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Mossyrock Cooperative Preschool 

Family Handbook 

 

Welcome to Mossyrock Cooperative Preschool. It is with 

great pleasure that we welcome you to our school. 

This handbook has been developed by our Board of Directors 

to help you learn about our preschool policies and 

procedures, and the environment we offer our students. It is a 

quick reference guide you will find extremely useful 

throughout the school year. 

We look forward to the upcoming year and hope all our 

student and families will have a rewarding and successful 

year. 

 

Sincerely, 

The Mossyrock Cooperative Preschool Teacher and Board of 

Directors 
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Contact Information 

 

Location:  445 Williams Street Mossyrock, WA 98564 

 

Mailing Address: Mossyrock Community Coop Preschool 

   PO Box 27 

   Mossyrock, WA 98564 

Phone:  360-983-3184 (ask for preschool) 

 

The Coop is a community cooperative preschool and is not affiliated with Mossyrock School District.  However, the district 

does support the preschool while allowing the preschool to use a classroom at the elementary school. 

 

Coop Hours 

The Coop offers classes every Monday through Friday from 8:24 to 11:30 AM and 12:30 to 3:00 PM and follows the same 

holiday and inclement weather schedule as the Mossyrock School District. 

 

Our Mission Statement 

We work in cooperation with the parents and the community to build an essential foundation for young children and to offer 

them a promising future. Our preschool provides students a safe, caring environment for early childhood development of 

academic and social skills, science, math, literacy, health, and nutrition education, in preparation for grammar school, while 

empowering them to become productive and caring citizens. 

 

 

 

Content of our Coop Program 

We offer activities that develop self-esteem, confidence, sharing, and problem-solving skills. Activity play centers, story 

time, and crafts center around carefully-selected themes including farms, dinosaurs, community helpers, nutrition, and 

special holidays. 

Each day starts with free play where children choose from various activities, toys, and different play centers. At the end of 

free play, the children begin circle time where they sing a welcome song, learn classmates’ names, discuss the weather, fill 

in the monthly calendar, participate in the theme of the week, and have story time. 

The children will then move on to their craft time where they are encouraged to express themselves artistically through 

the use of creative art supplies. Different art resources are provided regularly to enhance the current theme. 

Following this time, the children develop gross motor skills. Weather permitting, the children play outdoors using safe and 

clean playground equipment, hoops and balls. On inclement weather days, children have locomotion time indoors. 

The final portion of the day, the children enjoy story time, a nutritious snack and drink (provided by selected student 

throughout the month according to snack calendar) and an additional craft, if time permits. 

During all of these activity times, the children: 

1. Explore their creativity through imaginary play and artwork 

2. Develop their attention spans and listening skills 
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3. Learn to take turns and participate in group settings 

4. Develop social skills and manners 

5. Experience the joy of reading and music 

 

Coop Teacher(s) 

The coop board of directors selects local teachers who are committed to the early childhood development of our 

community’s youth. The teachers are paid a salary for his/her services. The role is a dual one of working closely with both 

parent and child. The teachers find time to foster joy in contributing and sharing in the growth of each child through parent 

participation. Our Coop teachers function more as a “head teacher” by establishing an environment suitable for preschool 

children, arranging equipment, and providing materials to interest and challenge them. The teachers encourage parent 

contributions by setting expectations for their participating parents. They expect their parent staff to supervise and lead 

the various play areas, activities, and work with small groups of children. The teacher’s plan the kinds of experiences, both 

in the classroom and on excursions, which will increase the child’s learning of his/her world. 

 

Admission Criteria 

Admission is open to all children at least 3 years of age and who are completely toilet trained. Pull-ups will not be allowed, 

Enrollment and placement in a class is on a first-come first-served basis dependent upon the Coop’s receipt of each child’s 

$50 non-refundable registration fee and completed registration form. Criteria will be implemented in the following order: 

age; siblings; and date registration fee is paid. Admissions are open to all children regardless of race, creed, color, national 

origin, gender, religious preference, or marital or family status. 

 

Registration Fee 

A non-refundable registration fee of $50 ($35 if paid by the end of previous school year) is due at the time of registration 

of each student. This registration fee must be in a separate check, or form of payment than any tuition payments. The 

registration fee secures your child’s position in the Coop and pays for the Coop insurance policy. The fee is non-

transferrable to other students and is due with the completed application packet. 

 

Tuition 

Monthly tuition will be as follows: 1 day/week is $32; 2 days/week is $64; 3 days/week is $96; 4 days/week is $128; 5 

days/week is $160. Tuition is due by the 1st day of every month and should be hand-delivered to the Mossyrock Elementary 

Office inside of the envelope provided so it can be inserted into the lock box for the preschool. 

A late fee of $20 will be assessed to the student’s account if tuition is not paid by the 10th of each month. NO EXCEPTIONS. 

Students will not be able to return to school if tuition and late fees are not paid in full by the 15 th of the month they are due. 

Once fees are taken care of, the child may return to school, unless their position was forced to be filled. 

 

Work Fees 

Work fees are as follows; for the number of days a student is enrolled per week, the parent is required to help that number 

of days/month. Example; Student enrolled 2 days/week; parent helps 2 days/month. Work fees are due for parents who 

cannot or choose not to participate in helping in the classroom each month. These fees are due at the first of every month 

along with tuition, to cover the previously enrolled month. 
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Fundraisers 

Coop parents agree to participate fully in ALL preschool fundraisers. Fundraisers are very important to the success of 

the classroom. Fundraisers help pay for valuable equipment and are important to the success of the classroom. 

Fundraisers will also help pay for class field trips that expand your child’s learning and imagination through hands on 

experiences. Please make an effort to attempt to participate in every class fundraiser. If you choose to not participate it 

may result in your child’s exemption from certain field trips/activities that were funded from the fundraiser, or you may 

pay the set out of pocket amount for the field trip the fundraiser is for. 

 

NSF Checks 

It is the policy of the school to request repayment of a non-sufficient funds (NSF) check within ten days of receipt. A charge 

of $40 will also be added, to cover bank service charges that accrue to each NSF check. Upon receipt of any NSF check, the 

parent will be asked to submit all future payments in cash or via cashier’s check for the remainder of the year. 

 

Arrival 

Please ensure arrival 10 to 15 minutes prior to class starting time. If your child rides the bus, they will immediately come to 

the classroom upon arrival. If you are dropping off your child, please do not arrive early. This allows the teacher 

preparation time before school. Do not drop off your child before 8:00 AM. The teacher assumes the right to assess a fee 

of $10/day that your child arrives before the classroom is open. If certain circumstances come up, please speak with the 

teacher and some accommodations may be made at the teacher’s discretion. Please make every effort to arrive on time- 

this allows time for your child to settle in before the day’s activities begin. A tardy student disrupts the class and most 

importantly your child will miss valuable time in class at the beginning of the day. If for any reason you are late, please 

contact the teacher to let them know you are running late. When late, it is the parent’s responsibility to see to it that your 

child gets their coat/backpack put away; hands washed, and situated as it is not fair to the teacher or students to have to 

stop class to attend a late child. If your child is going to be absent, please contact the teacher as soon as possible or at 

least 1 hour prior to the beginning of class.  

If a parent drives their child(ren) to school, the parent shall escort their child(ren) into the classroom, and get them 

settled with coats and backpacks in student’s cubbies. Make sure the teacher and any participating parents are present 

before leaving. 

 

Departure 

If your child(ren) rides the bus, he/she will be escorted to their bus by the teacher. Parents picking up their child(ren) 

must notify the teacher of leaving, and escort the child(ren) out of the building. The Coop assumes no responsibility for 

children on the grounds who are not escorted. 

All Coop students must have on file a list of all the persons regularly authorized to take the child from the preschool. 

If the child is to be picked up from the preschool by someone not on the list, the parent/guardian must contact the teacher 

and/or send written authorization for the release of the child, Photo ID may be asked for. 

Under no circumstances will a child be released without prior authorization. 
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Late Arrival/Pick-up Policy 

Pick up time is at 11:30 AM and 3:00 PM sharp. We are not a sitter service and you will be charged $1 per minute that you 

are late.  

Regardless, if you arrive late, you must make every effort to contact the Coop via phone and make prior arrangements. 

 

Absences 

If your child will be absent, please notify the teacher as soon as possible or at least 1 hour prior to the start of your child’s 

class time. If your child is absent, he/she will not be allowed to make up for their absence. Three or more unexcused 

absences in a month will result in choice of the Coop preschool board to withdrawal your child from their position and the 

position may be filled at the discretion of the teacher. If your child is withdrawn from the classroom due to unexcused 

absences, you will not receive refund of your paid tuition. If you would like to re-enroll your child, you will need to resubmit 

the registration fee and application along with monthly tuition and work fees. Your child will only receive a spot in the 

classroom if the spot has not already been filled.  

If, as a participating parent, you are going to be absent for a day you have signed up to help in the classroom, it is your 

responsibility to contact the teacher by 7am the morning of to cancel or reschedule your day, that way the teacher has 

time to rearrange the activities planned for the day if needed.  

 

Sibling Attendance at School 

Each parent pays for their enrolled child’s insurance coverage under the General Liability and Accident Policies as part of 

their enrollment fees into the Coop program. Therefore, ANY CHILD NOT ENROLLED IN THE COOP SHALL NOT ATTEND THE 

COOPS REGULAR PROGRAM. Parents may not bring siblings/non-enrolled children on their participating parent’s days. A 

participating parent who is caring for a younger sibling is not fully available to all the children. (Upon request, a newborn 

infant may attend with their participating parent for the first three months after birth). 

 

Parent Involvement 

The Coop is a non-profit, parent “cooperative” preschool. In order for our school to operate smoothly and efficiently for 

our children, parent involvement is absolutely necessary. All Coop Parents agree to: 

1. Background checks made through the Washington State Patrol Background Check Form and Fingerprints. The 

purpose of the background check and Fingerprints is not to invade privacy, but to help protect our students. 

Completed forms are kept in a secure location in the Coop office. 

2. Participate in special projects, and accept individual assignments to help maintain the preschool. 

3. Discuss any matters of concern directly with their child’s teacher and then address the Mossyrock Coop 

Preschool Board, if necessary. The Coop is determined to provide a comfortable and safe environment for 

students, parents, and teachers. Parents are expected to maintain confidentiality concerning any child-related 

issues, with the exception of reporting to a higher level of authority. 
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Participating Parents-Guidelines for assisting in the Classroom 

1. Arrive NO later than 8:15am/12:30pm, this enables the teacher preparation time while you meet and greet 

students and supervise them. It also gives you time to discuss the teacher’s plans for the day and how he/she 

would like your assistance. For your day to count as a work day, it is imperative that you arrive no later than 8:15 

am for morning class or no later than 12:30 pm for afternoon class. You must work the full duration of the class 

time from start to finish or your work day will not count. 

2. It is your responsibility to contact the teacher the day of by 7am/12pm. If you are signed up to volunteer and can 

not make it to that day, you must contact the teacher as soon as possible, and no later then 7am/12pm the day of. 

3. Sit with children; on the rug or at the tables. Get down to their level and play with them. We are there to serve the 

children not each other. 

4. Talk with the children and listen to them. Do not talk about children in front of other children. Do not discuss 

children with other parents. Do not discuss parents with other parents. If you have a concern, discuss it with the 

teacher or submit a note to the tuition box to be addressed by the Coop’s Board of Directors. 

5. Be ready to supervise an activity, such as art, painting, etc. 

6. Try to anticipate the teacher’s needs. If snack is next, prep tables as needed. If projects are next, set out supplies 

as needed. 

7. Never leave children unattended inside or outside. At least two adults must remain at the Coop until all children 

have been picked up. 

8. Washington State Patrol Background Check Form/Fingerprints. All anticipating in class volunteers must have the 

fingerprints and forms completed through Washington State Patrol  before volunteering in any class or attending 

any field trip. 

9. Let the children learn to be independent. 

a. Let the child learn by experience. Encourage them to help themselves. Offer assistance only when it is 

necessary to avoid a feeling of failure, discouragement, or frustration. 

b. Avoid giving too much help. That would stifle independence and promote reliance on adult help. 

c. Give the child a choice, when possible. “Would you like to put away the blocks or the puzzles?” Let the 

children help get our materials and clean up. 

 

Meetings 

The Coop Board of Directors will hold monthly meetings. Meeting time is to be determined by the board and parents will be 

informed via the parent’s informational board in the front of the coop classroom. All regular monthly meetings are open to 

all parents for the first 30 minutes. If parents have items they would like to address at a meeting, they should talk with a 

board member or place a note in the tuition payment box. It then will be added to the next meeting’s agenda. Parents should 

be sure to include their name on the note if they would like to speak at the meeting regarding their issue and/or wish to 

receive the boards meeting notes/decision regarding their issue. The time and day will be posted inside the classroom on 

the parent board and will be added to the Mossyrock Coop Preschool Facebook page each month. After any parent concerns 

are discussed, the meeting is then closed to all except the teacher and board members. This is to discuss confidential 

matters (payroll, personnel, etc.).  
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Coop Board of Directors 

The Coop Board of Directors consists of four voluntary positions: President, Vice President, Secretary, and Treasurer. The 

Board may include parents or other significantly interested friends or Coop community members. The role of the Board is 

to establish policies, review programs, and to assure a strong staff who is committed to the education of our community’s 

preschoolers. The duties of each position are as follows: 

President 

    

1. Leads the Coop board of directors meeting in an orderly fashion. 

2. Appoint new committee members with help of the acting board and be responsible for their efficient 

functioning. 

3. Organize the preschool and delegate responsibilities to other members. 

4. Responsible for establishing an audit committee (all board members) for books and bank statements. 

The audits are to be done at all monthly board meetings. 

5. Presides over the Teacher Contract Committee 

6. Coordinates and oversees all operations of the preschool. 

7. Agrees to have signature authority for the coop bank account. 

 

Vice President 

 

1. Presides at meetings in the absence of the President. 

2. Handles all public relations for the Coop; this includes registration, newspapers, fliers, ads, reader 

boards, school district newsletter, etc. 

3. Type reminders to be sent home with children for such things as upcoming events and field trips. 

4. Distribute permission slips, etc. to be sent home with children for upcoming events. 

5. In absence of Secretary’s attendance at a board meeting, takes complete and accurate minutes of the 

board meeting, 

6. Leads orientation for late members. 

7. Return any calls to parents with concerns or questions concerning their child or the preschool. 

 

Secretary 

 

1. Ensures all aspects of student enrollment are completed. This includes: preparation of sufficient 

enrollment packets, and that all registration/enrollment forms are completed for each enrolled student. 

2. Take complete and accurate minutes of all board meetings. Distributes a copy of prior monthly minutes 

to board members at following meeting; maintains minutes on file. 

3. Completes any correspondence required of the Coop; formal letters shall be prepared on Coop 

letterhead;  

4. Completes any thank you notes/letters required of the Coop, especially in support of the Coop 

committee. (Fundraising, party, filed trip, book orders, and graduation.) 

5. Collects items in need of discussion from other board members and the teacher to prepare board 

meeting agendas; maintains agenda on file. 

6. Make a copy of agenda to distribute to all board members for each meeting. 
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7. Makes new files as required and ensures proper filing in secretary book and through Coop drop box 

account for all files. 

 

Treasurer 

 

1. Establishes and maintains a bank account with the president as a co-signer. 

2. Maintains a complete set of financial records and has them audited by all board members at monthly 

meetings. 

3. Collects all tuition and registration fees and makes required deposits and receipts. 

4. Collects expense receipts and prepares reimbursements. 

5. Pays taxes, salaries, insurance, and all other Coop bills in a timely manner. 

6. Completes payroll with assistance of an accountant. 

7. Prepares a typed/itemized financial report every month for the board members to go over and sign at 

board meetings.  

8. Ensures a state-required annual reports re filed, annual renewal fees paid, and required updates of 

information are submitted (with applicable update fees) for status maintenance of: 

Non-profit corporation 

Charitable organization 

Master business license 

Division of child support 

9. Checks Coop post office box at least once a week. 

10. Monitors financial health of Coop and provides financial advice to the board. 

11. Books are always to be promptly accessible to the board members upon their request. If at any time the 

treasurer feels there is a problem with the books, they are to notify the board immediately. 

12. Buys supplies for teacher/classroom needs. 

13. Agrees to have signature authority for Bank Account. 

                 

  Teacher 

 

1. Establish preschool curriculum. 

2. Assign responsibilities and discuss the days schedule before class begins to assisting parents. 

3. Establish the kind of flexible scheduling which permits participating parents to work with small groups of 

children 

4. Plans for a balance between active and quiet periods. 

5. Organize the room to allow freedom of movement. This will include definite areas for block play, 

dramatic play, science area, art area, a quiet corner, etc. 

6. Plans for and posts a daily routine/schedule and themes to follow throughout the year. 

7. Encourages and assists parents to bring in classroom learning experiences. 

8. Attempts to record children’s behavior if needed to be discussed. 

9. Keeps abreast of new areas and information in child development and early childhood education. 

10. Keeps daily attendance records and communicates with treasurer of board to keep accurate tuition 

records based off of attendance. 
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11. Brings forth any classroom matters to the Coop Board members. 

12. Creates monthly calendar for students to take home with any filed trip dates, classroom events/parties, 

fundraising due dates, and student snack days added to them. 

 

 

Student Immunizations, Health, Medication, and Disease Control 

In accordance with local and state health codes, all students are required to immunize. All students must have a current, 

complete Department of Health Certificate of Immunization Status form on file at the Coop. Medical or religious reasons are 

accepted for exemptions; personal or philosophical exemptions are discouraged for the maintenance of our student’s 

health. 

All adults will follow public health policies to avoid contact with blood or bodily fluids. Latex gloves are available. 

Children with known or suspected communicable disease (i.e. pink eye, chicken pox, head lice, influenza, ring worm, etc.) 

are not permitted to attend class. The student shall not attend class until after the disease-specific incubation period has 

passed or a doctor’s written consent is submitted to the child’s teacher. We want to keep our students safe and not pass 

along illness. Do NOT bring your child to class if he or she has experienced any of the following symptoms in the past 24 

hours: 

1. Fever of 100.5 or above 

2. Green nose discharge 

3. Vomiting 

4. Diarrhea 

5. Nausea 

6. Severe cough 

7. Skin or eye lesions, rashes that are severe, weeping, or puss-filled  

Parents will be required to arrange pick-up of a child who arrives ill or who becomes ill during the day at school. 

 

Neither over the counter (i.e. Tylenol or cough syrup) nor prescription medications will be dispensed by the Coop personnel 

and should not be sent to school. The board of directors and student’s teacher shall address medicinal waiver requests on 

a case-by-case basis to permit your child to receive special, specific treatment. 

 

Children shall wash hands before eating and after toileting. 

 

Rooms shall be kept clear of clutter and cleaned each session. Toys and other objects which have been in a child’s mouth 

shall be cleaned with disinfectant and air dried. 

 

Adult Safety Responsibilities at Preschool 

All material used by children are to be evaluated for age appropriateness. Furniture is to be arranged for safe escape in 

case of fire and for safe traffic flow around the room. All cleaning materials must be kept out of reach of children at all 

times. Floors are to be kept free of spills, toys, etc., or other tripping hazards and in good repair. 

 

SMOKING IS NOT PERMITTED ON THE COOP GROUNDS. 

 



23 
MOSSYROCK COOP PRESCHOOL HANDBOOK 

 

 

Children’s Indoor Safety 

Each work play area is to be evaluated as to the safe limits of occupation and only the appropriate number of children will 

be allowed in each area.. Children shall walk indoors; running is not allowed. 

 

 

 

Insurance 

The Coop has a group insurance policy that covers all attending students and teachers while on the school grounds. Please 

contact your child’s teacher or the board should the need arise to make an injury claim. 

 

 

Food Preparation and Clean Up 

All children and adults must wash hands before preparing and eating food. Sinks, counters, and tables shall be cleaned with 

a disinfecting agent before and after snack preparation. Garbage must be emptied daily. Use clean towels, sponges, and 

dish cloths for dish washing. 

 

Student Attire 

Each child is recommended to wear weather appropriate shoes for the protection of the student’s feet. Please provide 

clothing that is easily washed and easy for the child to remove when going to the bathroom. Please provide a full change of 

clothes for your child (shirt, pants, underwear and socks) that are placed in a gallon sized Ziploc bag marked with your 

child’s name and left in their cubby in case a change is needed. 

Children are often involved in messy crafts and activities. Please send your child in play clothes. Plastic smocks and aprons 

are provided, but sometimes a child accidentally marks his/her clothing. Please send appropriate clothing for outdoor play, 

[i.e. warm coat, sturdy non-skid shoes. Please label all outdoor garments and backpacks on an inside location with your 

child’s name. 

 

Change of Family Information 

Please notify your child’s teacher as soon as possible of any changes of address, home, cell, or work phone numbers, 

medical information, or in the case of a family status change (i.e. separation, divorce, or death in the family). We want to be 

able to adapt to your child’s individual needs, especially during challenging times. IN CASE OF AN EMERGENCY, WE MUST HAVE 

CURRENT INFORMATION FOR YOUR CHILD, 

 

 

School Year Calendar, Inclement Weather, and Class Cancellations 

The Coop operates on a September to June school year. During the school year, the coop follows the same holiday and 

inclement weather schedule as the Mossyrock School District. Please keep an eye of weather-related school delays or 

closures or emergency information via the local radio station or television. In the event that Mossyrock School District 

delays school by 2 or more hours, the coop class will be cancelled for that day. Every effort will be made to make up these 

days in the future. 
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School Pictures 

Class pictures and individual school pictures will be taken in the spring and fall. Packets shall be available to purchase. 

 

Supplies 

A supply list for the upcoming school year will be provided at the required preschool parent meeting that takes place 

before Coop classes begins. 

Every parent is also responsible for providing a healthy snack one day a month that will be determined by the teacher. Each 

parent will be provided with a copy of the monthly calendar. Snack is an important part of a preschooler’s day. It is 

important that each parent assumes their responsibility of getting a snack to the classroom on your child’s day regardless 

of your child being sick, absent, or present. 

 

Office Equipment 

Preschool office and staff room equipment is for the exclusive use of the preschool staff and board. Students are not 

allowed to use or operate the copier, laminator, office computer, or other equipment. 

 

 

Lost and Found 

Students are encouraged to have their names on the inside of all items brought to preschool. Parents are encouraged to 

periodically check the lost and found for missing items. Unclaimed items are donated to charity at the conclusion of each 

school year. 

 

Enrollment Withdrawal 

If a parent chooses to remove their child from enrollment at the coop for any reason, they must submit a written removal 

notification no less than 30 days prior to the date their child will cease attendance. The parent shall be responsible for all 

tuition that will occur within those 30 days. Non-compliance will be referred to the collections through our accountant. If 

you withdraw your child from the coop they may not attend any following filed trips, or graduation. 

 

Lines of Communication 

We thank you for taking the time to read your family handbook. Again, if you have any questions, please feel free to talk with 

your child’s teacher or one of the board of director’s members. Their names and numbers will be posted in the classroom. 

 

 

 

 

PLEASE NOTE THAT THIS HANDBOOK IS SUBJECT TO CHANGE AT ANYTIME 


