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Welcome
To St. Patrick’s Catholic Preschool! We are glad you have decided to join us and hope that you and your
child ﬁnd this to be a rewarding, educa onal and fun experience. We believe that a child’s educa on will
ﬂourish with carefully planned and age-appropriate social, emo onal, and academic curriculum.
St. Patrick’s Catholic Preschool is a non-proﬁt preschool. Our preschool will provide a unique learning
environment for both you and your child. It is important that every family entering the program
understand that throughout the school year your family will be expected to ac vely par cipate in the
classroom, a end mee ngs, fundraise, and become involved in community events. Read this manual
carefully and understand that you are responsible for knowing your role, and by a ending this program
you are making a commitment that will last the dura on of the school year. Please don’t hesitate to ask
ques ons and contact us with any concerns.
We look forward to a great year ge ng to know you and your child!
SincerelyThe Saint Patrick’s Board of Directors

Director/Teacher:

Kacy Barne

kacy.may@gmail.com
209.559.8664 cell

Teacher

Jamie Mather

jamie.marie09@ymail.com
209.595.9173

President

Elise Swanson

eliza8380@gmail.com
209.485.8380 cell

Parish Representa ve

Winslow Steigerwald

swinslowsteigerwald@gmail.com
928.301.4563 cell
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Our Program
Program Philosophy
We believe all children are unique and develop on their own schedule. We realize, recognize, and respect
the diﬀerent abili es of all our students. We strive to provide developmentally appropriate learning
ac vi es based on small groups and play in an eﬀort to help your child develop a lifelong love of learning
and sense of self.
Components of the Catholic faith are integrated throughout the curriculum and environment in an age
appropriate manner. We encourage all children, regardless of religious aﬃlia on, to follow the “Golden
Rule” and treat others the way that they themselves would like to be treated. We model respect, loyalty,
pa ence, and courtesy. We teach children to value the uniqueness and sacred dignity of each individual
and to understand the moral and social obliga ons that bind all people into the world community. We
strive to create an atmosphere that combines structure and crea vity, while ins lling an enthusiasm for
learning.
We know that children grow in stages, and learn primarily through play. We treat each child as an
individual by allowing the child to work and play at their own pace and at their own level. We teach a
love of learning by allowing children to fully experience their own stages of development without
pressure. Both our indoor and outdoor learning environments are carefully planned to encourage
independence and provide choices. A wide variety of ac vi es are oﬀered in the areas of crea ve art,
math, science, cooking, tac le play, music and movement, large and ﬁne motor, prac cal life, drama c
play, language arts, and manipula ves.

Program Goals
Our emphasis is on preparing the whole child for school readiness, not just academic achievement and
standardized measurable scores. A child who is “ready” for school is a child who can:
● Sit and listen to stories
● Follow simple mul ple step direc ons
● Demonstrate pre literacy skills
● Develop motor skills
● Demonstrate prosocial behavior and conﬂict resolu on
● Verbalize thoughts and emo ons
● Play coopera vely
● Adjust to changes in rou ne.

Program Mission Statement
Saint Patrick’s Catholic Preschool fosters the development of the whole child: spiritually, intellectually,
socially, physically and emo onally. We oﬀer you and your child a rich environment in which each child
may reach their full poten al.
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Licensing
St. Patrick’s Catholic Pre-school is a non-proﬁt Catholic preschool which is licensed by the State of California.
All staﬀ meet the qualiﬁca ons, as outlined by the State Department of Social Services. Preschool staﬀ take
part in con nuing educa on, in the study of early childhood educa on, in order to keep abreast of new
research and knowledge.

Admission Policy
We accept fully toilet trained children (no pull ups or diapers allowed) from the ages of 2 years 9 months
to Kindergarten enrollment for our preschool program, and from school enrollment through age 8 for our
school age program. Saint Patrick’s is a licensed, non-proﬁt preschool and child care facility. We do not
discriminate based on sex, race, religious preference, or ethnic origin in the administra on of our
educa onal policies, admission policies, or scholarship programs. Parent and child are required to visit the
school prior to enrollment. This is to determine whether the program will be able to meet the par cular
needs of both the parent and child. This is a good opportunity for the parents to view the school and ask
any ques ons they may have about the program.
Each family is responsible for monthly tui on, volunteering for rota ng classroom work days
(par cipa ng co-op membership only), monthly parent advisory mee ngs, contribu ng towards
fundraising eﬀorts, and the care and maintenance of the classroom and preschool grounds, as well as
signing up for one 3rd Sunday of the month Hospitality Table a er Mass outside the church.
Prior to admission, each child must have a complete registra on packet with all required forms submi ed.
This includes:
❏ Registra on Form & Registra on Fee $125 ($75 returning)
❏ Admissions Agreement
❏ Sunblock and Hand Sani zer Forms
❏ Waiver and Release Form
❏ Iden ﬁca on and Emergency Info LIC700
❏ Consent for Emergency Medical Treatment LIC627
❏ Personal Rights LIC613A
❏ Parent Rights LIC995A
❏ Preadmission Health History LIC702
❏ Child’s Preadmission Health Evalua on - Physician’s Report Lic 701
❏ Box checked for TB test results/risk assessment
❏ Not needed if child is enrolled in public or private elementary school
❏ Child’s Immuniza on Records
❏ Not needed if child is enrolled in public or private elementary school

Medical Informa on, Physical Examina on & Immuniza ons
It is vital that parents share your child’s medical history with us at the me of registra on (i.e. allergies,
asthma, special medica on, etc.). When a child has been iden ﬁed with an allergy or requires medica on
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administra on daily, the parent/guardian will be required to ﬁll out a detailed allergy/ medica on informa on
form. We must be kept current of any changes to your child’s medical condi on a er enrollment.
Each child must have immuniza ons up to date for their age. St. Patrick’s Catholic Pre-school may admit a
child who is lacking one or more required doses if the doses are not currently due on the condi on that they
receive the remaining doses when due.
Children entering our program are required to submit a completed physical exam within 30 days, including a
TB risk assessment as required by Community Care Licensing, Physician’s Report Form LIC701. The Physician’s
Report and Immuniza on Record is not required for our school-age children currently enrolled in a public or
private elementary school.

Emergency Cards & Medical Treatment
Each child must have a completed emergency form (LIC700) on ﬁle. These forms must be kept up to date. Any
change in address or phone number must be reported to the Director as soon as possible to ensure mely
contact should a student become ill or hurt. Each child must have wri en consent for medical treatment with
a list of any medica on allergies (form LIC627) on ﬁle.

Parents’ and Children’s Rights
Parents must acknowledge receipt of their parent’s rights and the personal rights of their child(ren).
Forms for such purposes are included in the enrollment packet.
Children’s rights:
1. To be accorded dignity in his/her personal rela onships with staﬀ and other persons.
2. To be accorded safe, comfortable accommoda ons, furnishings and equipment to meet his/her needs.
3. To be free from corporal or unusual punishment, inﬂic on of pain, humilia on, in mida on, ridicule,
coercion, threat, mental abuse, or other ac ons of a puni ve nature.
4. To be informed of the address and phone number of the complaint division of the licensing agency.
5. To be free to a end religious services or ac vi es and to have visits by a spiritual advisor of their
choice.
6. Not to be locked in a room, facility, or building by day or night.
7. Not to be placed in a restraining device, except a suppor ve restraint approved in advance by the
licensing agency.
Parent’s rights:
1. Enter and inspect preschool without advance no ce when children are present.
2. File a complaint against the licensee with the licensing agency and review the public ﬁles of St. Patrick’s
Catholic Pre-school.
3. Review; at the preschool, report of licensing visits and substan ated complaints made against St.
Patrick’s Catholic Pre-school during the last three years.
4. Complain to the licensing oﬃce and inspect the preschool without discrimina on or retalia on.
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5. Request in wri ng that a parent not be allowed to visit your child or take your child from the preschool,
provided you have shown a cer ﬁed copy of a court order.
6. Receive the name, address, and phone number of the local licensing oﬃce.
7. Be informed if adults associated with St. Patrick’s Catholic Pre-school have a criminal record exemp on.
8. Receive the Caregiver Background Check Process Form.
Note: California State Law provides that we have the right to deny access to the preschool to a
parent/authorized representa ve if the behavior of the parent/authorized representa ve poses a risk to
children in our program.

Hours of Opera on
St. Patrick’s Catholic Preschool is open Monday through Thursday from 7:30am to 4:30pm, and Fridays
from 7:30am to 12:30pm. We follow the tradi onal school schedule of local public school districts and
observe the following holidays:
● Winter Break
● MLK, Jr. Holiday
● Lincoln’s Holiday
● President’s Day Holiday
● Spring Break
● Frog Jump
● Memorial Day Holiday
● July 4th Holiday
● Labor Day Holiday
We also have our Summer Break the ﬁrst two weeks of June. Our summer hours are Monday through
Thursday from 8:00am to 4:00pm.
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Dues and Fees
Registra on Fee
Your registra on packet is not considered complete un l the non-refundable registra on fee of $125 for
new students and $75 for returning students (early bird registra on paid by May 31 is discounted to $100
new, $60 returning) has been paid. Registra on opens April 1st. Returning families are not guaranteed
priority registra on if the registra on fee isn’t paid by gradua on of the previous year.

Scholarships
Scholarships are available at the Board’s discre on. Scholarships are conﬁden al and are considered on a
case by case basis at the discre on of the Board. If you are in need of a scholarship, please contact any
member of the Board (see page 1).

Monthly Tui on
Each enrolled family is responsible for monthly tui on in the amount corresponding to their a endance
preference.
● Preschool Only (7:30 - 12:30)
○ 5 days per week
$400.00
○ 4 days per week
$340.00
○ 3 days per week
$300.00
○ 2 days per week
$240.00
● Full Day Program (7:30 - 4:30)
○ 5 days per week
$655.00
○ 4 days per week
$595.00
○ 3 days per week
$555.00
○ 2 days per week
$495.00
● A er School Program
○ Hourly
$8.00
● Sibling Discount
-20%
● Co-op Membership Discount -$40
Monthly fees are due on the 1st school day of the month and do not vary according to the number of
days in the month. No tui on adjustments are made when your child is absent due to illness or extended
vaca on. Tui on payments may be paid by cash, check (payable to St. Patrick’s Catholic Preschool), or
money order and are to be deposited into the dropbox mounted on the wall by student sign-in. We do
not have a monthly billing process, so each family is responsible for paying on me without no ce. You
will receive a paid invoice upon receipt of payment for your records.
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Late Payment Fee
There is a $25.00 late fee for all payments received a er the 10th of the month. If payments are not
received by the last day of the month, your child will not be able to a end school un l the balance has
been paid in full, unless an agreement has been arranged with the Director and the Board. We will no fy
you if payments are not kept current. Tui on payment policies are strictly enforced.

Returned Check Fee
Any payment made by check that is returned to Saint Patrick’s Catholic Preschool by the bank due to
insuﬃcient funds will incur a $35.00 fee. The school reserves the right to ask for cash or money order to
replace the returned check. A er two returned checks, payments may only be made by cash or money
order.

Refunds
A 30 day no ce is required when a student is withdrawn from preschool during the school year. Parents
who do not submit a 30 day no ce are expected to pay the full month’s tui on. If a 30 day no ce is
provided, prorated tui on will be returned in the next billing cycle.

Sign in/ Sign out Fee
If your child has not been signed in or out, and you have been given two reminder no ces, there will be a
$5.00 charge every me your child is not signed in or out for the dura on of the year.

Late Pick Up Fees
Preschool pick-up begins at 12:15pm. If your child is not picked up by 12:30pm, you will sign a late pick up
slip and pay $1.00 per minute past 12:30pm. For full day students, if your child is not picked up by
4:30pm, there will be a $1.00 per minute late fee. There will be a 30-day grace period from the start of
the school year. Late pick-up fees incurred a er the grace period will be wri en up by the Director and
placed in your child’s cubby.

Reimbursement Policy
Being a part of a coopera ve preschool some mes requires families to purchase supplies for later
reimbursement. Saint Patrick’s Catholic Preschool is happy to reimburse families as long as their purchase
is pre-approved by the Director or Board. Saint Patrick’s Catholic Preschool approves a yearly budget and
assigns speciﬁc amounts to each category of expense - we have to keep our spending within those limits,
therefore, someone needs to make sure we are staying within our budget BEFORE expenses are incurred.
There is a classroom reimbursement form that is to be completed, with a ached receipts, and turned into
a Teacher, Director or the Board President.

11
Saint Patrick’s Parent Manual- revised 05/2021

Coopera ve Membership Policies
Families may enroll as either “par cipa ng” or “non-par cipa ng” members of the Saint Patrick’s
Catholic Preschool. Both membership op ons are dependent upon comple on of the registra on packet
and full payment if the registra on fee. All parents, regardless of membership type, are required to
fundraise, par cipate in classroom and grounds cleaning days, hold a classroom job, and a end monthly
parent advisory mee ngs, as well as sign up for one 3rd Sunday of the month hospitality table to provide
2 dozen snacks and a gallon of juice.

Par cipa ng Coopera ve Membership
We oﬀer a parent co-op membership. A par cipa ng parent is required to work in the classroom at least
2 mes in a month in order to receive the $40 monthly tui on discount.
Working parents may be accompanied by their immobile infant in the preschool and at the parent
advisory mee ng as long as the infant is “worn” by the parent and do not interfere signiﬁcantly with the
du es of the par cipa ng parent or impede the proceedings of the mee ng. Infants are not allowed to
accompany parents during classroom work days once they become mobile, due to the fact that the
preschool classroom contains many small objects that could poten ally harm the infant, and also because
the primary focus of the working parent should be the children enrolled in the classroom. This policy may
be modiﬁed at the discre on of the Board.
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Drop oﬀ and Pick Up Policies and Procedures
Arrival and Sign In
St. Patrick’s Catholic Preschool opens at 7:30am. Instruc on begins promptly at 8:30 am. PLEASE BE ON
TIME- Your child’s transi on from home/parent to school/teacher is facilitated by allowing them to start
their day when the other children are also star ng.
Students are to be walked into the preschool by an adult and will enter through the double glass doors.
The doors are to remain closed and locked during school hours; adults will need to use the doorbell to
signal a need for another Saint Patrick’s Catholic Preschool adult to open the doors. Students will hang up
their backpack and bring their lunch bags and a water bo le into the classroom to be placed in their
cubby. A full legible signature is required every day that your child is present at preschool- as required by
Community Care Licensing (see fee on page 5.) In the event of an emergency this will be the only
accurate record of the children being present in preschool that day. Each student also signs in for their
day at the dry-erase table in the hallway. A er signing in please walk your child to the door of the
classroom. Please do not enter the classroom.

Pick up and Sign Out
Our preschool day ends promptly at 12:30pm. Pick-up begins at 12:15pm. You must sign your child out
using the same form you signed them in on at drop oﬀ. Please arrive on me and retrieve your child
quickly.

Special Pick up Arrangements
If your child is going to be picked up by an adult who is not on the emergency contact release form,
please no fy the teacher when you drop your child oﬀ in the morning. Only people authorized by you will
be allowed to take your child from preschool. If we do not know the person picking up your child, we will
call you to verify the name on their ID. If you are unaware at drop oﬀ that a diﬀerent adult will be picking
up your child, you must call and leave all iden ﬁca on informa on with the teacher. Children will not be
released un l veriﬁca on is received.

Church Events and Func ons
In the event that there is a church or community func on that will prevent or disrupt the drop oﬀ or pick
up procedure, your child will be brought to your car through the exit on the le side of the building
(facing the Angels Camp Museum). Whenever possible you will be no ﬁed of this change in advance. You
will s ll be required to sign in and out.
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General Housekeeping
Food Service
St. Patrick’s Catholic Pre-school does not oﬀer food service. Please send your child with a healthy lunch
and/or snack (depending on their daily schedule). All lunch boxes and containers should be clearly
labelled with the child’s name. We do not allow candy, junk food or juice at the preschool. On certain
“party days” there may be treats such as cupcakes, cookies, etc. All children should bring a water bo le
daily so that they have drinking water available on the playground.

Nap me
Nap me will be oﬀered daily from 12:45pm to 1:45pm. Each child will be supplied with their own res ng
mat and sheet. Please send a blanket and pillow (if desired) from home. These items should be labelled
clearly with the child’s name. At the end of each week, all bedding will be sent home with the child to be
laundered and returned the following week. During nap me, the children are expected to rest and
remain quiet but will not be forced to nap. Quiet me ac vi es will be available for children who wake
before the nap me period is over.

Dress Code
Children should wear clothing which enables them to play safely and comfortably. Clothes that are
conducive to po y training are encouraged- elas c waist pants and clothing items without excessive
zippers or bu ons. Please do not send your child in clothing that you would not want damaged in play or
stained during art projects. We try and prevent this from happening, but cannot guarantee that clothing
will remain in good condi on during the course of a typical preschool day. Closed toed shoes are required
for safe and prac cal outdoor play. Shoes with slippery bo oms, such as jellies, sandals, or cowboy
boots are not safe for ac ve play. At the discre on of the teacher, these shoes may prevent your child
from par cipa on in daily ac vi es. If your child is not wearing closed toed shoes, they will not be
allowed to climb on the play structure. All sweaters and jackets should be clearly labeled.

Extra Clothing
Be sure that your child has a set of seasonally appropriate clothing to be kept at the preschool should
they need it during the day. Extra clothing will be used in the case of bathroom accidents and/or
satura on due to spills, messy art projects, or play. All extra clothing will be placed inside a box labeled
with your child’s name. Remember to update extra clothing as the seasons change. Clothing le behind
by students who are disenrolled, or at the end of the school year, will be donated. If your child wears
their emergency clothes home, please wash and return them promptly.

Sharing
Each child will have an assigned share day. On this day, your child may bring one to ﬁve items that are
meaningful to them or ﬁt the classroom targets of that week (le er, number, shape or color). All sharing is
to ﬁt inside the container provided and will be stored in the child’s cubby a er share me. Please bring
your child’s share box to the classroom door at drop-oﬀ to be placed in the designated area inside the
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classroom. Encourage your child to decorate their container and take pride in their sharing. Remember
that the ul mate goal of a “classroom share day” is to get your child to use expressive and descrip ve
language to describe their sharing items.

Toys from Home
Children are not allowed to bring toys from home to play with in preschool. If your child comes to school
with a toy, they will be asked to place the toy in their cubby un l it is me to go home. If you would like to
send a toy to be u lized by the en re class as appropriate for a speciﬁc classroom theme, please contact
the teacher ﬁrst, as this is up to her discre on.

Birthdays
Your child may celebrate their birthday at the preschool. Parents are responsible for no fying the teacher
that they will be arriving during the snack por on of the day to provide a birthday treat. Please do not
bring party invita ons to the school unless all students in the class are invited; if all students are invited
then the invita ons may be placed in the cubbies before the start of the school day. The teacher and
other students in the preschool will acknowledge the child’s birthday whether or not a treat is provided. If
your child has a birthday during a me when school is not in session, contact the teacher to discuss the
“un birthday” celebra on that takes place at the end of the school year.

Visitors
In the instance that an adult or child would be visi ng our classroom (birthdays, holidays, work days etc) it
is the responsibility of the Saint Patrick’s Catholic Preschool parent to inform the teacher before the
arrival of the visitor. Visitors are approved at the discre on of the teacher.

Smoking
As speciﬁed in sec on 1596.795 of the Health and Safety Code, smoking and the use of alcohol or illegal
drugs on the premises is strictly prohibited.

Phone use
Please reserve the use of cell phones to only emergencies while in the preschool. A cubby in the adult
bathroom is provided for your personal items while you are par cipa ng in the classroom.

State Inspec on
The State Department of Social Services/Community Care Licensing has the right to: inspect the facility
(including student and family records), and interview the children and co-op parent. These inspec ons
may take place without prior consent and all parents and staﬀ are expected to cooperate fully.
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Safety Policies and Procedures
Glass Door
For the safety of the children, teacher, and working parents, we ask that everyone entering and exi ng
the building makes sure that the double glass doors are closed and locked at all mes. The door will lock
when it is securely closed. If you are entering the building you will need to use the doorbell to signal a
need for another Saint Patrick’s Catholic Preschool adult to open the doors. Children are not permi ed to
open the doors; if a child tries to open the door, instruct them to go get an adult.

The Hallway
Children are always supervised by adults while they are in the hallways. Children are not permi ed to go
to the hallway without supervision of the teacher, co-op working parent, or other registered family
member of the Saint Patrick’s Catholic Preschool.

Safe Environment
It is the policy of the Roman Catholic Bishop of Stockton that any adult who volunteers in a church
program within the Diocese of Stockton who has regular contact with children be ﬁngerprinted (“Live
Scan”) as part of the background check that is a part of registra on. Par cipa ng Co-op members will be
required to:
1. Complete the “Live Scan” form that is mailed to families as part of the registra on packet.
2. Make an appointment with the Calaveras County Sheriﬀ's oﬃce in San Andreas, CA.
3. Take the completed “Live Scan” form, a current photo ID, and $18.00 to pay the associated fee.
In addi
1.
2.
3.

on to the Live Scan, all parent volunteers must also provide:
Immuniza on records for MMR, Tdap, and ﬂu
TB test
Statement of good health

Child Abuse and Neglect
As required by the state of California, Saint Patrick’s Catholic Co-op preschool teachers and aides are
mandated reporters and must report all suspected cases of child abuse and neglect. All registered
par cipa ng co-op members are required to complete an online training called “shield the vulnerable”
where they will learn to recognize the signs of child abuse and neglect. Par cipa ng co-op members are
required to return the printed cer ﬁcate upon comple on before they will be allowed to work with
children in the classroom.

Bathroom Policy
Children and adults are to use separate bathrooms, unless there is an emergency. Children are to enter
their designated restrooms alone and should close the door behind them. The working co-op parent
should be aware of who is in the restroom and listen for a request for assistance if the child should
require an adult’s help. When an adult enters the restroom to assist a child with toile ng, the door should
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remain cracked (closed enough to provide privacy, but not so much as to allow the adult and child to be
alone in the bathroom behind a closed door). Adults should only use their designated bathroom and are
required to lock the door behind them.

Fire Drills and Visit from the Fire Department
At minimum our preschool will conduct two ﬁre drills per year. During this me the teacher will:
1. Contact the appropriate local emergency response personnel to no fy them of the drill.
2. Close all windows and doors and turn oﬀ the lights.
3. Collect the sign in/ sign out sheet from the hallway.
4. Quickly and calmly lead the children and adults to the previously designated safety area.
5. Stay in the designated safety area un l the emergency response personnel have given the all clear
no ce to return to the classroom.
Prior to exi ng the building the working co-op parent in the classroom on the day of the ﬁre drill will need
to:
1. Check the bathrooms and other areas within the classroom to make sure all children have
exited the classroom together.
2. Know where the ﬁre ex nguishers are located (ﬁre ex nguishers are inspected, maintained,
and cer ﬁed by a state licensed ﬁre ex nguisher company).
3. Help with keeping the children safe from emergency vehicles that may be entering the
parking lot or building.

Earthquake Drills
At minimum our preschool will conduct two “Duck and cover” earthquake drills per year. During this me
the teacher will:
1. Instruct the children to “Duck and cover” (adults will prompt the children to tuck their heads
to their chins, with their ﬁngers interlaced at the back of the neck, and their necks and faces
covered by their arms) and hide under the table with their backs to the windows.
2. Children and adults will remain quietly in this posi on un l the teacher signals “All clear.”
3. If children are on the playground during the drill they will be instructed to follow ﬁre drill
procedures and relocate to the previously designated safety area un l the teacher signals “All
clear.”
The working co-op parent in the classroom on the days of the earthquake drills will need to:
1. Check the bathrooms and other areas within the classroom to make sure all children are
together in a safe loca on.
2. Assist the teacher in promp ng the children through the “Duck and cover” posi on.
3. Help with keeping the children safe from emergency vehicles that may be entering the
parking lot or building.

Lockdown/Intruder Drills
At minimum our preschool will conduct two lock down drills per year. During that me the teacher will:
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1. Instruct the children to “Lockdown.”
2. Classroom teachers are to quickly glance outside the room to direct any students or staﬀ
members in the hall into your room immediately
3. Remove the rubber stopper from the door handle, thereby locking the door.
4. Relocate children and adults to the teacher supply closet and place the door stop under the
inside of the closed door.
5. Turn out lights and computers.
6. Call 9-1-1
The working co-op parent in the classroom on the days of the lockdown drills will need to:
1. Check the bathrooms and other areas within the classroom to make sure all children are
together in a safe loca on.
2. Assist the teacher in reloca ng the children to the closet.

Reloca on
In the event of a real ﬁre or emergency, it would be the job of the working co-op parent to contact the
children’s parents to let them know where the students have been relocated to for their safety. A phone
list is located across the street from the preschool at the parish oﬃce (820 S. Main Street). Parents would
be advised to pick up their children immediately in the case of an actual ﬁre or emergency. A phone call
will also be made to Sonora radio sta on KVML (1450 AM/ 92.7 FM and 93.5 FM) at 209.532.6397 so that
they may broadcast any informa on pertaining to the emergency.

Rules for a Safe Preschool
Personal safety is our ﬁrst and foremost concern at preschool. Preschool rules are needed to ensure the
safety of everyone. The following are preschool safety rules:
1. Be respec ul of others by using kind words and ac ons.
2. Hands and feet are not for hi ng or kicking or hur ng.
3. Toys are for playing, not throwing or breaking.
4. No weapons allowed in the preschool.
5. Materials are to be used for their intended purpose (i.e. blocks are for building, chairs are for
si ng, etc.)
6. Walking feet are used during inside play me.
7. Snacks are eaten at the table during snack me and the child is done when the last bite is
swallowed.
8. As issues arise, teachers and parent assistants use gentle reminders and redirec on to help
children follow the rules. They will also assist the children to clearly communicate their feelings
with one another.
In addi on, these rules are for adults:
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1. All adults will par cipate in a safety awareness walkthrough- ﬁrst aide, sanita on supplies, and
safety pos ngs.
2. Children must be under the direct supervision of an adult at all mes. If you must leave your
assigned sta on, including mes when you assist a child in the bathroom or supervise them in the
hallway, you must no fy another working adult.
3. The classroom door should be kept closed.
4. The glass doors are to be kept closed and locked and no unknown person should be granted
access.
5. Children are not to open the glass doors.
6. All safety hazards must be reported to the teacher and/ or Board.
7. All hazardous materials and cleaning materials must be kept out of children's reach in the
teacher supply closet or the adult bathroom.
8. In order to protect the co-op, staﬀ and parents, no adults should ever be alone with a child
where they cannot be seen by another adult.
In outdoor climbing play structure:
1. Parents will supervise the play yard to ensure the safe use of equipment. This takes par cular
vigilance on the part of parents. Your job will be to stay close enough (within arm’s reach and
with hands free) to react quickly, to teach children to navigate equipment successfully, and to
follow the climbing rules.
2. Children slide feet ﬁrst and can only go up on the slide pre designated by the teacher or working
co-op parent.
3. Children need to wear rubber soled, close toed shoes and climb in safe clothing (i.e. no long
dress-up clothes, etc.)
4. Be respec ul of other climbers (i.e., no pushing, shaking, etc.)
5. No running or tag games are to be played on the climbing play structure.
6. If a child does not follow the rules, give one warning, then remove the child from the climbing
play structure and instruct the child to play in another area (if the behavior persists then remove
the child to the bench and seek the interven on of the teacher)
7. The “outside bag” containing a ﬁrst aid kit and safety.emergency procedures is to be taken
outside each me.

Injury Preven on
It is the responsibility of all parents in our preschool to ensure the safety of our co-op. If you see
something that looks unsafe, immediately inform the teacher or the Board.
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Health and Wellness Policies and Procedures
Hand Washing
Hand washing is the single most important method in reducing disease transmission. We encourage the
adults and children to wash their hands:
1. Upon entering the classroom in the morning
2. Before and a er ea ng
3. A er toile ng
4. A er nose blowing
5. Whenever contact with body ﬂuids occurs
We understand that the thoroughness of hand washing by the children will vary according to their
developmental level and abili es. This is OK, working co-op parents are there to help. As the children
grow their technique will improve. Visual aids demonstra ng the most eﬀec ve way to wash hands are
posted in the bathrooms.

Sanita on Measures
The preventa ve measures listed below help sani ze the preschool and decrease the spread of germs.
1. Hand washing is to occur a er using the bathroom, and before/a er snack.
2. Hands are to be washed under running water with hand soap and dried with a clean paper towel.
3. Paper towels and facial ssue must always be available.
4. Hand sani zer should be used by the teacher and working co-op parent and children each me
they enter the classroom. Sani zer is not to be used without adult supervision and cannot be
stored in a loca on where children can access it without an adult.
5. The snack area ﬂoor is to be swept a er each snack session, and the tables and chairs are to be
sani zed.
6. Each day a spray bo le of fresh bleach solu on is to be made up by the working co-op parent and
used to wipe down all areas used in snack and communal ac vi es.
7. Garbage is to be emp ed at the end of each day. It is the responsibility of the par cipa ng co-op
working parent to empty the garbage cans. Garbage cans are to be cleaned when soiled. Trash is
disposed of daily.
8. Clean laundry and dirty laundry are to be kept separate and all soiled laundry is to be washed
once a week.

Illness Guidelines
Because preschool brings children into close contact with each other, communicable disease spreads
easily among them. To prevent the spread of a contagious disease, children with communicable diseases
must be kept home. Parents must call the teacher and inform him/her about the illness. The teacher will
then post no ce to parents of the possibility of exposure. The following is a list of symptoms that may
indicate your child (or yourself) has a communicable disease. Keep your child home if any of the following
symptoms are present:
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1.
2.
3.
4.
5.

Diarrhea: Two or more watery stools in a 24-hour.
Vomi ng: Vomi ng one or more mes within the past 24 hours.
Rash: A body rash not obviously associated with diapering, heat or allergic reac ons.
Eyes: The eyes are pink or have thick mucus or pus draining from them.
Appearance/Behavior: Unusually red, pale, lacking appe te, diﬃcult to wake, confused or
irritable.
6. Sore throat: Especially when associated with fever or swollen glands in the neck.
7. Fever: A temperature of 100 degrees or higher, with or without a sore throat, rash, vomi ng,
diarrhea, earache, irritability or confusion.
8. Lice: Children with lice (it happens to the best of families) may not a end preschool un l they
are free from lice and nits (eggs).
Children must remain home for 24 hours a er symptoms are gone (without medica on) and 24 hours
a er your child has resumed normal behavior and ea ng. Please note: although 24 hours is the
required wait me, 48 hours is preferable as it increases the probability that the illness is actually over
and will not re-occur.
If a sibling is home sick, we urge you to keep other siblings home as well. Working parents should contact
the teacher immediately if they need to stay home due to illness, andare responsible for ge ng their shi
covered.
Speciﬁc diagnoses that require Public Health no ce are listed below, if your child has been diagnosed with
the following they must be kept home un l cleared by a doctor.
1. Bacterial Meningi s
2. Chicken Pox
3. Conjunc vi s (pink eye)
4. Fi h Disease
5. Hand Foot and Mouth Disease
6. Head Lice
7. Impe go
8. Mononucleosis
9. Methicillin-resistant Staphylococcus Aureus (MRSA)
10. Strep Throat
Children with mild cold symptoms who do not have any symptoms described above probably do not need
to be excluded from preschool. Colds are very common in young children and once they have cold
symptoms are not par cularly contagious. The decision to send a child with a cold to preschool should be
based on the comfort level of the child. Please do remember that other working parents will be in charge
of your child's care when determining if a cold is too severe for your child to a end school. A health care
provider should evaluate greenish discharge from the nose. Ear infec ons are not easily spread and
children do not need to stay at home if they are comfortable going to school.
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Age When Entering

Immunizations (shots) Required

2–3 Months

1 each of Polio, DTaP, Hib, Hep B

4–5 Months

2 each of Polio, DTaP, Hib, Hep B

6–14 Months

3 each of DTaP
2 each of Polio, Hib, Hep B

15–17 Months

3 each of Polio, DTaP
2 Hep B
1 MMR on or after the 1st birthday
1 Hib on or after the 1st birthday

18 months–5 years

3 Polio
4 DTaP
3 Hep B
1 MMR on or after the 1st birthday
1 Hib on or after the 1st birthday**
1 Varicella

Immuniza on and Vaccina on
Parents must show their child's Immuniza on Record as proof of immuniza on. Parents or guardians of,
will no longer be allowed to submit a personal beliefs exemp on to a currently-required vaccine.

Medica ons
“Medica ons” include prescribed as well as over the counter medica ons. Parents must sign the liability
release sec on of the medica on form (LIC 9221) for any medica on to be administered. Do not send
medicine to school without discussing its arrival with the teacher prior to sending it. We will not dispense
any medica on without a doctor’s note- this includes over the counter medica ons. The staﬀ and Board
will follow the physician’s instruc ons, and any accommoda ons will be based on Saint Patrick’s Catholic
Preschool's ability to accommodate the necessary accommoda ons. No excep on will be made to the
preschools medica on administra on policy. If parents or guardians do not provide the completed
medica on form(LIC 9221), they personally will need to come to the preschool and administer the
medica on. Any medica ons that are unused or expired will be returned to the parents for disposal.

Medica on Policy
Saint Patrick’s preschool is not able to dispense any medica on without a Medica on Authoriza on Form
that has been completed by a child’s physician and signed by the parent and physician for all medica ons
(prescribed and over the counter). Medica on Authoriza on Forms(LIC 9221) are available in the
preschool. According to California law, we are allowed to administer medica on when the “Parent
Consent for Administra on of Medica on Chart” is completed by a parent. If more than one medica on is
to be administered each medica on needs to be logged on a separate line. Parents must complete the
Medica on Log daily, or we cannot administer medica on. This applies to medica on contained in the
prescrip on containers and medica ons in the over the counter packaging.
All prescrip on medica on must be current and include the child’s name, date, dosage and mes to be
given, physician's name, in the original container with the label and legible direc ons, and have your
child’s ﬁrst and last name legibly printed.
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All medica on will be stored in the preschool teachers supply closet in a labeled and locked storage
container. The locked storage box will be brought out, by the teacher, when the building is exited during
emergency preparedness drills.
The classroom teacher will be the only person who administers the medica on. The teacher will sign a
form conﬁrming that they were advised by the parent on how to administer any medica on or device.
This form will be stapled to the Lic.9221 form. The classroom teacher will also be instructed by the
parent of any cleaning and proper disposal techniques for any medica ons or devices.

Incidental Medical Services (IMS)
Any child with IMS will be evaluated prior to acceptance to determine whether we will be able to provide
such needed services. We will enroll children with the following IMS needs:
1. Inhaled medica ons- notwithstanding any other provision of law, Saint Patrick’s Catholic
preschool will administer inhaled medica on to a child if all of the following requirements are
met. (For purposes of this sec on, inhaled medica ons shall refer to medica ons prescribed for
the child to control lung related illness, including, but not limited to, local held nebulizers.)
a. Saint Patrick’s Catholic Preschool has been provided with wri en authoriza on from the
legal parent or guardian to administer inhaled medica on and authoriza on to contact
the child’s health care provider. The authoriza on shall include the telephone number
and address of the parents legal guardian.
b. Saint Patrick’s Catholic Preschool complies with speciﬁc wri en instruc ons from the
child’s physician to which all of the following shall apply:
i. The wri en instruc ons shall contain all of the following informa on:
1. Speciﬁc indica ons for administering the medica on pursuant to the
physician’s prescrip on.
2. Poten al side eﬀects and expected response.
3. Dose form and amount to be administered pursuant to the physicians
prescrip on.
4. Ac ons to be taken in the event of the side eﬀects or incomplete
treatment response pursuant to the physicians prescrip ons.
5. Instruc ons for proper storage of the medica on.
6. The telephone number and address of the child’s physician.
ii. The instruc ons shall be updated annually.
When the teacher administers the inhaled medica on to the child, she shall record each instance
and provide a record to the child’s parent or legal guardian on a daily basis.
The teacher will complete formal training designed to provide instruc on in administering inhaled
medica on to children with respiratory needs. This training will include, but not be limited to,
training in the general use of nebulizer equipment, how to clean equipment, proper storage of
inhaled medica ons, how a child should respond to inhaled medica ons, what to do in case of an
emergency, how to iden fy side eﬀects, and when to no fy a legal parent of guardian. This
training shall be a component in the pediatric ﬁrst aid cer ﬁcate requirement as provided in
Sec on 1596.8661.
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For a speciﬁed child, the license or staﬀ person who administers inhaled medica on has been
instructed to administer inhaled medica ons by the child’s parent or guardian. Training materials
pertaining to the nebulizer care that the teacher receives in the process of obtaining or renewing
pediatric ﬁrst aid cer ﬁca on, will be kept on ﬁle.

EpiPen Jr. and EpiPen
Saint Patrick’s Catholic Preschool will handle and administer both of these devices as speciﬁed in
California Code of Regula ons, Title 22, Sec on 101226 (e). However, whenever these devices are used,
we will s ll obtain emergency treatment for the child as speciﬁed in California Code of Regula on, Title
22, Sec on 101226.
The use of these devices are emergency suppor ve therapy only and are not a replacement or subs tute
for immediate medical or hospital care.
In addi on to the requirements in California Code of Regula on, Title 22, Sec on 101226, the following
applies to the use of the EpiPen Jr. and EpiPen:
1. Use in accordance with the direc ons and as prescribed by a physician.
2. Keep ready for use at all mes.
3. Protect from exposure to light and extreme heat.
4. Note the expira on date on the unit and replace the unit prior to that date.
5. Replace any auto-injectors if the solu on is discolored and/or contains a precipitate (both the
EpiPen Jr. and EpiPen have a see through window to allow periodic examina on of its contents.
The physician may recommend emergency use of an auto injector with discolored contents rather
than postponing treatment.)
6. Call 911 and the child’s parent or guardian immediately a er administering the EpiPen Jr. and
EpiPen.

First Aid and Injury Reports
Saint Patrick’s Catholic Preschool uses its best eﬀorts to supervise children, prevent accidents, and avoid
aggressive conduct between children. Nevertheless, it is reasonably foreseeable that accidents may occur
due to the inherent nature of the program and the young age of the children. Falls or minor injuries from
play equipment, as well as other minor incidents may occur during the school year. If the severity of the
injury warrants parental no ﬁca on, an injury report (in duplicate) will be wri en and given to the
parents at pick up me. One copy will be kept in the student’s ﬁle in the preschool classroom and the
original will go to the parent.
In accordance with the state regula ons, the staﬀ will wash all injuries with soap and water as well as
apply a band aid and triple an bio c ointment as needed. Ice packs may be used to prevent poten al
swelling. Parents can take other medical measures once the child is back in their care. In case of serious
injury, such as head trauma or a broken bone, we will make every eﬀort to contact the parent, guardian or
persons listed on the emergency contact list. It is important that you keep the school up to date with
these numbers. Paramedics may also be called if necessary. The classroom teacher is regularly trained in
CPR and children’s ﬁrst aid procedures.
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Allergies and Asthma
Parents must inform the teacher and director of any allergies suﬀered by the child. Food allergies are
posted in the classroom, please be mindful of allergies when bringing food for par es. Allergies to insect
bites or pollen should be men oned to the teacher. Medica ons for severe allergic reac ons and inhalers
for asthma a acks can be kept at school and should be discussed with the teacher and Board. Some
children do have allergies that have symptoms similar to colds. If your child has such an allergy a note
from the doctor sta ng so should be in your child’s preschool ﬁle so that he/she is not sent home
unnecessarily.
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Field Trips
Field Trips
Field trips are a valuable part of your child's preschool experience. Some ﬁeld trips we have taken in the
past include visi ng a bakery, U ca Park,Big Trees Na onal Park, Murphy’s Pizza Co., the municipal
airport, Covers apple ranch and pumpkin patch, and the Bret Harte FFA pe ng zoo. Your child will have a
chance to see new sights and new places, and learn more about our neighborhood and surrounding
community. Field trips will be discussed in advance at the monthly parent advisory mee ngs, and a no ce
will be placed in your child’s cubby at least one week before the scheduled date of the ﬁeld trip. Parents
provide transporta on to the ﬁeld trip site, or arrange for another parent to drive their child. We prefer a
child to adult ra o of 1:1 but allow 2:1 ra o.
Every child must:
1. Have a signed permission slip
2. Wear a provided Saint Patrick’s Catholic Preschool shirt which will be distributed upon arrival.
If you are driving, you must:
1. Be over age 21 and possess a valid California state issued driver’s license
2. Have proof of insurance
3. Carry minimum auto liability insurance of $100,000 per person/$300,000 per accident.
4. Have one seat belt per seated occupant, and appropriate car seats for children under 8 years of
age or under 4 feet 9 inches of height.

Siblings
Safety is our ﬁrst concern at all mes; especially when we are out in the community and aren’t as able to
plan for unforeseen poten al danger. Only one other child in your care may a end the ﬁeld trip, so as to
observe the 2:1 ra o.
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Communica on
Good communica on between members of the Saint Patrick’s Catholic Preschool, the Board and the
classroom teacher is key to the success of the child. There are several ways for parents to communicate
with us, i.e. email, phone, text.

Parent Orienta on
Prior to the start of each school year, an informa onal mee ng will be scheduled to review the
informa on found in this manual. All parents, Board members, and the classroom teacher will a end.

Bulle n Boards
In the hallway, above the sign in/ sign out binder, the teacher and Board will post all relevant news and
informa on. This is where the monthly theme calendar is posted, as well as the par cipa ng co-op
working parent schedule.

Email
It is important that all members of the preschool check their email regularly. Please make sure that you
have a current email address on ﬁle. Email is also an appropriate way to communicate about any
upcoming changes or concerns you might want to discuss with the teacher or Board, but cannot do so
during drop oﬀ or pick up mes due to poten al disrup on in supervision of other children in the
classroom.

Individual Conferences
Discussions of your child’s progress throughout the year may be scheduled by you, the parent. Email or
call the teacher to schedule a mee ng me convenient for all members involved in the mee ng.

Monthly Parent Advisory Mee ngs
Once a month, on the second Monday of every month, the Board, the teacher, and all members of the
preschool (par cipa ng members as well as non-par cipa ng members) will sit down, without children
present, to discuss all informa on relevant to the preschool. The teacher will discuss upcoming themes
and ac vi es, the Board will report on fundraising and administra ve topics, all parents will report on the
speciﬁcs of their individual preschool jobs. This is also an open forum to discuss, in a polite manner, any
concerns that aﬀect the en re preschool. It is also a me for all members of the co-op to bring to the
teacher and Board any ideas, talents or equipment that you would like to share with the children during
the upcoming month’s classroom theme. Feel free to ask ques ons and make sugges ons. We welcome
and encourage your input!
For $5 per child, child care will be provided in the preschool classroom during these mee ngs. Babies in
carriers are welcome at mee ngs. All families registered in the preschool are required to a end these
mee ngs. If the parents are unable to make the mee ngs, a family representa ve must s ll be present
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(grandparents, caregiver, aunts/ uncles etc…). Each family will be allowed to miss no more than two
mee ngs per school year without penaliza on from the Board.

Handling Classroom Concerns
All of us are seeking the best for the children enrolled at Saint Patrick’s. If a problem arises it is impera ve
that members of the co-op work together towards resolu on. Whenever possible, communicate directly
with one another regarding concerns. If member to member communica on isn’t possible or isn’t
preferred, the teacher should be your next contact; this step is essen al. Teachers are very helpful when
they are involved in the process of resolving concerns. Our Board recommends the following steps:
1. Schedule non-classroom me for a private discussion with the teacher (can be by phone or
email).
2. State the problem, issue, or concern, state proac ve or reac ve measures you’ve tried, and what
end result you would like to see.
3. Listen to the teacher's observa ons and perspec ves regarding your concerns.
4. If this process does not sa sfactorily resolve the issue, contact the Board directly to schedule a
mee ng.
5. Avoid talking nega vely with other members of the co-op. This o en creates a problem even
when there isn’t one.

Concern Chart
Concern:
Child’s progress
Child or family concerns
Workday schedule conﬂict
Health concerns
Curriculum
Tui on, scholarships, dues and fees
Problems with other members or children
Withdrawal from program

Whom to talk to:
Teacher
Teacher
Other par cipa ng co-op members
Teacher
Teacher
Teacher and Board
Member ﬁrst, then teacher, then Board
Teacher or Board
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Preschool Daily Schedule
7:30

Drop-oﬀ & Free Choice

8:15

Morning Centers

8:45

Morning Circle Time (Tuesday morning, visit to Chapel)

9:00

Table Time Ac vi es

9:30

Free Play & Snack

10:15 Structured Play/Group Ac vity
10:30 Share Circle
11:00 Lunch
11:30 Outside Play
12:15 Preschool Pick-up
12:30 Story me
12:45 Nap Time/Quiet Time
1:45

Free Choice

2:30

A ernoon Snack

3:00

Enrichment Group Ac vity - Science, Technology, Engineering, Art or Music

3:30

Outdoor Free Choice

4:15

Story me & Pick-up

School-Age Daily Schedule
2:30

A er-school Arrival/A ernoon Snack

2:45

Outdoor Free Choice

3:30

Homework Time/Group Arts & Cra s Ac vity

4:15

Story me & Pick-up
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School-Age Summer Program Daily Schedule
8:00

Drop-oﬀ & Free Choice

9:00

Circle Time

9:15

Group Arts & Cra s Ac vity

10:00 Outside Free Choice & Snack
11:00 Structured Play/Group Ac vity
11:30 Lunch
12:00 Quiet Time/Silent Reading
1:00

Enrichment Group Ac vity - Science, Technology, Engineering, Art or Music

2:00

A ernoon Snack

2:30

Outdoor Free Choice

3:30

Story me & Pick-up
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Rules and Behavior Management Policies and Procedures
In keeping with our philosophy of healthy social and emo onal growth and development, all children will
be treated with dignity and behavior management strategies will provide posi ve reinforcement. The
state of California prohibits the use of corporal punishment of any kind, the inﬂic on of pain or
humilia on, ridicule, coercion, threat, mental abuse, of other ac ons of punishment-Health and
Safety code, Sec on 1596.81/ 1595.72/ 1596.73/ and 1597.05

Guidance and Discipline
1. A child is not “forced” to par cipate. Some children need a “looking on period”. We provide a
“choice chair.”
2. Let children learn by experience. Encourage them to do for themselves as much as possible
– zipping coats, cleaning up spills, pu ng away toys. Oﬀer assistance only when it is
necessary to avoid failure. You might be able to do it faster, but they will learn through doing
it themselves.
3. Encourage children to explore and experiment with the least amount of direc on.
4. Avoid hovering. Keep in mind it is the art PROCESS that is important, not the product.
Comments about how nice a color is or what an interes ng pa ern the child has made are
more appropriate than ques ons like, “What are you making?”
5. Encourage the child whenever possible- “We’ll try again”, “That was hard work, but you kept
trying”.
6. Avoid discussing children in their presence.
7. Cul vate calm when talking or working with children.
8. Seat yourself whenever possible.
9. Give clear, simple direc on – and a choice only when there is one.
10. Praise the behavior you wish to con nue.
11. Be consistent.
12. Don’t interrupt anything a child is doing without fair warning: “Five minutes to clean up
me”.
13. Be available for assistance when necessary. Allow children to problem solve when possible.
14. Redirect behavior that involves hur ng selves, others, property. Isolate a child who is out of
control. When in doubt consult teacher, or teacher aide (when applicable)
15. Approach a child who is misbehaving in a friendly manner and suggest another ac vity or
area.
16. When children are in social conﬂict, let them work it through if they can.
17. Sharing is a concept foreign to preschool age children. Step in when necessary to avoid injury
or to suggest a possible solu on.
18. If you have a concern about guidance and/or discipline in the classroom please talk with the
classroom teacher and/or the Board.
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Bi ng and Physical Aggression
Children who bite or are physically aggressive towards staﬀ or other children will be sent home for the
day and the parents, teacher, and board will need to meet prior to the child returning to the classroom.

Grounds for Dismissal
In the event that the behavior management or disciplinary needs exceed the capabili es of the teacher
and Board, to the extent that the behavior of the child is compromising the quality of the program for
other children in the preschool, that child will be asked to withdraw from the program. If the child is sent
home for bi ng or physical aggression more than twice a month, or placed into me out more than twice
a week, the parent, teacher and Board will meet to discuss the behavior management and disciplinary
needs of the child.
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Fundraising
Fundraising is an essen al part of the preschools opera on and success. Mandatory fundraising helps keep
the cost of tui on aﬀordable and helps prevent addi onal costs being passed on to families when
classroom needs arise. There are three mandatory fundraisers per year that have been decided in
advance by the Board, the families are responsible for the money generated by these two fundraisers
whether they par cipate or not. Those two mandatory fundraisers are:
1. Drive-Thru dinner Ticket sales
a. Each family will have a predetermined number of ckets to sell.
b. Number of ckets will depend on the preschool’s budget and how many children
are enrolled.
c. Each family will need to sign up to work the event.
2. 2 Day Spring Cra faire/ Chicken in a Barrel
a. Cra fair and dinner will take place in March
b. This fundraiser is put on by Board President, Monie Segale.
c. Money raised is used to make our preschool the best it can be and helps with the
purchase of new playground equipment, cra supplies, academic manipula ves
and books.
d. Parents are responsible for:
i. Providing a baked good for the bake sale table
ii. Signing up to work the event
iii. Selling dinner ckets
3.Chocolate Bar Sales

Addi onal fundraisers are to be decided on by the co-op members and the Board.

Savemart Shares and Angels Food Market Community Cards
Parents are strongly encouraged to sign up for these programs. All you have to do is swipe a card at check
out and a percentage of your purchase is donated back to the preschool- usually 3% of purchases.
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Parent Jobs
Par cipa ng and non-par cipa ng Co-op members are required to hold “jobs” in the preschool. If you are
a par cipa ng member, you are only able to do your job on your classroom work day if it doesn’t
interfere with the amount of supervision and par cipa on you are able to provide.

Job:
Classroom Special Events Coordinator(2)

Maintenance and Cleaning Coordinator

Calendar Coordinator

Photo and Publicity Coordinator (2)

Field Trips Coordinator

Required du es:
Plans and delegates tasks for special events
including- third Sunday recep on, classroom
par es and feast days, creates signs up sheets.
Sends reminders and creates public pos ngs as a
way to remind parents and monitor par cipa on.
Assists with all fundraising eﬀorts- planning and
follow up. This job may require extra mee ngs
with the teacher and Board.
Sets up and implements the daily, monthly and bi
annual cleaning of the preschool and preschool
grounds. Creates a checklist and public pos ng so
all parents know cleaning responsibili es. Keeps
inventory of cleaning supplies and no ﬁes teacher
or board when supplies are low. No ﬁes Board if
preschool classroom or preschool grounds require
maintenance.
Will be responsible for passing around the
volunteer calendar for the following month at
parent mee ngs, then checking to ensure that
each parent has signed up and fulﬁlled their
required number of days for that month.
Will photograph school events and fundraisers to
be used for publicity, bulle n boards, quarterly
newsle er, etc. and organize photos in folders by
event in the preschool Shu erﬂy account to be
used in the yearbook. Take the ﬁrst day of school
and school gradua on photos, and organize
school picture day.
Works with the teacher and Board to schedule,
organize and announce preschool ﬁeld trips. This
job includes scheduling with the ﬁeld trip loca on,
ensuring the proper paperwork is given to parents
and returned to the teacher in accordance with
the melines needed, and verifying parent driving
eligibility, collec ng funds, and wri ng thank you
notes to the ﬁeld trip loca on upon trips
comple on.
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Board President and parent representa ve

Board Vice President

Library and Book Organizer

Playdough and Sensory Coordinator

Acts as a primary coordinator and a ends all
Board and Parent mee ngs. This parent will act as
a resource to other parents, as well as coordinate
teacher apprecia on gi s, and monitor that the
rest of the co-op members are performing the
func ons of their individual classroom jobs, and
help with registra on and orienta on.
The person (possibly a new parent) is appointed
by the Board. This Board member shall assist the
president with all of their du es, and take over in
their absence.
Replaces books in the classroom library according
to the theme of the week (see monthly
calendar),and puts books away in the book
cabinet according to the established organiza on
system. Coalates and distributes scholas c book
ﬂyers into cubbies. Rotates quiet- me book bags
every 2-3 weeks to ensure fresh reading materials.
Makes the playdough on a weekly basis. Materials
and recipes provided- if a child in the classroom
has a nut allergy, the playdough must be made in
the Parish hall kitchen. Works with teacher to
organize and maintains the weekly sensory bins.

** Failure to par cipate in your selected job could result in disciplinary ac ons by the Board, and may result in
revoking of membership **
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Board Posi ons
The Board is in charge of running Saint Patrick’s Catholic Preschool as a non-proﬁt organiza on. Board
members are not required to par cipate in preschool, but do par cipate in fundraising eﬀorts to help
bring in necessary funds to keep the preschool running. Board members meet monthly and the mee ngs
are closed. However, all parents are encouraged to come and address the Board if there are any ques ons
or concerns that haven’t been managed by the Director or Teacher. Any ques ons about school policies
or sugges ons will be welcomed. The date, place, and agenda of each Board mee ng will be publicized in
advance of the mee ng.
President:

Parish Representa ve:

Fundraising and Publicity Coordinator:

Preschool Director and Treasurer:

Maintain a close rela onship with the parents and
classroom teachers ensuring a consistently high
quality program. Oversees all fundraising eﬀorts.
Consults on all disciplinary ac ons and on revoking
membership. A ends, takes a endance, and takes
minutes at all preschool mee ngs. Minutes are
posted within 48 hours of mee ngs.
In mes when there is no Director on site, the
Board President shall act as Director. This person
holding this posi on is appointed by the Parish
Priest. This Board member shall be present at all
Saint Patrick’s Catholic Preschool Board Mee ngs
and Parent Advisory Mee ngs. Maintains
rela onship with Priest and parish members.
Works with the treasurer to make deposits.
This person is appointed by the Board. This Board
member shall work with the President and
preschool special events coordinator and photo
and publicity coordinator to make sure all
fundraising and social events are properly
publicized. This member shall work with the
president and treasurer to keep track of
fundraising goals and report back to parents
regarding progress and deadlines.
See “Preschool Director” job qualiﬁca ons. This
Board member shall a end all St. Patrick’s Catholic
Preschool Board Mee ngs and Parent Advisory
Mee ngs. Sets mee ng agendas and keeps order
at mee ngs. Shall pay bills as needed and manage
reimbursements. Shall work with the President to
make deposits. Shall work with the President and
Parish Bookkeeper to prepare and follow a school
budget.
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Evalua ons
Twice a year- in December and in April, all parents in the preschool will be given conﬁden al evalua ons
of the preschool program, and the teaching staﬀ. We are asking for your help in improving our program.
Your candid feedback and observa ons will provide us with valuable insight into how we can improve our
program and preschool. The informa on you provide to us will be kept conﬁden al and private. Your
name will not appear on the ques onnaire, and your responses will not be linked to your iden ty in any
way.

Termina on Condi ons
The school may terminate a child’s enrollment in the schools program eﬀec ve immediately upon wri en
no ce of such termina on, if any of the following condi ons arise:
1. Payment owed by the parent to the preschool is not paid within 15 days a er such payment is
due.
2. In the opinion of the preschool's teacher and Board, a child’s behavior threatens the physical,
mental health, or well being of one or more of the other children in the preschool. If reasonable
accommoda ons will eliminate the threat, the child may be suspended un l the me such
accommoda on can be implemented.
3. In the opinion of the Board, a parent's behavior threatens the physical, mental health, or
well-being of the preschool staﬀ, and/ or is disrup ve, destruc ve, or detrimental to the integrity
of the preschool.
4. The child is picked up late more than three mes in any 30 day period, without having been
provided any jus ﬁable reason for the late pick up.
5. On more than 2 occasions within any 30 day period, in the judgement of the teacher, a child has
obvious symptoms of illness when brought to the preschool, or a parent fails to pick up the child
from the preschool promptly when no ﬁed that the child is ill.
6. Failure to comply with the condi ons of this manual may also result in termina on from the St.
Patrick’s Catholic Preschool program.
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