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Mission Statement

Irvington Cooperative Preschool’s goal is to provide a stimulating and creative learning envi-
ronment that encourages the development of each child’s positive self-image and social skills 
through both structured and unstructured play experiences in the areas of art, music, science, 
physical education, dramatic play, and reading and math readiness.  To enhance these experi-
ences, the curriculum utilizes community resources both in and outside the classroom.

Parent Child Preschools of Oregon

Irvington Cooperative Preschool is a member of Parent Child Preschools of Oregon (PCPO), 
a nonprofit organization of more than 73 cooperative preschools and kindergartens with an 
aggregate membership of 3,000 families and teachers.  Founded in 1956 by the members 
of eight Portland preschools, PCPO’s mission is to promote the exchange of ideas among 
schools and to help parents form new cooperative preschools.  Schools must pass annual cer-
tification to belong to PCPO, meeting standards in parent involvement, decision-making, non-
discrimination policies, communication, and safety.  PCPO is an affiliate of Parent Cooperative 
Preschools International (PCPI), an organization which spreads the concept of cooperative 
preschools across state and national boundaries.

PCPO provides member schools with the following services:

Advice and Guidance
Parents with cooperative preschool experience and education professionals offer ad-
vice regarding administrative matters, internal problems, in the member schools and 
the formation of new preschools.  Limited legal and accounting advice is also available.

Insurance
PCPO offers optional insurance packages at group rates including liability, accident, 
and fire.

Education
PCPO holds an annual conference for parents and teachers, orientations for board 
members and teachers, regularly scheduled speakers, and other events.   
The organization also maintains a resource library for teachers.

Publications
PCPO publishes a Resource Directory, a President’s Handbook, a Kindergarten  
Checklist, Guidance for a Cooperative Preschool, and quarterly newsletters.

Inclusion

Irvington Cooperative Preschool is dedicated to meeting the developmental needs of each 
child in the program and supporting each family as valued members of the preschool. The 
preschool tries to make reasonable accommodations for every child and family. Only by  
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supporting each other and recognizing each child’s unique contribution can we raise  
confident healthy children. 

What does inclusion mean? 

•	 A place, program or activity where individuals are accepted and supported by 
their peers, teachers, and other members of their community

•	 When individuals participate on an equal basis in a program, activity, or event 
of their choice.

•	 The least restrictive setting possible to allow all individuals to take part in the 
program as independently as possible.

 
What are the benefits of inclusion? 

•	 Equal opportunities for children in all stages of development to take part 
equally in a compassionate setting.

•	 Increased physical and mental health, social skills, and confidence for all in-
dividuals because their needs are met on all levels with kindness and under-
standing.

•	 Development of community support and changes in attitude, which lead to 
greater dignity and self-respect for all.

Parent Handbook

Fundraising Information and Events

Irvington Cooperative Preschool depends on volunteer labor, fees, tuition, grants and fund-
raising to operate.  However, to provide one of the most affordable monthly tuition fees in the 
city, the preschool relies heavily on fundraising.  The fundraising events for the year are:

 
The Flutter Run
The Flutter Run kicks off the Fall Family Potluck in September.  Similar to Portland 
Public Schools Run for the Arts, the Flutter Run is a sponsored fun walk/run.  Each 
child receives a pledge sheet with the handbook and gathers sponsors who pledge 
a set amount of money for evey lap the child completes during the time allowed or 
they can pledge a fixed amount regardless of how many laps the child runs.  The total 
amount each child raises applies to the family’s fundraising goal. 

The Wreath Sale
At the October General Membership meeting, the Fundraising Committee gives each 
family a holiday wreath sale fundraiser packet that includes color brochures, order 
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forms, receipts, and information regarding prices and shipping. Our supplier provides 
nearly wholesale-priced garlands, swags and three sizes of wreaths with delivery by 
Thanksgiving.  Each family sells the product at retail prices.  The profit applies to the 
fundraising goal.

Chinook Books
Chinook Book is a one-of-a-kind resource — a coupon book, a directory, a source of 
ideas and inspiration.  We will be selling them as an on-going fundraiser from October 
— March.  Ten dollars per book sold is applied to the family’s fundraising goal.
 
Rummage Sale
Start saving your gently used, but no longer wanted, children’s clothing, baby gear, 
toys, books, household items and furniture for the spring rummage sale!  The stated 
value of the goods each family donates counts towards their yearly fundraising goal.  
Each family will be required to work four hours at the sale or during set-up and clean-
up.  These hours do not count towards community hours. 

Contact Vice Presidents of Fundraising if you have questions:
Mary Moreno, 503-998-9070 or mary.moreno@comcast.net
Annie Licurse, 503-287-7855 or annielicurse@yahoo.com

School Policies and Prodedures

Admission
Registration is complete when the preschool receives the first and last months tuition, 
one-time $10 application dee, and the following forms, completed and signed:  Regis-
tration form, membership agreement, medical consent form, insurance waivers, photo 
release form and proof of immunization form. 

Administration/Role of Members
Irvington Cooperative Preschool is a cooperative preschool tun by the parents whose 
cihldren attend the school. Operations of the school are governed by an Executive 
Board comrised of the following officers: President, Secretary, Treasurer, Vice President 
of Membership, and Vice President for Fundraising. 

For Irvington Preschool to operate each family must participate in the 
key aspects of the program including: 

Parent Helping
Parents are required to help in the classroom on a rotating basis as assigned on the 
monthly calendar.  The teacher will discuss specific duties and policies at the Septem-
ber Orientation Meeting, and each family will receive a copy of parent duties in orien-
tation materials.  Parent helpers should arrive no later than 9:15 and bring a snack as 
indicated on the schedule.  Parents are required to perform duties reasonably  
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requested by the teacher and to stay until each child has been picked up by a parent 
or other adult designated by the child’s parent. 

If a parent knows in advance that he or she will be unable to parent help on the as-
signed day, he or she is responsible for finding a replacement from within the member-
ship.  The school is unable to function without two parent helpers and class may be 
cancelled if a parent has not arranged for a replacement.  Parents are responsible for 
noting changes on the monthly schedule outside the classroom.
 
If a parent makes no arrangement for a replacement but another parent volunteers to 
parent help in their place, the absent parent will be required to take the substitute’s 
next parent help day.  Repeated failure to fulfill the parent-helping obligation may re-
sult in revocation of membership. 
 
Parents are required to only use cell phone for emergencies during parent helping.  If a 
parent must have a cell phone on, it must be on silent/vibrate and restricted to emer-
gencies only.  Casual cell phone use is prohibited during classroom time.
Committee Responsibility (Parent Jobs)
As part of the registration process, parents will have an opportunity to rank prefer-
ences for committee assignments.  Based on these preferences, the Executive Board 
will assign a year-long responsibility to each family; however, the Executive Board may 
not be able to accommodate all preferences.  Each assignment will be overseen by a 
job coordinator, usually a member of the Executive Board, who is available to answer 
questions and provide assistance. Failure to perform duties may result in revocation of 
membership.

Fundraising
Each family is responsible for participating in fundraising activities and meeting a 
fundraising obligation of $250 p child.  The Fundraising Committee organizes numer-
ous activities throughout the year: the Flutter Run, wreath sale, Chinook Book sale, and 
either an auction or rummage sale.  If a family has not met its fundraising goal at the 
end of the year, it is obliged to pay the difference in cash.  In-kind contributions cannot 
be accepted toward the fundraising goal.  Failure to meet the fundraising obligation 
may result in revocation of membership. 

Meetings
General Membership Meetings are held the second Wednesday of each month in the 
Fellowship Hall (the “gym”).  At least one parent from each family must attend each 
general membership meeting.  Parents provide refreshments on a rotating basis, and 
childcare will be provided for a small fee.  Parents must notify the Secretary in advance 
if unable to attend the General Membership Meeting.  Parents are allowed to miss one 
General Meeting if circumstances won’t allow them to attend.  Any further missed 
meetings will result in one hour being added to the Community Hours requirement. 
Repeated delinquency shall be brought before the Executive Board for review and may 
result in revocation of membership.
The Executive Board meets monthly in the classroom immediately before the General 
Membership Meeting.  Executive Board meeting are open to the membership.
New members are required to attend a Parent Orientation in September. The teacher 
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will present information relating to parent helping, curriculum, and classroom policies.

Community Hours
In addition to the committee assignment, each family is required to donate a total of 
five hours service to one or more of the following committees: fundraising, deep clean-
ing, gardening/outdoor maintenance, open house, and memory book.  Committee 
hours may be fulfilled over the summer or during the school year. Board Members are 
exempt from this obligation. 

Tuition
Monthly tuition ($80 for the Caterpillar Class and $120 for the Butterfly Class) is due by 
the 5th of each month.  Make checks payable to Irvington Preschool.  Payments may 
be placed in the tuition envelope inside the classroom or mailed to the treasurer.  A $10 
late fee may be assessed if payment is not made by the 5th of the month.  A $20 fee 
may be assessed for returned checks.  Repeated delinquency of payment may result in 
revocation of membership.

Supply Fee
Each family will either pay a $20 supply fee or purchase supplies from the teacher’s list 
by the first day of school.

Classroom Procedures 

Arrival/Pick-Up 
The teacher shall open the classroom at 9:30 a.m.  Parents must bring their children 
promptly or notify the school as soon as possible of tardiness or absence.  A parent or 
designated adult must accompany each child to the door of the classroom, sign the 
child in on the attendance sheet, pick up the child when school is over, and sign the 
child out on attendance sheet.  No child will be allowed to leave the classroom by him/
herself or be allowed to leave with an adult not designated by the parent or guardian. 
Parents must arrive at noon for the Caterpillar Class and 12:30 p.m. for the Butterfly 
Class for after school pick up.  Parents must notify the teacher as soon as possible if 
they will be delayed. 

Discipline Policy
The intent of the discipline policy is to provide a framework for the teacher and par-
ent helpers to ensure a safe, welcoming, and positive learning environment for all. The 
underlying philosophy is to use positive guidance techniques to facilitate the develop-
ment of social skills, self-control, and self-regulation in children.  Key strategies include 
modeling and encouraging expected behavior, redirecting children to more acceptable 
activities, setting clear limits, and intervening to enforce consequences for unaccept-
able, harmful behavior. 
 
The expectations of the teacher and parent helpers respect children’s developing capa-
bilities. They recognize that preschool children have recently acquired language skills 
and, in the heat of the moment, the most recently acquired skills are the first to go, so 
they frequently resort to physical means. The teacher and parent helpers are patient, 
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realizing that not every minor infraction warrants a response. 
 

Dealing with Inappropriate Behavior
The initial response to unacceptable, harmful behavior is to remove the child from the 
situation while a helper takes care of anyone who has been hurt.  The teacher works 
with the child to become as calm as necessary before dealing with the incident.  Once 
the child has calmed and is able to relate what happened, the teacher listens and then 
repeats what she has heard.  

Those involved in the incident will be brought together to the quiet area to talk togeth-
er, exploring perspectives and feelings on both sides.  If necessary, the teacher will help 
by guiding the children toward understanding and empathizing with each other. 

This in, in essence, the consequence for inappropriate behavior: Children must work to 
resolve the incident together, facilitated by the teacher or parent helper, if necessary.  
In general, Irvington Preschool does not impose “time outs” on children, other than to 
take the time to calm an upset child. 

If the teacher is unable to calm a child, she calls the parent to take the child home with 
the understanding of the child’s need to be in a different space at that time. The child 
is welcomed back when he or she is able to join the group.
If the behavior is ongoing the teacher will schedule a parent-teacher conference. 

Toy Policy
Toys should be left at home.  Children are, however, allowed, to bring “lovies” if needed.
 
Birthdays
We celebrate each child’s birthday by baking a cake and making a crown.   If your child 
has a summer birthday, we can celebrate his or her “half birthday.”  Please do not use 
classroom cubbies to distribute birthday party invitations unless the whole class is 
invited.

Clothing
Children should be dressed in comfortable, washable clothing to allow for playing and 
participation in art activities.  Parents may bring a change of clothing to the school.  
Clothing is also available at the school on an emergency basis and must be returned 
laundered. 

Diaper/Toilet Training
Children are not required to be out of diapers.  It is important to inform the teacher 
of their child’s diaper/toilet training needs prior to the first day of school and let the 
teacher know when there are changes. The teacher and family will create a plan for 
diapering and/or toilet learning which meets the needs of the child.

School Closures
School will be closed on Portland Public School holidays, teacher planning days, and 
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when inclement weather requires school closure. All holidays and teacher planning 
days are noted on the school calendar.  If school is closed due to inclement weather 
the social coordinator will call families and Sam will send an e-mail informing families 
of the school closure. 

Visitors
Parents must prearrange classroom visits with the teacher.  

Safety and Health (Basic Policy)
All adults are responsible for the safety of the children. Please be alert to any possible 
dangers or hazards and remedy them immediately or report them to the teacher. If you 
see a broken toy or equipment, remove it and tell the teacher. If you see unsafe behav-
ior, stop it immediately and then discuss it with the child. A first aid kit, including plas-
tic gloves, is available in the white cabinets above the child’s sink.

Accident Procedure Prevention
The main thing we can do to prevent accidents at school is to keep a watchful eye on 
the children. Be sure to intervene to stop unsafe behavior (e.g., hitting, biting, or unsafe 
use of tools or toys). If you feel uncomfortable in a situation, ask the teacher or another 
parent helper for help.  

Report Accidents to Teacher
Parents who witness an accident are to report all details immediately to the teacher. 
Parents are responsible for informing the teacher, and she is responsible for soliciting 
all necessary information so as to make the best possible decision regarding the child’s 
care. It is the teacher’s responsibility to determine the course of action, using her judg-
ment on a case-by-case basis. 

Medical Emergency
For serious injuries, a parent helper calls 911, the teacher remains with the injured child, 
and the other parent helper supervised the class.  The parent helper then notifies 
the child’s parent at the phone number on the sign-in sheet.  If the parent cannot be 
reached, the first emergency contact is notified.  If they cannot be reached, the second 
is notified.  If he or she cannot the reached, the parent helper will call the child’s physi-
cian.  The teacher or child’s parent accompanies the child to the hospital, taking the 
yellow insurance packet with them.  The President of the Executive Board should notify 
PCPO by phone immediately of an injury that required medical attention and submit an 
Accident Report form to PCPO within one week of the incident. 

 Insurance Coverage for Members
Our group insurance policy through PCPO covers “students and parent assistants for 
medical treatment for injuries sustained while taking part in or traveling straight to or 
from any activity sponsored and supervised by the school.”

Field Trips
The children will periodically participate in supervised field trips.  The teacher will no-
tify parents in writing at least one week ahead of time.  Additional parent helpers and/
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or drivers may be needed, and a sign-up sheet will be next to the sign in book prior 
to each trip.  The teacher will choose a meeting place and time and provide all drivers 
with necessary information regarding the destination, including maps and directions.  
Parents scheduled to drive or chaperone who find themselves unable to do so must 
find a replacement. 

 
Car Policies
For the children’s safety, when we travel in cars on field trips: 

1.	 All children transported in cars must have child safety seats or booster seats 
that are compatible with the car’s seatbelts, and must be restrained at all times. 

2.	 The Preschool’s insurance does not cover transportation in private vehicles.  
Parents who volunteer to drive children and other parents on field trips should 
carry auto insurance with a minimum liability coverage of at least $100,000 per 
person, $300,000 per occurrence or $300,000 combined single limits.  Par-
ents who do not carry the minimum coverage required by the school may still 
drive their own child on a field trip. 

3.	 The teacher is responsible for bringing emergency information and releases, 
field trip permission forms, and a first aid kit.

Immunization/Illness
All families must provide proof that the child has had all immunizations as required by 
the State of Oregon and/or Multnomah County Health Department.  Exemptions in-
clude a temporary medical exemption signed by a physician, a permanent medical ex-
emption signed by a physician and approved by the Health Department, or a religious 
exemption. 
If your child is not feeling well, please keep the child home so that other children will 
not be exposed to the illness. Children must be kept home for at least 24 hours follow-
ing a fever, diarrhea, vomiting, or prescription of antibiotics.  Please notify the school 
as soon as possible of absence.

Food Allergies
The teacher will alert parents of any food allergies that members of the class may have. 
It is important to take these into account in planning your snack.

Church Property and Parking
We pay rent to Augustana Lutheran Church for use of the school facilities. Please treat 
the church and its property with care.
Parents may park in the church parking lot when dropping off or picking up children.  If 
you are a parent helper, please park on NE 15th Avenue or Knott.  The church asks that 
parents not park on NE 14th Avenue.

Services Provided to the Preschool
Irvington Preschool encourages and appreciates voluntary services provided by par-
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ents for the benefit of the Preschool.  The Preschool has a limited budget, however, 
and will reimburse parents for materials and services only if these are approved by the 
Executive Board in advance. The Executive Board may make limited exceptions in its 
discretion. Only the Executive Board is authorized to agree on behalf of the Preschool 
to purchase goods and services, including goods or services provided by any parent.

 
Classroom Fund
The Classroom Fund is a separate account established to hold fees assessed for policy 
breaches.  Fees may be charged for delinquent tuition, checks written on accounts 
with insufficient funds and failure to attend Monthly General Membership Meetings.  
Fees will be added to the next month’s tuition. At the end of the year, money collected 
is added to the scholarship fund.
 
Grievances
All concerns relating to children, the curriculum or the classroom should first go to 
the teacher.  If the issue cannot be resolved, the parent should approach the President 
of the Executive Board. All concerns regarding administration, procedures, budget or 
fundraising should be addressed to the Board member responsible.  If the issue can-
not be resolved, the parent should approach the President. The President will bring the 
concern to the Executive Board for discussion.  If the issue involves the President, the 
parent should approach the Vice President for Membership who will then bring the is-
sue before the Executive Board.

Committee Assignments

Each family ranks preferred committee assignments on the Committee Request Form.  The 
Board members assign committees and try to make every effort to meet family preferences, 
which is not possible in every case.  Assignments, job descriptions and other information are 
included in the handbook packet. Below are the job coordinators and brief job descriptions 
for the 2009-2010 committee assignments.

Social/Phone Tree Coordinator
Job Coordinator:  President

•	 Organizes monthly social gatherings
•	 Organizes parents’ night out
•	 Makes reminder and school closure calls

Membership Assistant
Job Coordinator:  Membership

•	 Helps Vice President of Membership with annual open house, preschool fair, mailings and 
registration

PCPO Representative
Job Coordinator:  Membership

•	 Attend monthly meetings at PCPO (see PCPO schedule)
•	 Communicates PCPO news to Irvington Coop members
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General Meeting Coordinator
Job Coordinator:  President

•	 Oversees rotating schedules for refreshments
•	 Arranges childcare each month

Community Hours Coordinator
Job Coordinator:  Fundraising

•	 Keep track of each member’s community hours
•	 Inform members of opportunities to fulfill community hours throughout the year
•	 Keep members informed of community hours worked

Gardening/Maintenance Coordinator
Job Coordinator:  Membership

•	  Mow lawn
•	 Trim bushes and turn compost
•	 Carry out projects at the direction of the teacher

Parent Scheduler
Job Coordinator: Membership 

•	 Prepare and distribute the parent helping schedule monthly

Fundraising Assistants
Job Coordinators:Fundraising

•	 Assist in fundraising events including Flutter Run, wreath sale, Chinook Book sale 
and Rummage Sale

Memory Book Designers
Job Coordinator:President

•	  Arrange for photos to be taken monthly in the classroom and on field trips
•	  Create a memory book for each child with other memory book families

Newsletter
Job Coordinator:  Secretary

•	 Coordinate with teacher, board members, and families for monthly submissions to 
the newsletter

•	 Format, print, and distribute the newsletter monthly

Teacher’s Aide
Job Coordinator:  Teacher

•	 Aid in the organization of field trips at the direction of the teacher
•	 Take care of recycling on a weekly basis
•	 Monitor and buy classroom supplies
•	 Oversee hallway maintenance
•	 Coordinate arts program

Deep Cleaning Crew
Job Coordinator: President

•	  Organize members and participate in scrubbing the classroom three times a year
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Pet Care Family
Job Coordinator: Teacher

•	 Oversee care and supplies for classroom pet (currently one guinea pig)
•	 Clean cage weekly

Laundry Coordinator
Job Coordinator: Teacher

•	 Launder and return all towels and rage weekly
•	 Launder pillow cases and dress-up clothes monthly 

Parent Education Coordinator
Job Coordinator: President

•	 Arrange and coordinate parent education efforts including
•	 Sourcing appropriate speakers for meeting
•	 Writing newsletter articles as needed
•	 Encourage participation in parent education efforts

Parent-Helper Duties
It is important that the parent helpers arrive no later than 9:15 with a snack.  
Duties are also posted in the classroom

Caterpillar Class

Before School: 9:15 - 9:30
Parent 1

1.	 Vacuum rugs
2.	 Prepare snack sign
3.	 Prepare sign-in book

Parent 2
1.	 Put new paper and paint at easel
2.	 Put children’s art in cubbies
3.	 Wipe all doornobs with bleach wipes

Free Choice: 9:30 - 11:00
Both Parents:

•	 Offer support to children
•	 Check work for names, place work on drying rack
•	 Watch for children who need help toileting
•	 Ensure kids wash hands after using the toilet and holding the guinea pigs.   

Change hand-drying towel if necessary
•	 Observe children, ask questions, offer needed material
•	 Encourage children to clean up an activity before they begin a new one

Snack: 10:15-10:50
Parent 1

•	 Wash tables with bleach solution
•	 Set snack and water on table
•	 Monitor proper hand washing
•	 Monitor table as children help themselves
•	 Monitor sign-in sheet (help children write name, remember who is next, etc.)
•	 Remind children to clean their spaces
•	 Provide cleaning materials and support for any spills
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Clean-up:  11:00
Both Parents:

•	 Clean art table, wash down with bleach water
•	 Offer choices to children who are not participating in clean up

 
Circle:  11:05
Parent 1

•	 Help keep children focused for the first five minutes of circle time, then go down to the gym to set up 
equiptment

Parent 2
•	 Begin clean up and provide clean up tasks or quiet games for children unable to participate in circle 

 
Gym:  11:15
Parent 1

•	 Help in gym
Parent 2:  Stay in room and clean

1.	 Place snack dishes in dishwasher
2.	 Cover paint cans and wash brushes
3.	 Sweep all floors
4.	 Mop all floors
5.	 Clean bathroom
6.	 Scour sink

Story time:  11:15
Both parent complete final tasks
 
Final Tasks
Parent 1

1.	 Check room for any possible safety issues (missing outlet covers, tripping hazzards,  
damaged furnature)

2.	 Monitir door at the end of class to ensure all children leave with the proper adult
Parent 2
Take out garbage and reline trash cans 

Butterfly Class

Duties are also posted in the classroom 
Before School: 9:15 - 9:30
Parent 1

1.	 Vacuum rugs
2.	 Prepare snack sign
3.	 Prepare sign-in book

Parent 2
1.	 Put new paper and paint at easel
2.	 Put children’s art in cubbies
3.	 Wipe all doornobs with bleach wipes

First Circle: 9:45 - 10:00
Both parents join circle and help to keep children focused
Free Choice:  10:00 - 11:00
Both Parents:

•	 Offer support to children
•	 Check work for names, place work on drying rack
•	 Watch for children who need help toileting
•	 Ensure kids wash hands after using the toilet and holding the guinea pigs.  Change  

hand-drying towel if necessary
•	 Observe children, ask questions, offer needed material
•	 Encourage children to clean up an activity before they begin a new one
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Snack: 11:05
Both parents:

•	 Wash tables with bleach solution
•	 Set snack and water on table
•	 Monitor proper hand washing
•	 Monitor table as children help themselves
•	 Monitor sign-in sheet (help children write name, remember who is next, etc.)
•	 Remind children to clean their spaces
•	 Provide cleaning materials and support for any spills

Circle:  11:25
Parent 1

•	 Help Keep children focused for the first five minutes of circle time, then go down to the gym to set up 
equiptment

Parent 2
•	 Begin clean up and provide clean up tasks or quiet games for children unable to participate in circle 

 
Gym:  11:45
Parent 1
Help in gym
Parent 2:  Stay in room and clean

1.	 Place snack dishes in dishwasher
2.	 Cover paint cans and wash brushes
3.	 Sweep all floors
4.	 Mop all floors
5.	 Clean bathroom
6.	 Scour sink

Story time:  12:20
Both parent complete final tasks
 
Final Tasks
Parent 1

1.	 Check room for any possible safety issues (missing outlet covers, tripping hazzards, damaged furnat-
ure)

2.	 Monitor door at the end of class to ensure all children leave with the proper adult
Parent 2
Take out garbage and reline trash cans
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BYLAWS

Article I:  NAME
Irvington Preschool is the legally assumed business name of Westminster Preschool, Inc.
 
 

Article II:  DESCRIPTION
Westminster Preschool, Inc. is an independent, non-profit Oregon corporation and tax exempt 
under IRC§501 (C) (3).  It is a cooperative organization of parents of preschool children ages 
three four, and five years old that conducts supervised preschool for children, educates par-
ents and includes parents in the daily teaching staff.
 

Article III:  PURPOSE
Irvington Preschool’s goal is to provide a stimulating and creative learning environment that 
encourages the development of each child’s positive self-image and social skills through both 
structured and unstructured play experiences in the areas of art, music, science, physical 
education, dramatic play, and reading and math readiness.  To enhance these experiences, the 
curriculum utilizes community resources both in and outside the classroom.
 

Article IV:  AFFILIATIONS
A.	 The school shall retain membership in Parent Cooperative Preschools International (PCPI) and 

Parent Child Preschools of Oregon (PCPO) as long as approved by members.
B.	 Members shall take out membership in other professional organizations upon member approval.

 

Article V:   MEMBERSHIP
A. Admission Requirements

1.	 Irvington Preschool does not discriminate on the basis of race, color, national and ethnic origin 
or sexual orientation in administration of its educational policies, admissions policies, and other 
school-administered programs.

2.	 Membership is limited to parents of children three, four and five years old who desire a coop-
erative preschool experience.

3.	 Eligibility for each class will be determined as Portland Public Schools establishes admission for 
that child’s Kindergarten year.  Children whose birthdates fall between September 1 and Octo-
ber 31 may be considered for admission on an individual basis by petition.  Acceptance will be 
based on teacher recommendation to the Executive Board.  Petitions will be considered starting 
August 1 if enrollment is not full.

4.	 All families must provide proof that the child has had all immunizations required by the State 
of Oregon and /or Multnomah County Department of Medical Services or holds a medical or 
religious exemption as provided by Oregon law.

5.	 Except for infants under the age of six months, a child who is not registered in the class may 
not accompany the parent helper.

B. Obligations

1.	 One parent, but preferably both, will attend a parent helper training session or observe in the 
classroom before assuming parent help duties.  Parent helper duties will be set up on a rotation 
basis.

2.	 Parent helpers other than the parents of a child in the preschool (e.g., grandparents) must be 
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approved by the Executive Board.
3.	 One, but preferably both, parents will attend all meetings. 
4.	 Each family will be assigned a committee responsibility that it must fulfill.
5.	 Each family must contribute a specified number of service hours per year Board members are 

exempt from this obligation.
6.	 Each family must meet a fundraising obligation per year per child.
7.	 Each family must pay monthly tuition per child as set by the Board and approved by the Mem-

bers.  A first and last month tuition and a one-time application fee must be received by the 
Treasurer before the family will be officially registered.

8.	 Each family must either pay a supply fee or purchase supplies from the teacher’s list by the first 
day of school.

9.	 Any parent’s failure to fulfill these obligations shall be brought before the Executive Board for             
review and may result in revocation of membership. 

C. Revocation of Membership
 

1.	 Membership in Irvington Preschool may be revoked by the Executive Board after giving the 
Member at least 15 days written notice by first class or certified mail.  The notice must (a) 
include the reasons for revocation of membership and (b) inform the Member of the right of 
appeal.

2.	 A Member who is notified that membership will be revoked has a right to appeal the decision 
to the Executive Board.  A written notice of appeal, which shall include (a) a statement that the 
Member wishes to appeal the revocation decision and (b) any information the Member wishes 
to provide to the Executive Board, must be delivered to the President of the Executive Board 
no later than the 15th day after notice of revocation is given under paragraph (1) above.  The ap-
peal will be heard by the Executive Board in a closed session at which the appealing Member is 
present within 7 days of receiving the notice of appeal.

3.	 If the appeal is denied, the decision of the Board shall be final.

D. Quorum and Voting

A quorum at a General Membership meeting shall be ten Members. Action is taken bu an affirma-
tive vote   of a majority of Members present.  Each Member in attendance at the meeting shall have 
one vote on all matters presented for a vote at the meeting.

E. Proxy Voting
There shall be no voting by proxy.

 

Article IV:  OPERATIONS
 
A. Registration
Registration for the next academic year shall begin after January 1 on a date to be deter-
mined by the Executive Board with top priority being given to current Members and second 
priority to alumni.  Registration shall be open to the general public at a spring open house, 
after which enrollment of vacancies not filled by current Members or alumni shall be deter-
mined by a lottery drawing at which at least three members of the Executive Board are  
present.
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B. Application Fee
1.	 An application fee will be assessed per application for admission.
2.	 The Treasurer must receive the application fee in order for alumni families to be enrolled.
3.	 The Treasurer must receive the application fee before families will be considered in the  

admissions lottery.
4.	 All application fees will be placed in the general fund and are nonrefundable.

C. Tuition Fees
1.	 Tuition fees for the first and last month must be received by the Treasurer before the family can 

be officially registered and are nonrefundable except by discretion of the Executive Board.
2.	 Tuition fees are due on the first of the month.
3.	 Tuition fees not received by the fifth of the month will be delinquent.  A late fee may be im-

posed.  The Executive Board will review repeated delinquency in payment of tuition.
4.	 Tuition fees may be raised or lowered as recommended by the Executive Board and approved 

by the majority of the Members.
5.	 Tuition refunds will not be granted to any family except by discretion of the Executive Board.

D. Enrollment 
Enrollment shall be set annually by the Executive Board in consultation with the teacher.   
Enrollment shall not exceed 18 children per class.

E. Calendar
1.	 The school year shall be set by the Executive Board and generally follow that of the Portland 

Public Schools.  It will terminate during the last week of May unless the Executive Board and the 
teacher agree to add days to replace any lost to snow closure or other circumstances.

2.	 Preschool for the Caterpillar Class (three- and four-year-olds) will meet Tuesdays and Thurs-
days, 9:30 a.m. to 12:00 p.m.

3.	 Preschool for the Butterfly Class (four- and five-year-olds) will meet Mondays, Wednesdays and 
Fridays, 9:30 a.m. to 12:30 p.m.

F. Conflict Resolution
The procedure for resolving discipline problems shall be as follows:

1.	 The teacher shall talk with the parents of the child.
2.	 If the problem persists, the teacher will talk with the parents again and notify the Executive 

Board.
3.	 If the problem continues, the parents of the child, the teacher and the Executive Board shall 

meet to discuss the problem.  If unable to resolve the situation, the Executive Board may  
suspend the child.

G. Curriculum Changes or intent-to-do so
No change of curriculum or other teaching matter can be brought before a meeting or ex-
ecuted without prior discussion with the teacher and the Executive Board.

H. Insurance Limitations
The Preschool shall carry insurance satisfactory to the membership. 

I. Financial Audits
 Any member of the Executive Board may request an audit of the Preschool’s financial re-
cords.
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Article VII:  EXECUTIVE BOARD

A. The Executive Board members and their duties are as follows:
1.  President

a.	 Shall preside at meetings.
b.	 Shall be an ex-officio member of all committees.
c.	 Shall be spokesperson for the Executive Board and the Preschool.  When desirable, the 

President may designate another Member to be the Preschool representative.
d.	 Shall negotiate a contract with the teacher by March 15.  The contract shall be signed and 

returned by April 15, and copies shall be given to the President, the teacher, and the Trea-
surer.

e.	 Shall assist the Treasurer in compiling the annual budget.
f.	 Shall be a signatory on the Preschool’s bank account.
g.	 Shall oversee assigned standing committees.

 

2. Vice President, Membership

a.   Shall assist the President in all activities.
b.   Shall administer the registration of all new Members, including but not limited to:

1.    explaining responsibilities of a cooperative preschool to parents;
2.   receiving all registration membership forms;
3.   maintaining a waiting list.

c.   Shall oversee assigned standing committees.

 3. Vice President, Fundraising

a.   Shall oversee all fundraising activities.
b.   Shall assist Vice President, Membership with membership responsibilities when needed.
c.   Shall oversee assigned standing committees.

 

4. Secretary

a.   Shall keep minutes of the meeting.
b.   Shall open and distribute the mail and carry on all correspondence as directed by the 

President.
c.   Shall keep attendance records.
d.   Shall keep an official copy of the bylaws and issue a copy of it to parents of each child 

registered.
e.   Shall act as Registered Agent of the Preschool.
f.    Shall assist the Treasurer with payroll.
g.   Shall verify reconciliations of monthly bank statements.
h.   Shall oversee assigned standing committees.

5. Treasurer

a.   Shall compile the annual budget.
b.   Shall disburse all funds as required.
c.   Shall assure that all expenditures and obligations are in accordance with budget  

authorized by the School.
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d.   Shall notify parents delinquent of tuition payment.
e.   Shall compile necessary financial reports and file tax returns.
f.    Shall make a financial report at meetings when requested.
g.   Shall be a signatory on the Preschool’s bank account.
h.   Shall oversee assigned standing committees.

6. Three-Year-Old Representative

a.	 Shall represent the three-year-old class in the absence of a parent of a child in the  
three-year-old class on the board in another position.

b.	 Shall be nominated and elected at the September General Membership Meeting in the 
year the member will serve.

B.	Operation of the Executive Board
1.	 Election of Officers

a.	 The Executive Board shall appoint a nominating committee.  The committee shall 
field nominations of interested individuals for all Board positions and notify the 
Membership of nominees.

b.	 Additional nominations may be made from the floor at a General Membership Meet-
ing.

c.	 Election of Board members shall take place before the end of the school year.
d.	 The current Executive Board shall continue to handle all Preschool business until 

the last day of the school year.
 
2.	 All Executive Board meetings are open to the Membership.

3.	 The term of office of Board positions shall begin the day following 
the last day of the school year and conclude on the last day of the  
subsequent school year.

C.	Duties of the Executive Board
1.	 Shall attend to all operating details not assigned elsewhere.
2.	 Shall act for the Membership.
3.	 Shall appoint chairs for standing committees.

D.	Vacancies
Vacancies on the Board of Directors will be filled by a majority vote of the 
General Membership.

E.	Quorum and Voting
A quorum at a Board meeting shall be three Board members.  If a quorum is 
present, action is taken by the affirmative vote of a majority of Board mem-
bers present.

F.	 Regular Meetings
Regular meetings of the Board of Directors shall be held at the time and place 
to be determined by the Board of Directors. 
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Article VIII:  STANDING COMMITTEES

Prior to the start of the school year, the Executive Board will form standing committees.  
These committees will be responsible for tasks deemed necessary to the Preschool’s opera-
tion and will be overseen by an assigned Board Member or the teacher.  Each Member family 
will have a committee assignment and be obligated to perform their duties in the committee 
as a part of the membership obligation.

 
Article IX:  STAFF

A.  The staff shall consist of an experienced, trained teacher who will be responsible for  
planning and carrying out a curriculum which meets the objectives of the Preschool.

1.	 The teacher is an “at will” employee of the Preschool.  If necessary, termination of 
employment shall be discussed and voted upon by the full Membership at a General 
Membership Meeting.

2.	 The teacher shall attend monthly General Membership Meetings and Board  
Meetings.

B.  A paid assistant and other staff may be hired if deemed advisable by the Executive Board.

C.  The Executive Board shall arrange for a substitute teacher satisfactory to the Executive  
Board and the teacher from among the Membership. 

1.	 All substitutes must have current First Aid and CPR Training.

D.  Parent helpers will complete the daily teaching staff.  The Executive Board will determine 
the number of parent helpers per class.

Article X:  AMENDMENTS

Any amendments to these Bylaws must be approved by a majority of the Executive Board 
and, if so approved, be presented at the General Membership Meeting for discussion.   
At the next General Membership Meeting, they shall be voted on.  Any amendment must  
be approved by a majority of the Membership attending the General Membership Meeting.
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Executive Board

President
Marika Roe
3627 NE 21st Ave., 97212
503-287-8064
marika@easystreet.net

Vice Presidents of Fundraising
Mary Moreno
2644 NE 37th Ave., 97212
503-998-9070
mary.moreno@comcast.net
 
Annie Licurse
2824 NE 36th Ave., 97212
502-287-7855
annielicurse@yahoo.com
 
Vice President of Membership
Stephanie Egbers
4609 NE Davis St., 97213
503-234-0176
bsegbers@comcast.net
 
Treasurer
Chika Saeki
3834 NE 15th Ave., 97212
503-284-0399
chika@gregie.com
 
Secretary
Sara Casey
4634 NE 38th Ave., 97211
503-282-5857
saralooloo@aol.com
 
Teacher (nonvoting advisor)
Sam Earle
503-282-7018
sam.earle@comcast.net


