CCNS HANDBOOK
2018-2019
“DREAM BIG!”
1

Crescenta-Cañada Cooperative Nursery School
HANDBOOK
Table of Contents
Introduction …………………………………….2
Admission to School……………………………. 2
Information for Parents…………………………. 3
Teaching Techniques for Parents………………... 6
Health Requirements…………………………….11
Standing Rules…………………………………..12
By-Laws…………………………………………20

IMPORTANT TELEPHONE NUMBERS
School Phone……………………… (818) 952-2524
1700 Foothill Blvd., La Canada 91011
Lutheran Church in the Foothills
Office Phone . . . . . . . . . . . . . . (818) 790-1951
County Licensing Office . . . . . . . . . (323) 981-3370
State Office. . . . . . . . . . . . . . . (916) 445-4500

2

INTRODUCTION
The purpose of Crescenta-Canada Nursery School is to provide a nurturing atmosphere
for the development of a healthy self-concept in the preschool child, with growth in the
areas of emotional, social, physical and intellectual development. As a cooperative
nursery school, we also strive to provide a dynamic learning experience for the parents
and to stimulate their growth in understanding and guiding their children.
Our school is Christian based, and is non-denominational (we lease space from our host
church). Our Christian practices include the teachers and children stating what they are
thankful for before snacks and the celebration of holidays.
We ask that you read all the Standing Rules and by-laws, so that you know what is
expected of you as a member of our cooperative nursery school. These rules are for the
benefit of all, so please observe them. Remember, upon signing your "Work
Agreement", you have agreed to abide by the rules of our organization.

ADMISSION TO SCHOOL
The following forms are to be completed before your child will be admitted to school:
State Required:
1. Identification and Emergency Information
2. Child's Pre-Admission Health History (Parent's Report)
3. Child's Pre-Admission Health History (Doctor's Report)
4. Pre-employment Examination & Proof of Immunization (for parents working
at school)
School Required:
1. Consent for Emergency Medical Treatment
2. Parent Permission Slip
3. Proof of T.B. test Child (if needed) and Parent
4. Co-op admission and commitment Agreement
5. Scrip Agreement
All children must be toilet trained.
All children must bring their own individual emergency kit on the first day of
school. The kit will be used only in the event of an actual emergency. If the kit has not
been used, it will be sent home on the last day of school. Each year a new kit will be
required to ensure freshness.
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INFORMATION FOR PARENTS
Daily Procedure
Because State law requires one adult per every five (5) children, we have one to two
teachers and two to three working parents in each class of fifteen children. If this ratio is
not met on any one day in either class, students are accepted on a first come first serve
basis so that we meet that 5:1 ratio. A non-scheduled parent may substitute that day.
Every day two parent-helpers will participate as teachers' aides. Each parent is
responsible for his/her assigned day. On your workday, you must report in by 8:30. If
you are late the teacher will write the exact time of your arrival next to your name on the
Master Schedule located in each classroom. You are considered late if you report after
8:30 a.m. Family maintenance time and workdays as teachers’ aide cannot be donated or
sold to other families.
If joining the school from September through November, you will be allowed a total
of 30 minutes late time for the year. If joining the school from December through
February, you will be allowed a total of 20 minutes late time for the year. If joining the
school from March through June, you will be allowed a total of 10 minutes late time for
the year. An accumulation of your limit of late minutes will result in receiving an
additional classroom workday. After accumulating another 15 late minutes,
another addition workday will be assigned, and another 15-minute extension will
then be given. Upon accumulating these last 15 late minutes, you will be placed on
probation (which means that an additional 15 late minutes, or in other words a total
of 75 late minutes would result in your being asked to leave the school).
Morning preparations need to be accomplished by 8:50 a.m. when the children begin to
arrive. Plan to stay after school until everyone has finished their work and the school is
ready for the next day. If you car-pool, please try to bring no more than one child (other
than your own) with you on your workday. This allows for optimum supervision of your
children.
When you car-pool, be sure to add the names of those parents to the Identification and
Emergency Information Form in your folders, regarding persons allowed to pick up your
child from school. This can be amended throughout the year!
If you are pregnant or require surgery, please inform our Workday Scheduler so he/she
can plan the work schedule accordingly.
Work cards are available for each parent-helper, which describe the daily duties. The
cards are always kept hanging inside both the Darling Duckling Room and the Busy Bear
Room, next to the doorway. If you have any questions about the work cards, the teacher
in that class will be glad to answer them.
There is no corporal punishment at Crescenta-Canada Nursery School.
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Assisting Parent
1.

Plan to have a good time when you work. Children are fun!

2.

Working parents must be in good health.

3.

Arrive by 8:30 a.m. on your workday.

4.

No smoking while on duty -- including after school clean up.

5.

Avoid unnecessary conversation with other parents.

6.

Sit on the floor and participate with the children during all activities.

7.

Profane language is just cause for recommending termination of membership.

8.

Wear modest comfortable clothes.

9.

If a child is completely disturbing a class activity, remove him/her from the group
and sit with him/her. (Watch teacher for eye contact before removing child).

10.

A maximum of two children per working parent may stay with that working
parent after school hours.

11.

Siblings may not accompany you on your workday, this includes infants.

Daily Admission
1.

Each child must be checked by the Director/Teacher each morning for health
reasons. The parent needs to wait with the child during this time. Please bring
your child between 8:50 a.m. and 9:00 a.m. in order to assure the child a positive
start for the day. Chronic late arrivals do not enhance the child's experience,
in fact, it is a detriment to the child's development.

2.

The State requires each parent to sign his or her child In and Out each day. The
driver of a carpool must sign for each child.

3.

After signing in, you are responsible for seeing your child to his/her group.

4.

All parents will be required to stay with their child until he/she is adjusted to the
program that morning, unless the teacher suggests that you leave.

5.

If you wish to remove a child before the end of the day teacher dismissal (doctor's
appointment, etc.), you must specifically notify the teacher in addition to signing
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the child out.
6.

Each child should bring his/her own healthy snack from home each day.

7.

MARK ALL BELONGINGS with child's full name, including lunch box, jackets,
perhaps even underwear! Use masking tape and pen at school, if necessary.

8.

Dress your child appropriately for hard play. Practical shoes with socks will stay
on your child's feet while running or climbing (no flip flops, platform shoes, or
crocs) and washable play clothes are imperative. Closed toed shoes are needed to
ride bicycles.

9.

No play guns, ropes, knives or chewing gum are to be brought from home. These
items may not be brought for share items.

Field Trips
1.

There may be field trips and special events during the school year. For almost all
field trips siblings can be included. However, one each semester is felt to be
special for the growth relationship between the preschool child and parent.
Therefore, we recommend that you try to accompany the child without their
sibling for at least one of these field trips. If a parent who is not able to
accompany his/her own child asks the Board in advance, the Board may vote to
allow a parent-substitute (an adult who is not already a member of the CrescentaCanada Nursery School and with whom the child has a close relationship) to
participate in the field trip. Such exceptions should be rare and for good cause.

2.

All field trips where transportation is provided by means of private car will
require each child to be restrained in his/her own car seat.
California’s Child Passenger Safety Law effective January 1, 2012
California Law will require children to ride in the back seat in a properly secured
child passenger safety restraint until they are at least 8 years old or until they are
at least 4 feet 9 inches in height. No sharing of one common seat will be allowed.

Birthdays
1.

If you wish to celebrate your child's birthday at school, you may bring a treat for
all of the children in the class. The Room Parent for your class will contact you
near the date. Please make arrangements with teacher regarding time of
celebration.

2.

Birthday party invitations are allowed to be handed out at school ONLY if all
children in the class are invited.
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TEACHING TECHNIQUES FOR PARENTS
GENERAL GUIDES
1.

Stand or sit in corner of room or yard where you will be able to see everything.
When you must be near climbing equipment or some special activity, stand so that
you will not have your back turned to a group of children. If you can't do this, ask
for help.

2.

It is important that we never leave a group of children unsupervised. If you must
leave the playground, tell the other assisting parent where you are going.

3.

Never discuss a child in his/her presence, or discuss their classroom behavior with
their parents.

4.

Count the children often. Know how many are present. Concentrate on the
known wanderers. Know where each child is at all times.

5.

Try to foresee trouble situations so you can be near in case the children can't work
it out by themselves.

6.

Show disapproval of the child's action, but never of the child himself.

7.

Ask for the Teacher's assistance if you feel unable to cope with a situation.

8.

When you speak to a child, expect him/her to comply. If you seem confident
yourself, so will he/she.

9.

If there are any problems about handling anything at nursery school, feel free to
bring it up at the end of the day with the teacher.

10.

Remember that your primary concern is the supervision of the children. To
engage in conversation with other supervising parents or on your cell phone
makes for poor supervision and is distracting for both children and adults. Do
feel free to join in the children's play, provided your supervision is not neglected.
Relax and enjoy!

11.

Be involved with the children; it's a wonderful model for children to experience
adults who are enthusiastic about them and life.
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TEACHING TECHNIQUES FOR PARENTS
CLIMATE - LIMITS - SETTING THE STAGE
What we teach is:
• not evident to casual observers
• setting the stage means guiding the children unobtrusively
• maintaining an atmosphere of friendliness and freedom with limits
• mostly adults stay in the background ready to help if needed, but allowing the
children to develop their own ideas.
Setting the Stage
1.

This is done by the teachers with your help, by placing material where it is
inviting for creative expression and cooperative, dramatic play. For example, if
the playhouse equipment is in a jumbled mess when children are playing, chances
are that the play will be destructive rather than constructive. Take time to
straighten things out before another group takes over.

2.

A cheerful, sympathetic manner when explaining limits makes them more
acceptable and understandable to children.

3.

Be ready to take the children's cue for new play.

4.

Have your class activities put away and the play area ready when it is time for
classes to exchange places.

Create a Favorable Climate
1.

Take your cue from the teacher.

2.

Tense children cannot participate freely; help them relax by being warm and
interested in their problem.

3.

Speak slowly, simply and quietly and smile freely. If you relax and enjoy
yourself, the mood will be contagious to the children.

4.

Do not feel that you have to be busy all the time in order to be working. Try to be
aware of what the children are doing and be ready to step in when (or if possible
before) trouble arises. If it is something you feel you can't handle, call the
teacher.
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Why Limits?
1.

So that all of us may be more comfortable.

2.

Children need the security of knowing that their strong emotions may lead them
into doing things they will regret.

3.

To teach safety, good health habits and consideration for others.

4.

Parent-helpers need to know what is and is not allowed so that they can feel
comfortable in stopping a child.

5.

Limits should be exercised in a positive, impersonal manner.

6.

Some of the reasons for children behaving in an undesirable manner are: fear,
anger, fatigue, boredom, shyness, curiosity, or a negative attitude because of a
need to fight controls at this point in their development.

7.

Some of our rules are established by the State and County - we are stuck with
them if we want to keep our license!

Handling Difficult Situations
1.

The best is that which foresees and forestalls rather than that which is limited to
straightening out difficulties. Timing is important.

2.

When in doubt, it is often best to do nothing unless the child's physical safety is
involved.

3.

Redirect a non-cooperative child to another activity.

4.

Children's actions sometimes need interpretation: "You need to listen. John is
trying to tell you something."

5.

Allow children to work out their own solution up to a point, fighting, arguing, etc.
Encourage the shy child to stand up for himself. Tell him "You don't have to let
Mike do that." Encourage older children to verbalize. Examples are: "I can't let
you hit him. Tell him with words."

6.

Ignore improper language to a large extent.

7.

Treat toilet accidents casually.

8.

Do not allow a child to strike you. Restrain gently and explain by saying, "I am
not going to let you" or "I don't like to be hit."
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9.

If necessary, insist that a child share or take turns in this way: "It's hard to wait so
long for a turn, try to let John have the truck soon, in about 3 minutes." Use
timers found in each classroom to dictate when turn ends.

10.

If necessary ask the teacher to assist you or mention the situation to the teacher at
the end of the day.

Do's and Don'ts
1.

School belongs to the children, so please -- no unnecessary visiting or talking.

2.

Do not use school as a threat or bribe, such as "You can't go to school if you do
this or that" or "I'll let you go to school if you eat a good breakfast."

3.

Try to say "You do it at school, why don't you do it at home?” or the converse.

4.

It is important not to discuss one parent's handling of a child with another parent.
The teachers will be glad to talk with him/her about it.

5.

We realize it's hard not to pass judgment on a child's behavior, but try not to
discuss any child's negative behavior with his/her parent. Refer any episode to
the teacher and let her interpret.

6.

Remember, children vary in their interest in reporting their school experience.
Give them a chance to talk if they want to. Many children consider their time at
school their private time.

7.

Don't be surprised if your child comes home dirty or with torn clothes
occasionally. While reasonable care will be exercised, children's freedom to
play is most important.

8.

Do feel free to telephone the teachers on any questions you may have, or to
request a conference.

Guides for Speaking to Children
1.

Speak in a quiet, pleasant tone of voice.

2.

Be positive "Your sweater goes in the box" rather than "Don't throw your sweater
on the floor."

3.

Use words and phrases the child understands. Make your request brief and simple
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"It's time to put the bike away."
4.

See that you have the child's attention before making requests. Do this by moving
close to him/her and calling his/her name. Never call across a room or yard.

5.

Do not offer a child a choice when there is no choice.

6.

Allow time for a child to finish a task he/she is involved in before expecting
him/her to perform another. A warning that time is almost up helps.

Safety Guidelines
•

GATES - keep closed at all times, never left open.

•

SHOVELS AND RAKES - for digging and raking, not used as
weapons.

•

TRIKES/SCOOTERS - Helmets and closed toe shoes must be
worn at all times. Children must take turns going down the
hill.

•

If something appears unsafe, please take the initiative to make
the area and play safe.

•

If you are telling the children not to do something, then follow it
with what they may do.

•

Check your work card to see which area you are supervising and
be aware of all of the children in your assigned area.

Emergency Procedures
The Emergency Procedures are posted in each classroom near the exit door, on the wall
near outside bathroom and our parent bulletin board. This information is to assist
working parents in the event of an earthquake or other disaster.
In the unlikely case of an evacuation, children and supplies will be taken to the
Crescenta-Canada YMCA. If that facility is full or unsafe, we will continue on to La
Canada Elementary School. Parents should be checking these locations for pick-up after
regular pick-up time has passed.
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Crescenta-Canada Nursery School
Health Requirements

Immunizations:
An important part of health care in children is immunizations. A complete record of
immunizations protects not only your child, but every student at our Nursery School. It is
important that each child entering the preschool have the following immunizations:
Polio:
DPT

Three or four doses should be completed.
(Diphtheria, Pertussis (whooping cough), Tetanus):
Four Vaccines should be completed.
HIB
(Hemophilus influenza B): At least one given after age 15 months.
MMR
(Measles, Mumps, Rubella): One vaccine necessary.
Hepatitis B: Three vaccines should be completed.
TB
(Tuberculosis): A skin test should be done, with negative results.
(Only if recommended by a doctor)
Illnesses:
Childhood illnesses are part of growing up. Every day, we are exposed to countless
viruses. Childhood immunity protects. In general, any time your child seems below par
due to an illness, it is wise to keep him or her at home. Here are some general guidelines:
Fever:

Must be fever free for 24 hours before
returning to school.

Common cold:

Keep child home until nasal mucus discharge
slows and no longer has a fever for 24 hours.

Sore throat:

Keep child home until no longer having
fevers and throat pain.

Vomiting, diarrhea:

Keep child home until symptoms have
resolved, no symptoms for 24 hours.

Chicken Pox:

Keep child home until all pox lesions have
reached crusted stage.
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Health Requirements (Cont)
Impetigo, Ringworm:

Keep child home unless sores are treated and
can be covered.

Lice:

Keep child home unless there are no traces of
nit (lice eggs) in hair.

STANDING RULES
SCHOOL SESSIONS
1.

The term of the nursery school shall coincide with the La Canada and/or Glendale
Unified School District year, including holidays. Exceptions may include
conference days and report card days.

2.

Each school day will be from 9:00 a.m. to 12:00 p.m. for the Darling Ducklings
and Busy Bears.

3.

It is an emotional hardship on a child to be picked up late. Therefore, a verbal
warning will be given after the first late pick-up. A fine of $1 per minute will be
assessed on any subsequent occasion. Consideration will be given if a call is
received in an emergency situation.

REGISTRATION FEE
1.

The annual registration fee shall be $60.00 per child, payable prior to his/her
acceptance into the school. For the 2019-2020 school year the registration fee for
new families will be $100.00 per child. This registration fee is non-refundable.

DUES (TUITION)
1.

Dues per child will be $250.00 per month for the three-day-a-week program and
$450.00 per month for the five-day-a-week program. Dues are paid in 10
installments.

2.

Dues will be payable the first of each month and considered late on the fifth. A
fine of $30 will be assessed for late payment of dues. If dues and fines are not
paid by the last day of the month, your child will not be allowed to attend school
until all assessments (dues and fines) are paid in full. (Hardship situations will be
considered. Please contact the President before the 30th of the month).
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Dues (cont)
3.

Dues are payable in full even though the child is absent for any reason.

4.

All payments, cash or check, are to be forwarded only to the Tuition Coordinator.
Members will be fined $35.00 for any check returned for insufficient funds. If a
family has two returned checks during any one school year, cash payment will
then be required for all school business including, but not limited to tuition, scrip,
school video and T-shirt purchases.

5.

The first installment of tuition and the $60 registration fee ($100.00 for new
families for 2019-2020) will be due on or before June 1st for returning members.
The second installment will be paid in September. (Hardship situations will be
taken into consideration if the Treasurer is notified prior to the due date).

6.

If a member is accepted after October 1st, June dues will be payable 45 days after
enrollment. If membership is terminated before May 1st, the advance June
payment will be refunded in full, provided the member's dues and fines are
current and paid up to date, and the required four weeks notice of termination is
given in writing to the Board. If membership is terminated before June 1st by
action of the Board of Directors and all dues and fines are current and paid up to
date, June dues will be refunded. After July 31st families canceling membership
will not be refunded September tuition.

MANDATORY SCRIP PURCHASE
One way in which CCNS generates income and helps keep tuition at a manageable level
is through Scrip participation by each family. Each family is asked to purchase enough
Scrip to generate $100.00 profit per child for the school year and this is reviewed twice
yearly and is to be kept current. Your balance can be reviewed by contacting the Scrip
chairperson. If you receive a balance due slip please take care of it immediately as
failure to pay your scrip balance will result in additional family maintenance hours which
will be assigned by the Director and President.
Refer to Scrip Agreement for more details regarding scrip payment options.
SALARIES
1.

The Director/Teacher and the teachers shall be paid on a ten or twelve month
basis and for all holidays. Salary increases will be determined each year in
March, and take effect in July, based on the increase in the cost-of-living index as
published by the Federal Bureau of Labor Statistics.

2.

Any additional raise may be given by the Board of Directors in March to take
effect in September.
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Salaries (cont)
3.

In the event of personal necessity, the salary shall continue for ten working days.

HEALTH SECURITY
1.

The nursery school complies in all areas with the California Health and Safety
Code.

2.

Required for initial admission to the school: (see page 11).
a. For child: physician's report -Child Care Centers (Child's Pre Admission
Health Evaluation)-LIC 701, Child's Pre Admissions Health History-Parent's
Report-LIC 702, negative test for TB (if advised by the child’s doctor), and
those immunizations required by the California Health and Safety Code (see
page 11 of Crescenta Canada Nursery School Health Requirements).
b.

For parents: Health Screening Report-Facility Personnel-LIC 503 and
negative TB test. All working parents must have a negative TB test. The
above items must be current within one year prior to entry of school. Parents
will need to include a copy of their childhood immunization record or more
current record stating that they have been immunized for Measles (MMR)
and Pertussis (Whooping Cough).

c.

For teachers: a new negative TB test will be required every 24 months.

3.

Children must not be sent to school with colds or other signs of illness (see page
11).

4.

Any contact with a communicable disease must be reported to the Director.

5.

Any child who has been exposed to the German measles (Rubella) must remain
home during the entire incubation period, beginning the day of exposure, unless
properly vaccinated.

6.

The Director-Teacher cannot, by law, administer medication, except by prior
approval of the Board and with proper completion of required forms.

7.

A parent-helper who is ill should not report for any work and will obtain a
substitute. If a parent-helper is requested by the Director-Teacher to return home
because of illness, the parent-helper will be scheduled to make up this workday.
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EMERGENCY INFORMATION
1.

Identification and emergency information must be submitted and kept up-to-date
for each child. An out-of-state contact must be included on emergency card.

2.

A Consent for Medical Treatment-LIC 627 form with the parent's signature will
be required stating the Teacher's authority to consent to any medical treatment or
ambulance service necessary in an emergency.

3.

A Crescenta Canada Nursery School Emergency information form is required to
be placed in the teachers' backpacks for field trips. A duplicate copy will be made
for the teachers' files, which will not be available to the general membership.

MEETINGS
1.

A requirement of a cooperative nursery school is to provide parent education to its
membership. Our parent education is provided to our membership through
speakers at our monthly Parent Meetings. Therefore, attendance at these meetings
is required (attendance being defined as being present at the meeting from 7:00
p.m. to approximately 8:30 p.m.) Due to consideration for our speakers, please be
on time.

2.

Attendance is required at all general membership meetings:
a.

Parents joining from September through November may
miss three (3) meetings.

b.

Parents joining from December through February may miss
two (2) meetings.

c.

Parents joining from March through June may miss one (1)
meeting.

3.

If a fourth meeting is missed, the Board of Directors at its discretion will fine the
family $50.00 per missed meeting.

4.

There are two mandatory Orientations scheduled in the year. If an Orientation is
missed, the Board of Directors at its discretion will determine if a fine of $50.00
per missed Orientation will be collected and/or assignment of additional workdays
or family maintenance hours.

5.

The Spring Fundraiser and Trike-A-Thon are both considered mandatory
meetings. If missed the Board of Directors at its discretion will determine if a
fine of $50.00 will be collected.
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DUTIES OF PARENTS
1.

All parent-helpers must participate at the school on specified days according to a
schedule made by the Workday Scheduler.

2.

IMPORTANT: Parent helper is defined as the mother, father or legal guardian of
a child enrolled in CCNS. All parent helpers must have a completed TB test on
file.
a. Each parent helper, if unable to work their scheduled workdays, will be
responsible for obtaining a substitute from their own class list.
b. Each parent helper shall be responsible for making those changes on the
master Schedule.
c. If the parent helper is unable to work for an extended period of time (due to
illness, surgery, out of town emergency, or other unplanned situation) which
does not include conflicts arising due to employment, their options are:
1. To make arrangements with fellow class parents to cover or "trade" for
their Work days; or,
2. If the request necessitates going beyond the two-month schedule (trading
off the Schedule) the parent helper is to make a written request to the
Board of Directors who could contact the class members to work out a
schedule solution. The solution shall be reported to the Third Vice
President (Workday Scheduler) who would then follow the guidelines
spelled out in their job folder. A copy of these guidelines is available
upon request.

3.

Parent-helpers will report by 8:30 a.m. on their workday. On their workdays,
parent-helpers will stay until everything is stored and clean (approximately 12:15
p.m.). No one leaves until all leave. If joining the school from September through
November, you will be allowed a total of 30 minutes late time for the year. If
joining the school from December through February, you will be allowed a total
of 20 minutes late time for the year. If joining the school from March through
June, you will be allowed a total of 10 minutes late time for the year. An
accumulation of your limit of late minutes will result in receiving an additional
classroom workday. After accumulating another 15 minutes late minutes, another
additional workday will be assigned, and another 15 minutes extension will then
be given. Upon accumulating this last 15 late minutes, you will be placed on
probation (which means that an additional 15 late minutes would result in being
asked to leave the school.) Hardship situations will be considered. Please contact
the President or Director before the 30th of the month.

4.

There shall be no smoking while on duty at the school with the children.
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5.

Each family shall be expected to contribute time to the nursery school Family
Maintenance Participation Program, as supervised by the Family Maintenance
Participation Chairperson. Families whose children have joined the school from
September through January are expected to contribute three (3) hours per year.
Families whose children have joined the school from February through June are
expected to contribute one 1 1/2 hours per year. A financial obligation of $50.00
per hour will be assessed for each family not fulfilling the above requirement.

6.

Each CO-OP ADMISSION AND COMMITMENT AGREEMENT is to be
signed and returned to the Membership Chairperson within 14 days after
receiving it. Failure to do so will result in suspension from the school. The
parent-helper will be responsible for obtaining a substitute in the event that a
workday is scheduled during the suspension. Suspension will continue until such
time as the work agreement is signed and returned.

7.

Each member of the school is assigned one committee job per child attending
school. Every effort will be made to place a parent in a job of their choice. All
committee jobs have detailed descriptions of how and when the job is to be
carried out. Grounds for probation or termination shall include failure to
complete assigned job on time.

8.

Any monies spent for school purposes must be approved by the Director and/or
President. All check request for reimbursements of monies spent must be
submitted within 90 days of transaction.

MEMBERSHIP
Priority of membership will be determined according to the date a child's name is
entered on the waiting list. Every effort will be made to insure a balance in
gender for each class. Priority will be given in the following order: 1) members of
the Lutheran Church in the Foothills shall have priority on or before Open House
for the next school year; 2) returning families that will have two children in the
school will have priority over new families; and 3) current families in the school
with new children coming in (with no breaks) will have priority over new
families.
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RESIGNATIONS
If a member wishes to resign from the nursery school after school has started in
the Fall, and re-enter the child at a later date, his/her name shall be placed at the
top of the waiting list, provided he/she resigned a member in good standing (that
is, current in the payment of all dues and fines, and having missed no more than
three Parent Meetings).

DIRECTOR-TEACHER AND TEACHER QUALIFICATIONS
1.

Personal:
a.
b.
c.
d.
e.
f.
g.
h.
i.

2.

Must have a genuine love and understanding for small children.
Must have warmth toward and ability to work and communicate well with
adults.
Must have emotional stability, maturity and be in good mental health.
Must be interested in keeping abreast of the field of child development and
guidance, nursery school education and family life.
If employed, must submit a health certificate signed by a M.D., a negative
tuberculosis report, and proof of three poliomyelitis immunizations.
Must be of obvious refinement, neat in appearance and in good health.
Must be able to administer First Aid.
Should have the ability to conduct study groups and counsel with parents.
Should be a parent.

Academic Training and Experience:
a.

Director-Teacher:
1.
Must have one year's experience as an assistant nursery school
teacher under trained supervision.
2.
Should have two years of accredited college work with courses in
childhood education and family life, or the equivalent.
3.
Desirable if held or could obtain an Adult Education Credential in
Parent Education and Child Guidance.

b.

Teacher:
1.
Should have two years of accredited college work with courses in
childhood education and family life.
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DIRECTOR-TEACHER AND TEACHER'S RESPONSIBILITIES
The Director-Teacher, with the supervision of the Board of Directors, shall be responsible
for:
1.

Teaching of children during school hours.

2.

Attendance at all general meetings and all Board of Directors meetings.

3.

Planning and execution of the educational program and schedule of the nursery
school.

4.

Inspection of the children daily before their admission and may reject any for
reason of health.

5.

Recommendations to the Board of Directors for termination of a child's
membership for good cause, or a parent's membership for lack of cooperation.

6.

Requests for new equipment and supplies.

7.

Any recommendations regarding administrative policy shall be referred directly to
the President for proper referral.

8.

Operations of the nursery school, for compliance with State regulations and for
communications with the licensing agency.

The Teacher's responsibilities shall consist of:
1.

Teaching the children during school hours.

2.

Execution of the education program as directed by the Director-Teacher.

3.

Attendance at all general meetings and all Board of Directors meetings.

AMENDMENTS
These standing rules may be amended by a majority vote of the membership.

20

The following is an abbreviated version of the By-Laws Crescenta-Canada Nursery
School has on file with the State of California. The "abbreviated" version is being
presented to you in an attempt to minimize the amount of "legalese" and "wordiness" you
have to read (this was all needed to achieve our legal classifications with the State).
Article and Section numbers remain the same as in the complete by-laws. The Nursery
School and each Nursery School Board member has a complete copy of the by-laws, and
can make them available to you at any time for your review.
*****

CRESCENTA-CANADA NURSERY SCHOOL
BY-LAWS
(Abbreviated Version)
ARTICLE I -- NAME
The name of this corporation shall be Crescenta-Canada Nursery School.
ARTICLE III -- PURPOSE
To provide a nurturing atmosphere for the development of a healthy self-concept in the
preschool child, with growth in the areas of emotional, social, physical and intellectual
development, within a Christian atmosphere. To provide a dynamic learning experience
for the parents and to stimulate their growth in understanding and guiding their child.
ARTICLE IV -- POLICY
The Crescenta-Canada Nursery School is a self-administered, parent-governed,
cooperative, non-profit corporation, and no part of its earnings shall inure to the benefit
of any member.
ARTICLE V -- MEMBERSHIP
SECTION 1. QUALIFICATIONS OF MEMBERS
Any person is qualified to become a member of this corporation provided his child is
enrolled in Crescenta-Canada Nursery School. This corporation is operated on a nondiscriminatory basis according equal treatment and access to services without regard to
race, color, religion, national origin or ancestry.
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SECTION 2. ADMISSION OF MEMBERS
A child may be eligible for membership in this corporation if the child is 3 years old by
December 2nd of the year they wish to enter. Membership will thus include children
ages 2 years 9 months through 5 years. It is at the teacher’s discretion if a child is
academically and emotionally ready to move from a Darling Duckling to a Busy Bear.
Applicants shall be admitted to membership on making application therefore in writing
along with payment of the registration fee as specified in the following sections of these
by-laws.
SECTION 3. FEES, DUES (TUITION) AND ASSESSMENTS
(a)

A registration fee shall be charged for making application for membership
in the corporation in such amount as may be specified from time to time
by resolution of the Board of Directors and by vote of the membership
payable with the application for membership.

(b)

The monthly dues (tuition) payable to the corporation by members shall be
in such amount as may be determined from time to time by resolution of
the Board of Directors and by vote of the membership.

(c)

Members shall pay such assessments as stated in the Standing Rules of the
Crescenta-Canada Nursery School.

SECTION 4. NUMBER OF MEMBERS
Membership shall be limited to 30 children from ages 2 years 9 months to 5 years as of
September first of the current school year for the Monday-Wednesday-Friday program
and the same for the Tuesday-Thursday program. Each program shall provide for one
three year old and one four year old class of approximate equal division. On any one
day, total attendance shall be limited to 31 children.
SECTION 5. MEMBERSHIP BOOK
The corporation shall keep a membership book containing the name and address of each
member. Termination of the membership of any member shall be recorded in the book,
together with the date of termination of such membership. Such book shall be kept at the
residence of the Membership Chairman and shall be available for inspection by any
member of the corporation upon request.
The record of names and addresses of the members of this corporation shall constitute the
membership list of this corporation and shall not be used, in whole or part, by any person
for any purpose not reasonably related to a member's interest as a member.
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SECTION 6. TERMINATION OF MEMBERSHIP
Grounds for Termination.
The membership of a member shall terminate upon the occurrence of any of the
following events:
(a)

A member giving four weeks notice in writing to the President;

(b)

A member not giving four weeks notice in writing results in full forfeiture
of all pre-paid dues (tuition);

(c)

Upon a failure to renew his membership by paying dues (tuition) on or
before the thirtieth of each month, a member's child will be suspended
until all assessments are paid in full (hardship situations will be considered
upon notification to Treasurer/Board of Directors prior to the thirtieth of
said month). Further failure of payment of hardship notification may
result in termination by resolution of the Board of Directors; and

(d)

By a three-fourths affirmative vote of the Board of Directors, for good
cause.
ARTICLE VI -- MEETINGS OF MEMBERS

SECTION 1. REGULAR PARENT (MEMBERSHIP) MEETINGS
The members shall meet monthly for the purpose of parent education and conducting
other business that may come before the meeting. The April regular parent meeting shall
be designated as election of Board of Directors.
SECTION 2. VOTING RIGHTS
A voting member shall be a member of the Crescenta-Canada Nursery School who is in
good standing, that is, current in the payment of all dues (tuition) and fines, and having
missed no more than three Parents' Meetings. Each member shall have one vote per child
enrolled.
SECTION 3. NOMINATION AND ELECTION PROCEDURES
Officers shall be elected once a year at the April parents' meeting.
(a)

A ballot listing all members eligible for election to the Board of Directors
shall be distributed in March. Any member wishing to delete his name
from the ballot may do so by notifying the Parliamentarian at least one
week prior to the April parents' meeting
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(b)

Any member whose name has been placed in nomination by virtue of
remaining on this ballot may solicit votes.

(c)

The seven nominees receiving the greatest number of votes shall comprise
the Officers for the following school year and will assume their duties at
the June parents' meeting/installation.

(d)

Members entitled to vote shall not be permitted to vote or act by proxy.
ARTICLE VII -- BOARD OF DIRECTORS

SECTION 1. NUMBER
The corporation shall have a maximum of thirteen Directors and collectively they shall be
known as the Board of Directors. This Board shall consist of six membership-elected
officers, one Church appointed representative, a Board appointed Parliamentarian, the
nursery school's two teachers, and class representatives as necessary (maximum three).
The number may be changed by amendment of these by-laws.
(a)

If the elected Board of Directors does not include representatives from all
classes, a special election will be held before the end of November of the
new school year to elect such a representative. The function of these
representatives will be to attend the Board Meetings in order to relay
information, questions or problems from members of their respective class
or classes to the Board of Directors.

SECTION 2. TERMS OF OFFICE
(a)

Each Director shall hold office until the next annual meeting for election
of the Board of Directors as specified in these by-laws, and until his/her
successor is elected.

(b)

Any Board member who misses three (3) unexcused consecutive meetings
or fails to meet his/her responsibilities shall be dismissed at the discretion
of the Board.

SECTION 3. REGULAR MEETING
Regular Board of Directors meetings will be held on the Second Monday of each month
at 7:00 p.m. If such day or time is not acceptable, meeting date and time may be
arranged by the Board of Directors at the previous meeting or by agreement of the
Majority of Board of Director members with one week notification by the Secretary.

24

SECTION 4. VACANCIES
Vacancies on the Board of Directors shall exist (1) on the resignation of any Director, and
(2) whenever the number of authorized Directors is increased.
Any Director may resign upon giving four weeks written notice to the President or the
Board of Directors.
Each vacancy on the Board of Directors may be filled by the individual with the next
greatest vote in the previous April election.
A person filling a vacancy as provided in this Section shall hold office until the next
annual election of the Board of Directors or until his resignation.
SECTION 5. ELIGIBILITY
Parents of children enrolled in CCNS in April who intend to have the same or different
child enrolled in CCNS for the following school year, shall be eligible to become one of
the seven elected members of the Board (as well as the two appointed Board positions).
Parents of children who have been enrolled in CCNS, have been out of the school for one
school year (but no more than one school year), and will have another child enrolled in
CCNS for the next school year, shall be eligible to put their names on the April Parents
Meeting Election Ballot and be eligible to be elected to serve on the Board of Directors
for the year they re-enter the school.
In addition to the six elected members of the Board, the following shall be appointed
positions:
(a)

Church Representative: The Pastor of Lutheran Church in the Foothills
may elect to appoint, or defer appointment to the CCNS Board President
and Director, up to two (2) representatives from the church or school at
large.

(b)

Parliamentarian: Shall be the President of the preceding year. If the
President is not returning, then a former member of the Board of Directors
will be appointed by the President-elect. In the event neither is returning,
a former Crescenta-Canada Nursery School member may be appointed.
ARTICLE VIII -- OFFICERS

SECTION 1. NUMBER OF OFFICERS
The officers of this corporation shall be the President, First Vice-President, Second VicePresident, Third Vice-President, Secretary, Treasurer, Church Representative and the
Parliamentarian. No more than one office may be held by the same person. No more than
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one office may be held by the same person unless the membership consists of less than 20
families and unless it is deemed beneficial for the functioning of the co-operative school.
SECTION 2. DUTIES OF OFFICERS
President: Shall preside at all meetings, shall be ex-officio member of all committees,
and shall oversee the actions of the other officers.
First Vice President: Shall appoint the committees and act as coordinator of all
Committee Chairpersons. Shall act as President when that officer is unable to perform
the duties of that position, as determined by a three-fourths affirmative vote of the Board
of Directors.
Second Vice President: Shall serve as Membership Chairperson. Shall maintain
membership waiting lists and forms.
Third Vice President: Shall serve as Fundraising Chairperson. Shall organize and
oversee the fundraising throughout the school year.
Secretary: Shall keep minutes and a record of attendance at all meetings of the
Membership and Board of Directors and shall attend to all correspondence.
Treasurer: Shall be custodian of all funds. Shall collect dues (tuition), fees, fines and
assessments, keep a record of all financial transactions, and attend to all government
filings.
Parliamentarian: Shall assist the President in all matters concerning interpretation and
implementation of the by-laws and Standing Rules of the school. The Parliamentarian
shall be in charge of all elections and balloting. The Parliamentarian shall see that all
Board of Directors and Parents Meetings be conducted in a manner that complies with the
basic format of organizational meetings as set forth in Robert's Rules of Order. In
addition, the President may request during the school year that the Parliamentarian
assume special duties and/or responsibilities not previously assigned.
Church Representative: Shall act as communication liaison between Crescenta-Canada
Cooperative Nursery School and our host church, Lutheran Church in the Foothills, to
facilitate open and timely communication between the school and the church.
Class Representative(s): See Article VII, Section 1a
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ARTICLE IX
SELECTION OF THE DIRECTOR-TEACHER AND TEACHER
Applicants meeting the requirements of the California Department of Social Services for
staff of the Crescenta-Canada Nursery School shall be interviewed by a special
committee of the Board of Directors consisting of the President, one Church
representative, one or two Board members and one or two parent members, who are not
also members of the Board to be appointed by the Board of Directors. At the conclusion
of the interviewing process, their recommendation shall be presented at the next
scheduled meeting of the general membership. A two-thirds vote of the membership
shall be required for the acceptance of the special committee's recommendation.

ARTICLE X
CORPORATE RECORDS, REPORTS AND SEAL
SECTION 1. MAINTENANCE OF CORPORATE RECORDS
The corporation shall keep with its appropriate officers
(a)

Minutes of all meetings of Directors, and of all meetings of members
indicating the time and place of holding such meetings, whether regular or
special, and the proceedings whereof will be kept with the Secretary.

(b)

Adequate and correct books and records of account, including accounts of
business transactions and accounts of its assets, liabilities, receipts,
disbursements, gains and losses will be kept with the Treasurer.

(c)

A record of its members indicating their names and addresses, a record of
the corporation's waiting list, medical forms, member insurance forms,
and all other required forms will be kept with the Second Vice President.

(d)

A copy of the corporation's Articles of Incorporation and by-laws as
amended to date, which shall be open to inspection by the members will
be kept with the President.

SECTION 2. MEMBERS' INSPECTION RIGHTS
Each and every member shall have the right to inspect at any reasonable time the books,
records, or minutes of proceedings of the members or of the Board or committees of the
Board for a purpose reasonably related to such person's interests as a member.
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SECTION 3. MONTHLY TREASURER REPORTS
The Treasurer shall furnish to all Directors and make available for inspection to all
members an accounting of the expenses or disbursements of the corporation, revenues
and receipts, and assets and liabilities of the corporation as of month's end.
ARTICLE XI -- FISCAL YEAR
The fiscal year of the corporation shall begin on the first day of July and end on the
thirtieth day of June in each year.
ARTICLE XII -- AMENDMENT OF BY-LAWS
Subject to any provision of law applicable to the amendment of by-laws of public benefit
nonprofit corporations, these by-laws, or any of them, may be altered, amended, or
repealed and new by-laws adopted. To amend by-laws and Standing Rules, the proposed
amendments must be submitted 10 days prior to a membership vote. By-law
amendments will require a two-thirds vote of the membership. Standing rule
amendments will require a majority vote of the membership. No absentee ballots will be
accepted.

Rev. 7/18
EB
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