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WELCOME TO LAURELWOOD PRESCHOOL
Laurelwood Preschool has been extremely successful since it began with a handful of 3year-old students in 1965. We are a private, non-profit, non-sectarian, cooperative
organization. Our purpose is three-fold:
 Provide parents of preschool children a better understanding of their child
 Promote the health and welfare of preschool children
 Provide age-appropriate skill-building activities that foster a love of learning
The cooperative nature of our preschool cannot be stressed enough. Your help and involvement are essential
for our program to succeed. Our cooperative model provides parents an opportunity to observe their child in
organized work and play, which enhances the preschool experience for both.
Each year in the spring a new Board of Directors is elected by the membership. Representation on the Board
consists of both Early Childhood and Pre-Kindergarten parents. Parents are welcome at all Board meetings.

WHAT IS A COOPERATIVE?
A cooperative (or parent participation) preschool is one in which the parents volunteer to complete a majority
of the jobs required to run the preschool. All of the activities that make the school function at the optimum
level are in our hands. All parents are required to:






Attend the Mandatory Parent Orientation
Provide snacks and drinks on their assigned day
Work in the classroom
Participate in the annual Bake Sale
Serve on the Board or hold a classroom job

A cooperative preschool provides a healthy, safe, and diverse environment where your child will develop
physically, mentally, emotionally, and socially. It allows you to see your child in a preschool setting with other
children, to become aware of some of the common behavior patterns of young children, and to learn how to
work with these traits.
Laurelwood Preschool is a growing and changing organization. No two years are the same. The organization
depends upon your ideas for the continued improvement of the school. As a participating parent, you can
shape the programs that help your child to develop.
In addition to the administrative responsibilities of a cooperative preschool, we cannot function without
thoughtful consideration of each other. Parents help each other by switching workdays, carpooling,
babysitting, and by being considerate of others. Working together as a community is what families particularly
enjoy about Laurelwood Preschool.

POLICIES, PROCEDURES, AND REGULATIONS OF LAURELWOOD PRESCHOOL
The following are the rules and regulations of Laurelwood Preschool. Each year, updates are made to
meet the needs of our dynamic program. Please review carefully for requirements and expectations.
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ADMISSIONS AGREEMENT
As a cooperative preschool, the success of our program requires all members of our preschool family
to read and adhere to the Information Handbook. When all members of our preschool community
work together, following the rules established by the Board, all aspects of the preschool thrive.
 I understand that it is my responsibility to download all required Admission Forms from our website,
www.LaurelwoodPreschool.com, fill them out, and submit them with my April 2020 Tuition & Cleaning
Deposit payment, by the due date.
 I understand that I am required to attend the Mandatory Parent Orientation before school starts. I
understand this meeting is for adults only and that if I bring my child, I will be asked to leave. I understand
that if I miss this orientation, for any reason, my child will not be able to start school until I attend a make-up
meeting and pay a $25.00 fee.
 I understand that as a preschool member, I will be working in the classroom, assisting the teacher, and am
responsible for providing a qualified substitute if I am unable to work.
 I understand that the September 2019 - March 2020 tuition is due on the first of each month; that April
2020 tuition is paid with the admission forms; and May 2020 tuition is paid with registration.
 I understand that if the September 2019 - March 2020 tuition is received via PayPal or postmarked after the
first of each month, I will pay a $10.00 fee.
 I understand that the April 2020 and May 2020 tuition is refunded only if the Business Manager is notified of
a withdrawal before July 1, 2019.
 I understand that classes run from September through May, and I am committing to attend for the entire
school year (we do not run on semesters). I withdraw before the end of the school year, I am will notify the
Business Manager at least four weeks before our final day. I am responsible for paying tuition during
those four weeks AND working or finding a qualified substitute for my remaining assigned work days.
 I have read the Information Handbook online and understand: (1) how the preschool is organized, and (2) my
responsibilities as a parent at the preschool. Hard copies of the Information Handbook will be available at
the Mandatory Parent Orientation.

TAX ID NUMBERS
The Internal Revenue Service Employer Identification (E.I.) number is 94-2169784.
The tax number for the State of California is 499-6400-0.

FUNDRAISERS
Laurelwood Preschool is a non-profit organization and we work hard to keep our tuition affordable. We
operate solely on tuition and fundraising money. Contributions are tax-deductible.
We appreciate your support in making all our fundraisers successful. Our Bake Sale is a MANDATORY
fundraiser and every family is required to participate or pay the buy-out.

DONATIONS & EMPLOYER MATCHING
Many employers will match your donation amount, so please ask your human resources department if
your company participates.
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REGISTRATION
1. We encourage all families to read through the Information Handbook to decide if Laurelwood
Preschool is a good fit for your child and family situation.
2. Parents must provide a copy of their child’s birth certificate to verify their child’s age.
Early Childhood
Pre-Kindergarten
5 Day Pre-K

EC
PK
5PK

3 by December 1, 2019
4 by December 1, 2019
4 by December 1, 2019

Tuesday/Thursday
Mon/Wed/Fri
M/T/W/Th/F

3. All children must be able to use the bathroom unassisted, prior to the start of school.
4. Registration begins seven months prior to the beginning of the school year. Families with children
currently enrolled in Laurelwood Preschool, as well as children and siblings of alumni, are given priority
registration before open enrollment.
5. Registration begins on the dates indicated on the registration forms. Registration forms submitted
before the registration dates will be considered last. No Exceptions.
6. Online registration is available at www.LaurelwoodPreschool.com. Registration forms are also available
for download from the website.
7. To register: (1) complete registration online or mail completed registration forms, and (2) submit
payment via PayPal or check for one month’s tuition plus one $75.00 registration fee per family. The
$75.00 registration fee is non-refundable. The one month’s tuition payment made at the time of
registration counts as payment for the May 2020 tuition, and will be refunded only if the Business
Manager is notified before July 1, 2019 of the withdrawal.
8. Children are placed in classes by lottery, based on when registration and payment are received. We
make every effort to place families in their first choice of teacher or time. However, with 30 EC
openings & 36 PK openings for each time, we are not always able to give families their first
choice. When demand does not allow this, the school reserves the right to place a child in any class
with openings. This applies to both priority and open registration.
9. Acceptance letters and the Admission Forms Checklist are delivered to families in early March.
10. Families not placed in their first choice of teacher or time are added to the Internal Waitlist in the
order their registration was drawn, for either the teacher or time they requested, depending on the
priority indicated at the time of registration. If openings become available, we will first use the Internal
Waitlist to fill those openings with students already admitted to our school, and then admit new
students. The Business Manager will contact families if an opening becomes available.
11. Your child’s placement at Laurelwood Preschool is secured only by the completion of the following by
the due date: (1) submission of ALL COMPLETED ADMISSION FORMS, and (2) the payment of one
month’s tuition as payment for the April 2020 tuition and the $40.00 cleaning deposit.
12. Tuition for April and May 2020 are paid prior to the start of school as a deposit. If you attend the
entire school year, that deposit is used for your April and May 2020 tuition. If you withdraw before the
end of the school year, that deposit is forfeited. The deposit may not be used as your final month’s
tuition if you withdraw before April 2020.
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ADMISSION FORMS
If you submit your registration prior to May, Admission Forms are due on May 1, 2019. Completed
forms and payment of the April 2020 Tuition and Cleaning Deposit secure your child’s placement in
the preschool. All forms are available for download from the website:
www.LaurelwoodPreschool.com. Please submit COPIES ONLY, not originals, of physical forms,
immunizations, birth certificates, and TB tests.
1.

Payment for April 2020 Tuition & Cleaning Deposit via PayPal or check. Tuition is refunded
only if the Business Manager is notified of the withdrawal before July 1, 2019. The Cleaning
Deposit is fully refunded to families who participate in the May 2020 Cleaning Day.

Early Childhood

$180

Cleaning
Deposit
$40

Pre-Kindergarten

$245

$40

$285.

5 Day Pre-K

$425

$40

$465.

Class

2.

Tuition

Packet of forms containing:
º Family Information
º Privacy and Information Policy
º Statement of Responsibility
º Parent Involvement Policy
º Photo Policy
º Emergency Card

Total Due
$220.

º Admissions Agreement
º Insurance Waiver
º Biting Policy
º Student Behavior & Readiness Policy
º Handbook Acknowledgement
º Disaster Release Card

3.

An Acknowledgment of Notification of Parents' Rights form

4.

A State of California Personal Rights form

5.

A Physical form, signed by a medical professional listed therein, who completed a physical exam
within one year of enrollment (new enrollees only). Submit a COPY.

6.

A Birth Certificate for the child (new enrollees only). Submit a COPY.

7.

An Immunization History (new enrollees only) Submit a COPY.
Record must include the following minimum required dosages:
º DTP - 4 doses
º Hib Meningitis - 1 dose º Measles, mumps, rubella - 1 dose
º Polio - 3 doses
º Varicella – 1 dose
º Hepatitis B - 3-dose series

8.

ADULT Volunteer Immunizations (new enrollees only) Submit a COPY.
For any adult (parents, grandparent, babysitter, etc) who will be working in the classroom
º Adult TB: Test must be given within one year of enrolling at Laurelwood Preschool.
º Adult Pertussis
º Adult Measles
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MANDATORY PARENT ORIENTATION
1. The cooperative aspect of our school is really what makes Laurelwood Preschool a great place for
students to learn, parents to work, and teachers to teach. As a cooperative, we are only as strong as our
weakest member. This meeting will acquaint you with your teacher, your child’s classroom procedures,
and the expectations of our cooperative preschool. THIS ORIENTATION IS MANDATORY FOR ALL
ADULTS WHO WILL BE WORKING IN THE CLASSROOM.
2. Attendance is essential for both new & returning families. As a cooperative, we are constantly
adapting and changing to make Laurelwood Preschool better. No two years are the same. Teachers and
Board members are excited to share what’s new and exciting at Laurelwood Preschool. Returning
Families are also vital to helping us successfully orient new families to our preschool community. Any
questions you may have about school and your role in ensuring a wonderful year for your child can be
answered then.
3. This meeting is for adults only. In order to cover all the required items in a timely manner, we ask you
to make childcare arrangements for your child. It is distracting to other parents, teachers, and Board
members, who have all made childcare arrangements of their own, to have your child at the meeting. If
you come with your child, you will be asked to leave and your child will not be able to attend
school until a make-up session is completed and a $25.00 fee is paid.
4. Any preschool family that does not attend the scheduled Mandatory Parent Orientation must schedule a
make-up session directly with their teacher. This make-up session will be done at the convenience of the
teacher and will cost $25.00, due at the time of the session. Your child will not be able to attend school
until you complete the make-up session. Please make every effort to attend the regularly scheduled
orientation. This orientation is the only time your teacher has to address the parents of the entire class
and it is important that every family, new and returning, attend.
5. At the Orientation you will:
 Meet your child’s fabulous, talented, and endearing teacher.
 Learn how you can be the best working parent on your assigned days.
 Talk about what to bring on your snack days.
 Hear what to do as a working parent during emergencies and drills.
 Meet the parents who will be working with your child in class.
 Have a chance to sign up as a paid working parent substitute.
 Get answers to questions from the Board and your teacher.
 Update any contact information.
 Receive the updated Information Handbook
6. The Orientation lasts approximately 1½ hours. You will meet with your teacher in your classroom and
with Board members. If you have children in both the EC and PK classes, you must attend each
classroom session with the teacher, but only need to attend one session with the Board.
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TUITION & FEE SCHEDULE
Tuition pays for: teacher salaries, supplies, insurance, improvements, and rent.
Tuition includes: materials fees, cooking fees, field trip fees, etc.
Early Childhood

Pre-Kindergarten

5 Day Pre-K

$180 per month

$245 per month

$425 per month

Tuesday/Thursday

Monday/Wednesday/Friday

M/T/W/Th/F

1.

Online tuition payment is through PayPal. There is a link at: www.LaurelwoodPreschool.com.

2.

Checks must be mailed to the Tuition Collector at: Laurelwood Preschool - Tuition
P.O. Box 54238
San Jose, CA 95154-4238
Checks should be made payable to Laurelwood Preschool.
Write your child’s first and last name in the memo section.

3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.

14.
15.
16.

Tuition must be paid in full each month regardless of holidays, vacations, and absences that may
occur during that month. Post-dated checks are not acceptable. Tuition may be prepaid at any time.
April and May tuition is refundable ONLY if you withdraw before July 1, 2019.
April and May tuition will not be applied to your final month's tuition if you withdraw early.
The Cleaning Deposit is refunded to families who participate in Cleaning Day in May 2020.
A $10.00 late fee is charged to tuition received via PayPal or postmarked after the 1st of the month.
If tuition and the late fee due are not received by the 10th of the month, your child cannot attend
school until the tuition and late fee are paid.
If tuition and the late fee due are not received by the 15th of the month, your child will be
immediately expelled from school.
Tuition late a 2nd time, the regulations are the same as the above with an increased late fee of $25.00.
The third time that the tuition is not received by the 1st of the month, your child will be
immediately expelled from school.
Any check that is returned from the bank because of insufficient funds will incur a $20 bank service
charge fee. These fees should automatically be included with your tuition payment.
In case of extended sickness or vacation, a child may temporarily withdraw from school. Tuition must
be paid and work days covered during the absence in order to keep the child's place in the school. If
the family does not pay tuition or cover work days, the child will be permanently withdrawn.
The preschool requires four weeks' notice for a child to withdraw from the school. Notification must
be made to the Business Manager at laurelwoodpreschool@yahoo.com.
Parents are responsible for paying tuition during those four weeks and working or finding a qualified
substitute for all assigned work days.
If a family withdraws after January 15, 2020, that family will be responsible for covering all remaining
assigned work days for the school year, by either trading work days with other families or finding
and paying a qualified substitute.
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PARENTS' WORK DAYS
1. Parents working in the classroom is one way we help keep the costs of our preschool affordable. All
families work in the classroom. There is not a "buy-out" or an opportunity to do other jobs in place
of your classroom work days.
On your work day you will have many responsibilities:
 Prepping materials for class projects
 Directing children to an activity or friend
 Running a station with children
 Assisting the teacher with children, projects, etc.
 Preparing and cleaning up after snack
 Preparing the classroom for the next class
 Helping supervise children on the playground
2. Each parent will work in the classroom a certain number of assigned days (PK about 19, EC about 17,
5PK about 17). The Business Manager makes work day assignments and keeps records of work days.
Parents may volunteer to assist on days when extra help is needed (i.e., field trips). Credit for working,
however, is given only to parents who are assigned to work on the work schedule posted.
3. We welcome parents and grandparents to participate in the classroom on work days. All adults in the
classroom must have negative TB, Measles, and Pertussis tests on file with the preschool.
4. All our working parents must be able to understand and communicate in both written and spoken
English. In an emergency, working parents assist the teachers in keeping our children safe. They must
be able to read, listen, and follow directions to see our children through safely.
5. There are three working parents each day:

Parent #1 is the Snack Parent. You will bring a healthy, nutritious snack and drink for the class.

Parent #2 is the Helping Parent. You will help Parent #1 set up snack and clean up during recess.

Parent #3 is the Recess Parent. You will help the teacher supervise the children on the playground.
6. If you are unable to work on your assigned workday, YOU are responsible for finding a substitute to
work for you. Do NOT call your teacher or the preschool. You are encouraged to trade work days
with other families. If this is not an option, you may pay a qualified substitute. All monetary
transactions take place between the two parties involved. Substitutes must arrive before class begins.
7. Working parents must arrive at the classroom at the time designated by the teacher (about 10 minutes
before class begins) on their work day to receive instructions and arrange the room prior to the arrival
of children. Failure to arrive on time will result in a $25.00 fine for the first infraction and a $50.00
fine for subsequent infractions. Class cannot start until all the working parents are present.
8. Parents failing to participate on their work day or arriving more than 15 minutes late and not providing
a substitute before the start of class will be fined $50.00 for the first infraction. If emergency snack
supplies are used, they must be replaced. Failure to pay the fine within 10 days of the infraction will
result in the child being expelled.
9. Parents failing to provide a substitute on an assigned workday must pay the emergency substitute
$40.00 in addition to the fine owed to the preschool. Failure to pay the substitute within 10 days of
the infraction will result in the child being expelled.
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10. If a second work day is missed without providing a substitute, the child will be expelled.
11. No other children, regardless of age, are allowed in the classroom with the working
12. Plan to remain 15 minutes after class ends to clean the classroom.
13. Work Day Requests: Due to the overwhelming number of requests received, the preschool cannot
guarantee special requests for work days. Families will need to trade work days to accommodate any
needs. The only exception will be for families who are expecting a new baby.
14. The Business Manager will schedule parents as Snack Parent close to their child’s birthday.
15. If a family withdraws after January 15, 2020, that family will be responsible for covering all remaining
assigned work days for the school year, by either trading work days with other families or finding and
paying a qualified substitute.

ARRIVAL AND DEPARTURE
1. Please do not bring your child to school early. No supervision is available until school starts and the
school cannot be responsible for children brought early.
2. Parents must accompany their child into the classroom and sign in and out on the sheet provided in the
classroom, using the adult’s full name.
3. It is important that each child be picked up promptly at the end of class. If you are unable to pick up
your child on time, make arrangements for him/her to be picked up by another adult.
4. If a parent or designated representative is five or more minutes late picking up a child from the time
of class dismissal, a $25.00 fine for the first 5 minutes plus $1 for every minute thereafter will be
issued for the first offense. The fine is to be paid immediately. Failure to pay the fine within 10 days of
the infraction could result in the child’s removal from school.
5. If a child is not picked up after dismissal for 30 minutes or more, and we are unable to reach anyone
on the emergency card, then the police and/or CPS will be contacted to pick up the child.
6. Notify the teacher in writing if someone other than yourself or an adult listed on your Family
Information form will pick up your child.
7. PARKING: Do not park in the Elementary School Parking Lot. We recommend parking on
Kensington and walking in. Cars parked in STAFF spaces will be fined $25.00 for the first offense
and $50.00 for each subsequent offense.
8. Upon arrival at school and before you sign in, you are required to take your child to use the bathroom.

9. For safety reasons, siblings and other children are not allowed to use any of the preschool equipment
and/or toys before, during, or after school.
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PARENT INVOLVEMENT POLICY
In a cooperative preschool, parent involvement and participation play a very large role in the success
of our classes and ability to provide a positive and healthy working environment for the students,
teachers, and other parents.
We reserve the right to expel your child if a parent:
 Fails to fulfill the duties set forth in the Information Handbook
 Is a disruption to the class
 Treats any teacher, other parent, or Board member in a disrespectful manner
 Is not willing to help address difficulties with their child that arise in the preschool environment
We strive to maintain a healthy and positive environment at Laurelwood Preschool and cannot
tolerate behavior that disrupts the greater good of the preschool community.

STUDENT BEHAVIOR & READINESS POLICY
It is the duty of the parents to help their children understand proper student behavior, both in the
classroom and on field trips.
While attending school, children are to be respectful to teachers, working parents, other children, and
school equipment. We reserve the right to expel your child due to behavioral issues if we determine it
would be beneficial to the class as a whole, including but not limited to:
 If a child’s behavior is disruptive to class proceedings.
 If a child's behavior is dangerous to the child, other students, working parents, or teachers.
 If separation anxiety is excessive.
If any of these problems are observed by our staff, parents will be contacted and consulted in
designing an appropriate course of action to solve the problem. If a child's behavioral issues
continue, parents will be asked to supervise their child in class until both the teacher and parents
agree that the behavior is no longer a problem. If these problems occur at the beginning of the
school year, they will need to be resolved by October 31 or the child will be expelled. If these
problems occur during the school year, parents will be consulted and a timeline will be established
before the child is expelled. Failure to resolve this issue may result in the child's expulsion.
We reserve the right to dismiss children who physically harm other students, parents, or staff or
display harmful aggressive tendencies, from Laurelwood Preschool without prior notice.
Teachers are available to schedule conferences at the request of the parents.
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HEALTH
 Notify the teacher if your child is allergic to any food.
 No child or adult may come to school with any symptoms of illness. The teacher will send home
anyone they believe to be ill.
 If a child has a cold or other illness, do not send him/her to school until he/she has been
symptom-free for at least 24 hours (no temperature, vomiting, hacking cough for 24 hours).
 Notify your teacher if your child contracts a contagious disease (pink eye, strep throat, lice, etc.).
 Please do not ask that your child be excused from outdoor play at recess. We do not have the
staff or resources to accommodate such a request.

SNACK DAY





Working Parent #1 provides snacks and a drink for the entire class.
The preschool supplies cups & napkins.
Snacks should be healthy and include at least one fresh fruit and/or vegetable.
Please check with the teacher about possible food allergies in the class.

Suggested snacks:
 Orange or apple slices
 Grapes or berries
 Melon chunks
 ½ Banana
 Celery or carrot sticks







Cucumber slices
Wheat crackers or pretzels
Real fruit juice
Milk
½ mini Bagels






Yogurt
Granola
½ string cheese
Cubes of cheese

Things to Remember:
 Snack time is less about the food and more about manners and eating in a social environment.
 Bring snacks ready to serve: washed, cut, etc. There is no “prep” area in the classrooms.
 Serve each child a small portion. It is better to give “seconds” than have food go to waste.
 The refrigerator in room P-1 is where both classes can keep snacks and drinks until snack time.
 Bring real fruit juice or milk—one carton is good. Save individual juice boxes for field trips.
 Take all leftovers home.
* To celebrate your child’s birthday, you can bring a small treat for the class. We recommend minimuffins, mini-cupcakes, or a small cookie. Please make sure the rest of the snacks are healthy.

CLOTHING
1. Clothing should be appropriate for school activities and the child must be able to remove and
replace his/her own clothing while using the bathroom. Please label all clothing.
2. Children will be playing outside on the playground every day, weather permitting. In cold and rainy
weather, please send appropriate clothing.
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FIELD TRIPS
 Fields trips are scheduled approximately once a month.
 On field trip days, class times may vary due to buses and facility hours.
 Every child must return a signed permission slip for field trips prior to the field trip day.
 Extra parents will be asked to volunteer for field trips. Volunteering for field trips will not count
toward the total assigned work days for the year.
 Extra children are not allowed to attend field trips.
 There are some field trips, such as ice skating, when each child must be accompanied by an adult.

BATHROOM POLICY
Students must be able to use the bathroom on their own, including removing and replacing their own
clothes. Parents are not allowed in the girls or boys bathrooms, even with their own child. Parents
may escort groups of children to the bathroom at the teacher’s discretion, but must remain outside.
Parents needing to use the bathroom, or help their own child use the bathroom, must use the
bathroom inside the Elementary School Office.

BIRTHDAY PARTIES
1. You may bring a small birthday treat on your child's birthday, if previous arrangements have been
made with the teacher.
2. If you are planning a birthday party for your child and not inviting the whole class, in order to
alleviate hurt feelings, please distribute the invitations to the invited guests outside of the presence
of families that are not invited.
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BITING POLICY
Biting is not an unexpected behavior for young children and most children who bite outgrow the
habit by age 4. However, biting can be harmful to other children, working parents, and teachers.
Procedures have been developed with both of these positions in mind.
As a preschool, our main priority is maintaining a safe environment for all our students, working
parents, and teachers. By working together, we can help our students learn proper ways of managing
and expressing emotions, both positive and negative.
If a Biting Incident Occurs
 State regulations require that the parents of both the biting child and bitten child be notified.
 The names of the children involved are not shared with other parents.
1st Offense
1. The biting child will immediately be placed in “time out.”
2. The teacher will comfort the bitten child and clean the bite.
3. The teacher will speak with the biting child about what happened. The biting child is reminded
that teeth are for eating food & smiling, not for biting.
4. Both sets of parents will be notified of the incident.
5. If the bite is severe* enough, the biting child may be expelled.
2nd Offense
1. The parents of the biting child will be asked to pick up their child early.
2. The parents of the biting child and the teacher will meet to discuss ways to help the child
understand that biting is unacceptable.
3. If the bite is severe* enough, the biting child may be expelled.
3rd Offense
The Executive Committee and teacher will meet to determine the next steps, possibly including
one or more of the following:
 Continued monitoring and early dismissal for biting incidents.
 2-3 days off of school.
 Parents attend school with child until child is able to self-monitor their behavior.
 Expulsion.
* For the purpose of this policy, a severe bite is defined as a bite that leaves teeth marks, bruises, or breaks the
skin.

Tuition refunds are not issued for a child’s expulsion as a result of behavioral issues.
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CURRICULUM
Play-Based Learning
Children develop the skills they need to succeed in school and in life through PLAY. What does this
look like? (1) Gross motor skills like physical mobility and muscle control, and (2) fine motor skills
such as hand-eye coordination, a critical precursor to reading and writing skills. Just as important,
play helps make learning fun! Play promotes the imagination and creativity of children, making the
learning journey pleasurable and joyous. Many practical skills like literacy and arithmetic can be
learned through play or through instruction. Coping skills like compassion, self-regulation, selfconfidence, the habit of active engagement, and the motivation to learn and be literate cannot be
instructed. They can only be learned through self-directed experience. Many preschool activities
develop these skill sets.
Painting
Using bright colors to create satisfying
personal symbols.
Movement of arms, wrists, hands, and fingers.
Sharing
Telling about an experience, favorite object.
Explaining about a picture, something they've
made.
Looking at Books
Turning pages, looking at bright colored
pictures. Telling others about them, making up
stories about them. Showing others what is
interesting or funny.
Listening to Stories
Stories are read and discussed. Children tell of
their experiences and share made-up stories.
Children learn to re-tell stories.
Sharing Toys
Taking turns with toys and games, with scissors
and glue, letting others play and cut.
Understanding how a group can have fun and
get things done too.
Cutting & Gluing
Cutting paper for art projects. Cutting out
scenes from a story. Holiday decorations.

Writing Skills
Working with paints, markers, and crayons is
relaxing while providing the satisfaction of
completion, as well as providing practice in the
use of hand and arm muscles.
Language Skills
Speaking in front of peers is often difficult,
especially for shy children. Telling stories,
reciting poems help overcome this difficulty.
Interest in Books
Books become interesting, friendly things and
words in print tell a story. Children begin a
love of books that can last a life time.
Listening Skills
Listening to others isn’t easy, but listening and
thinking are necessary skills for communicating
with others.
Social Skills
At home, playthings are “mine,” in school
“ours.” It’s a hard lesson, but a necessary one
for success in school and for living with others
pleasantly.
Writing Skills
Cutting on a line is hard. Keeping glue where
it's needed takes concentration. Small hands
and young muscles need training development
for finer writing skills.
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Reading Readiness Activities
Reading readiness activities teach skills that children need to develop before they can successfully
learn to read and write. These skills are taught through games, songs, finger plays, stories, and art.
The more child-oriented experiences children have with these pre-reading and pre-writing skills, the
easier time they will have when actually learning to read and write in elementary school.
Oral Language & Vocabulary Building:
 Songs, children change and add words
 Describing pictures
 Stories read aloud
 Allowing children to speak without
interruption
 Encouraging children to talk at circle time
 Felt board stories and puppet shows
 Rhyming
 Sharing
 Naming objects
 Making their own books

Writing Readiness Activities
Developing small motor skills, hand-eye
coordination, and holding skills:
Use of scissors, hole punch, pens, pencils,
crayons, squeezing glue bottles, play dough,
tweezers, tongs, eye droppers, paint brushes.
 All art activities
 Puzzles
 Sand play
 Tracing lines
 Cutting along lines

Pre-Reading Thinking Skills:
 Sorting
 Classifying
 Sequencing
 Recalling
 Rhyming
 Problem solving
 Opposites
Auditory Memory:
 Recall of recent events
 Answering questions about the story
 Listening and naming sounds
 Reciting days of week, alphabet, & poems
 Songs that are repeated daily
Math Readiness Activities
 Counting
 Matching
 Sorting
 Shapes
 Measuring
 Sequencing
 "Math Words"
 Graphs

Auditory Discrimination:
 Identifying different sounds
 Listening for changes in sounds
 Clapping loud and soft
 Playing with rhythm instruments
 Marching to music

Visual discrimination:

Large Motor Skills

 Sorting
 Patterns
 Letter recognition

 Lining up by likeness
 Matching games
 What's different game



Letter sounds

Visual Memory:
 “What is missing” games
 What is added
 Who is not here today

Science Readiness Activities
 Hot and cold
 Nature
 Magnets
 Seasons
 Animals
 Life cycles
 How things grow
 Floating and sinking






Bean Bags
Balls
Parachute
Climbing
Sliding






Running
Skipping
Balancing
Dancing
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Social and Emotional Development
Learning to get along with others:


Solving problems with & without adult intervention



Realizing problems can be solved



Being kind to other people



Using appropriate words



Manners

Learning appropriate school or classroom behavior:


Sitting and listening during circle time



Following directions



Taking turns



Making decisions and choices



Raising hand to talk during circle time



Sharing toys and supplies



Interacting with other children, adults, and parents
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MEMBER COPY OF WAIVERS AND AUTHORIZATIONS TO REMAIN IN HANDBOOK

LAURELWOOD PRESCHOOL STATEMENT OF RESPONSIBILITY
The Board of Directors and teachers of Laurelwood Preschool are concerned about our children's safety and
security. The adult bringing your child to school must walk the child into the classroom and sign the daily
attendance log. The log must then be signed again by the adult responsible for picking up the child from school.
Please indicate your understanding of this responsibility by signing this statement.
I, the undersigned parent or guardian, have read the above statement and accept full responsibility for seeing my
child (or children in my care) into and leaving from the classroom. I hereby agree to indemnify and hold
Laurelwood Preschool Association and any officer/employee or members thereof harmless from and against
any and all loss, damage, cost or expense for any injury which may be suffered by the undersigned student
arising out of his or her proceeding to or leaving from the classroom.
PARENT/GUARDIANSIGNATURE________________________________________________________

GENERAL PERMISSION FORMS
1. My child, _______________________________________, has permission to participate in all preschool
activities.
PARENT/GUARDIANSIGNATURE________________________________________________________
2. My child, ______________________________________, has permission to go for walks in the
neighborhood with the class, including to Raynor Park.
PARENT/GUARDIANSIGNATURE________________________________________________________

PARENT VOLUNTEER HEALTH VERIFICATION
I, ____________________________________, who will be working in the classroom at Laurelwood Preschool
as a parent volunteer, do hereby certify that I am in good physical health.
PARENT/GUARDIANSIGNATURE________________________________________________________

ADULT FLU VACCINE DECLARATION
I have declined the flu vaccine for this school year.
PARENT/GUARDIANSIGNATURE________________________________________________________

LAURELWOOD PRESCHOOL
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MEDICAL AUTHORIZATION
In case of minor illness or injury, first aid will be administered. If serious illness or injury occurs, we will
attempt to notify the parent/guardian. If we are unable to reach you, this authorization assures medical attention
can be given.
In case of serious illness or injury, I authorize any duly licensed physician or surgeon to administer necessary
treatment to my son/daughter.
PARENT/GUARDIANSIGNATURE________________________________________________________

PRIVACY AND INFORMATION POLICY
In a parent-participation preschool we have no centralized office and therefore your information, not including
information we consider sensitive, is often transmitted via email or other electronic means between various
board members, business manager, and teachers.
In addition to internal use, we require the use of NeatSchool.net, our Information and Payment Portal (for
billing, calendar, email, document distribution and contact management) and suggest the use of Shutterfly.com
(for the message board and photo sharing). Please refer to their Privacy Policies and Terms of Service for
additional information if needed.
We (Laurelwood Preschool Association) take reasonable steps to protect the data we collect from unauthorized
access, disclosure, alteration, or destruction. We do this by implementing industry-standard security procedures
for storing and accessing information. However, you should be aware that we cannot ensure that all of your
private communications and other personally identifiable information will never be disclosed in ways not
otherwise described in this Privacy and Information Policy. By way of example (without limiting the
foregoing), we may be forced to disclose information to the government or third parties under certain
circumstances; third parties may unlawfully intercept or access transmissions or private communications; or
users may abuse or misuse your information that they collect from the third party sites we utilize at the
preschool.
I, the undersigned parent or guardian, have read the above statement and understand this Privacy and
Information Policy. I hereby acknowledge and accept the risks to my personal information and that of my
Student(s), and I expressly release and waive any claims against Laurelwood Preschool Association, and any
officer/employee or members thereof, that might arise out of the loss or unauthorized disclosure of that personal
information. This release and waiver includes, but is not limited to, any and all loss, damage, cost or expense
related to any information that maybe be maliciously, unlawfully or otherwise intercepted, accessed, duplicated
or destroyed. I also hereby agree to not collect data obtained through the school or the third party sites named
above that we utilize to distribute to non Laurelwood Preschool members.
PARENT/GUARDIANSIGNATURE___________________________________________________________
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INSURANCE WAIVER
The undersigned parent or guardian agrees to indemnify and hold Laurelwood Preschool Association and any officer,
employee or member thereof harmless from and against any and all loss, damage, cost or expense for any injury which
may be suffered by the undersigned student arising out of or in any way connected with his participation in the activities
of said Preschool.
The undersigned further agrees that he/she will not hold the Laurelwood Elementary School, Santa Clara Unified School
District or any of its officers, employees or associates responsible or liable and waives all rights to claim for damages for
injuries received.
PARENT/GUARDIANSIGNATURE___________________________________________________________

PHOTO POLICY
In a parent-participation preschool, photos are taken of the children singly and in groups by Laurelwood Preschool parents
and staff. These photos are often posted at school, used in projects, and shared amongst preschool families. It is our
intention to make parents aware of all the ways photos may be used.
Photos of classroom activities, projects, visitors, field trips and special events are shared with class members on the
members-only portion of the Shutterfly Share Site (accessible only to members of Laurelwood Preschool who have been
invited, and uses individually created passwords.) As a parent, I will not post any photos of other preschool children
at preschool sponsored events on personal internet sites without the consent of the parents of that child.
Photos of children are also used as part of school materials (art projects, etc.) and documents that are distributed only to
Laurelwood Preschool members (such as yearbooks, monthly class calendars, etc.). Some of these documents may be
posted on the members-only portion of the Laurelwood Preschool Shutterfly Share Site.
No photos will be used in any public way (such as on a brochure, for newspaper publication, on the public pages of the
school website, or posted in areas outside the classroom) without specific permission from the parents at the time of
publication with one exception. Yearbooks may be displayed to the public during open houses and school fairs.
Please sign below to indicate that you have reviewed and agree to the Photo Policy at Laurelwood Preschool.
PARENT/GUARDIANSIGNATURE________________________________________________________________

HANDBOOK ACKNOWLEDGMENT
I have read a copy of the Laurelwood Preschool handbook online at www.LaurelwoodPreschool.com or
NeatSchool.net and I acknowledge that I will receive a hard copy when I attend the Parent Orientation Meeting
before school starts.
I fully agree to comply with the policies, procedures and regulations of Laurelwood Preschool.
I understand that failure to do so may result in disciplinary action, up to, and including termination of me and my
child. If termination results in litigation and in that event only, the prevailing party in said litigation will be entitled
to reasonable attorney's fees and costs.
I understand that the provisions of this handbook may be changed, amended, supplemented, or rescinded at any time
and do not constitute a contract of membership.
Child's name (please print)

_____________________________________

Parent's name (please print)

_____________________________________

PARENT/GUARDIANSIGNATURE____________________________________________

