





HELLO AND WELCOME TO BAY SCHOOL!


We are pleased that you and your child have joined our school.  Our goal is to create a warm and open environment where parents and children can feel free to be themselves and respond to new experiences, gain confidence, develop creativity and feel support from the teacher and other families.


It is important to remember when joining Bay School that you are enrolling in an Adult Education Program sponsored by the Carmel Unified School District.  Our program is designed to let you be both student and teacher.


If you are overwhelmed at first, RELAX!  Soon you will be comfortable with the daily routines.  Always feel free to ask questions.  Time is allotted at the monthly night meeting for any discussion and clarifications.


This handbook is to assist you with the way things are run, what is expected of you and our policies and procedures.


Bay School is a Parent Co-op Preschool.  Parent participation is mandatory.  The hours you accrue working or teaching, fund raisers, and projects go toward supporting the school.

ELIGIBILITY REQUIREMENTS

A. Your child must be between the ages of 2 years and 9 months (age 3 before Dec. 2nd) to coincide with the Carmel Unified School District (CUSD) kindergarten birthday cutoff.  Your child must also be toilet trained.  

B. Fall sign-up priority will be given to members enrolled in the previous year.  Other children of these members will be given priority if membership has been continuous.  

C. Eligibility for the remaining spaces shall be based on the following:

1. within the River School area of attendance

2. within the Carmel Unified School District 

3. outside the Carmel Unified School District

D. Each child is to have all current immunizations and vaccinations.

E. Each participating parent and child must have a TB test and certificate to the Director prior to attending school.

WEEKLY WORKDAYS


Each parent is required to work one 3 1/2 hour workday per week per child enrolled, plus 1 extra work day per month.  It is mandatory that you are present on your designated workday.  If an emergency arises, it is YOUR RESPONSIBILITY to contact another member to work for you on that day.  It is customary to then in turn work your substitutes workday in order to keep your hours current.  If you have difficulty finding a substitute, please contact the attendance secretary for assistance.


Workday Job Descriptions:


Rainbow Room:


1)  Help children choose a learning center and supervise play at each learning center.

2) Make sure children’s cubby items are stored appropriately when coming and taken home when leaving.

3) Have children assist in clean up.  Replace all items used to their proper area.  Stack large blocks in orderly fashion.


Art Room:


1)   Supervise and assist children with the daily project.  Label artwork with child’s name.


2)   Ask child to clean his or her own work area.


3)   Cover the paint at easels and wash and dry all paint brushes.

4) Clean tables and sink area.  Return all art supplies to their proper storage area.

5) Help director keep order at circle time and encourage children to participate 

      appropriately.


NORTH AND SOUTH PLAY YARDS:


1)  Never leave the children unattended.


2)  Sweep sidewalks.


3)  Check areas for hazards such as sticks, broken toys, etc.


4)  Enforce school safety rules.


5)  Please have no more than 6 bikes out of the shed at one time.  This is in the interest of safety.


6)  Have the children return their bikes to the front of the shed after riding.


SNACK TIME AND KITCHEN:


1)  Children should put snacks in their cubbies or refrigerator if needed when arriving at school.


2)  Check to see if dishwasher needs unloading.


3)  Set up umbrellas if sunny outside, clean tables and put out placemats.


4)  Make sure all children have snack, help them set up (open containers or drinks).


5)  Serve water or juice if necessary.


6)  Remind children of proper table manners when needed.


7)  Help clean up and return items to cubbies.


8)  Load any cups, etc. in dishwasher, run it when needed.


9)  Make sure kitchen is in order and counters and sinks are clean.

          10)  Children are not to loiter in kitchen due to safety concerns.

BATHROOMS:


1)  The bathrooms need to be checked periodically for cleanliness and accidents.


2)  Use disinfectant and clean floors daily.


Children are to be picked up at 12:00 pm.  It cannot be over emphasized how important it is for you to be on time and to pick up your child when school ends.  For a little child to see his classmates leaving with their parents while no one is there to collect him can be an upsetting experience.


Co-op parents do become friends, but it should be noted that parent conversations need to be limited to before and after children are present.  WHEN YOU ARE WORKING, YOUR ATTENTION AT ALL TIMES MUST BE ON THE CHILDREN.  It is in the best interest of the program that only on a parents work day should they remain at the school after the program has started.


Please advise the Director of ANY accidents no matter how minor.  Never leave the children unattended.  Call out if you need help.  Most of all, learn, grow and HAVE FUN with your child and all the children at Bay School. 

MONDAY NIGHT MEETINGS


Each parent is required to attend two night meetings each month.  At these meetings we conduct business, have educational speakers and group discussions. These meetings are MANDATORY.  As an Adult School Program we are required by the CUSD to maintain a certain amount of recorded hours during the school year.  Attendance is taken at every meeting and turned into the School District.  You are allowed one miss per semester.  A second miss requires hours made up within 2 weeks.  A third miss is subject to EXPULSION.  The director will make arrangements for make-up hours when necessary.

FINANCIAL RESPONSIBILITY


Monthly dues are collected by the treasurer at the night meeting.  One check is made out to CUSD for $100 and another to Bay School for $25, for a total of $125.

FINANCIAL AID


Financial aid is available to members in good standing (current on hours and dues) who are in financial distress due to an emergency.  Financial aid requests must be submitted in writing to the Board of Directors.  The Board will convene and decide upon the request.  Financial aid is given for a maximum of three months and means forfeiture of deposit.

ADULT LEAVE OF ABSENCE


A leave of absence may be granted for the following reasons:  Illness, pregnancy or personal emergency.  Anticipated leaves of absence must be submitted in writing to the Board of Directors three weeks in advance.  Parents granted leave must arrange substitutes for their work days missed.  The substitute must be a co-op member.  Night meetings are excused during leave but tuition must be paid as usual.

STANDARD COMMITTEES


Each parent is required to serve on one of our standing committees.  They are:  Parent Education, Child Education, Maintenance & Gardening, Social Activities, Historians, Animals, Fundraising and Health & Food.

ADDITIONAL DUTIES


MAINTENANCE & GARDENING:  Each parent is required to spend one three hour work session per semester on maintenance.  These scheduled work days will be posted.


ANIMALS:  The animals at Bay School add extra enjoyment for the children.  They are cared for on a daily basis.  The parents on the animal committee are responsible for the care and feeding of the animals.


FIELD TRIPS:  Various field trips are planned through the year.  Sign up sheets are posted in advance and drivers are usually needed.


PARTIES:  Bay School loves to celebrate!  We have many parties during the school year for holidays, birthdays, etc.  Most are for the children but some are strictly for parents.  The social committee coordinates these events and they are truly fun.  Some functions are mandatory and take the place of monthly night meetings.


ATTENDANCE:  All members are required to attend evening classes in Parent Education.  These meetings are held two nights per month from 6 pm to 9 pm.  One missed meeting per semester is excused.  However, you must make up the hours if you miss more.  Hours missed must be made up within 2 weeks. Any member who misses 6 hours or more is subject to expulsion.

All members are to attend one three-hour, fifteen minute session weekly for each child enrolled on your chosen workday.  If you are unable to attend your regularly scheduled workday, you are required to trade with another parent for that week.  If you have trouble finding a substitute, you should call the attendance secretary or the Director to assist you.  You are required to attend 15 minutes early on your workday.

All members are to participate in all the fundraising events as planned by that committee and approved by the Board.

PROCEDURES:

Please sign in whenever you are working at Bay School.  The sign-in sheets are hanging on the cabinet outside the kitchen.  When you trade workdays, sign your name first and then the name of the person you traded with.  Please be accurate.  If you are making up missed hours, please indicate what date you missed.  Extra hours should be noted as such and what duties you did.

Attendance will be taken at the two monthly night meetings.

If you have any questions about attendance, call the Attendance Secretary or the Director.

WORKDAY SUBSTITUTES:

A permissible substitute is another member of the Carmel Parent Co-op, of one’s family, or of one’s extended family (a live-in person).

Occasional workday substitutes need a current TB test and permission of the Director.

Workday substitutes of long duration must have Board and Director approval.  AT NO TIME SHALL MEMBERS RECRUIT AND PAY ANYONE TO WORK IN ORDER TO FULFILL MEMBERS’ OBLIGATIONS.

TREASURY POLICY:

Dues are to be given to the Treasurer or to her appointee, on the first monthly night meeting.

All parents are responsible for remaining current on their dues.  If you are unsure of your status, check the tuition chart.

Cash payments are made directly to the Treasurer or the Director.  A receipt is given for all cash payments.

Reimbursements for money spent on Bay School can be obtained by filling out a reimbursement slip.  Expenses that arise out of committee activities must be approved by the committee chairperson.  They are to financial bulletin board in the kitchen.

All  committee chairpersons will be provided with a ledger to keep track of their expenses.

Any expense(s) over $200 that is not already budgeted must be approved by the membership.

Reimbursements for expenses other than committee expenses must be approved by the Board.

Checks are handed out at the Business Meeting each month.

Monthly dues per session (month) are $100.

Notification of withdrawal must be made to the Vice President and to the Director.  The tuition deposit will not be refunded unless 30 days advance notice is given and the member is in good standing.

HEALTH GUIDELINES

      1.    The physical environment should be properly maintained, i.e., proper care of equipment, safe       

       vegetation and quality equipment.

2. The working and playing areas of the school should have proper adult supervision. The adult      student ratio should be carefully maintained.

3. Safe and workable conduct should be maintained and fast and proper guidance from adults should be used (especially when another child’s safety is involved).

      4.
Children should take responsibility for removing jackets when indoors, storing them properly and remembering the necessity of replacing their jackets during cool or inclement weather.

5. It is expected that the parents will remind children to wash hands when necessary to maintain health standards.

      6.
The Director will determine when a child is too sick to attend school.  The child’s parents will be contacted to pick up the child.

7.
Children will be made aware of healthy, safe, and courteous manners.

8.
Children will be encouraged to use facial tissue for runny noses, dispose of these tissues and wash hands often after using tissue.  We will expect the children to cover their mouths when coughing.

     9.
Health regulations shall be enforced by a Health Committee Chairman.

   10.
Proper nutrition shall be explained and encouraged.

STUDENT SAFETY RULES:

1.
We do not hurt anyone.

2.
We use words, not our hands.

3.
We respect other people’s property.

4.
We treat others as we would want them to treat us.

5.
We help others in need.

6.
We use inside voices and steps inside.

7.
We pick up after ourselves.

8.
We do not run inside.

9.
We follow playground rules when outside.

10.
We do not use violent play action at Bay School.
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