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GENERAL INFORMATION

JOHN KNOX COOPERATIVE PRESCHOOL
7421 AMARILLO DRIVE
DUBLIN, CALIFORNIA

94568

INTRODUCTION
It has been recognized that preschool provides children with opportunities to enjoy many activities not afforded athome; to
expressthemselves creatively through awide variety of artand music activities, to learn techniques of getting alongwith
others, toacquire self—discipline, andto discover the joys of learning and achieving.

The desirability of preschool training for every child has led to a variety of facility types. One ofthese is the parent-
participation preschool. John Knox Cooperative Preschoolis such aschool. It has beenincorporated inthe John Knox
Presbyterian Church since 1966 and serves as a non-profit educational institution, inspected and licensed by the California
Department of Social Services. Parents, through their elected Board, actually runthe school along with a professional staff
of credentialed teachers.

Each participating parent serves as an assistant teacher following an orientation meeting upon their enroliment. This
provides an array of talents and skills no private school could afford, with a ratio of four children to every adult, making
constant supervision and individual attention possible. Beyond the satisfaction of knowing that their children are benefiting,
parents feel that they are contributing to a group endeavor of real worth with lasting value.

This programis plannedto supplementthe home by providing special equipmentand educational devices, with closely
supervised play groups in a safe environment, and by following a yearly program designed to help children learn socially,
emotionally, physically,and academically withoutpressure,andinwaysthatarefuntolearn.

THE SCHOOL DAY
John Knox Cooperative Preschoolis averywellequipped school. Ithas manythings childrenlove to seeanddo. Thelarge
classroom has three areas for the children: one for crafts (such as painting, play dough, special projects etc.); a second for
blocks, dress-up, andfamily life play; and athird with tables for puzzles, books, gamesandasciencetable.

The playyard has swings, aplay structure withtwo slides and climbing bars, a sandbox, playhouses, and access to wheel
toys, balls, and many outdoor play toys and activities. There is a large grassy area surrounded by a cement walk for
tricyclesandwagons. The grassis usedforplaying ball, tumbling,and running.

Children are strongly encouraged to arrive ontime. After putting on their name tags,they have their circle time (9:00-9:20am
or12:20-12:35pm). Duringthistime they have a planned learning experience, pledge of allegiance, and counting. The craft
is explained and the children are told what is available to them for that day.
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continued

THE SCHOOL DAY (continued)
The next 45 minutes are spent playing and learning through activities of the child’s choice. Included inthese choices are
playdough, puzzles,games,various manipulatives, blocks, carsandtrains, dollhouse, playkitchenequipment,and dress-up.
There is also a supervised craft going on at this time. Then, weather permitting, the children go outside to play on the
playground equipment.

When the children come back in, they go to the bathroom,wash their hands,and then join together for singing. Nextis
snack time, where the children learn to share, be patient, pour their own juice, and learn good manners. A prayer of their
choice is said, and one child passes the waste basket to help clean-up. Theyreturnto circle where they may be divided into
two groups for moreindividualteaching. Thenthe parents are invited inside for dismissal. Specifics for individual days
include:
3 year olds: Tuesdays - Show & tell; Thursdays - Learning experience and perceptual motor.
4’s: Mondays - Learning experience; Wednesdays - Letter of the week show & tell; Fridays - Perceptual motor.
Pre-K:Mondays - Learning experience; Tuesdays - Science; Wednesdays - Letter of the week show &tell; Thursdays -
Perceptual motor.

Activity highlights of the school year are such annual functions as the Halloween celebration - the children bake cookies for
the party and entertain their parents and friends with a parade and party; a Christmas party for the children — this includes a
giftexchange of gifts made by the parents at a Christmas workshop; Valentine and Easter celebration parties. Field trips
may be taken throughout the year for the 4am class and the Pre-K class, and their last day of school is their Graduation
celebration, where they receive diplomas, have a musical program, and aparty for all attending.

We also consider each child’s birthday a special event. If your child’s birthday falls during the school year, itis customary
forthe parentto bring a special treat for the class so everyone can help celebrate. The school also has afrosted (cardboard)
birthday cake with candles, so everyone can get in the spirit and sing “Happy Birthday”. The child getsto wear a special
birthday crown made justfor the event! If your child has a summer birthday, we celebrate it during the school year as a “half
birthday”, so everyone has a celebration.

PARENT
The participating parents also play a very important part during each day of preschool. Each parentwears anapron marked
with the number 1, 2 or 3. Each apron has a corresponding card indicating which area of the room the parent willwork in
that day, their clean-up or preparation duties for the day, and their child’s special assignment for the day: counting for
attendance, saying the prayer at snack time, or passing the waste basket after snack time. Parents are assigned a
differentapron for each day of the week so that they get to know each room and so the child has an opportunity to
experience each child’s assignment.

CLASS SCHEDULES
The preschool is made up of:
3 am class 28 three year olds Tuesday and Thursday am
(3 on or before December 2nd) 9:00 to 11:30
4 am Class 24 four year olds Monday, Wednesday and Friday am
[4 on or before December 2nd] 9:00 to 11:30
Pre-K Class 24 four and five year olds Monday, Tuesday, Wednesday and Thursday pm

(older 4’s (age subject to change) and 5’s) 12:20to 3:15
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continued
REGISTRATION

Anongoing waitlistis maintained by the Registration Chair throughout the year for future classes. Registration is usuallyin
February and is based on the waitlist according to date signed up. If achild is onthe 3 am waiting list and is not called for
the 3 am class, the child will have a priority for the following year’s 4 am class. Childreninthe present 3 am classwill
automatically be pre-registeredfor the following year's 4 am class or Pre-K afternoon class as directed by the parent.
Siblings (families that had a child in the preschool previously), children of past students, and church members, must
place their names on the waiting list prior to December 31st of the previous year to receive priority during the February
registration.

A registration fee is required from each student each school year. This fee is non-refundable.

Otherfees are explainedinthe Standing Rules section. The members will be notified before the school year begins if there
are any changes, but any extreme changes are unlikely. The reason for this is that the Standing Rules would be made bythe
“present” Preschool Boardtoreflect the “present” views and financial situation of the school.

TJUITION REQUIREMENTS
Annual tuition may be divided into ten payments for the convenience of families. One payment will be due when the
registration packets are returned inthe spring. This paymentis non- refundable and cannotbe appliedto any other
payments. The second paymentis due at the Parent Orientationin August. The remaining 8 payments are due the 1st day
of each month, and are considered late after the 6th. Fines are strictly enforced unless the Tuition Chair has been notified
that the payment will be late.

PARENT’S RESPONSIBILITIES
The pre-requisites of joining John Knox Cooperative Preschool are that
(1) EACH parentmustagree to help withthe maintenance of the school.
(2) ONE parentmustparticipate inthe classroom approximately one week outof every six
weeks, or when scheduled.
(3) Oneparentmustattend each ofthe three mandatoryevents - attend the Parent
Orientation, work at the Fall Festival, and participate in the Christmas Workshop.
(4) BOTH parents must read, understand, and abide by the Constitution, By-Laws,
Standing Rules, and Admissions Agreement of the school.
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JOHN KNOX COOPERATIVE PRESCHOOL

CONSTITUTION

ARTICLE |

NAME LOCATION AND ORGANIZATION

The name of this organization shall be John Knox Co-op Preschool.

The principal office of the school shallbe at 7421 Amarillo Road, city of Dublin,

county of Alameda, state of California.

This organizationis authorized by and underthe jurisdiction of the Session of John Knox
PresbyterianChurchof USA, the State DepartmentofSocial Services,and operatedinfull
accordance with the provisions thereof.

ARTICLE Il

PURPOSE
The school shall operate as an extensioninthe area of education and as amissionary
outreach of the John Knox United Presbyterian Church of Dublin.
To operate a non-profit pre-school experience for children.
Toextendthe educational opportunities forthe physical, emotional, social, and
spiritual developmentofthe child.
To offer the parents opportunities to learn more about children and to improve methods of
guidingthem by objective observations and active participationinthe daily preschool program.
To encourage the parents to carry this training into the home life. This provides a setting for the
whole familyto growinthe understanding and experience ofthe Christian faith. The surestfoundation
forthe child’s steadyreligious developmentis laid when parents continue togrowas Christians.

ARTICLE Ill

GENERAL POLICY
No part of the net earnings of the school shall ensure to the benefit of or be distributed to its
members, officers, or other private persons. The school shallbe authorized and empowered to pay
reasonable compensationforservicesrenderedwhichhave beenapproved by Sessionandtomake
paymentfor purposes setforthin Article I1.
No substantial part of the activities of the school shall be the carrying on of propaganda, or otherwise
attempting to influence legislation. The school shall not participate in or intervene in (including the
publishing or distribution of statements) any political campaign on behalf of any candidate for public
office.
The necessity of Bookkeeper's compensation will be determined annually by the Preschool Executive Board.
Notwithstanding any other provision of the Articles, this school shall not, exceptto an insubstantial degree, engage
in any activities or exercise any powers that are not in furtherance of the purpose of this school.



CONSTITUTION continued
ARTICLE IV
FINANCES

Section 1--Fiscal Year
The fiscal year shall be from July 1 to June 30.

Section 2--Income

A Income shall be derived from fees and tuition. (to be determined by the Board of the Preschool)
B. Amajorityvote ofthe membership shallbe necessarytolevyanyspecialassessments.
Section 3--Expenses
A Directorsand Teacherssalarywillbedetermined bythe Preschool Executive Boardaccordingto
the salary scale adopted by the Preschool Board.
B. Purchases of equipmentin excess of $300.00, not shown in the budget shall be approved by the

Preschool Board. Purchases of equipment in excess of $500.00 not shown in the budget shall also
be approved by the Session.

Section 4- Audit
Thefinancial records of the preschool shall be audited by July 31 of each year by the Financial Committee of the Session
and the results of the audit reported to the Session as well as the Preschool Board.

Section 5--Budget
The annual budget shall be submitted to Session for its approval prior to the school year.

Section 6--Financial Report
Ayear-endfinance report willbe submitted to Session annually after each fiscal year ending June 30t™. Quarterly
financial reports will be available to members upon request.

ARTICLE V

SCHOOL SESSIONS AND CALENDAR

Section 1--School Sessions
The school shall be conducted in the following sessions:
The4damclass (withkindergartenreadiness) meets Monday, Wednesdayand Friday.
The Pre-K afternoon class (withkindergartenreadiness) meets Monday, Tuesday,
Wednesday and Thursday.
The 3 am class meets Tuesday and Thursday.

Section 2--School Calendar
The August opening date and May closing date shall be determined by the Preschool Board and Director. The dates shall
runapproximately the same asthose of the Dublin School District. Holidays and vacations shallrunin accordance with the
Dublin School District calendar also.
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CONSTITUTION continued
ARTICLE VI

MEMBERSHIP

Section 1
The preschoolshallbe operated onanon-discriminatory basiswithoutregardtorace, color, religious background, national
origin, or ancestry, with the following exceptions:
In February of each year, enroliment preference will be granted to

(1) Familieswhoare currentlyenrolled.

(2 Families who have been enrolled in the past who placed the child’s name on the priority list
by December31stofthepreviousyear.

(3) Churchmembersin good standing who placed the child’s name onthe priority listby

December 31stofthe previous year.

Section 2-- Student

A. Attendance s limited to children between the ages of three and six years old on or before December
2nd and shall be accepted from a priority list, as stated in Section 1, and thereafter on afirst come, first served
basis.

B. The studentmustbe toilet trained.

C. Amedical report and required shots must be completed and returned to the Vice-President prior to the first day of
class. Exceptions to this rule may be made for personal or religious reasons with the approval of the Preschool
Board.

Section 3--Parents

A. The parents shallbecome members of the preschool uponthe student’s acceptance from the priority
listand the payment of fees and tuition as defined inthe By-Laws.

B. Parents shall assist in the supervision of the children in the preschool under the supervision of the

Director approximately one week of each six. The working parents (or other adult) must be atthe
school no later than 5 minutes before the start of class.

C. Parents shall be responsible for finding a substitute on days when unable to work. This can be done
bytrading with another parent or by hiring a paid substitute approved by the Preschool Board.

D. Parents who work outside the home must be sure that their profession does not interfere with their
participation onthe preschool work days or their occasional help on special projects for the preschool.

E. Each parent shall be responsible for a specified number of hours of maintenance work for the

preschool. This specified number shall be decided by the Preschool Board as a Standing Rule. A
record shall be kept by the Maintenance Chair. A charge willbe assessed to parentswho donot put
intherequiredtime. This charge willbe determined by the Preschool Board.

F. In addition to the specified number of maintenance hours required from each parent, one parentin
each family shall be required to help with or assist onthe Fall Festival.

G. Parents shallbe expectedto attend general meetingsto be held if deemed necessary by the Director
and the Preschool Board.

H. All parents (or other adult) who work in the preschool shall fulfill the following health requirements:

Musthave a PHYSICAL exam nomore than 6 months prior tothe time the child begins school.
Results are considered current for two consecutive years. Musthavea TB TEST no morethan6
months prior to the time the child begins school. The TB Test must be updated every 24 months
thereafter. The completed health form must be submitted to the school before the parent (or other
adult)canwork.
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CONSTITUTION continued

SECTION 3--PARENTS (continued)

Leave ofabsence:

1. Maternity: Expectant mothers are entitled to 6 weeks leave of absence but must make
arrangements for all lost working days whether by the alternate system or by paid substitute
before suchleaveistaken.

2. Emergency: Leave of absence duetoillness maybe taken byarraignment as specified in Section
3,C.

3. Vacations: Participationdays mustbe arrangedinadvance byalternate system or paid substitute.

The Director and orteachers shall meet with the prospective member and child before admissionto

the preschool.

SECTION 4--FINANCIAL OBLIGATIONS OF MEMBERSHIP
Registration fee mustbe submitted upon receipt of the registration forms.
Tuition: Annualtuition may be dividedinto 10 payments. Thefirstpaymentis due whenthe
registration forms are returned (this tuition payment is non-refundable.) Thesecond
payment plus a craft fee and activity fee, is due at the Parent Orientation in August. The remaining 8 paymentsare
due onthefirstof eachmonth, September through April.
Continuingstudentsfromthe 3 am classwillautomaticallybe pre-registeredforthe 4 am class orPre-Kclass. A
newregistration packetandfee are due as specified above.
Annual Tuition:
1. Tuitionfeesaretobe determined annually by the Preschool Board andrecordedinthe
Standing Rules. Sessionistobe advised of any changesintuition fees.
2. Tuition payments must be prepaid by the 1st of each month with a fine for late payment after the
6th.
3. Achild may be dropped for non-payment after the 15th.
4. Nodeductions willbe madeforholidays or earlywithdrawal.
5. Incases of prolonged absences (more than 2 weeks), see Director of John Knox Cooperative Preschool.

SECTION 5--WITHDRAWALS
A4 week naotice priorto withdrawal would be appreciated whenever possible. Notificationto be given
tothe Director and the Tuition Chair. No moneys will be refunded in the event of awithdrawal.
In case of inability of either the child or the parent to adjust to the preschool environment, the
Preschool Board shall have the authority to requesttheir withdrawal. The first month of enroliment
shallserve asaprobationary period.

SECTION 6--GENERAL RIGHTS OF MEMBERS
One member in each family shall be entitled to vote.
Anymembermayhold anelective office.

ARTICLE VII
MEETINGS

Section 1--General Meetings
General meetings may be called by the Preschool Board if necessary.
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CONSTITUTION continued
Section 2--Quorum

A. One-half plus one of the total member families shall constitute a quorum at a meeting called by the
Preschool Board.
ARTICLE VIlI
AMENDMENTS
A The Constitution (pages 5-9) may be amended at a meeting of the preschool parents, or by special

ballot. Adoption of the amendment shall require a two-thirds vote of the total active membership and
a final approval of the Session. Notice of amendment to be voted on must be submitted to
membership atleastten days in an advance of the vote. Amendments may be recommended by the
Preschool Board, the membership, or the Session.

B. Anamendmentto the By-Laws (pages 10-18) requires a quorum of the total active membership.
Notice of amendment to be voted on must be submitted to membership at least ten days in advance
ofthe vote.

ARTICLE IX

STANDING RULES
A. Standing Rules shallconsist ofanyrules, orrule reinforcements, deemed necessarybythe Preschool
Board orthe general membership through Board representation, that are not stated or clearly defined
inthe Constitution or By-Laws. These rules should be considered temporary and need to be revised
and/orreviewed yearly by the Executive Board, with Board approval, for the benefit of the preschool,
its staff, and membership, rather than written into a permanent document.

1. Standing Rules apply to the following, and anything else applicable:
a. Budget
b. Tuition amounts
c. Family’s maintenance hours and fines
d. Opening and closing days of school
e. Registration and function dates
f. Scholarship and/or requirements
g. Staff salaries
h. Price and/or work deductions on second children attending the school the
same year
i. Enforcement of membership requirements
j- Amountofregistration and craftfees
k. Feespaidtopaidsubstitutes
l. Any openings held for kindergarten returnees

B. Theserules shall be passed by a majority vote of the Board, with the exception of teaching staff
salaries, which will be agreed upon between the Executive Board and the staff. Inthe eventan
agreementcannot bereachedinthis respect, the whole Board shall solve any discrepancies by
a majority vote.

ARTICLE X

RULES OF ORDER
Basicparliamentary procedure shall ultimately governthe procedure of allmeetings ofthe Preschool Board and general
membership.
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JOHNKNOXCOOPERATIVEPRESCHOOL
BY-LAWS

ARTICLE |

THE PRESCHOOL BOARD

SECTION 1
The function of the Preschool Boardisto actas representatives of the general membership in governing the school under
the stipulations and limitations of the John Knox Cooperative Preschool Constitution.

The Preschool Board shall consist of all elected officers, appointed officers, the staff and/or including a representative of
the JohnKnox Presbyterian Church. Therepresentative fromthe churchmustmeetwiththe approval of the church Session.

It shall be the Preschool Board’s responsibility to:

1. Read, understand, and abide by the Constitution, By-Laws and Standing Rules.

2. Meet at least once month during the school year and at least once during the
summer, or upon call of the President, or any three members of the Board or general
membership.

Make and/orapprove of all Standing Rules.

Enforcethe educational philosophyregarding the school asoutlined bythelead Director.
Executive Boardistoassistthe Directorin hiring ordischarging any staff members.

Date and keeprecords, foraslong as needed, of duties they have performed

throughout their term, to be used as reference for future Board members.

o 0k w

SECTION 2- TERMS OF ELIGIBILITY

A. Officers
1. All officers shall be present members of John Knox Cooperative Preschool, with
the possible exception of the Treasurer. She/ he does not have to be a member of the
school, but must meet the approval of the present Board before running for office, and the
future Board afterelected.
B. Staff
1. Eachmember mustfill outan application for employment that must remain on
file while employed bythe school.
2. Each staff member must sign a contract annually stating the terms of the staff
member’'s employment.
3. Eachstaffmembermustprovide aphysician’sreportannuallyand anegative
TBtestevery24 monthstothe Vice-President.
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BY-LAWS continued

SECTION 3-INDIVIDUAL RESPONSIBILITIES OF EACH BOARD MEMBER

1. Presidentisto:

Preside atallgeneraland Board meetings of the preschool.

Report at meetings concerning the progress of the preschool.

Insure that the duties of the staff, Board, and members are clearly defined to
them, and that allmembers are participating actively.

Fillunexpiredterms of officers, subjecttothe Preschool Board’s approval.
Sign all necessarydocuments.

Notifyany memberwhois beingdropped duetonon-payment.
Beresponsible for keeping the President’s book upto date.

Seethat atleast one summer newsletter is sent out to the incoming membership.
Seethatlate-in-the-yearmembersare properly orientated andreceive aletter
ofwelcomefromthe school.

Attend any meetings of the Executive Board.

Assist the Fall Festival Chair with the FF.

2. Vice-President is to:

a.
b.
c.

d.
e.
f
g.
h.
.
i

Assume the President’s duties in the President’s absence.

Handle leave of absence requests by any members.

See that allmembers complete any forms required by the Preschool and state, prior to first day
of school.

Keep the health forms up to date for the children, parents, and staff.

Provide State formsforinclusioninregistration packets.

Seethata list of allergies is posted.

Keep the school filesin order.

Contactany membersthathave notvotedinrequired elections.

Attend any meetings of the Executive Board.

Assistthe Fall FestivalChairwiththe FFwhereneeded (mayreserve outside contractorsfor FF).

3. Secretary isto:

a.

Keep minutes of general meetings and Preschool Board meetings. Said

minutes should be reproduced and given to each Board member at the

following Board meeting and posted ina conspicuous place for allmembers.
Alsoprovidesacopytothe Session.

Handle all correspondence and mailings, including

i.  Acknowledgmentofanyphysicalormaterialdonationstothe schoolaboverequiredduties.
i. Acknowledgment of all employment applications.

Date allwritten material Secretary produces.

Seethatcurrentcopiesofthe By-Law, Constitution, and necessary Standing Rules are available for
allnew members at the time of their registrations, and to the general membership upon request.
Compilethe Orientation packetsforthe Orientation with assistanceifnecessaryfrom

Hospitality. Responsible for updating packets if necessary each year.

Reproduce and send outanythank younotesandnoticesthroughoutthe year.

Attend any meeting of the Executive Board.

Assistthe Fall FestivalChairwiththe FFwhereneeded

Type and distribute the newsletter.
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BY-LAWS continued

SECTION 3 continued

4. Treasurer is to:

a. Directthefinancial affairs of the preschool by:

134

—h

i. Thepreparation of an annual budget withthe assistance of the Executive Board; and presentit
tothe Board and Sessionforapproval.

ii. Posting said budget and a quarterly financial reportin a conspicuous place for all preschool
members, and submitting quarterlyreporttothe Church Session. Also have either available
on requestto anymembers ofthe school or church.

iii. Collectinganddispensingof moneysforthe schoolaccordingtotheannualbudget.

iv. Keepingarecordofallfinancialtransactions. Guaranteesforany purchasesare keptin schoolfiles.

Seethatthe equivalentto one month’s staff salaries remain in a preschool savings account at all times.

Maintain the preschool’s bank account, depositall money (excepttuition’s), and paybills.

Pay John Knox Presbyterian Church on the 1st and 15th of each month a

check forthe gross salaries. The Churchwillthen paythe teacher’s salaries,

making the necessary deductions. Ensurethe Church Treasureris notified of any extra

hoursthatmayhave beenworked by any of theteachers.

Have allbooks audited atthe close of eachfiscal year by the Church Auditing Committee.

Attend any meetings of the Executive Board.

Chairticketsalesforthe Fall Festival.

5. Registration Chair isto:

a.

S—x+——P7Q 700

Have the primary responsibility of enforcing the registration rules which

determine the membership requirements of the school, as stated in the

Preschool Constitution.

Maintain the list of children for upcoming yearsin the registration binder by

date ofinquiry.
Answeranyphoneinquiriesaboutthe school
Make-up packets for registration - checking with Vice-President and Director for updated forms.
Set registration dates and have Board Church Liaison reserve rooms.
Beincharge onregistration days. Forwardregistrationfees collectedtothe Tuition Chair.
Collectreturnedregistration packets andforward formsand moneysto correct Board Members.
Provide preliminary classlistsforall Board members atsummerBoard meeting.
Make appointments for parents who wish to viewthe school.
Enrollnewchildrenasvacancies occurandinformthenecessaryBoard members.
Provide up-to-date classlistsforallBoard members and classesthroughoutthe schoolyear.
Assistthe Fall Festival Chairwiththe FFwhere needed.
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_ BY-LAWS continued
SECTION 3 - continued

6.  Tuition Chair isto:

a.
b.

d.
e.

Beresponsible forreceiving andrecording all tuition.

Depositing said tuitions in the bank each month. Deposit slips are to be made in triplicate: one for the
Treasurer, one forthe bank, and one for the Tuition Chair’s records.

Contact any member who has not paid by the 6th of each month, and enforce any fines as described in the
Standing Rules.

Maintain a list of all past members of the school, including addresses and phone numbers if possible.
Preparetickets neededforthe Fall Festival, and assist Treasurer withticket sales forthe event.

7.  Maintenancechairisto:

a. Beresponsibleforscheduling parentstodothe general housekeeping ofthe school, including the following:
i Shampooing the carpets as needed.
i Washing windows asneeded.
iii. Cleaning toy shelves and washing toys as needed.
iv. Maintenance ofthetoysand dress-upclothes.
V. The packing and unpacking of necessary materials at the beginning and end of the year.
b. Beresponsible foramembertobein charge of:
i Birthday crowns throughout the year.
. Birthday calendars throughout the year.
i Laundry throughout the year (dish towels, aprons, etc.).
c. Beincharge of, and keeprecord of work done by members throughoutthe year.
d. Beresponsible for maintaining the outside buildings and grounds used for the preschool by enlisting the
aid of the other parents.
e. Maintainandrepairany equipmentused bythe school, or anything else inneed.
f.  Inform parents, with the assistance of the Director, who have not abided by the requirements and/or
fines, asstatedinthe Standing Rules.
g. Supportthe F-Chair, coordinate set-up with Hospitality and chair the Clean-up Committee forthe Fall
Festival.
8. Purchasers are to:
a. Stayascloseaspossibletotheallotted funds.
b. Keeprecords of allexpenditures intriplicate: one for the Treasurer; one for the Director; and one for
the Purchaser’s records.
c. Replenishfoodand supplies asneeded, always keeping atleastatwo week supply onhand.
d. Postachecklistofneededsupplies.
e. Therewillbetwopurchasers;one for food (anythingedible), and onefor othersupplies.
f.  FoodPurchaserwillchair Food Committeeforthe Fall Festival.
g. SupplyPurchaserwillchairthe GamesandPrizes Committee forthe Fall Festival.
9. Publicity is to:
a. Beincharge of publicity of the preschool with the local media.
b. Beresponsible for the upkeep of the school scrapbook and present it at all general functions of the
membership.
c. Beincharge ofretaining a photographerforthe class pictures, afterthe Board’s approval.
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BY-LAWS continued
SECTION 3- continued

Publicity Chair continued

d.
e.

Coordinate sales of Scholastic Book orders.
Incharge of booth signs, flyers, and maps for A~

10. Hospitality Chairs are to:

11.

12.

13.

14.

a.

b.

Arrange for refreshments for all general meetings and functions at the school if

needed.

Be the chair of the parent Orientation atthe beginning of each schoolyear. Coordinatetheme,
decorations, menu, and set-up of this Orientation and advise Maintenance of needed “set-up”
crew. Create invitationto Orientation and forward tothe Secretary, and assist Secretary in
preparation of the Orientation packet if necessary.

Coordinate with the Director, to obtain aroom mom for each class and

coordinate with them.

Hold parentcoffeesthroughoutthe year.

Stay as close as possible to the allotted funds as stated in the budget and

seethat class parties are presented on an equal basis.

Coordinate withMaintenance and FF Chair the “set-up” forthe Fall Festival. In

charge of decorations for the festival.

Class Schedulers are to:

a.
b.

There willbe one appointedforeachclass.

Eachscheduleristoberesponsiblefortheir particular classregarding:

i Havingthe necessaryamountofparents scheduledtowork eachday.

i. Distribution work lists to class members for no less than a three month
period, beginning at the Parent Orientation.

i Relayanygrievances from their class tothe Board.

iv. Any class money collecting.
V. Nametagsforeachclass member (before and duringthe schoolyear).
Vi. Orientationandwelcominglateintheyearmembersby:
1) Seeing that the child meets with amember of the staff on or before the child’s first day
of school.

2) Showing the parentaround the school on or before the child’s first day of school.
3) Explaining the working procedures of each of the school’s rooms onthe day the new
parentbeginsto participate.
4) Preparing a name tag for the child or before the child’s first day of school
3 am scheduler will be in charge of calling those on next year’s waiting list to invite
them to the Fall Festival. 4 am schedulers will be in charge of calling
last year’s class to invite them to the Fall Festival. Pre-K scheduler will contact the lasttwo years
of Board families toremindthem ofthe Fall Festival.

Church Liaison isto:

a.
b.

Actasaliaison betweenthe preschool andthe church.
Assist the FF Chair with the Fall Festival where needed.

Ways and Means Chairs are to:

Be incharge of all fundraising events throughout the year.

Arrange for notices to be sent to all families notifying them of upcoming events.
Summarize each project and give explanation of all expenses (where
purchased, quantity, and price)

Provide alisttothe Secretary of alldonations to be acknowledged.

Chairthe Silent Auctionand bein charge of donations and organizing a
Packaging and Wrapping Committee for the Fall Festival.

Fall Festival Chair is to:

a.

o

Superviseallaspectsof the Fall Festival,delegatingtodesignated Boardmembersvarious
responsibilities. May have assistants asnecessary.

Coordinate parents working shifts during the Fall Festival.

Provide alistto Maintenance of the number of workers needed for the FF.

Chair the post-FF meeting to review the FF.
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BY-LAWS continued
SECTION 3- continued

15. Web Master is to:

a Maintainthe website as specified bythe Director.
b. Help/trainthe Board regardingthe websiteandemail.
c. Be responsible for maintenance of laptop and peripherals.
B. Staff
1. TheDirectoristo:
a. Actasthe staff representative of the school.
b. Assistthe Board with the license renewal of the school, and any
correspondence with the state.
c. Supervise,andberesponsibletothe Board, Children’s Ministry of

the Church, andthe Church Sessionforthe educational policy and philosophy
ofthe schoolas awhole.

d. Actas anadvisortoeachclassteacher, and help coordinate their daily
sessions, if needed.

e. Keep abreast of state requirementsregardingthe preschool, informthe Board
ofanychangesrequired,andsignallnecessarystatedocuments.

f. Enlist and train parent leadership by coordinating a Parent Orientation

workshop as close as possible to the beginning of the school year, and any
otherways the Director feels would be beneficial.

g. Be responsible for, and supervise, the quality of education of the parents
and students ofthe class
h. Coordinate daily activities withtheteacherforthe class.

i Be present at Executive Board meetings.
2. Assistant Director

a. Assist the Director as necessary.
b. Act as Director in Director’'s absence.
c. Oversee administrative paperwork (field trip notice, letter of the week etc.)
d. Help supervise and coordinate the class program as outlined by the Director.
3. TheClass Teacheristo:
a. Help supervise and coordinate the class program as outlined by the Director.
b. Actas Directorinthe eventthe Director or Assistant Director is unavailable, unless other

arrangements have been made.

ARTICLE Il
SECTION 1- THE EXECUTIVE BOARD

A The elected officers of the John Knox Cooperative Preschool shall consist of the President,
Vice-President, Secretary,and Treasurer. Includingthe Director, thisshallalsobe referredtoas
the Executive Board.

B. The Executive Board shallappointmembers ofthe schooltothe following offices:
1. Registration Chair

Tuition Chair

Maintenance Chair

Purchasers: a) Food and b) Supply

Publicity Chair

Hospitality Chairs (2)

Class Schedulers (3, one for each class)

Ways and Means Chairs (2)

Church Liaison

Fall Festival Chair

Web Master

RR©O®ONDOR WD
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BY-LAWS continued
ARTICLE Il

SECTION 1- continued

Itshallbe the Executive Board’s responsibility to meetbefore mid-Januaryto make recommendationsto the
entire Board at the January meeting regarding:

1. Review and/or revision of the budget (including tuition increases for the next school
year prior to February registration).

2. Review and/or revision of the Standing Rules.

3. Review and/or revision of the By -Laws and Constitution.

Alsoitshall be the Executive Board’s responsibility to meetin March to come to an agreement with
the teaching staff regarding their salaries for the coming year (See John Knox Cooperative
Preschool Constitution, Article VII, C):

i. The Director shall contact eachteaching staff memberindividually
before and after the above meeting to discuss any school or salary
problems.

i. Contracts should be signed yearly before June 1st,and producedin
triplicate: a copy forthe employee, a copy for the President, and a
copy for the Treasurer.

SECTION 2 - ELECTION OF THE EXECUTIVE BOARD

Nominating Committee:
1. InJanuary, the President shall post, for atleast two weeks, a hotice for the
purpose of asking for volunteers for anominating committee. The function of this
committee isto nominate members for elective offices. This committee shall consist of at
least five members:
One representative from each class
One present Board member (non-staff)
Onestaffmember
and anyone else interested
2. A chairperson of this committee should be agreed upon by the members, and it
shall bethechair'sresponsibilityto:
i Send out a notice to all class members asking for nominations at least two
weeks before the committee meets.
Il Count the ballots.
iii. Informnomineesof electionresults.

iv. Inform the Vice-President of membersthathave not voted.
V. Contactallnomineesfortheirapproval.
Vi. Postallnomineesforthe generalmembership toreview atleasttwo weeks

before elections.
Terms ofElection
1. Elections should be held before the 15th of May so the new Executive Board can
meetassoonaspossible.
Elections canlastaslong astwoweeks.
Allmembers mustvote, including the staff. One vote per family.
4. The nominees shall be elected by a majority vote of the full membership.

w N
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ARTICLE Il

SECTION 2 continued

Elections are to be held by secret ballot with each member’s name on it that should be ripped off before

depositing itin the ballot box. There should be aroster present so each member can cross off their name
indicating they have voted.

Officers shall serve aterm of one year, unlessre-elected, commencing at the formal

endtothe presentschoolyear.

Ajointmeeting of the outgoing and incoming officers, including appointed officers,

may be held as soon after elections as possible to exchange all records of the office. If there is not a joint

meeting, it shall be the previous officer’s duty to get all of their records to the new officer.

Unexpiredterms of officers will be filled by the President, meeting the Board’s

approval.

Officers who fail to perform their duties may be removed from office by a majority vote of the

Board.

ARTICLE Il

BY-LAWS OR CONSTITUTIONAL AMENDMENTS

Terms of Elections regarding Constitutional Amendments

1

w

Notice of any amendments to be voted upon must be submitted to the general
membership atleasttwoweeksinadvance.

Such elections may be held any time of the year.

Elections canlastaslongastwoweeks.

Allmembers of the general membership, including staff, are required to vote and
have onevote perfamily.

Elections areto be held by secret ballot as described in Article Il Section 2 B,5, of
the John Knox Cooperative Preschool.

Toamendthe Constitution, a 2/3 passing vote of the fullmembershipis required,
withthefinalapproval of the church Session.

Toamendthe By-Laws a majority passing vote of the fullmembershipisrequired.
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ARTICLE IV

MEMBERSHIP REQUIREMENTS
Atleastone parentmustattendthe Parent Orientation and the ChristmasWorkshop. Also one
parentisrequiredtowork atthe Fall Festival.
Each parent must put in the specified number of maintenance hours or pay afine, as outlined in the
Standing Rules.
Oneparentmustvote atall elections.
Each parentmustbe responsible forinforming the Maintenance Chair of hours worked towards maintenance
requirements.
Parents must be responsible for obtaining any school notices passed outinthe eventthey are not
present atthe time of distribution.
Uponregistration, each family must pay aregistration fee per child thatis notrefundable. The
amount of the fee shall be a Standing Rule set by the Board,
Parents must see that their child has a physical exam no more than 6 months prior to entering
school. The physicalis required per state requirements, and a physician’s report mustbe signed by
a doctor and submitted for registration each year. The child musthave a TBtest per state
requirement. The completed health form must be submitted to the Vice-President prior to the child’s
firstday of school.
This is a state law (preferably prior to August 1st).
Each parent mustfill out the necessary forms given to each family upon registration and have them
back to the Vice-President before the school year commences.
As stated in the John Knox Cooperative Preschool Constitution:
1. The working parent must have a physical exam no more than 6 months prior to the
time the child begins school. Results are considered current for two consecutive
school years. Must have a TB test no more than 6 months prior to the time the child begins
school. The TBtest mustbe updated every 24 months thereafter. The completed health form
must be submitted to the Vice-President before the parent can work.

2. Ondaystheyare participating, each parent should arrive atleast 5 minutes before
the school begins.
3. If parents cannot work on their scheduled days, it is their responsibility to find a

substitute, paid or otherwise.
All parents must read, understand, and abide by the John Knox Cooperative Preschool Constitution, By-Laws, and
Standing Rules (including Admission Agreement see page 19).
Anyexceptionstoabove requirements musthavethe Preschool Board’s approval orthe possibility of
their dismissal may be considered.



