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3’s, 4’s & 5’s APPLICATION 2011-2012
St. John’s Episcopal Parent Cooperative Preschool, Inc.

405 N. Saginaw, Midland, MI 48640
Telephone (989) 835-4003

**** Please Fill Out One Application For Each Child ***

Please circle desired session(s)

4’s & 5’s Co-op                                                              4’s & 5’s Private                                                                                        

4’s & 5’s Co-op + Enrichment Day*                           4’s & 5’s Private + Enrichment Day*

4’s & 5’s Co-op + Young 5’s**                                     4’s & 5’s Private + Young 5’s**
3’s Co-op




          3’s Private

3’s Co-op + Enrichment Day*


          3’s Private + Enrichment Day*

*Enrichment day is one afternoon a week on Monday, 11:15-1:45 (4’s & 5’s) and Tuesday, 11:15-1:00 (3’s). When choosing the Enrichment day your child will also need to attend the corresponding morning session.

**The Young 5’s class is two afternoons a week on Monday and Wednesday, 11:15-1:45. When choosing Young 5’s your child will also need to attend the regular 4’s & 5’s morning session.
Reminder:  Children must be 3 by Dec. 1st to be eligible for the 3’s class, and 4 by Dec. 1st to be eligible for the 4/5’s class.  Students must be 5 on or before February 1, 2012 to take part in the Young 5’s Enrichment day programming.
***Adequate enrollment will determine whether the Enrichment programs run for the 2011-2012 school year.  Should there not be enough students signed up for these programs, you will be contacted to discuss alternate programming options. 

- more -

Child’s Name: __________________________________________________      M      F

                              Last                                  First                                  Middle

Name on name tag: __________________________________ Age:  _______________

Birth date: _______________________     

Food Allergies:_________________________

Parents’ Names: _________________________        _____________________________

          Father                                                         Mother  

Address: ____________________________ City: __________________  Zip: _________      
Home Phone:  ________________  E-mail:  ____________________________________

___ Check here if you prefer to NOT have your contact info. shared with classmates.

Father’s Employer: ______________________________Work Phone:_____________

Mother’s Employer: _____________________________ Work Phone:_____________

Other Children in Family: (Names and Birthdates): _______________________________________________________________________

Has anyone in your immediate family attended St. John’s Episcopal Preschool?  Y/N

If so, when? _____________________________________________________________

Are you a member of St. John’s Episcopal Church? Y/N

How did you hear of our program (newspaper, MCTV, flyers, friend/word of mouth)? 

_____________________________________________________________________

Would you be willing to be a substitute teacher? Y/N

For parents working in the classroom:

DHS and ICHAT clearance is necessary.  Please provide us with your full name and Date of Birth.

Full Name:                  _____________________________  Date of Birth:______________

RETURN APPLICATION, JOB ASSIGNMENT PREFERENCE SHEET AND $35 REGISTRATION FEE TO:

St. John’s Episcopal Preschool

405 N. Saginaw, Midland, MI 48640
St. John’s Episcopal Parent Cooperative Preschool’s policy in regards to abuse and neglect is as follows: 

· Abuse and neglect of children is against the law.

· Volunteers shall not have contact with children while in the care of a child care center if either of the following conditions apply: A) They have been convicted of child abuse or neglect; B) They have been convicted of a felony involving harm or threatened harm. 

· It is mandated by law that caregivers report any abuse or neglect. 
As required by the State of Michigan, all parents must answer the following questions with a “yes” or “no” answer: 

Father: 






Mother: 

_____
Have you ever been convicted of an 

_____
Have you ever been convicted of an 


offense other than a minor traffic 


               offense other than a minor traffic


violation? 





violation? 

_____
Have you ever been involved in the 

_____
Have you ever been involved in the


abuse or neglect of children? 



abuse or neglect of children?

                                SIGNATURES OF BOTH PARENTS ARE REQUIRED: 

_______________________________________
        ______________________________________

Father                                                  Date                        Mother                                                       Date 
PARENTS’   CONTRACT

This agreement is made between St. John’s Episcopal Parent Cooperative Preschool and 

___________________________________________ and their child ______________________________.

                        parents’ names   





         child’s name

We hereby enroll as members of St. John’s Episcopal Parent Cooperative Preschool. We understand and agree to the following obligations of membership: 

· All parents are aware of the requirement to perform board or job duties and are willing to accept this responsibility. 

· Co-op parents will assist in the preschool classroom about one out of every five classes. This involves arriving 20 minutes early and staying 20 minutes after the children have been dismissed. 

· All parents are required to participate in a minimal number of meetings (i.e. orientation, parent education meetings) and assist with fundraising activities. 

· Parents of all children will submit a completed medical form showing evidence of required immunizations (or a waiver) prior to the first day of school. 

· Tuition payments will be made promptly as outlined in the tuition schedule. If you choose to withdraw your child from our program, St. John’s Episcopal Preschool will refund 60% of your tuition within 30 days after the first day of school.  If you choose to withdraw your child after 30 days, you will not receive a tuition refund.  Exceptions include unexpected job transfers, transfers within the military, etc.  The St. John’s Episcopal Preschool board will review extenuating circumstances on a case by case basis.  (The application fee is never refundable.)
· All parents will truthfully answer the screening questions as required by the state and complete the contract required by Michigan Administrative Code. 

Parent, Legal Guardian or Responsible Adult
St. John’s Episcopal Parent Cooperative Preschool
_____________________________             


_______________________________

                 (Signature)





(Signature)

______________________________                                         ________________________________

                (Print Name)                                                                              (Print Name)

______________________________                                          ________________________________

         (Relationship to Child)                                                                            (Title)

JOB ASSIGNMENT PREFERENCE SHEET

Family Name ____________________________________

Please indicate your 1st and 2nd preferences for job assignments. If choosing 1pt jobs, to be fair to all, please choose two DIFFERENT 1 pt jobs. Every family will be required to either serve on the Board or fulfill a minimum of 2 job points. Families with more than one child in the preschool will be required to fulfill a minimum of 3 job points. See job information sheet for additional detail. More information about specific jobs can be obtained at the preschool or from the Membership Board chair. 

	FIRST   CHOICE
	SECOND  CHOICE

	Job Name
	Job Name

	Board ______________________________
	Board ______________________________

	OR 
	OR 

	2 pts _______________________________
	2 pts _______________________________

	OR 
	OR 

	1 pt _______________________________
	1 pt _______________________________

	1 pt _______________________________
	1 pt _______________________________


Job Responsibility Information

On the application for membership, there is a space for you to indicate which two point job(s) you would like in order of your preference.  The Membership Chair makes the job assignments based on the order the applications were received.  Duties are assumed beginning in May before the beginning of the school year.  Every effort is made to place you in one of your preferred areas.  If this is not possible, you will be contacted by one of the Membership Chair to make certain that you agree to assume another assignment.  For persons assuming a Board position, Board meetings are usually held on the first Tuesday of every month.

President (May – May):  Chair monthly Board meetings; oversee scholarship applications with Tuition Chair; prepare applications and materials for Open House and attend the event; write bimonthly newsletter; ultimately responsible to ensure all preschool functions are carried out.  (Board Position 2 pts.)

Vice President (May – May):  Attend monthly Board meetings; assist president as needed.  (Board Position 2 pts.)

Paper cutter (Sept. – May):  Cut paper for classroom activities.  (1 pt.)

Co-op worker  (Sept. – May):  Work in the classroom as a co-op parent.  2 sessions (1 pt.)  4 sessions (2 pts.)

Co-op Parent Schedule Coordinator  (Sept. – May):  Create the schedule for the co-op parent workers for the year.  This position works closely with the lead teacher for that class.  (2 pts.)

Secretary Chair (May – May):  Attend monthly Board meetings; record and issue meeting minutes; handle all official preschool correspondence – thank you notes, etc.  (Board Position 2 pts.)

Handbook and Orientation Packet Coordinator (Aug., Sept. and May):  Collect and organize information for orientation packets; distribute.  (1 pt.)

Treasurer Chair (May – May):  Requires computer and some business acumen; familiarity with QuickBooks and Excel software; attend monthly Board meetings; responsible for payroll/taxes; issue checks for bills and reimbursements.  (Board Position 2 pts.)

Membership Chair (May – May):  Attend monthly Board meetings; attend Open House to answer questions related to the preschool and serve as a key contact; prepare, distribute, and process application packets; prepare, maintain, and distribute class lists; create and distribute mailing labels as needed.  (Board Position 2 pts.)

Job Board Coordinator (May – May):  Prepare and maintain job grid and job board.  (2 pts.)

Publicity Chair (May – May):  Attend monthly Board meetings; coordinate external advertising at MCTV, Parent’s Corner & Midland Daily News; coordinate with other Board members or committees on publicity needs.  (Board Position 2 pts.)

Publicity Helper (May – May):  Assist the Publicity Chair with any of the above duties.  (1 pt.)

Web Page Coordinator (May – May): Update and maintain a web page for the preschool.  (1 pt.)

Email Coordinator (May – May):  Create and maintain email lists for the preschool.  Distribute group email messages for the teachers and Board members as needed.  (1 pt.)

- more -
Administrator Chair (May – May):   Attend monthly Board meetings; coordinate/conduct interviewing for open staff positions during the summer; responsible for staff contracts including hiring, dismissal, and substitutes; handle all insurance and licensing issues involving safety, health and documentation.  Ensure health department reporting requirements are fulfilled.   (Board Position 2 pts.)

Health Coordinator (Aug. – Oct.):  Requires a computer.  Attend county health department class to enter health information into computer (disk provided by health department) by October 1st; address any health problems throughout the year (lice, strep throat, chicken pox, etc.) by coordinating clean-up workers, sending letter to parents, and notifying health department when required.  (2 pts.)

Equipment/Supply Chair (May – May):  Attend monthly Board meetings; purchase items as needed throughout the school year; coordinate summer needs (carpet cleaning/mulch/art room floor cleaning); oversee and coordinate mid-year and end-year cleanings.  (Board Position 2 pts.)

General Maintenance Coordinator (May – May):  Handle repair or painting of equipment as needed and update equipment lists.  (1 pt.)

Paint Smock & Playclothes Washer (Sep. – May):  Wash paint smocks, towels, and playclothes 2 – 3 times per month or as needed throughout school year.  (1 pt.)

Playdoh Preparation (Sept. – May):  Prepare 2 batches of playdoh every 2 weeks for 3 months.  (1 pt.)

Start of Year Clean-Up Workers (Sept.):  Assist in start of year clean-up and set-up in September; on-call (Sept. – Dec.) for clean-up committee to address any health problems (i.e. lice).  (1 pt.)

Mid-Year Clean-Up Workers (Dec.):  Assist in mid-year clean-up of classrooms in December; on-call (Jan. – May) for clean-up committee to address any health problems (i.e. lice).  (1 pt.)

Two’s Toy washer (Fall/Winter):  Arrive 30 minutes before school begins to wash toys once every 2 weeks.  (1 pt.)

Program Chair (May – May):  Attend monthly Board meetings; oversee and organize school Spirit Night and Open House activities; organize the Board Christmas Dinner, Staff Appreciation Lunch, and Incoming/Outgoing Board Pot Luck.  (Board Position 2 pts.) 

Spirit Night Worker (Oct.):  Assist in set-up, name tags, food, T-shirt sales, and clean-up during Spirit Night.  (1 pt.)

Open House Worker (Feb.):  Supply food (beverages, sweets, snacks, fruit/vegetable), staff school rooms (art, block, activity, greeters, food/sweatshirts tables), assist in set-up and clean-up during Open House. (1 pt.)

Ways & Means Chair (May – May):  Attend monthly Board meetings; oversee activities of all fundraiser workers; identify and coordinate fundraisers for the school year; coordinate T-shirt/sweatshirt sales; staff table at Orientation.  (Board Position 2 pts.)

Ways and Means/ Scholastic Helper (May – May):  Assist with any planning, set-up and clean-up of fundraiser activities.  Prepare and distribute the Scholastic book orders for the school year.  (1 pt.)

Tuition Chair (May – May):  Attend monthly Board meetings; handle tuition collection; create spreadsheet or binder/ledger for tuition tracking; collect and deposit tuition payments; track and 
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follow-up on delinquent payments; collect fines for co-op/job delinquencies; oversee scholarship applications.  (Board Position 2 pts.)

Church Liaison (May – May):  Attend monthly Board meetings; schedule preschool activities with the church; prepare and submit the annual report to the church; purchase and distribute gifts to the church personnel; prepare and submit scholarship request and update letters to the church endowment committee.  (Board Position 2 pts.)

#   #   #


