FEDERAL WAY CO-OP PRESCHOOL

STANDING RULES

I. NAME
The name of this non-profit corporation shall be Federal Way Co-op Preschool.

II. PURPOSE

The purpose of this preschool shall be to provide a flexible, stimulating environment in which each child may freely experience, at his or her own rate, a broad range of physical, social and intellectual activities.  The preschool shall provide parents with an opportunity to be directly involved in the education of their children and to get instruction in the skills of parenthood.

III. MEMBERSHIP/ENROLLMENT
A. Any parent or guardian of a child between the ages of two and five years willing to accept the duties and responsibilities of active participation in the preschool is eligible.

B. Currently enrolled members may register/enroll for the following school year as early as March.  Open-Enrollment/Registration will be made available to the public April 1st.

C. A child must be two on or before August 31st to be enrolled in the two year old group, and three on or before August 31st to be in the three year old group, and four on or before August 31st to be enrolled in the four year old group.  Exceptions to allow for younger aged children may be made at board and teacher discretion.

D. A child is officially enrolled in the preschool when the following information is on file:

1) A completed registration form.

2) Proof of payment of the enrollment fee.

3) Payment of last month’s tuition.

E. The child must be up-to-date on immunizations and a completed immunization form must be filed with the school within two weeks of the child’s first day of school.

F. Any parent or guardian (other than the teacher) of a child who is officially enrolled in the Preschool is eligible to run for office and vote in the preschool’s elections.

G. Preschool enrollment will not exceed twelve (12) children for the two year old class, fifteen (15) for the three year old class, and fifteen (15) children for the four year old class.

H. The teacher’s child may be enrolled in the preschool on a trial basis.  If the teacher’s child interferes with her teaching, as determined by the Instructor and the Executive Board, the teacher will agree to withdraw her child from the preschool.

I. If extenuating circumstances prevent a member from fulfilling the classroom/lab participation requirement, the member can petition the board for lab exempt status.  Tuition for a lab exempt member is one and a half times normal tuition for the class in which the member is enrolled.  The length of time granted for lab exempt status will be determined by the board. Lab exempt members are excused from having a regularly scheduled workday in the classroom; however, they still must perform all other duties required by the membership guidelines.  One lab exempt family per class is permitted.  Exceptions may be made at board discretion.

J. Each parent/guardian is simultaneously enrolled at Bates Technical College in the class entitled Parent Education.  One parent from each family shall receive 8 college credits per year. Bates tuition fees are paid quarterly and are in addition to tuition fees.

K. A parent/guardian desiring to terminate membership in the preschool shall express such by giving written notice to the Executive Board a minimum of two weeks prior to the desired termination date.  The member is required to work those two weeks.  Said notice will be received only after the notice is dated and signed by the President or Class Representative of the group involved.

IV. MANAGEMENT/ORGANIZATION/OPERATION

A. THE EXECUTIVE BOARD

1) The Executive Board will be comprised of the President, Treasurer, Secretary, and Class Representative from each group, Fundraising Coordinator, Publicity Coordinator, Membership Chairperson, Special Events Coordinator, Health & Safety, and the Newsletter/Website Editor.  The Bates Instructor(s) and Teacher(s) are non-voting members.  In the event of Co-Chairs one Co-Chair is a non-voting member.
2) When a board member vacates an office, the remaining voting members of the board will appoint an interim person.  The vacancy must be filled by a member of the preschool and must be elected by a majority vote of the members present at the earliest Preschool Business Meeting.  If this position is the Treasurer, the books should be audited (each time they change hands) to protect both the former and new treasurer.

3) With the exception of December, the Board shall meet at least once a month during the school year prior to the Preschool Business Meeting.  The Board will meet in December and during the summer as they deem necessary.

4) The Board shall review and propose changes in the By-Laws and Standing Rules.

5) The Board shall be responsible for preschool business during the summer months when the preschool does not meet.

6) A quorum of the board is four.

B. PARENTS

1) Each member shall agree to and sign a current Membership Agreement.

2) Each member will assist in the lab on a regularly scheduled basis.  If a member cannot assist as scheduled, the member is responsible for obtaining a substitute.
3) Either one or both parents/members will attend a monthly Preschool Business Meeting/Parent Education Class.  If a member is unable to attend, he or she must notify the Class Representative of his or her group, prior to the meeting.  The preschool Business Meeting/ Parent Education Classes are mandatory.  They are not an option.  This is one of the basic requirements of having your child enrolled in the Co-op.  If more than one business meeting is missed, your membership will be at risk.

4) Each family has one vote at the Preschool Business Meeting on any issue brought to a vote.  You must be in attendance to vote.

5) A teacher whose child is enrolled in the preschool shall give up her family’s right as a member to vote or to be involved in any committee and/or job which may present a conflict of interest.

6) A pregnant member can work before her expected due date.  Should a pregnant/new mother, who is a current member, so desire, a six week leave of absence may be taken.  A pregnant/new mother, who is not a current member, will be handled on an individual basis by the Executive Board.  Arrangements should be made with the Class Representative of her group.  Emergency/Medical leave is also available in case of planned or unexpected surgery or illness.
7) A member may not bring the enrolled child’s brother(s) or sister(s) or any other extra children to the lab on the member’s scheduled work day or the days they don’t work.  Exceptions may be made on a case-by-case basis at the discretion of the Board and Teacher.  Should permission be granted for bringing an infant on your work day, the infant must be in a front pack during class time.
8) NO medication will be given at school.

9) If a child has a food allergy, parents will provide:

a. In writing foods that the child is allergic to;
b. What kind of reaction the child has to those foods;

c. A list of appropriate snack alternatives.
C. GUESTS

1) Guests are allowed in the classroom at the Teacher’s discretion.  All guests must check-in with the Teacher upon arrival to the classroom.
2) A prospective member may bring their child(ren) to the classroom prior to enrolling.  The teacher should be notified prior to their visit.

              D.  COMMITTEES
                              1)   The Hiring Committee shall be formed as of March 1st as

    deemed necessary.
                                       a. It will be chaired by the preschool President.
                            b. Other members of the committee shall be two 



members from each group and the Bates Instructor who serves
as a non-voting member.

                                       c. The committee shall meet when the hiring of a new teacher becomes
necessary.
d. The committee shall be responsible for the screening, 
interviewing and hiring of a new teacher for the preschool, as necessary.

                                       e. The committee shall review and revise the teacher 




contracts, as necessary.

2) Other committees for the preschool shall be formed as deemed 
     necessary by the Executive Board.  These other committees include, 
     but are not limited to:
a. Fundraising Committee

b. Book Order Chairperson

c. Class Historian
d. Purchasing Agent

e. Teacher’s Aide

              E.  FIELD TRIPS
1) Seat belts are required for all adults and children.
2) One adult shall be present for every two children at the site of the field trip when requested by the teacher. 
3) Siblings are not covered by preschool insurance and should not be present on field trips.  Siblings, if permitted, are the individual parents’ responsibility.
              F.  CALENDAR
1) The preschool shall meet September through May.
2) The preschool shall observe the Federal Way School District calendar.
3) Emergency closure of the school shall be decided on only by the teacher(s) and preschool President.
4) In the event that the Federal Way School District (FWSD) goes on a delayed schedule due to snow or power outages the Preschool shall do the following:

a. If FWSD closes then the Preschool will be closed.

b. If FWSD is one or two hours late, morning classes will be cancelled (9:30 a.m.).  However, the 4’s/Pre-K Class will resume normal hours.
5) Make-up days, if any: The first two days missed due to snow will have no make up times.  Each day after two will be made up at the end of the school year.  If the make up days exceed 5 days, it shall be determined by the Executive Board and the Teacher(s) how the days will be made up.
6) Refunds of tuition are not provided in the event of school closures.
G. SUBSTITUTE TEACHERS
1) Substitute Teachers shall be supervised by the President.

2) A Substitute Teacher who teaches a class in the Teacher’s absence will be reimbursed $10.00 per hour for expenses (day care, mileage, etc).

3) Substitute Teachers shall meet the following requirements:

a. One year as a Co-Op parent or teacher or at Board’s approval.

b. Completion of a first aid and CPR class prior to serving as a Substitute Teacher.  A certificate of completion must be provided to the President upon completion of said class.  The cost of said class will be provided/reimbursed by the preschool.

c. Commit to the duties and responsibilities stated, and the current Bylaws and Standing Rules.

4) The duties and responsibilities of a Substitute Teacher shall be as follows:

a. To follow the curriculum planned by the Teacher.

b. To follow the goals, standards and procedures of Federal Way Coop Preschool.

c. To be prepared and able to take the place of the Teacher.

V. FINANCE:  REGISTRATION/TUITION/BUDGET
A. GENERAL

1) There should be an adequate balance left at the end of each school year to cover the basic needs of starting the school year (rent, insurance, teacher salary, supplies).

2) Money expenditures (other than the regular fixed expenditures) amounting to $150.00 or more will be voted on by the preschool membership; those amounting to less than $150.00 may be decided by the executive board.

3) The preschool’s financial records, at a minimum, shall be audited yearly. The financial records will be audited each time the records change hands.  The audit committee will consist of the Bates Coordinator and two (2) non-check signing Board Memebers.
B.  REGISTRATION/ENROLLMENT
                              1)  The registration fee is $30.00 (and $5.00 for each additional 


              child in the same family).
                              2)  The enrollment fee is payable when the completed registration form is 


              returned to the preschool.
                              3)  The enrollment fee is non-refundable.
4)   A child is officially enrolled in the preschool when the following
       information is on file:

d. A completed registration form.

e. Proof of payment of the enrollment fee.

f. Payment of last month’s tuition.

 C.  TUITION
                            1) The two and three year old groups meet two sessions per 



week.  The four year old group meets three sessions per
week.  The tuition shall be determined by the Executive Board no later than the last board meeting of the school year.

                            2) Members with more than one child in the preschool shall pay
full tuition for the oldest child and $10.00 less than the 
regular rate for the second child.

                            3) Tuition checks, which are due at the Preschool business meeting
each month, should be made out to Federal Way Co-op Preschool (FWCP).
4)  Tuition will be collected each month the preschool meets, September-April.

 Last month’s tuition is due at registration.  
5)  If a member misses the preschool business meeting, the member is
     responsible for getting the month’s tuition to the treasurer prior to the
     meeting or at the next preschool  session after the meeting.

                            6)  If the tuition is late, there will be a late charge of $5.00 per week

                                 added to the tuition (starting after the 15th of the month).  In the event
                                 of hardship or special circumstances; please contact the
                                 treasurer to make other arrangements.
                            7)  The tuition for a lab-exempt member shall be the regular
 monthly rate plus half that amount.

                            8)  New members entering preschool other than at the beginning
 of a given month shall be charged a prorated weekly rate.  
                            9)  Last month’s tuition, paid at time of Registration, will be refunded if the

 member gives two weeks written notice and is current in tuition payments.
                           10) Tuition one month delinquent can terminate membership.  This
 may be done with two thirds favorable vote by the executive

 board and would be a “last resort” measure.
                           11) There is a scholarship available through the Parent Advisory
 Council.  See the treasurer for more information and an application.

     12) Tuition is not refundable under any circumstances, including but not

 limited to:  school closures, student/parent illness, teacher

 illness/absence, etc. 
VI. AMENDMENTS
A. These Standing Rules can be amended by a majority vote of the Executive Board.
                Previous notice is not required.

VII. MEMBER’S AGREEMENT

A. The attached Member’s Agreement shall be considered part of the Standing Rules and shall be followed and amended as such.  If a member fails to abide by the By-Laws and Standing Rules, that member can be asked to withdraw.  This would be a “last resort” measure and would require a unanimous vote by the Executive Board.
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