OPERATING RULES OF TUSTIN MEADOWS TINY TOTS PRE-SCHOOL, INC.


ARTICLE I - MISSION

Section 1.  PURPOSE
The purpose of the Tustin Meadows Tiny Tots Pre-school, Inc. herein after referred to as "TMTT" is to perpetuate a low-cost, non-profit, cooperative program for all residents of Tustin Meadows.  TMTT provides both parents and children the opportunity to grow and learn together under the guidance of a professional Early Childhood Educator.

TMTT is organized exclusively for educational purposes within the meaning of section 501(c)(3) of the Internal Revenue Code of 1954.

Not withstanding any provisions of these Articles, the corporation shall not carry on any other activities not permitted (a) by a corporation exempt from Federal Income Tax under Section 501 (c)(3) of the Internal Revenue Code of 1954 (or the corresponding provisions of any future Untied States Internal Revenue Law) or (b) by corporation contributions which are deductible under section 170(c)(2) of the Internal Revenue Code of 1954 (or the corresponding provisions of any future United States Internal Revenue Law).

The articles contained herein are an addendum to the TMTT By-Laws, and any amendment hereof would be addressed at a parent meeting and open for discussion.  The Board will take into consideration the comments and/or concerns of the parents prior to the Boards vote.  Amendments must be voted on by the Board by a majority vote.

To the extent any provision of the Operating Rules are inconsistent with the Articles or By-Laws of TMTT, the Articles and By-Laws shall control and such provision of the Operating Rules shall have no effect.

Section 2.  PHILOSOPHY
TMTT, a parent cooperative program, believes in giving children the most important gifts available from concerned parents and educators: time, talents, and experience.

Time to develop individually and to acquire a unique personality is provided to children in a loving, nurturing environment.  Security, Belonging, Self-esteem and Self-actualization are all goals sought and attained at TMTT.

The goal of TMTT is to provide direction, not control.  TMTT strives to help children resolve conflict in a healthy growth promoting manner, and is committed to the protection of each child's integrity and security.

In accordance with state regulations, parents are offered unlimited access with their child.  All other visitors must make an appointment with the teacher at least twenty-four (24) hours in advance.

ARTICLE II - ENROLLMENT

Section 1.  ELIGIBILITY
A.
Enrollment is limited to residents of Tustin Meadows on a first priority basis.  However, if enrollment drops below class limit, the TMTT Board of Directors will consider outside residents based on the following priorities: current students, siblings of students, past students, and others based on registration date.  Enrollment positions will be held open for Tustin Meadows residents until the first day of school.  Tustin Meadows residents will be given priority status on waiting lists for classes after the first day of school.

B.
Admission of a family is made without regard to race, color, creed, or religion.  All practices and policies of this school shall be racially non-discriminatory.

C.
Enrollment shall be considered for any age appropriate child of three (3) years to six (6) years, provided the child is toilet trained.  Toilet trained is defined as going to the bathroom on their own, without the help of an adult; wearing pull-ups is acceptable.  A child may not enter school at any time during the school year that has not reached the following age criteria: 

Children enrolled in the 2 Day class must be three (3) by:  December 1

Children enrolled in the 3 Day class must be four (4) by:  December 1

D.
An original birth certificate or other legal proof of birth (no photocopies) will be required for review prior to the child's admittance to TMTT.

E.
Children who have participated in TMTT for two (2) school years may register for a third year during the priority registration period.  Children who continue for a second year in the 3-Day Class will have priority for a third year in TMTT over waiting list children.

F.
The parents (mother, father, legal guardian) or family member over the age of 18 must personally participate in the adult activity program which includes, but is not limited to, work days, annual clean-up days, committee work, monthly parent meetings, fundraising, and field trips. 

G.
Since this is a cooperative Pre-school, those parents who conduct themselves in such a manner as to hinder the smooth and orderly functioning of TMTT may, by a majority vote of the Board of Directors, be excluded or suspended for a specific time period from the Pre-school.

H.
A packet of emergency forms, immunization records, release, and administration forms will be required to be completed, signed and returned prior to the child's admittance to TMTT.

I.
After the school year has started, new students will be added at the discretion of the Teacher/Director.  The number of new admissions per month into each class shall be limited at the discretion of the Teacher/Director.

J.
Parents, or other family members, who work in the class are not considered employees of TMTT; therefore, they are exempt from Worker's Compensation.

Section 2.  REQUIREMENTS
A.
There shall be one adult (staff and participating parent) for each five (5) children in attendance, in accordance with the State Department of Social Services licensing Title 22031213.   The number of students in the class will always be rounded up to the next number divisible by five (5) when coordinating workday adults.  In a class of 11-14 students, three (3) adults are needed.  If the class size is 16-18, four (4) adults are required.  These are the minimum legal requirements as mandated by the California State Department of Social Services.  More adults may be scheduled at the discretion of the Teacher/Director and the Board.
               At TMTT we keep a minimum of two (2) working parents plus the teacher in the classroom,

B.
The maximum class size shall be determined by the California Department of Social Services.

C.
The parent(s) of two or more children in TMTT, shall be required to work equal time for each child and shall be equally responsible for each child in all class-related functions.

D.
A workday is considered as parent participation in the classroom.  Any parent or guardian missing one assigned workday, without providing a replacement, will be fined $25.00 as described in Standing Rule, Section IV, C.  A missed workday is defined as not showing up at all, or arriving close to or after the scheduled start of class (9:00 a.m. or 12:30 p.m.).  The fine must be paid prior to child's next scheduled school day.  In addition to the fine, the parent missing the workday must also pay the substitute $30.00.  In the event a substitute is unable to be secured and the school cannot function that day, the Board will decide upon the fine and/or immediate dismissal from TMTT.  Any parent or guardian missing two assigned work days without providing a replacement will automatically lose enrollment in TMTT.  (See S.R. section IV.D.)

E.
Parents must arrive at the clubhouse at 8:30 am for the morning class and 12:15 pm for the afternoon class.  Any parent or guardian who frequently arrives more than five (5) minutes late on his/her workday may be subject to fines or dismissal by a majority vote of the Board.

Any parent, guardian, or authorized "pick-up person" frequently arriving late to pick-up their child at the dismissal of class may be subject to fines or dismissal by a majority vote of the Board.

F.
Tuition must be paid promptly to the Treasurer, in accordance with the provision in the Operating Rules, Article VII - Parent Finances.

G.
A working parent who is on a medical leave with a Doctor's note will be granted a leave from assigned work duty in the classroom pending the physician's release.  A pregnant mother, whose child has been in TMTT a minimum of 30 days, is eligible for two (2) weeks of maternity leave prior to the baby's projected due date, and four 

(4) weeks of maternity leave after the baby's birth.  If the baby were delivered by Cesarean section, the maternity leave would increase to six (6) weeks after the baby's birth.  If the TMTT child has been enrolled less than 30 days, the family may pay another class member to work on their scheduled days.  Parent(s) will be responsible for other assignments as noted in Article II, Section 1, F.  The Board will review any exceptions.

H.
Upon entering TMTT, parents and children shall be on probation for six (6) weeks.  Any parent or child may be placed on probation any time during the school year upon the recommendation of the Teacher with Board approval.

I.
Every parent or guardian participating in class is required to have a negative chest x-ray or TB skin test.  If the TB test is positive, a Physician's note is required stating that you are not contagious.  Written results will be required at the Fall Registration meeting or upon admission into TMTT.

J.
Fundraisers are an integral part of the TMTT financial structure.  Participation in all TMTT fundraisers is expected and required for each individual fundraising activity.  Our fundraisers consist of four major events which are the Silent Auction, the July 4th Cake Walk (or Pizza Night Bake Sale), a Trike-A-Thon, Casio Night and sometimes a garage sale. 


The Silent Auction requirements are four fold per family: 1) procure donation worth at least $200.00, pay $200.00 buyout, or a combination of the two totaling $200.00.  2) sell $50.00 in raffle tickets, 3) bring appetizer or dessert (depending on which class you are enrolled), and 4) attend the night of the silent auction or send a representative for your family.  You either work two shifts for the Silent Auction or one shift at the Silent Auction and one shift for the July 4th Cake Walk (or Bake Sale) or garage sale.  Not fulfilling any one of these requirements will result in non-participation. 


For the July 4th cake walk (or Bake Sale), you are required to bring baked goods (quantity will be addressed before the event) or pay a $30.00 buyout.  You must help staff and organize the 4th of July cake walk (or Bake Sale) or garage sale unless you worked two shifts at the Silent Auction. 


For the Trike-A-Thon, you are required to procure a minimum of $30.00 in donations for your child’s cycling during the event.


For the garage sale, you are required to bring garage sale goods valued at $20.00 or pay a $40.00 buyout. 
Parents not participating in fundraisers will be fined.  The minimum fine will be $50.00, unless otherwise determined by the Board, however, not to exceed $150.00.  

For Casino Night each student is required to sell three tickets to the event.  Buyout amount is equal to the cost of three tickets or a combination of ticket sales plus the buyout.
K.
State Department of Social Services requires "regular in-service training" (parent education) for each family.  Each family is therefore required to attend eight (8) hours of parent education per year.  This requirement will be fulfilled through attendance at the monthly Parent Meetings.  If two (2) or more meetings are missed, parent education training must be made up by other means which will be determined by the Board of Directors.  (See Article IV, Section 1.B for more detail).

L.
When you enroll in TMTT you are agreeing to a “school year” tuition commitment, of which it is paid in 9.5 monthly installments due at the beginning of each month, regardless of the amount of time your child is in class (i.e., due to holidays, illnesses, trips, vacations, etc.).  If tuition is not paid for each month school is in session the contract with TMTT will be considered terminated and your child will be considered "withdrawn from the program".  Re-enrollment will be allowed, space permitting, but a Re-enrollment Charge equal to one month’s tuition/installment will be due upon beginning the new contract.

M.
A thirty (30) day written notice must be given to the First Vice-President upon early withdrawal from TMTT and the family is responsible for all requirements within those 30 days (tuition, workdays, fundraisers, etc.).  Registration fees and tuition are not refundable.

N.
It is the parent's responsibility to inform the teacher of any personal convictions which prohibit full participation by either child or parent in TMTT.  This should be written and placed in the child's permanent record.

O.
A mandatory classroom and equipment cleaning is held annually for each class.  The Board shall determine the exact date.  The 3-Day Class shall meet in January and the 2-Day Class shall meet in June.  The Afternoon Class members may sign up for either the January or June day.  Any parent who does not comply will be fined $50.00.

P.
Photography is an important media to capture memories of our children. TMTT encourages parents to take photographs of their children during school and school related functions. It is important to understand though that this, and all media, must only be used for the benefit of the parents of the individual child. Under no circumstances should a parent use the school and its related functions to photograph other children without the express consent of that child’s parent. In addition, no photographs of the children of TMTT should be posted on any personal websites or other communication tool (i.e. facebook, my space, blogs etc.) without the express consent of that child’s parent. Any violation of this rule may be grounds for removal from the school.

ARTICLE III - OFFICERS

Section 1.  DIRECTORS
The Board of Directors shall consist of the President, Treasurer, and Secretary.  The Board may further consist of the following officers: First Vice-President, Two (2) Second Vice-Presidents, OCCPPNS Representative, Publicity Chairperson, and a Representative from any class which is not already represented on the Board.  If in the event a President leaves the program, resigns or is removed from office, the First Vice-President will step up to the Presidency.  A new Vice-President will then be appointed.

Section 2.  ELECTION AND TERM OF OFFICE
Directors shall be elected by a majority vote of the TMTT Board present at the election meeting as designated by the Board.  Class representatives (if necessary) will be nominated in October and elected in November and serve through June.

Section 3.  NOMINATION
A nominating committee shall consist of the President, First Vice-President, Teacher/Director, and two returning parents appointed by the Board.  The Committee shall present a slate of candidates for offices with the consent of the individuals nominated.  The slate will be made available to each Board member prior to the election meeting.  Additional nominations of candidates for office may be made from the floor at the election meeting.

Section 4.  BOARD MEETINGS
The President shall set the dates and times of the meetings of the Board of Directors.  If a parent knows that he/she will not be able to attend the monthly parent meeting, he/she may arrange to attend the preceding Board Meeting and will not be considered absent from the parent meeting.  This is limited to two (2) Board meetings per year.  Any parent is welcome to attend any Board meeting in addition to the monthly parent meeting.

Section 5.  DUTIES OF THE OFFICERS
A.
President:  The President shall preside at parent meetings and Board meetings, shall act as the chief executive and administrative officer of the program, act as a liaison to teacher and parents,  may sign  legal checks and instruments executed by the Board, shall represent the TMTT Board of Directors, shall interview and hire teacher(s) with approval of the Board, and shall act as parliamentarian at all meetings. The President shall schedule a place for monthly parent meetings.

B.
First Vice-President: The First Vice-President shall preside at meetings in the absence of the President and in the event of illness or incapacity of the President, shall fulfill all of the President's duties.  The First Vice-President shall register all new students, which consists of maintaining student records, rosters, and proper documentation.  Shall also be responsible for mid-year orientation.  The First Vice-President  will work with the director to assign committee assignments.

C.
Second Vice-Presidents: The two (2) Second Vice-Presidents shall coordinate all fundraisers.  They are also responsible for all fundraising correspondences and coordinating with the fundraising assistants.

D.
Secretary:
The Secretary shall take and transcribe the minutes of the Parent and Board meetings, and shall maintain a separate record of any policy decisions made by the Board which are not included in these Operating Rules and may sign all legal checks.  It is the Secretary's responsibility to carry on all correspondence of the organization with the exception of letters regarding late tuition.  The Secretary shall d keep a record of attendance at the parent meetings.  The Secretary shall also be available to assist the Publicity Chairperson in coordinating the monthly TMTT article for the Tustin Meadows Messenger and the monthly newsletter.  The Secretary shall verify parent education for all parents, shall do all sign-in/sign-out sheets for the parent's assigned workday, and shall recruit and schedule speakers for the monthly parent meetings.  The Secretary is also responsible for sending out cards on behalf of TMTT to new families, births, etc.

E.
Treasurer:  The Treasurer shall receive, hold, disburse, and account for the funds of the entire organization, shall make a monthly financial report for the Board, and shall make budgetary recommendations for the coming year.  The Treasurer will write all checks and co-sign with the President and/or Secretary when needed.  These records shall be made available to interested parents of the Pre-school.  The Treasurer shall be responsible for all correspondence related to tuition and fines which shall be reviewed and approved by the President before given to the parents.

G.
Publicity Chairperson: The Publicity Chairperson will coordinate with the Teacher/Director, President, and Secretary to  compose the monthly article for the Tustin Meadows Messenger, which must be submitted to the editor by the 15th of each month preceding publication.  The Publicity Chairperson shall arrange for class pictures, shall order and distribute TMTT t-shirts at the beginning of the school year, and promote all TMTT activities via advertisements (e.g., newsletter, Tustin News, etc.).
Section 6.  VACANCIES
Vacancies among officers of the Board of Directors shall be filled by a majority vote of the remaining officers of the Board of Directors.  Persons so elected shall serve until expiration of the term of office, July to June.

ARTICLE IV - MEETINGS OF THE TUSTIN MEADOWS TINY TOTS PRESCHOOL, INC.

Section 1.  PARENT MEETINGS
A.
There shall be a mandatory registration meeting of the parents and teacher prior to the beginning of the school year for the purpose of registration, orientation, and to transact any other business determined by the Board.

B.
"Regular in-service training" (parent education) is required by the State Department of Social Services.  Attending monthly parent meetings shall fulfill this requirement.  The Board of Directors will set the dates and times of parent meetings.  The monthly parent meetings will be mandatory and attendance will be taken.  On the first absence, the parents will receive a letter from the Board, and two (2) absences will result in a fine of $25.00, which must be paid within five (5) business days of the Parent meeting.  Failure to pay the fine will result in the child's suspension from TMTT.  The child will be reinstated when the fine is paid.  If a third absence occurs, the Board will determine if a $50 fine will be levied or if the family will be dismissed from the program.

C.
No children are permitted at the monthly parent meetings (except nursing newborns).

Section 2.  SPECIAL MEETINGS
Special meetings of the parents shall be held at the discretion of the President.

ARTICLE V - FINANCES
A.
The budget for the ensuing year shall be prepared by the Treasurer, President, and Teacher/Director and then presented to the Board in the fall.  In January, a mid-year financial report consisting of a comparison of current revenues and expenses to the budget will be prepared by the Treasurer and reviewed with the Board of Directors and Teacher/Director.  A copy of the mid-year financial report and any revisions to the budget will be made available to the parents by the February parent meeting. 

B.
The Treasurer shall present a monthly financial report to the Board.  The monthly financial report shall consist of:


a. A current listing of cash account balances, other assets and liabilities.


b. Current revenues and expenses compared to budgeted amounts.


c. Copies of current check registers.

The Treasurer shall make available upon request  the current listing of cash account balances, other assets and liabilities, and the current revenues and expenses compared to budget.

C.
The Treasurer shall submit financial forms and returns as required by governmental agencies.

ARTICLE VI - STANDING RULES
A.
The Board of Directors shall have power to provide Standing Rules for governing TMTT in respect to any matter not contained in the Articles or By-Laws of these Operating Rules.

B.
These Standing Rules may be adopted or amended by a majority vote of the Board of Directors.

ARTICLE VII – PARENT FINANCES
A.
Parent dues must be received by the monthly date set by the Board of Directors.

B.
If dues are not received by the Treasurer within five (5) business days of the due date, which is on the  1st of each month, it will be considered late.  A late charge will be imposed of $20.00.  Fines must be paid prior to child's next scheduled school day.

C.
In the case of financial difficulty, special arrangements may be made with the Treasurer prior to the due date, with the approval of the President. Any request for special arrangements should be made prior to a default in paying required fees/tuition.

D.
All funds of TMTT will be deposited in a local bank and maintained in the name of "Tustin Meadows Tiny Tots Pre-school, Inc."
E.
Returned check charge will be $25.00.
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