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The Little Cloverdale Preschool
68797 George Cyrus Road
P.O. Box 1151
Sisters, OR 97759

541-923-0337 School
541-923-1736 fax
www.littlecloverdale.org
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The Little Cloverdale Preschool
Where TLC and Learning Go Hand in Hand!

[image: NA02125_][image: NA02125_]





T.L.C. Preschool encourages children to explore their world through the medium of play in our “hands-on” program.  Our developmental curriculum includes time for free choice, cooking, art, science, story, music and movement, and small group instruction, all with a focus on developing and reinforcing the child’s positive self image. 

T.L.C. Preschool provides the opportunity for firsthand experiences and exploration of the nature of things to stimulate all areas of a child’s development….social, emotional, intellectual and physical.

In a group situation a child will learn: to share, respect the rights of others, give and take, better express him/herself, and gain confidence in his/her abilities. 

The parents’ role in the program involves active observation and participation in the classroom on a once-monthly basis.  This program is designed to incorporate learning for both parent and child. 


1
Organization
The Little Cloverdale Preschool (TLC) is a 501c3 non-profit family co-operative and does not discriminate on the basis of race, religion, gender or sexual orientation. 
We offer an early educational experience for your child an atmosphere of play, socialization and family involvement. Parental classroom participation is a key component of our philosophy.

Board of Directors:
The preschool is guided by a volunteer Board of Directors comprised of three to eleven elected parents and community members who share a commitment to keep the organization thriving and in adherence to the philosophies on which it was established. There are five corporate offices and the remainder of the board is made up of elected voting members.
Volunteer Positions:
Chair: The Chair shall be the executive officer for the corporation, shall preside at all meetings of members, shall have responsibility for the general management of the corporation, and shall see that all orders and resolu
tions of the Board of Directors are carried into effect.  The Chair shall have any of the powers and duties as may be prescribed by the Board of Directors.  The Chair shall not vote in Board decisions except to break a tie.
Chair Elect: The Chair Elect shall act in the absence of the Chair in all matters in which the Chair is authorized to act.
Secretary:  The Secretary shall prepare meeting announcements, keep the minutes of meetings, be custodian of corporation records, and perform other duties as assigned by the Chair of the Board of Directors. The Secretary need not be an elected member of the Board of Directors. 
Treasurer: The Treasurer shall oversee the receipt and disbursement of funds of the Corporation under guidelines established by the Board of Directors, and shall make reports to the Board as requested. The Secretary need not be an elected member of the Board of Directors.
Past-Chair: The individual who has served as Chair and is not reelected to that position shall become the Past-Chair, serving as an advisor to the newly-elected Chair and the Board, even if the individual’s Board term has expired.
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A Note From Our Teacher
[image: ][image: NA02125_]
Hi! My name is Sue Wessel and I am so excited to have the opportunity to teach at The Little Cloverdale Preschool. A family cooperative preschool offers a special opportunity for the entire family to learn and grow together. I was fortunate enough to have this experience with my own daughter and am thrilled to be part of this great journey with your family.

My husband, Matt, and I met at Washington State University. We got married and moved to Pennsylvania so he could work on his graduate degree at Penn State. While in Pennsylvania, I earned my bachelor’s degree in elementary education from Lock Haven University. During this time, I also taught a variety of interactive parent/child preschool classes, school age programs and camps, and served as director for several preschool programs.

The past fourteen years, I have stayed home to raise our five kids. Our oldest will enter High School this year and the youngest is starting kindergarten. I believe that I have learned so much about early childhood education by being a parent. Watching my own children grow has shown me how unique and special every child is in their own way. Each child has their strengths and those should be built on and celebrated.

Preschool should be a fun and happy place. A typical day in our classroom will be filled with giggles and “a-ha” type of moments. Children will be learning thru a variety of meaningful play experiences.  Learning experiences for the 3-year old program will include science, math, motor skills, art, early literacy concepts (abc’s and name recognition) and social skills.
I am looking forward to getting to know all of your families during the school year. As a parent, you are your child’s first and most important teacher. Together, we are going to be teaching, and learning from, a great group of preschoolers!
3
Classes & Schedules

Classes:

The Little Cloverdale Preschool offers two different classes designed to accommodate the developmental needs of each age grouping:


“Acorns” meet Tuesday and Thursday, from 8:15am – 11:45am.  Parent participation is required once per month. This class is for children ages three and four. It is designed for the child who is ready to experience his first group social encounter. 
Class size is limited to 10. 
Children must be three by September 1st.
Age exceptions must be approved by the teacher.



 “Pinecones” meet Monday, Wednesday, and Friday, from 8:15- 11:45am. Parent participation is required once per month. This class is for Pre-Kindergarteners. It offers a more structured environment and emphasizes fine motor skills. 
Class Size is limited to 12. 
Children must be four by September 1st.   
Age exceptions must be approved by the teacher.
[image: MCj02870800000[1]]
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Daily Schedule: 
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Calendar:

The TLC school-year calendar follows the holiday schedule of the Sisters Elementary School, but we do not observe Teacher In-service or Conference Days.

At TLC there are a number of days and events that have become part of our year.


Celebrations: 				Other Special Days:
*Halloween-Fall			*Pajama Day- Winter		
*Thanksgiving-Fall	
*Winter Holidays-Winter		*Birthdays-Throughout Year		
*Valentine’s Day-Winter		*UNBirthday (Summer bdays)- Spring
						*Night@preschool
*St. Patrick’s Day-Spring 		
*Spring Party-Spring			 Field Trips:	  
*Earth Day-Spring		*Acorns will have 2 field trips during school year

[image: MCj04240440000[1]] 
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Snack Time:

 Our snack time is also a learning time. The children are learning manners, as well as developing coordination and responsibility in serving themselves and others. At snack, the child who brings the snack that day helps the other students. 

If your child has an allergy to certain foods, please notify the teacher so that arrangements can be made to provide a snack/dessert when necessary.

  Acorn Snack Time

 We would like to suggest that you provide snacks that are easy to serve and clean up, as well as being nutritionally sound.  We will be practicing family-style serving.  Some suggestions are listed below:
Fruits and Vegetables 
Crackers, Pretzels, Cheese sticks
Raisins, Dried Fruits, Banana chips
Cheese Cubes, Lunch Meats
Bagels, Rice Cakes, Nut Breads, Etc.  

We also ask that you provide a beverage and small cups for the class. We prefer unsweetened juices (orange, apple, pineapple, cranberry blends, etc.) or milk.  Half- gallons needed.

                      
  Pinecone Snack Time

We would like to suggest that you provide snacks that are easy to serve and clean up, as well as being nutritionally sound. We will be practicing family-style serving.  Some suggestions are listed below:
Fruits and Vegetables 
Crackers, Pretzels, Cheese sticks
Raisins, Dried Fruits, Banana chips
Cheese Cubes, Lunch Meats
Bagels, Rice Cakes, Nut Breads, Etc.
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Roles in the Classroom



Teacher Role
 Facilitate smooth running classroom for parents & their children.

 Model techniques (discipline, speech communication, etc.) to use with children.

Establish basic classroom rules.

Establish job descriptions for participating parents.

Direct parents in classroom.

Act as resource for parents having problems with child behavior.

Define appropriate class behavior for children and adults.
Parent Role
Actively supervise children.

Redirect situations before problems arise.

Look out for potentially dangerous situations.

Request help when needed.

Discuss children’s behavior privately with teacher.

Be prepared to fulfill classroom duties; ask questions ahead of time if something is unclear.

Arrive at school promptly and leave on time.

Maintain an atmosphere of respect and confidentiality.


Explain consequences of 
      inappropriate behavior. 
[image: MCj04300490000[1]]
Provide active learning 			                                                
     experiences for both children                 
     and adults in class.


Facilitate an atmosphere of
respect and confidentiality.
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Philosophy of Discipline

TLC views discipline as part of the process of socialization. Children need to learn what behavior is acceptable and appropriate in a variety of situations. 

The foundation for our philosophy of discipline is based on building positive self-esteem for each child.

Respect for the child needs to be communicated by having the teacher and parents state clearly and simply how we expect them to behave and by giving the child a choice.  For example, “Would you like to walk to circle by yourself or do you want me to hold your hand?”  In addition, the First/Then statements will be used as in “First you need to_____, then you can____.” These expectations and guidelines need to be repeated – don’t expect a young child to learn the first time.

Use positive reinforcement whenever possible. Where consequences will be required, clearly and calmly explain the consequences ahead of time. When a conflict arises, help the child find his/her own solution.  Allow the child to make the choice of controlling that behavior himself. 

Redirecting a child after conflict is resolved is suggested – perhaps to another play area. 

 Handle problems with behavior immediately – do not wait!
 
It is important for us to help children understand, in a positive manner, the effects of their behavior on themselves, on other individuals, and on the total classroom environment.

Corporal punishment by parents or teacher is not acceptable!

[image: MCj04257960000[1]]
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Basic Techniques for Handling Behavior


    Redirection: Direct a child to another area or offer alternatives if          things are not going well.
    State consequences for negative behavior ahead of time.
    Be positive – state what can be done rather than what cannot.
    Get a solution from a child. 
    Use language – describe the situation in words.
    Help children enter into play; give them a role.
    Use non-verbal communication.
    Stand back and observe before intervening in the situation. 
    Practice active listing; use “I messages”. 
    Give child a reason for the rules.
    Clearly state the rules and/or expectations.
    Set up an appropriate environment.
    Change the activity; be flexible.
    Approach at child’s level; Kneel down. 
    Use concise speech.
    Build upon positive behavior. 
    Remove the child from hurting situations.
    If language is offensive, say “We don’t use those words at school”
    Inform parent if language continues.
    Active large muscle play should be channeled outside. (running, skipping, etc.)
    Use humor, games and songs.
    Focus on the behavior, not the character of the child.
    Hurting behavior needs to be stopped; then comfort the hurt child (show empathy). Explain that school has to be a safe place for all children; then remove the aggressor to another activity, if necessary. 
 Choices
  First/Then[image: MCj04281210000[1]]
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Classroom Rules

 The number of rules in the classroom should be kept to a minimum, and should require behavior appropriate to the development level of the need to be clearly stated and consistently enforced.  

Rules for Children:

 Blocks:
  - Structures may be knocked over by Builders Only.

Active Play:
  - Running and chasing is for outside.
  - Climbing on classroom furniture is not okay.

Guns and Other Weapons: 
 - No gun play at school (toy guns or otherwise).
 - Weapons of any kind are not allowed on school property.
 
Use of Materials: 
 - Indoor equipment should not be thrown or damaged
 - Children should be encouraged to participate in clean-up.
 
Circle/Meeting Time:
 - If a child leaves circle time, his options are limited to quiet activities that will not distract the group.

Materials Used In Designated Areas:
 - Play dough and messy art projects should stay in designated areas during work time.
 - Play dough and messy art projects should be used over an uncarpeted floor.

No gum or candy brought from home

Toys from home are allowed on sharing days
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Rules for Adults:

 - Lower voice when speaking to children.

 - Do not call or shout to a child across the room. Walk across the room to speak to a child.

 - Adult conversations during meeting time are distracting and   inappropriate.

 - Adults need to redirect children displaying inappropriate behavior.

 - During meeting time, disruptive children need an adult to sit nearby to calm them down.  If unwanted behavior persists or intensifies, the adult should remove the child from the circle to a quiet area where he or she can calm down.

 - Adults are encouraged to participate at meeting time, but not to force children to participate. Remember, observation is a form of participation. 

 - Adults need to go outside when children go outside; interact as well as supervise.

 - Adults need to supervise the restrooms when it is being used by children.

 - Use of tobacco and alcohol products are not allowed on school property, including the parking area.



Visitors:

Adult Visitors: Grandparents, Aunts, Uncles, etc., are welcome at school to observe with the permission of the teacher (limited number a day). 

Visitors in the classroom are expected to abide by the same rules of conduct as applies to other adults.
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Health & Wellness

Immunizations:

The Little Cloverdale Preschool is required to obtain copies of immunization records for our students. You are expected to keep your child’s immunizations up-to-date as required.  


Children’s Illness:

Each parent is responsible for checking their child for wellness before coming to school. Please do not send your child when there are signs of a cold, cough, sore throat or a fever. Please notify the teachers if your child comes down with a communicable disease. The teacher has the authority to send home a child she believes to be ill.   In order to attend school, your child needs to be fever-free for 24 hours.


Maternity Leave: 
 
Mothers needing to take maternity leave should provide a substitute during their absence. This can be a husband, relative, friend or another parent from within the class. Consistency and continuation of school routine is important for the preschool child.

If another parent from the class is used as a substitute, you will need to exchange days for the time they worked for you. This is generally more easily done before your maternity leave. If there are problems or unusual circumstances, please contact the teacher who can suggest alternative ways to meet your parent-helper obligations.


Child Care:

Infants up to three months old may come to school on parent’s participation day.  After three months of age, outside child care arrangements must be made.  Older siblings may not attend class.  
Please anticipate school vacation conflicts and arrange childcare early.
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Volunteer Responsibilities

Background Checks:

All parent volunteers who will be in direct contact with the children will be required to undergo a background check.  The process will be administered by the preschool director, Sue Wessel. No one else will have access to this private information.

Classroom Participation: 

Parents are required to help in the classroom on a once-monthly basis. In cases of extreme inconvenience, you have the option of participating in the classroom once per month and paying an additional $25 fee each month for the missed classroom-time contribution. We understand that this may be necessary for busy working families but hope that it will be used as a last option.  This must be approved by the board of directors.

Your volunteer days will be tracked on the Sign Up Calendar.  The teacher will initial to verify. If you fail to meet the classroom participation schedule, you will be asked to pay compensation for your missed time. ($25 per day missed) Continued neglect of your obligation may result in expulsion of your student.  The adult to student ratio is an important factor in a happy, healthy classroom.  In order for class to be in session, there must be a parent volunteer along with the teacher in the classroom at all times.  Please take your responsibilities seriously. 


Parent Helper Duties:

Arrive 15 minutes early on your “Classroom Helper” day. And plan to stay up to 30 minutes to assist with clean up.

Parents are required to assume work responsibilities in the classroom as directed by the teacher.

During class time, parents are responsible for all of the children as well as their own.

If the parents finds it necessary to be absent on their work day, it is their responsibility:
To make every attempt at finding a substitute 
To inform the teacher if they cannot or
Make up the absence by attending another day

Parents are responsible for snacks or dessert once a month on their helper day.



Please remember that as a co-operative family preschool we view your involvement in your child’s classroom as a vital part of their early education and an equally important part of helping you become an advocate of your child’s future education.
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Classroom Helper Procedures
Sign-In Sheets:
The following are examples of the parent helper sign-in sheets. These are kept in a logbook on the hall table. Please sign in so we have a record of your classroom participation days.  You will receive a weekly reminder with your Friday Newsletter.
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                  PINECONES Classroom Volunteer Sign-In
	Date:
	Helper Name:
	Student:
	Comments:

	9/16
	Mary Smith
	Cindy
	Brought Special Snack
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                    ACORNS    Classroom Volunteer Sign-In
	Date:
	Helper Name:
	Student:
	Comments:

	9/16
	Ida Jones
	Carl
	Grandma Ida filling in for Carl’s Mother

	
	
	
	

	
	
	
	



Weekly Helper Reminder…….
	Mon:  7th
	Wed: 9th
	Fri: 11th
	[image: C:\Users\A VALUED CUSTOMER\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\QTKOWO5K\MCj04244660000[1].wmf]
September

	1.  Mary Smith
2.  Ida Jones

         *POSITION ONE (1) 
	1.  Connie Nelson
2.  Sue Wright

INDICATES “SPECIAL

	1. Mandy Carlson
2.  Jim Smith

SNACK”
	




16
Additional Service Hours Requirement:

In addition to your Classroom Helper time, you are required to contribute by joining a committee.   You may sit on 2 committees.  These committees will ensure the completion of tasks that improve or maintain the preschool. A board member will head each committee.  Below is a list of possible duties associated with each committee and an example of the Additional Hours Volunteer Log.  Please enter your services in the logbook for our records.  And please remember that it takes everyone’s effort and involvement for The Little Cloverdale Preschool to operate!  

GROUNDS 			
Arrange parent crews for yard control and school work parties.
Organize laundering of stuffed toys/ pillows.
Ex) Weed pulling, mowing lawn, window washing, painting, grounds improvement, etc.

FUNDRAISING
Generate ideas and execute fundraisers.
Focus on recruiting parent help on per fundraiser basis as to not “bun out”.
Keep detailed records of ideas and contacts, especially for successfully established fundraisers.
Ex) Sisters Half Marathon, Rays receipts, Escrip, Scholastic Book Coordinator

SPECIAL EVENTS
Recruit parent involvement, social networking and school event organization
Ex) class parties, field trips, school pictures, parades, yearly scrapbook, enrollment, etc.

PARENT COMMUNICATIONS
Keep parents informed of board decisions.  
Invite and encourage parents to attend meetings.
Arrange parent coffees/ meet and greets to facilitate relationship building between families.
Ex) Calendar Keepers/ Parent Helpers, Immunizations, Class phone tree/ email tree
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  Additional Volunteer Hours Log
*Please remember that you are required to donate 10 hours of volunteer time outside of the classroom. 
	Date:
	Volunteer:
	Student:
	Event:
	Comments/Hours:

	8/27
	Joan Smith
	Cindy
	Work Party
	General duties
2 hours

	9/30
	Adam Patrick
	Bobby
	Grounds Care
	Mowed Side Yard
1 hour

	10/1
	Connie James
	Sue
	Bundled Ray’s Receipts
	$10,000 bundle-delivered 2 hours
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Tuition & Payment Information

Tuition costs are as follows:


Acorns:   	 $130 per month		$85 Registration Fee/$20 Supply Fee

Pinecones: 	$180 per month		$85 Registration Fee/$20 Supply Fee




Payment Information: 

Tuition is due on the first class day of each month, September through May (nine months). Payments are delinquent if not paid by the 10th. Late payments are subject to a $15.00 charge. Returned checks are subject to a $25.00 fee. Sixty days of non-payment will be grounds for expulsion.

Tuition is not discounted for holidays or absenteeism. If you intend to remove your child from the program, notice must be given by the last day of the month or you will be responsible for the next full month’s tuition. 




Tuition payments may be placed in the tuition box or mailed to:


The Little Cloverdale Preschool
P.O. Box 1151
 Sisters, OR  97759
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Handbook Review Form


Thank you for enrolling your child in The Little Cloverdale Preschool!
We look forward to helping you provide your child with a positive, nurturing environment to start their education.




[bookmark: _GoBack]



Please detach and return the following verifying that you have read and understand the details of this handbook.





Parent/Guardian Signatures:

I have read and understand the rules and policies of 
The Little Cloverdale Preschool Handbook.




Parent/Guardian Signature                                Date 





Parent /Guardian Signature 				   Date							
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Activity/Time

What To Do

Pinecone Daily Routine

Why

Arrival Hang up backpack & coat Letter/Name recognition
8:15-8:30 Wash hands Personal hygiene
Check in (name & job) Learning responsibility &
Choose a center independence
Exploration Choose activities Children are active learners
8:30-9:20 Provides extended opportunity
Adults are available to facilitate | for:
children’s participation *social interaction
*communication
*problem solving
*child initiated activities &
discovery
*work on specific goals
Clean Up Put toys/materials in designated |Develop sense of responsibility for
9:20-9:25 areas our room

Help others clean

Learn to end activities
Learn to transition

Circle/Morning Meeting

9:25-9:55

Come to circle area
Sit down

Develop a sense of community
Language Development
Participate in singing/storytelling
Calendar, Days of Weeks & ABC's

Small Grou

Special activities, games, projects,

Work in small groups

9:55-10:25 science, cooking, etc. Socialization
Communication
Bathroom/Snack Use restroom (if needed) Personal hygiene
10:25-10:45 Wash Hands Learn to take care of own needs
Sit at snack table Table manners and interactions
Pass/Request Food Practice conversation skills
Clean dishes when finished Try new foods
Outside Get Coat (if needed) Practice motor skills
10:45 - 11:30 Line Up Play cooperative games
Walk in line fo playground Sensory experiences
Play outside Interact with others
Conflict resolution
Good-bye Talk about our day Retell events of day
11:30 - 11:45 Sing good bye song/story Transition to home with parents

Dismissal

Times are flexible and determined by child interest in activities. Outside time may fluctuate

with weather conditions.
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