
Operating Policies

PARTICIPATION

Linden Community Preschool is considered a parent participating preschool and currently holds a lease with the 
United Methodist Church to hold classes on Monday, Wednesday, and Friday.

Regular participation status consists of:
 a) Working in the classroom when scheduled
 b) Providing snack for your child
 c) Attending required field trips
 d) Attending orientations, workshops and class meetings
 e) Participating in any fundraising
 f ) Donating maintenance and enrichment hours
 g) Paying the appropriate fees

Substitutes are parents who have notified their Class Representative that they are available.  You will be provided 
with a substitute list of parents that will work for pay or trade.  If you use a substitute for pay, please refer to Financial 
Considerations for the fee information.  Before you contact a substitute, remember fathers, grandparents or nannies 
with medical clearance.

The parent who was originally scheduled should notify the Class Representative who will be working in their place and 
on what dates.  Be sure to change the master schedule on the bulletin board at school.

Four working parents are absolutely necessary by state law when supervising 20-24 children.  Linden Community 
Preschool cannot open their doors if the required number of participating parents is not on duty.  Should a last minute 
problem interfere with your participation day, you must find someone to take your place.  A parent who is absent from 
or significantly tardy to work his/her scheduled work day at the preschool shall be responsible to pay the parent who 
assumes their work responsibilities the sum of $20.00.  If no parent is available, the preschool will not open until such 
time as a parent becomes available as required by the California rules and regulations, which govern the operation of 
the preschool.

In all cases, if the scheduled parent makes arrangement with another parent to “cover” for him/her in their absence, it 
shall nevertheless remain the responsibility of the scheduled parent to make sure that the “covering” parent is present 
and timely.

On your participation day, you will need to be at school 20 minutes before school starts and must stay after until 
cleaning is completed.  This allows time to prepare the play area for class, clean up and a discussion with the teacher.  
Sign in and take an activity card.

SIGN IN PROCEDURE

Sign in your child, along with children in your car pool each day they attend.  The class sign up sheet will be posted.  
Children need to be registered daily to verify their presence for the insurance and to comply with the California State 
regulation for maintaining a daily attendant record.

Please sign in and out using your complete name.



When class ends at 12:00 p.m., be on time to pick up your child.  Your child will expect to see you at that time.  Please 
remember to sign out any other child you are taking home.

All extra children and siblings arriving with parents before and after class must remain with the parent so as not to 
disrupt the activities of the teacher and the enrolled children.  Once you have picked up your child, please move out of 
the preschool.  This way other parents can move in and do the same and we can minimize congestion in the class.  To 
keep the noise level down, please do not hold conversations in the classroom area.  Do your socializing in the parking 
lot!

FIELD TRIPS

Field trips are held throughout the year.  Transportation of your child to and from the field trip is the responsibility of 
the parent.  The parent can make car-pooling arrangements if necessary, but 100% parent participation is encouraged.  
Please note that the school is not liable for any injury occurring during the transportation portion of the field trip 
because we do not originate from school.

We will also be taking short walking “excursion” field trips around town.

SNACK

You are to provide a healthy snack for your child each day they attend school.  Please provide snacks such as fruits, 
veggies, high protein, low carbohydrates and limit the candy and fruit snacks.  See also “Snack Time” page for details.  
In the event that we have children with food allergies, please do not pack any of the posted foods that the student is 
allergic to & remember to read labels. 

MAINTENANCE HOURS

Each family is to contribute 4 maintenance hours to the school each year per child attending.  These maintenance 
hours must be used to maintain and/or improve the building and grounds.  These hours can be spent repairing 
equipment, painting, cleaning up, doing yard work, etc.  Fathers are needed too.

The Maintenance Chairperson will make available a current list of jobs that require attention.  These lists can be found 
on the school bulletin and in the monthly newsletter.

Regardless of any other maintenance activity your family make undertake, each family must participate in one of the 
school’s three cleaning days.

A maintenance folder will be provided on the Parents’ Shelf for recording the date and nature of the job completed 
and the amount of hours earned.  It is your responsibility to record your hours.

Maintenance hours need to be completed by end of the school year.  If your hours are not completed by that date 
you will be charged $25/hr. for any incomplete hours.  If a problem arises which makes it impossible to complete your 
maintenance hours by the deadline, a 45-day extension is available upon approval of the Board.

ENRICHMENT HOURS

Enrichment hours are hours directed to the children’s program by the parent.  A minimum of 4 enrichment hours 
is required of the parents each year.  Parents have many choices as to how they would like to earn their enrichment 
hours.  This experience can be educational and an enriching experience for both parents and the children.

There will be a monthly calendar posted on the bulletin board, which will advise you of enrichment activities.  Below 
are listed a few examples of how a parent may receive their enrichment hours.  Completing one or a combination of 
these suggestions will fulfill your enrichment hour’s requirement for the year.
 



 * A pre-planned activity in one of the centers: Art, Dramatic Play, Block, Science, Outdoor or Foods.  (Please refer  
  to the “Snack Information” sheet in this Handbook.)  All other activities may be completed on your workday or  
  on a day you are not scheduled to work.  Check the monthly calendar or the newsletter for special snack  
  requests from the teacher.  The teacher must pre-approve all activities. (3 hours)

 * Preparing material at home for a children’s activity, such as precutting.  Watch the bulletin board for notes on  
  this from the teacher.  (1 hour)

 * Construct a new toy for the children.  (1-4 hours)

 * Presenting a special visitor.  (1 hour)

 * Sharing a skill or a talent with the children, including preparation time, set-up and presentation at a class  
  session.  (1-3 hours)

The Parents’ Library has books on many topics to give you ideas on children’s activities presented in the classroom.  
The public library also has additional information on activities for the preschool child.  Avoid making models in any art 
medium activity.  If you need help selecting an activity the teacher is always available to help.

It is each family’s responsibility to record their own enrichment hours in the Enrichment binder provided on the 
Parents’ Shelf, noting the date, nature of activity and the amount of hours earned.  If your hours are not completed by 
May 31st you will be charged $25/hr for all incomplete hours.

FUNDRAISING  

Each year Linden Community Preschool holds a fundraiser.  All parents of enrolled children are required to participate 
in the fundraiser.  The hours worked cannot be used to meet maintenance or enrichment requirements.

CLASS MEETINGS

Class meetings will be held during the school year.  There are three meetings that are mandatory:  Orientation #1 and 
Orientation #2 in September and Fundraising in January.  Both parents are encouraged to attend the class meetings; 
however the presence of either parent will fulfill your obligation.

Sign in at all meetings with the Class Representative.  Failure to attend a mandatory meeting will result in the family 
working an extra workday in the work schedule.

WORKSHOPS

Occasionally the teacher or a member will invite a guest or a speaker to present a program that will be beneficial and 
enriching to families of preschool children.

WITHDRAWAL

The President must be notified one month prior to withdrawal.  The “last month’s tuition” paid covers tuition fees for 
the month of withdrawal.  Before withdrawing, the parent must work any remaining days scheduled during the month 
or supply a substitute for each day due.  All other responsibilities must be met before a family withdraws.

LEAVE of ABSENCE

A four-week leave of absence will be granted for maternity and major medical needs.  Participation days will be waived 
for this time; however, other obligations must still be fulfilled.  Your class Representative must be notified of the need 
for this leave of absence in order to schedule replacements for your participation days without hiring a substitute at 
your expense.



HEALTH

Title 22 governs the operation of our preschool.  The following sections have been reprinted for your information.

Section 31269 Refers to the child

Physician’s report:  
 a)  Prior to admission, the preschool must obtain for each child, not otherwise exempt, as provided below,  
      a written report from a licensed physician, preferably the family physician.  
 b) The physician’s report must cover the child’s:
  1. General health
  2. Physical and emotional maturity
  3. Special problems and needs
  4. Immunizations
  5. Test for tuberculosis

The teacher needs to be made aware of any medical conditions and allergies your child may have.  The teacher has the 
right to send home any child whose health seems questionable when she greets him/her at the beginning of class or 
during the course of the day.

Section 31217 Refers to the staff and participating parents

Personal Health.  A complete physical examination by a licensed physician shall be required of each staff member 
(including the director, teachers, participating parents, cooks, etc.) prior to beginning work.  This examination must 
include the verification of freedom from tuberculosis requiring by W&IC 16017.  The nursery must also have on file 
reports showing that each employee has had the required test or x-ray within the last 24 months, and is free from 
tuberculosis.  The physician’s report shall be in writing and shall be kept on file in the nursery.  Staff members shall not 
be allowed to come to work when ill with contagious diseases (such as colds) or with other illnesses that could affect 
their performance.

Section 31275 Refers to ill children

Ill children shall not be accepted for care at the preschool during morning inspection.  The preschool must make every 
effort to gain the cooperation of parents in keeping their children at home when they are not well.  The preschool has 
responsibility for seeing that children with obvious symptoms of illness, including the common cold are not accepted.

The regular reception procedure used to meet this requirement must include the following:
 a) A parent or a person designated by the parent must bring the child into school.
 b) The adult bringing the child must remain until the child is accepted.
 c) A staff member who knows the child and has had instruction as to early signs of illness and screening 
     procedures must observe the child.
 d) The specific inspection procedure used must be in accordance with the advice of the preschool’s consulting 
      physician or local health department.
 e) The inspection procedure must take place before the child enters the group.

Special attention shall be paid when a child has been absent because of illness and when a particular contagious 
disease is epidemic.  

STAFF

The teacher/director and the administrative board are governed by the by-laws that are posted at the preschool site.  
A copy is also available upon request.

TEACHER - Linden Community Preschool will employ a teacher that will hold the title of Teacher/Director.  The teacher 



will supervise the participating parents in class, work individually with the children and be available at the school 30 
minutes before and after school session.

The teacher will plan the daily curriculum allowing for spontaneity in the program.  She will vary the learning 
experiences.  The teacher will observe and evaluate each child’s growth within the class and discuss these 
observations at the yearly parent-teacher conference.  The teacher will consult with parents when behavioral, 
emotional and physical problems are suspected in their children.  The teacher will report accidents to parents on the 
day of the accident.

Requirements must be met as outlined by the State of California Department of Social Services and a copy is available 
in the Parents’ Library.

ADMINISTRATIVE BOARD – Members of the Administrative Board shall be listed in By-law Article VI-B.  Regular meeting 
of the Administrative Board shall be held on the 3rd Monday of each month.  The Board shall create committees 
with members outside the Board encouraged to serve.  Final decisions shall be made by a majority vote of the 
Administrative Board unless otherwise stipulated at the time the committee was created.

All parents are encouraged to attend board meetings to help make decisions.

LICENSE

Linden Community Preschool is a parent cooperative, non-profit, non-sectarian, and non-discriminatory preschool.  It 
is licensed by the State of California, Department of Social Services.

BOOKS

Three-four times a year, See-Saw and Troll book subscriptions are distributed in each child’s cubby.  The subscription 
form will include a due date.  If you wish to order books from these companies, submit the order form on or before the 
due date.  The library chairperson will order all the books and put them in the appropriate cubbies upon arrival.

SPECIAL CHILD of the WEEK

Starting in September, we will be celebrating “Special Child of the Week”.  On Monday, we will display pictures of the 
child, their family and special events.  On Wednesday, the child may bring a few items of show-and-tell to share.  They 
will receive a special badge to wear and have their picture taken.  All week long the child will be celebrated and we will 
sing, “I Am Special”.  We celebrate the Special Child in alphabetical order until everyone has had a turn.

BIRTHDAY

Your child’s birthday is another chance to share with classmates.  Please remember when choosing your birthday 
snack that we may have children with allergies.  On this day, the birthday child may share something special with 
classmates and then place the item in his or her cubby during class time.  At rug time, the child will receive a birthday 
crown and blow candles out on the “school” birthday cake.

SPECIAL COLOR DAY

On the school calendar, there are special “Color Days.”  On those days, we try to wear something of that color.  We have 
a snack and an art project that reflects that color.


