn notify the full Board of the specifics tfie 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
situationwith 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 arrdafbother obligations to the school (class
meetingsand general meetingiition, school jobetc.).

The Lead Teacher may also temporarily suspend a familyOs membership in the school
accordingto the process described below in sleetion Involuntary Termination

Involuntary Termination

SPNS will terminate a familyOs membershithe school when there are particularly
serious cased problem behavior and/or violations of the school rules. The decision to
terminate a familyOs 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) artden only when one or more of the following is shown:

! The family failed to obey the schoolOs rules and regulations as described in the
Handbook and the Bizaws.

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

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

! 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 Membenspgge27.

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

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

! The parent failed to report a OnotifiableO infectious di¢ssssection
Infectious Disease Exposure Notification page31).

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 considerationwriting to the Board in advance.

The proces for terminatinga familyOs 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 sspended 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 i® 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 Bad 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 il vote to sanction the family or terminate the familyOs
membership in the school in accordance with the policies arlchiag of the
school as outlined in this handbook.

If a familyOs membership in the school is terminated that family automaticallysforfei
their annual deposit, the last monthOs tuition, tuition paid for the current month, and all
other money paid to the school.

L eaves of Absence

Parents may apply for a leave of absence due to illfgssubmitting 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. Parentsiwéxisting medical issues that do not
permit them to fulfill their membership obligations should not enroll at the s€hbel

Revised 8/2009 29



illness leave policy is designed for parents who intend to fulfill their obligations but
become ill during the course of the sohyear.

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 ChairpersonParents should also inform their class camathr and class

teacher of the expected date of the babyOs 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 pregndio accommodate thig,

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 adoptionayt not be carried

over after the babyOs birth. In addition, 6 calewdaks (8 for cesarean section) of

maternity leave may be grantdmbginning on the due date or the day that the baby is

born (or adopted), whichever comes firstregardless of whether or not SPNS is in

session during that time. The total leave time caart@nd 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 substituteor the teacher will adjust the class curriculum as needed). Parents
are expected to attend all adult education meefmgseral meetingand class meetings
meet all financial comitments 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 iliness leave proceeded by or followed by a
maternityleave. In such cases a doctorOs note will be required.

Health and Safety Procedures

Health Information

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

I PhysicianOs report

I Emergency phone numbers and instructions
Before entering school, the child must be immunizedgainst

I Varicella (chicken pox),

I Diphtheria,

I Pertussis (whooping cough),

I 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 vaccinatiorfor the following reasons:

! The parentsnay request religious exemption from vaccination.

! The childOs physician may recommend medical exemption.

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

If a child is eempt 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 prent/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 wkoin the classroom on a regular basis or occasionally as a
substitute must submit evidence of a current negative TBlftélsé TB test is positive,

the parent must submit evidence of a negative cheayXf 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.

lliness

Parents or children may not come to school ith colds or other contagious illneses.

Do not send a child to school if the child shows symptoms of contagious illness,
including fever, vomiting, diarrhea, or undiagnosed rash. At the teacherOs discretion, a
child exhibiting such symptoms will be sent home or, if the parent is not lateaila the
emergency contacChildren must be feverfree for 24 hours before returning to
school.Parents who knowingly violate this policy jeopardize their familyOs membership
in the school (see the sectiBaspension of Membershop page?7).

Infectious Disease Egosure Notification

If a parent knows that a close family member has been pased to a disease that is
considered by the Health Department to be a Onotifiable illnesgj@ parent must
telephone the teacher immediatelyif 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 Onotifiable,O thé¢ glaoeid err on the side of
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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 actiorgUitielines of the Health
Department will be followed, as required by law.

Notifiable illnessesnclude, but are not limited to, strep throat, scarlet fever, Fifth
disease, chicken pox, pertussis (whooping cough), TB, and conjtiagpink 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 classaeher 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 sektiatuntary Terminatioron page
28).

Medications

Overthe-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 childOs parent or cissher and only after the following
conditions are met:

I The parent completes the Opermission to administerO form; and

! The medication is delivered to the class teacher in its original container with
the childOs name, dosage, physicianOs nhame, and exgaggion

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 protectra@hildren 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 procrdprested

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 thromwaway in the large garbage can
located outside.

Diaperingand hand washing proceésiare posted in each bathroom and by the changing
table. These procedures must be followed for health and hygiasens.

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) salt@y 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 childOs hair, which
must pass inspection, before the child returrsctmol.

Food Allergiesand Dietary Restrictions

SPNS strivesto provide a supportive and safe environment for families and
children with allergies. It is, however, the responsibility of the parentsto
clearly identify children with allergies and the degr ees of severity associated
with the allergy. Should a child enrolled have an anaphylactic aller gy to nuts,
SPNS will implement a school wide Nut Free Policy. This policy will include
listing of acceptable and unacceptable foods (in class aswell as other school
events), parent education and the management of epi-pensduring field trips.
All other allergieswill be addressed and supported on a class-by-class basis.

If a child cannot eat a food due to a rlide threatening allergyother health issue, or
familyOs dietary choicthe 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 atfy to a food and is anaphylactic or potentially anaphylactic, it
is the responsibility of the childOs parent(s) to:

! Inform the school, including the child@sachey ClassCoordinatorand
Membership Chajrof their childOs allergy and consequences efiian. 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 childOs allergy @aasmeeting.

! Completethe Los Gato&6aratoga 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 childOs doctor (also
available from the Membership Chair).

! Provide the scha with two current EpPens “Jr. (if prescribed by
physician).

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

! Bring a snack substitution when necessary.

The child should weaa MedicAlert bracelet/necklace that states his/her allergy.
Children who no longer require an Hpén must present a letter of explanation from their
allergist/physician.

Smoking

To protect the health of our children and all school memberskingor the use of any
tobacco products is prohibitdéth inside and outside tiie SPNS facilities, including
the parking lotSmoking is also prohibiteat schookvents, includingdult meetings,
field trips or anyevent sponsored by SPNS.

Field Trips

Field Trips are part of the StarOs class andass curriculumParents 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 divitays be on a parentOs SPNS work
day, however there will be occasions that a driving day falls on-avodnday.

Typically, the StarOs class has one field trip a month and parents may be expected to
provide transportation to at least 4 of the locatiaméng the school year. The Pike

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 teay.

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

I If a nonworking parent drives in substitah 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.

I If a parent attends a field trip on a day they are not scheduleatrko itwvill
not count as their required SPNS workday.

I 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.
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Since parents drive the children to and from field tiptheir personal automobiles, the
following rules must be followed:

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

I A current copy of the certificate of liability insuran@esurance policy) and
valid driverOs license must be provittethe membership chairperson prior to
the start of the school yedrmust list insurance carrier, expiration date, and
show the above amountsis the parentOs responsibility throughout the
year to provide the membership chairperson and field trip coadinator
with updated information.

I 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 appropria
child passenger restraint (safety seat or booster seat) until they are at
least 6 years old or wigh at least 60 poundszach 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 noto 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 childOs namedrads, 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 suspendeddinse may NOT drive children other than their own on
an SPNS field trip.

! For the safety of the children who have allergies requiring afPEpj they
must be accompanied by a parent /guardian or relative. In the event thatthe Epi
pen must be administergithe parent/guardian or relative is responsible for the
administration.

If it is the parentOs working day, siblings may not join the field trip. If it is not the
parentOs 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 siblingOs attendance is acceptable.
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! The field trip coordinator is notified in advance.

I The parent pays for any costs associated with the siblingOs attendance.

Class | ssues and Concerns

SPNSis anorganizaion that stives to promote open, friendly ahdnest communication
among memberA member with a concemr issue she/he perceives to be classroom
related should directly contact the person(s) she/he febls fescus of her/his concern.

The member wit the concern should state very specifically whaidbeeis, what she/he
sees as a solution and suggesitor reaching that solutiomhe ClassCoordinator may

be used as a mediator if the member voicingsbeefeels unable to initiate a direct
discussion with the party involveth 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 nexiclassmeeting. If a memberOs concern is based on the actions of several people,
the ClassCoordinator and/or the &eher should be asked to bring the issue up for

discussion at the negtass meetingAll class membersvolved with the issushould be
informed before the meeting, either by note, phone or ethatlthe issuvill be

discussednd their attendance thie class meeting is needed.

Grievance 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 impkhmagireed

upon changes and the parties involved hetreernot acted in good faitbr the agreed
solution is no longer solving the issue

Grievancesnaybe handled as follows:

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

2. TheVice Presidentill immediately inform all partiesnvolvedand serve as
mediator betwen the partieg\t any time during the mediation proceany party
of the grievancer the Vice President may requdst board be informed of the
dispute andhsk that grievance committdse formedo investigate ifurther.
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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 Grievaa Committee.

The Grievance @mmittee will evaluate theoncernand make a
recommendation to theoard regarding its settlemeiithe decision of the board
will be final and both parties will abide by it.

Grievance with SPNS Policies / Bylaws / Operationd Policies

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

1.

2.

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

If the parebwishes 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 Bident may ask 1 or 2 Board members to assist
in research to aid in responding to the complaint if further information is needed.

The Vice President will issue copies of the parentOs document to all Board

members and notify the Board President of the r&igiweschedule 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.

The parent will be required to present his/her concerns at theuwsetdd3oard

meeting. If the parent cannot attend the meeting the Board has the option to

address the issue in the parentOs absence, postpone discussion of the issue until the
next Board meeting, or disregard the issue.

The Board reserves the right to revithe concerns/issues in closgoor
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 SPNSIBw be change, the Board will present this issue
at the next general meeting of the membership for a Gete Article VIII, Bylaws).
Policy changes need only Board approval to be changed.

In both cases, if an amendment is voted upon and passed, the Membershigr&irairp
and Vice President will make the necessary adjustments to the SPNE&BYPolicies.
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Parent Areas

Mailbox es

Every member family of SPNS has a mailbox located between the entrance and exit
doors. The mailboxes are used by the tea;l&ass Coordinators, and Board to
communicate schogklated information. The mailboxes are not to be used to distribute
information from noAmembers unless the President has given approval.

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

! The senderOs name must accompany all information sent

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

Please notéhat 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 G&artoga Department of Community
Education and Recrean, 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 emergencygaliscal
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 membersO coats/purses during class time.
The counter above the childrenOs cubbies is to be kapobtlgersonal 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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I Children with food restrictions may bring a healthy substitute sriduk
snhack should be given to the kitchen parent who will serve it to the child at
snack time.

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

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

I 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
shoud be discussed with the teacher in advance.

In all cases it is a parentOs responsibility to remember that SPNS is a OfseaPons
zone.Toys such aswords, guns, or anything that is a veapon are not permittedin
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 acelebrag the birthday child at circle time
with the traditional birthday song or a song and celebration of the teacherOs invention.

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

The birthday childOs 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 childOs
name, his or her picture, a note, and whilgss 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 teacherOs discretion. If theraimmaer session, the
parent may choose to have the birthday celebrated then.

Invitations to private parties should be mailed to the childrenOs 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 holidaysl will touch very lightly on the meanings
behind each holiday with families contributing spétraditions they share in their home.
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For example: Octobd pumpkins, candy, costumes; Novembdrmanksgiving;
Decembeb Christmas, Hanukkah, Kwanzaa, Diwali; FebruaiyalentineOs Day,
Martin Luther King Jr.Os Birthday, Chinese New Year; ApEster, Passover, Persian
New Year (Nowruz).

Book Borrowing Policy
Children may borrow the books from the SPNS libfatiowing this procedure:
Find the black binder for your childOs class in the Quiet Room

Find the sheet with your childOs 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 OReturning IBddasket.

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 mayot 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 childy must be
healthy (for example, if they did not attend school that day, theylgimot 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 teacherOs discretion, infant siblings, 1ueeks old may be brought

to school on a parents work daye 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 wrk in the kitchen or on a field trip.

Even with these safeguards in place, accidents can happen. For th@ ioanall health

and safety, we discourage infants in the scisetting. If this is the only option, it must

be prearranged and approved by the teacher. The classroom settirayes: 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 striveto ensure a welcoming, safe, enriching atmosphere
for all children. Parents are expected to contribute towar ds and support
thisatmosphere at all times, whether or not it istheir workday.

Coming To School

Parents should make every effort t@et their child to school on time, even on the

days when the parent is not vorking in the classroom.Arriving lateis not only hard

on a child, but is disruptive for the rest of the class. The Teacher may request that late
arrivals wait ouside until after the first circle time is finished to minimize disruptioifs

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 finef $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 tardimgsisking upa child may result

in suspension of a familyOs membership in the school.

Children should come to school dressed in comfortable play clditeas/ of the

activities we offer (i.e. painting, bubble play, sand play) get messy and we agethea
children to have fun rather than worry about their clothing. We suggest that parents bring
a complete change of cloth@nd extra diapers if required by their child) in a small
backpack and put it in their childOs cubby eksh 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 gdbciale in her own way.
Parents should be prepared to stay with their child atEfpstrhaps for a few minutes or

even several class sessi@hsntil they are ready to be left. When the time to say goodbye
comes parents should not sneak out! Insteatthdeteacher 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 teacwill 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 childOs parent is working in the school, that parent should be the first contact for
diapering or toileting. On a parentOs-nmmkday, other working parents should remind
and assist children in the bathroom. Working parents shoolemder to guide children
to the childrenOs bathroom instead of allowing them to use the adultsO bathroom.

Parents should send a complete change of clothes and diapers in the childOs backpack
each day at school. Toilet accideats teated in matteof-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 procedsted in the childOs
bathroom and folle them.Diapering, for examplerequires the use of latexgloves
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. Tdahniques described in the section
Supervision of Childrensually 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 remaarsisabsitive.

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 awle, and

they are encouraged to earcise this authority when in doubt. If a parent receives a

call to come pick up their child, the parent, or childOs 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 telephonelath time they can discuss in detalil
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 BehavidoPthg child.

This plan, whit will be shared with and signed by the childOs 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 hat 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 childOs dismissal from SPNS (see séatioluntary Terminatioron page28

and also refer to Blaws Atrticle 1V, 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 during Arrival, Departure and Non-School Hours

Children must be supervised by an adult at all times wen they are on the school
premises.Upon arrival on a school day parents should direct their children to the
location designated by the teaclas the place for them to play until class begins. Parents
must stay with their child until the responsibleduty 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 roomtiitheir 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 ateérend of class to pick up their children!

If parents and their children are at SPNS duringhofirsthey 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 teacttéos 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 effours.

No child, whether anenrolled 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 individuBEe as courteous to him/her as you would to
anyone. Model the us# Othank youO and OpleaseO regularly.

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

I Get down as much as possible. Remain on the childOs level.

Revised 8/2009 43



I Be relaxed and easygoing. Smile anaglawith the children. Keep a sense of
humor.

When talkingwith a child,use positive phrasesnstead of saying what not to do, (e.g.,
OdonOt do thatO) tell the child wioato:

O I need you b O
OThis is the way we dibat Nursery SchoolO
Oltis time t& O
OThis is the placeEoOO
Ol would like you to help us do thisO
ODo you need some hefp?
OIf you cannot come by yourself, | will help you®
Ol think you are able to do it without helpO
OBlocks are for building. We thrdwalls. Shall we find a ball for you?
OWhen your hands (or feet) are still, then we can have our storyQ
OWe like it better when your feet are quiet under the tableO

Ol canOt let you hit, hurt, etcO

At the same time, avoid negatives:
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Instead of OgoodO mid@O, use OYou have learned how toO or OYou did that
very well.O Praise the act, not the child.

When dropping off your child, instead of Onow be a good boy/girlO, use Ohave
a good timeO. When seeking a childOs cooperation, try Oyou may helpO.

Instead 0ObadO or OnaughtyO, use Ol donOt like what you did (or are doing)O.
Disapprove of the act, not the child.

Instead of OWhat a big girl you are to do that,O use OYou have learned a lot
aboutEO or OYou know how now, donOt ybu?

Praise should follow failureSay: Ol like the way you tried,.O Sometimes you may
want to add: OLet me show you a different way to do itO.

SPNS Handbook



Disciplining / Resolving Conflict

When you are correcting or limiting the activities of a chile/she should always
understand that you like him/hBibut you do not like what he/she is daing

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 réteinr@ady to
cooperate.

Allow children to work out their own difficulties when possiBip 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 theigh whenever possibl#.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 childOs enoati OYou must feel angryO, or OYou se
unhappyO.

STEP 2. Limit the behavior and offer other resolutions: (‘)EbutNyou may not hi
JohnnyO or OEI canOt let you throw sand, but hereOs bucket you ¢

With a young tweyearold re-direct the child to aniher activity. With the older children
proceed to the next step:

STEP 3. Correct the behavior: Otell us you are angry with wordsO, or ask the
to come up with his/her own solution, OWhat other way can you tell
Michael to leave your toy alon@?

STEP 4 Suggest an alternative activity: OHave you tried the play dGugh?

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

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

STEP 7. The Teacher notifies parent(s) of the situation. Parent(s) may receiv
written documentation of the childOs behavior. Communich&tween
parent(s), Teacher, and the child enhances theliseipline process.

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

Working parents should make sure that each child has washed his/heb&tamds

coming to the snack tab{éhey will have a ticket or a sticker to show that they did wash).
Encourage aacial exchange with the childreBe prepared to hold their attention with
stories, finger plays, etc. Let the children help in passing crackers, napkins, and empty
cups. Be alert to helkeep your voice low and your volume pitched to just your table.
For safety reasons, the parent may not leave the fibflgou 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 remagirattiie

until the parent in charge excuses them.

Supervising Play

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

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

Do not interfere with the childOs craffshe/she wants to talk, encourage him/her to tell
you about his/her work. Otherwise, use only remarks like, Ol see you use a lot of blueO. A
smile can communicate your interest and approval.

Do not make models for the children to copgu contribute byust sitting down with

the children and manipulating the materials. If a child asks you to make something for
him/her, answer, OYou try.O Adults are not to do parts of projects for children; a cat with
12 eyes is fine. Exploration of the medium, not thedpct, 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:

I OWe keep the Playdough on the table.O
I OLetOs share some Playdough with this friend.O

I OYou make your aw O or OLetOs see what you can makeO.

Paint

Try to keep the paint on the paper (you may want to say OLetOs keep the paint on the
paperO) and keep it from spilling, but realize accidents will happen. If a child spills paint
accidentally you may say, OYneed to walk carefully when you carry paintO or OThat
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was an accident, letOs get arag and clean it up together.O If the paint is spilled
intentionally tell the child OItOs not okay to waste pafrwe spill it on purpose there
wonOt be enough to useter day. LetOs clean it up.O

Do not say: OWhat are you maki@g@r Olt doesnOt look like that to meO, or OThat looks
like a O. Instead let the child talk about his creation. Try comments like
OThat is a lovely color. Would you like to tell me abowtrymcture®

Sharing

Two children want the same taofsk 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, OAfteh&e had his turn, it can be your turn. Now
you can play with O, or OHe has the ball now. LetOs look
around for something that isnOt being used while youOre waiting for your turn.O

Child grabs a toy or hits to get @it is JohnOs turn now. Did your tsaget you into ]
trouble® O You need to ask him if you may have a turn when he has finished his turn,O
OAsk her for it. She doesnOt understand you when you hit.O

Child cries when she wants something another phildfhﬁbe doesnOt understand you
when you ¢y. You could tell her what you want.O (Success follows, we hope. This mode
of approach is positive and should be more effective.)

Sharing of preschool D‘roperl@That belongs to all of us and we need to take turns. Your
turn will come soonO OIOIl seeybathave a turnO OIOIl tell you when it is your turnO. Be
sure to carry through so the child realizes you keep your word.

Child reluctant to share own toy brought from ho@ét school we share our toys

E(pause)E If you canOt share it, | will put it up freewhere you can see it, and next

week you can bring a toy you can shareO OIf you feel you canOt share it, 10d better put it
away until you go home and next week you bring a toy that you can shareO

Child obviously wants to use a toy another child hasfibds the asking difficultOYou
may ask him for a turn.O Or if the child finds the asking difficult: OWould you like me to
help you ask him for a tur@?

When A Child is Hurt

Do not say, OBig boys donOt cryO or OO, it doesnOt hurtO as it probaktly does hur
Instead, say: Ol know that hurtsO or OThat hurts, doeke@st? (get a Band
Aid, put some cold water or ice on the bump, etc.)O

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: Ol understand how you feel about O or OYou need to
stop (hitting, biting, crying, etc.) now. LetOs find something else to doO
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Aggression(Child hits another child)

Do not say: ODonOt do thatO, rather say:rtslhim when you hit. | need you to stop itO
or Ol canOt let you hit it hurtsO

Verbal Refusals

Ignore any verbal refusals of a twearold. They may be habitual OnoO responses
without meaning behind them, unless accepted as a refusal by an attubn\Wider

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

Olt will be pickup time soon.O (Use your own technique or gimmick for setting a time
limit ahead, sch as a timer bell or pointing to the big hand on the clock, etc.) Ol will

help you put the blocks away. We can play a gixyeu can deliver the blocks (or sand
toys) to me and | will put them on the shelfO OLetOs carry this togetherO OWhen all the
toysare put away, we can dump the waterO. Sing a-uofeanng.

Speech Courtesy

Do not imply to a child that OpleaseO will get the child anything he/she wants. Say:
OPlease is a courtesy word. We like to be asked politely, however, even though we say
pleaseye may not always get what we want.O When a child asks, OMypt&sible,
the reply should be, OYes, just as soon as O instead of ONo, not until

O. Be careful not to use the phrase OWould you like to 20 unless you
can accept ONOO from the cHilit. is time to do something and you are not offering the
child a choice, say, OItOs time to (wash hands, come to circle time, etc.)O

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

Outdoor Play

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

I O canOt let you throw sand. It is dangerous. It gets in peopleOs eyes.O

I OlIf you throw the sand again, you will need &wéethe sand box.O Be sure to
carry through on your statement if they throw again.

I Ol canOt let you throw sand. Come, IOl help you out of the sand box, and weOll
find something else for you to do.O
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Endeavor to have the child return to the sandbox befayeperiod 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 dirtybthatOs 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-oray (only down on the slides).
Avoid overcrowding. Watch for childrdpelow those climbing on bars.

Sand and sand toys are not allowed on the play structure

Slide
Pushing and shoving are not permitted.

Allow only onechild at a time on top of each slide.
Toys are not permitted on the slide.

Children shald 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 shdd 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 iaréze art

The traffic should go onway 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 egment.

Revised 8/2009 49



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 buildewabse toppling of
blocks can be dangerous.

Return blocks to storage area in designed dddhalp children categorize according to
size.

Carpentry

Supervise this area closely and restrict the numbers of children in the area at one time for
safety. Childrae 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 frottheshare
striking (so they donOt 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.

Labeleach art project with the childOs name, date, and &ssn possible, write on the
back. Use uppeand lowercase printing to encourage the children to use proper printing
methods. (A printed name should look like Susie, not SUSIE.) Be sure the childOs 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. féoiggo children, write
the childOs 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
Oclubhouse.O
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Sand and water inside the playhouse should be cleaned out at dayOs end.

Children may OpaintO 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 childreor 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 thepgprplaces.

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

The audio equipmens for adult hands only.

Blocks and Block Accessorieand 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 hiks 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 experiantation with new materials.
Allow children to deviate from the OassignedO 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 ocatiall 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 safetyOs
sake.

Everyone may feed the fishvary 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. Uncommoroplems 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.

Emergencyphone nmbers:

I Police 911
Fire 911
Paramedic 911

Poison Control 1-800-876-4766
PG&E 1-800-743-5000
San Jose Water (408) 2797900

Basic Goals of This Plan

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

To provide assurance to the parenktoware 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 estabsh 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 dedare 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 Proceduresfor Accidents, Fire, Earthquakes

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 parentOs semt, if the parent is present. In the parentOs 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 parentOs 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 earthquakeé! délls

held periodicdly 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 emergdrmagl,at s

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 alarmnitiate 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 sendstlagoadult for the child they must
send asigned, writtemote 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 thay @ae responsible for staying with the
children as long as necessary to maintain a safe it 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 thedwn 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!

I Contact the teacher and the President, whi witurn, 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.

Earthquake 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 childare providers (e.g. on your workday) in the event of an
earthquake or other major disaster. Choose local people to be on your OapprovedO
list of those who capick up your child in an emergency. Establish a phone
contact for your family outside of this area code as-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, anddold.O Duck under
something sturdy. Cover your head. Hold onto Wwat you are under (it will probably
move). Falling objects are the most common causé injury Dstay indoors if
possible.

Following an Earthquake

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

I All: Exit Building-- Do not move seriously injured individuals unless they
in immediate dangeiGather 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.

Revised 8/2009 55



I 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.

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

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

I Note: Do not use the telephone immediately unless there is a serioumjury
fire. Unless it is a true emergency, do not tie up the phone lines. Gather
information from the radio. Wait to communicate with reorking 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):

I As required: Continue to administer first@i 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 skeeck. S
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 cantainer) 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 jobhat 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 poskb"monitorO, 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: Checkthe Utilities Do NOT turn off the mains unless you find a
hazardous situation!

! Gas first-- First, check at the gas meféocated on the wall in the storage
cupboard area outside of the quiet room). If the meter is turning, assumes there i
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 OexitO door.) If the meter appears okay, continue by checking for gas
odor ar 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 occuing, then turn off power at the MAIN breaker
(The main fuse bois 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 appropriatevithout 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 -- Watermay 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 thel@oat

! 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 aninralher cagesas needed

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

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

The schoo# foremost goal is to send children home, but our plan is to "shelter on siteO.
("Shelter on site” means exit the building, but remairsite.) 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

Leavea clear list of hildrenandadults 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 leated in the cabinet nearest the exit gate just below the fuse box.
! Adult purses and wallets
! Personal medical equipment (e.g. Insulin,-Epn)

The following should be doriétime 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 supflias 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 nyofaitit

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 aleifd 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 ya 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 scheotergency plan identifies a moral
obligation to the childrenf SPNS. Specifically, if there has been an emergency while

you are working, you must remain and help until all the childneelfare can be

guaranteed.

! Assume that many of the working (and nwarking) parents will have
children in other schools that Wneed 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 scheagjed children before they return to SPNS.
Do not use the phones to call each-marking parentAssume 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 &hicles. 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. Thesenligst be
posted if the school is evacuated. Record all children and adults, including
children sent home with carpooés)d ones sent home with pare(itscase a
second parent or other responsible party arrives).
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! Review matching children with the aduétsschool 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 chislemergency
contacts. If local telghones are working, contact the emergency numbers on the
childrens emergency forms.

! Check photo IB¥ 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 ofpermission.

"Shelter On-Site"
! Follow the instructions in OFollowing an EarthquakeO 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 aenainb
emergency supplies. These supplies are only for school membsite 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 credive about the playground equipment for shelter. Be creative about
using membergars 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. Thatlout local neighborhood architects'
offices.

! Think about local members for helpperhaps 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". Aall, 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 stirbut
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: DINOT turn off the mains unless you find a hazardous
situation!

! Find a safe place to leave schaalmalsin their cagess 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 arghitect
offices.
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History Of Saratoga Parent Nursery School

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

The original oneday-a-week babysitting exchange was housed in a kindergarten room in
the Saratoga Federated Church-ddly activities included stosefinger painting,
playing with clay, and sand play. A pittdather 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 Schootgaaszed 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 kool 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 neprofit organizaion. 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 Scbexitict.
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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 Il - PURPOSES

The primary business in which the corporation isintended initially to engage shall be to maintain
and operate a nursery school for children and to provide training for parentsin child guidance and
education, by means thereof:

To help parents understand the needs of preschool children.

To help parents establish arelaxed and loving leadership in the home as well asin 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 applicant® suitability to the environment and program of
the School
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Alumni status of the parents

Requirements that apply to the L os-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 mgjority 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 Board@ discretion.
Funds from fundraising shall be used to pay for scholarships.

Section 6. Termination of Membership:

If afamily 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. Inthe 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/guardianOs membership in the School by a majority
vote of the Board.

2. Inthe 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 beforeiit to discuss and
explain such delinguencies. 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. Failureto 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.

62 SPNS Handbook



4. The Teachers shall be empowered to suspend the attendance of any child
because of sickness or when the best interest alf@ar@vef the other
children and the School requires it.

Section 7. Sick and Maternity L eave: 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.O

Section 8. L eave of Absence: L eave 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/guardian@ 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/guardian@ 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, aletter isto 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 OreachersOshall 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 Board.O

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 L os 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, Director® Assistant, and President® Assistant shall not have a vote.

Section 5. Vacancies. The President shall fill vacanciesin 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
amgjority 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 suchtimeasa
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/sheis 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 hostshostesses 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 al
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 8hool 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 ent&chool; 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 Comnstte

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 facilitiesesgrom 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 thaduild
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 biannuathool inspections.
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ARTICLE V | - 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 individual @
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
Schooal, i.e.: general membership, Board, etc. and a majority of a quorum present is required to
pass a motion.

ARTICLE V Il - 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 atimely 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 Ill - AMENDMENT OF BY -LAWS

These Bylaws are to be used as a guide and may be adendevised 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 announcéat the purpose.
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