
STANDING RULES OF TUSTIN MEADOWS TINY TOTS PRESCHOOL, INC.

I.
GENERAL INFORMATION

HOURS:

The two day morning class attends from 9:00 a.m. – 12:00 p.m.




The three day morning class attends from 9:00 a.m. – 12:00 p.m.





The three day afternoon class (if available) attends from 12:30pm - 3:30pm

DAYS:


The two day class meets Tuesday and Thursday.




The three day morning class meets Monday, Wednesday, and Friday.


The three day afternoon class (if available) meets Monday, Wednesday, and Thursday.

SCHOOL YEAR:
The Tiny Tots program will start one week after the Tustin Unified School 
    District (TUSD) calendar starts, and will end the week prior to the TUSD end        date.  With some discretion, Tiny Tots will observe the TUSD schedule for holidays, furlough days, and other non student days.

PARENTS MEETING:
To be held the same time every month as determined by the Board of Directors.




Monthly parent meetings shall be mandatory.  These meetings serve as 



staff/parent instruction, fulfillment of parent education hours, parent information 


service, and an opportunity for parents to review the next month’s school




calendar.

TUITION:
Shall be paid by the first day  of each month.

II.
REGISTRATION

All Registration Packets will be due by a specified date prior to the beginning of school.  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.  A non-refundable registration fee is required for each child for admittance into the program.

III.
ENROLLMENT

The maximum class size shall be determined by the California Department of Social Services for each class.  Each child will enter the program on a six week probationary basis.  Any child who does not adjust to the program during  this period may, upon recommendation of the teacher, be asked by the Board to leave the program.  At any time, the teacher reserves the authority, with the Board approval, to drop a child who is, and continues to be a discipline problem as defined by the current Tiny Tots Discipline Plan.

IV.
PARENT WORKDAY RULES

Tiny Tots is a cooperative pre-school in which the parents agree to participate in a program structured to help the child move from his/her home relationships out into the world.  This is a low cost program, which can succeed only as long as the parents agree to give of themselves and cooperate accordingly, accepting the rules as outlined below:

A.
Spend the required number of hours on assigned days in the class assisting with the children and the teacher.

B.
Parents must arrive at the clubhouse at 8:30 am (a.m. classes) and 12:15 pm (p.m. classes) on their scheduled workdays.  Parents who violate this rule may be subject to fines or dismissal by a majority vote of the Board.

C.
Secure substitute parent from any class when unable to participate on your workday and notify the teacher.  This may be done by trading a work day with another Tiny Tot parent, or you may pay $30.00 to another Tiny Tot parent to work your day for you and still receive credit.   A paid substitute may only be used up to five (5) times per school year. The child of the scheduled parent may still share at circle time.  State law requires us to have one adult per five children.  If we are short on staff, class would have to be canceled.  If a last minute issue arises that prevents you from fulfilling your workday, you must find a replacement and notify the teacher of the replacement. If a parent misses an assigned workday without finding a replacement, the parent will be fined $25.00.  Two incidents will result in the child being automatically dropped from the program.  If school has to be canceled because a parent misses his/her workday and no substitute is able to be secured, the Board has the power to impose a fine or declare immediate dismissal from the program.

D.
Share equal time with each child in the program.

E.
Do not bring siblings or other children along on your assigned days.

F.
Deliver to and pick up child from teacher at designated location. Complete signature and time picked up and dropped off is required on sign-in/sign out sheets. Children should be in class at the appropriate start time, as children arriving late become disruptive to the flow of class.

G.
Avoid personal conferences with the teacher before or during class.   A parent/teacher conference will occur at least one time a year.  Other conferences may be held at either parent or teacher request.

H.
Refrain from critical or idle comment regarding children and parents, especially within hearing distance of the children.

I.
Be watchful in the area assigned; conversation with other adults interferes with watchfulness.  Refrain from all but necessary talk.  Cell phone use in the classroom is prohibited.

J.
Help put equipment away in good order; see that paint brushes are washed, tables cleared, chairs put up, floor swept, and area of clubhouse cleared of litter from the children’s activities. 

K.
Wear casual, comfortable clothing.  Please keep in mind that you are bound to get dirty.

L.
Assume responsibility for all the children on your assigned workday.

M.
No smoking or smoking breaks are allowed at the pre-school or while assisting in the daily program with the children.  

N.
Working parents shall not leave the facility until the following: clean up is complete, all children have been released and signed out, and teacher has verbally dismissed them.

O.   On Field Trip days the building Tiny Tots occupies is closed.  Field trips are optional. Parents are required to attend field trips with their children, or to arrange for another Tiny Tot parent or other guardian (over the age of 18) to have charge of the child. There will be no “working parents” on field trip days, and parents should provide snacks/drinks on these days.  “Primary Care” of the children during field trips is by their parents.       

P.  Women working in the classroom shall accompany children to the bathroom.  Men may only take their own children.

Q.
Since parenting styles vary, during a conflict between students, it is the work parent’s responsibility to intervene calmly and prevent the conflict from escalating. The parent(s) then must involve the teacher to resolve the conflict. Should there be a conflict between parents, restraint must be adhered to and the issue resolved after class and away from the children.

V.   COMMITTEES

Each participating parent is required to serve on a committee.  Each parent may volunteer for a particular committee/job; however the assignments are at the discretion of the Board.

A.
PROGRAMMER:  Programmers are responsible for making up work schedules monthly and distributing them by the 15th of the prior month (for example, November’s calendar would be distributed by October 15).  There must be a ratio of one parent  for every five children.   The calendar should contain the following information: meeting dates, special events, such as picture day, fund-raisers, field trips, birthdays, bike days, etc.  (1 parent per class)

B.
FIELD TRIP COORDINATOR:  The Field Trip Coordinator is responsible for making arrangements for field trips (all classes) as requested by the Teacher.  The Coordinator is responsible for posting notices of any field trips on the bulletin board two weeks in advance and distributing a flier with a map to all parents.  (1 parent)

B-1:  FIELD TRIP ASSISTANT:  The Field Trip Assistants are responsible for a final count of participants, collection of money (which must be given to the field trip coordinator one week before scheduled trip) and helping the Field Trip Coordinator as requested. (1 parent per class, with exception of the field trip coordinator’s class) Underlines extra jobs for high enrollment years.
C. ROOM MOM/DAD: The room mom/dad will consult with the Teacher as to amount of time she intends to spend for each party and plan accordingly. This person is responsible for posting parent sign-up sheets for any special class events. Consult with the Teacher and/or Treasurer before buying party supplies.  The parent will also help organize Teacher Appreciation Week and other special events or celebrations.  (1 parent per  class)

D.
CLASS PHOTOGRAPHER:  Photographer shall be responsible for  organizing and assembling  pictures taken during the school year for each child’s photo album.  Will assign a working parent to take pictures of special events that they cannot attend, while working within the budget.  Check with Teacher for guidelines..  Purchase, create and distribute photo albums to parents at end of the school year. (1 parent per class)

F. CURRICULUM COMMITTEE:  The committee will aid the teacher in preparing for the curriculum each month.  (1-3 people).

F-1:  PURCHASER:  buy supplies for the month.

F-2: SCIENCE EXPERIMENT COORDINATOR:  coordinate materials for pre-planned science experiments.                      

F-3: RESOURCE CENTER/MATERIAL MAKING:  laminating and die cutting at the Resource Center, as well as cutting out projects.

G.
HOUSE MANAGER:  House manager will organize the two mandatory major cleanup days and upon direction of the President will assign parents to their job.  Will also keep cleaning supplies, soap, towels, etc. on hand as requested by Teacher. (1 parent) 


PARK VEST MANAGER:  Takes home, cleans, and maintains park vests on a routine basis as directed by Teacher. (1 parent)

H. FUNDRAISING ASSISTANTS:  Fundraising assistants shall assist the 2nd Vice-Presidents with all fundraising activities for the school (3-6 people as appointed by the Board). Responsibilities may include the following as appointed by the 2nd Vice President(s):

Fundraising events set up, decorations, clean up, etc., using Class Parents to help with job assignment, work with the 2nd Vice-Presidents in selecting items, pre-sale tickets, night of auction, help solicit donations and make phone calls to receive gift certificates for Silent Auction. 
J. EMERGENCY PREPAREDNESS AND SAFETY COORDINATOR: Coordinator shall maintain the Emergency Barrels stored on site.  Shall procure supplies for the barrels and make sure that all parts are functioning.  Shall verify children’s personal packs and pack them in barrels.  Shall provide parents with information on personal and family preparedness. Shall clean barrels out at end of school year and redistribute personal packs to families.  Shall conduct quarterly safety inspections of the classroom, toys, restroom and playground facilities.   (1  parent)
K.  MEETING HOSTESS:  Hostess coordinates refreshments for Parent Meetings.  Assists in set up and putting away of room for meeting (chairs, tables).    Sends reminder emails to assigned parents prior to Parent Meetings.  (1 parent)

L.   YEARBOOK COORDINATOR:  Assist the teacher in compiling a Yearbook for each child.    (1 parent per class)

M. BOOK ORDER PROCESSOR:  Processor is responsible for organizing and distributing quarterly book order forms to parents.  Processor will follow up with the book order companies, and is responsible for delivery of all books. (1 parent)

N. ACTIVITY CUPBOARD/PLAY-DOUGH COORDINATOR:  The coordinator  provides the recipe, and reminders throughout the year.  Shall assist the teacher in keeping the Activity Cupboard updated for seasons, holidays, and special units of study. Will maintain cleanliness of play-dough, kitchen, and activity cupboard toys as needed. (1  parent)  

O. HANDYMAN:   This person would repair or coordinate resources within our parent organization to repair classroom equipment or supplies.  (1  parent)
P. 
Q.  WEBMASTER: Is responsible for maintaining the schools website at the direction of the Board of Directors. This includes adding and removing pictures, granting and removing access to the parent portal, updating the website calendar, posting and removing the workday calendars, etc. The webmaster will fulfill this position until the start of the next school year in order to keep the website up to date during the summer months. Must be proficient with Word Press.
R.   OCCPPNS CLASS REPRESENTATIVE: A representative from each class will represent TMTT at a separate monthly meeting with the Orange County Council of Parent Participation Nursery Schools. These representatives will then report back to the TMTT Board with the information discussed at the meeting.

VI.
HEALTH

Please be considerate of other parents and children.  Do not send sick children to school.  Teacher shall make a health inspection at the time of admittance to the classroom.  If a child appears ill or has a fever, he/she may not be admitted to the class at the teacher’s discretion.  Sick children will be sent home.  If a child or parent has had a highly infectious or long-term condition, the Board may require a doctor’s waiver, to be placed in their permanent file, before re-admittance.

A.  MEDICATION:  No medication shall be administered by the staff (teacher, working parents) at the care facility.

B.  SPECIAL DIET:  Parents are required to submit in writing, to be placed in child’s permanent file, any special dietary instructions such as allergies, religious restrictions, etc.

C.  INJURY:  All injuries must be reported to the teacher immediately!   At teacher discretion, work day parents or other witnesses may be required to submit an “Ouch Report”, prior to the end of the work day, in written form an account of the accident from a personal point of view.  First Aid Kits are available in the teacher’s supply cupboard.

VII. FINANCES
A.  SUBSTITUTE TEACHER:  It is a state regulation that anyone who teaches more than three days in a row must be a qualified teacher/director.  The Board of Directors will approve all substitute teachers and set a flat daily rate of pay which will be paid from the TMTT Operating Reserve.  Substitute teachers must meet the Health requirements of a participating parent as outlined in the By-laws (Art.II, Sect. 2.I).  The substitute teacher will follow the teacher’s pre-planned lesson.  

B.  TUITION DISCOUNT:  A monthly tuition discount of $10.00 and a $10.00 registration fee discount will be given for a second child enrolled in the Tustin Meadows Tiny Tot program during the same school year.  

C.  OPERATING RESERVE:  The Tustin Meadows Tiny Tot Pre-school will maintain an operating reserve of two (2) times the average monthly income at all times.
*** PLEASE SEE NEXT PAGE FOR COMMITTEE PREFERENCE REQUEST FORM***

COMMITTEE PREFERENCE SHEET

TINY TOT NAME _____________________________________________________

PARENT’S NAME _____________________________________________________

CLASS_____________________________________________________

PLEASE LIST FIVE (5) COMMITTEE PREFERENCES AND
WHY THE COMMITTEE JOB WOULD BE A GOOD MATCH FOR YOU!

We will try our best to accommodate your request, but please remember that: not each position may be filled (due to class sizes); that multiple people may have requested the same committee preference; and that some families may have two jobs (due to class size). 

1.

2.

3.

4.

5.

PLEASE RETURN THIS SHEET WITH YOUR REGISTRATION PACKET
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