B Child's Play

2012 — 2013 Commiittee Selection Form

Child’s Name: Class:

Parents/guardians:

Home telephone #:

Former/current occupation:

Hobbies/interests:

Areas of expertise:

Email:

INSTRUCTIONS:

» Below are the descriptions of all the jobs at Child’s Play. On the last page is a table of
each position - in order of preference, please check your top three choices. (Let us know
which parent is interested in the committee position by putting your initials next to your
first, second, and third choices.)

» Also on the last page, please indicate with a “B” which Board Position you would be
interested in if your support was needed.

» Each family is only responsible for ONE Co-op position.

» While we take your preferences into serious consideration, please understand that you
may be asked to fill a position based on the needs of the Co-op, and/or your specific
areas of expertise or experience.

Revised 2/2012



Co-Presidents — Board Positions

Two people who provide leadership to the Co-op for a one-year term.

Responsibilities include:

e Work closely with head teacher and educational advisor to monitor operation of school

e Plan and chair Executive Board meetings and All School meetings

e Oversee all committee functions and financial operations

e Maintain frequent communication with parents and staff involving all aspects of the Co-op and school

e Mentor next year’s Co-Presidents if available in the following year

Co-Vice President, Admissions — Board Position

Send and process applications

Take calls & correspondence regarding admissions process

Register current, alumni, and new families.

Welcome new families, assist at Open House and Orientation

Work closely with Co-Presidents and Tuition Collector

Communicate and coordinate admissions efforts with chairs of Orientation, Tours and Publicity

May be asked to assume Co-President position if one of the elected Co-Presidents is unable to fulfill their
term

Admissions Assistant/Orientation Coordinator

e Provide information to new families about philosophy and structure of school

e Distribute paperwork to new and returning families (including summer packets)

e  Work closely with Admissions VP to plan September orientation meeting for parents
e  Assist the Admissions VP with all admissions functions

e Create and update class lists and Co-op job assignment list

Tour Coordinator

e Take calls from families interested in touring the school, schedule and host tours

e First-hand experience in all of Child’s Play classes preferred

e Must have complete understanding of Child’s Play educational and cooperative philosophy
e Assist the Admissions VP with all admissions functions (reports directly to Admissions VP)

Co-Vice President, Long Range Planning (LRP) — Board Position

Address issues within the Co-op that could impact the philosophy, structure or stability of the school
Recommend policies and changes that will help ensure the long range vision and stability of Child’s Play
Coordinate annual Fall & Spring Surveys

Interact regularly with Co-Presidents, Treasurer, Admission VP, teachers and Educational Advisor to
understand all issues facing the school

Coordinate monthly LRP Committee Meetings - attend other committee meetings, as necessary

Prepare reports for All School Meetings and also the LRP Annual Report

May be asked to assume co-president position if one of the elected co-presidents is unable to fulfill the term
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Long Range Planning Committee

e Attend monthly LRP Committee meetings to address issues within the Co-op that could impact
philosophy, structure or stability of the school.

e Assist committee in researching issues and policies, gathering consensus, and formulating committee
recommendations.

e Previous committees have addressed hiring and defining the role of the Educational Advisor, staff salary
and compensation, NAEYC accreditation, etc.

Alumni Coordinator

e Promotes sustained community support of Child’s Play amongst previous Child’s Play families in tandem
with current families

Works closely with LPR to determine annual alum goals as per mission

Along with board chairs and Development Committee determines annual alum development goals
Enhances database through ongoing research while maintaining its accuracy, adding new information as
needed

Researches and fosters potential support and benefits for alumni families as previous members of Child’s
Play

e May be asked to attend Board meetings, as needed

Treasurer — Board Position

Take an active role in developing budget for following years, monitor current budget, and consult with other
members of finance staff

Schedule and chair finance committee meetings, monitor surplus allocation

Oversee Assistant Treasurer, Tuition Collector and Payroll - work closely with Fundraising committee

Review all monthly financial activity with Co-Presidents before board meetings - provide financial updates at
board meetings and All School Meetings

Financial accounting background helpful

Assistant Treasurer:

e Record deposits, pay bills, maintain books, prepare monthly budget report for meetings
e Communicate monthly activity details to Treasurer

e Assists outside accounting firm in preparing annual taxes

e Sits on Finance Committee - may be required to attend some board meetings

Tuition Collector:

e Collect tuition, maintain tuition records
e Works closely with Admissions during registration process
e Report monthly to Assistant Treasurer

Board Secretary — Board Position

e Take minutes at board meetings
e Collect and record all required forms from enrolled families throughout admissions process
e maintain school records
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Assistant Secretary:

e Take minutes at all-school meetings

e Manage all aspects of tracking CANTS Clearance, criminal check, and waivers for all families
e Assist Board Secretary in management and filing of all other enrollment forms

e Obtain and file all committee meeting minutes

Classroom Representatives - All Board Positions:

e Work closely with teachers and Education Advisor to establish and maintain a supportive classroom
environment for families and staff

e Act as liaison for teachers and parents - proactively address problems

e Schedule each parent on duty day calendar and distribute calendar to the class each semester

e Arrange parent substitutes if necessary

e Research, plan, and coordinate field trips and class parties

e Coordinate class gifts

e Coordinate set-up and clean-up of All School Meetings

e Chair classroom meetings with the teacher

Toddler Class Rep (1)
Nursery Class Rep (1)
Preschool Class Rep (1)

Communications Committee:

e Facilitates internal communication within Child’s Play
e Promotes communication and awareness of our school throughout our community

Communications/Publicity Chair — Board Position

e Communicate regularly with Co-Presidents and committee chairs to stay informed of school issues and events to
produce newsletter, solicit articles and information from Co-op committees, teachers and parents

e Oversee production of the newsletter and organize submissions for each edition

e  Promote Child’s Play throughout our community, work with other Committee chairs to distribute posters, ads,
and brochures as needed for in-school and community events - organize Open House with Admissions
committee

e Update Child’s Play website in collaboration with Web Master

e Manage Child’s Play presence on Facebook

e Coordinate any external advertising (East Side Monthly, Kidoinfo, etc.)

e Marketing and public relations experience helpful in addition to desktop publishing

Newsletter Layout Editor:

e Design and format master pages of newsletter on computer

e Create yearly production schedule for newsletter

e Photograph school, staff, students and artwork for newsletter, as needed. Manage photo submissions
for publication

e Work with Newsletter Copy Editor to get approval for final copy
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e Assist Communications/Publicity Chair with design work on promotional materials (ex. Open House
flyers and sandwich boards, online and print advertising)
e Familiarity with desktop publishing/design and computer necessary

Newsletter Copy Editor:

e Oversee publishing and editing of school newsletter
e  Work closely with Newsletter Layout Editor to produce final product and obtain final approval from Co-
Presidents

e Desktop publishing helpful, but not required
Web Master:

e Drive content, layout, and function of the CP website

e Update the website in a timely manner to reflect all current information

e Webmaster experience and database management experience helpful, experience with web authoring
and editing software (ex. Dreamweaver) required

Fundraising Co-Chairpersons — Board Positions

e Two people to organize and implement fundraising events throughout the year

e Design and oversee one large annual event like a silent auction

e Schedule and oversee additional fundraising programs and events such as pancake breakfast, recycling and
collection programs

e Lead monthly meetings and delegate tasks to committee members

e Work within proposed budget to raise revenue goals for the year

e Utilize special events committee to assist with events

Fundraising Committee:

e Support both Chairs with fundraising ideas
e Organize and implement fundraising programs (2-3 events per year)
e Attend monthly meetings

Special Events Chair:

e Responsible for organizing special educational and/or social events for the entire school

e Responsible for locating, interviewing, and hiring artists or performers for such events, if necessary

e Communicate regularly with fundraising to coordinate and assist with events - attend fundraising
meetings as necessary

e Responsible for organizing community outreach efforts deemed necessary by the school

Special Events Committee:

e Work with special event chairperson with ideas and participation in organizing and implementing all
special events efforts
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Buildings & Grounds Chair:

Responsible for maintenance and repair of playground and classrooms

Prepare school over summer for start of classes in Fall

Oversee outside cleaning service

Provide additional cleaning support during Open Houses or other events as needed
e Purchase and install necessary playground, classroom and basement equipment

o  When necessary, remove snow and maintain walkways in winter months

Buildings & Grounds Committee (includes Lead Specialist and Supply Coordinator)

Lead Specialist:

e Responsible for maintaining our lead safe status
e Monitors touch-ups, schedules annual lead inspection
e Works closely with Buildings & Grounds

Supply Coordinator:

e Purchase and maintain classroom juice, paper goods, snack assortment, and cleaning supplies at the
lowest cost by using cost savings clubs

e Adheres to snack policy

e Monitors the supply of these items on an on-going basis; coordinates paper drives, if necessary.

e  Works closely with Buildings & Grounds Committee

The following jobs are on an as needed basis. They would be in addition to your regular Co-op job.
If you could lend your talents to the Co-op in this capacity it would be greatly appreciated!

Medical Advisor:

e Provide medical perspective on health issues

Legal Committee:

e Provide legal perspective on issues facing the Co-op

Meeting Facilitator & Mediator:

e Facilitate the All School Meetings and other committee meetings, if needed
e Work with Co-Presidents or Committee Chairs to organize agenda items to expedite meetings when facilitation
is deemed necessary
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Child’s Play Co-op Job Table:

Parents/guardians:

Jobs shaded in grey are Executive Board Positions (monthly meetings required).

Co-op Job

1°** Choice
v

2" Choice
v

3" Choice
v

Board Position if needed?
(place “B” in shaded row of interest)

Co-President

Co-President

VP of Admissions

Admissions Assistant/Orientation Coordinator

Tours

VP Long Range Planning

Long Range Planning Committee

Alumni Coordinator

Treasurer

Assistant Treasurer

Tuition Collector

Secretary

Assistant Secretary

Toddler Classroom Representative

Nursery Classroom Representative

Preschool Classroom Representative

Co-Chair Fundraising

Co-Chair Fundraising

Fundraising Committee

Publicity Chair

Newsletter Layout

Newsletter Editor

Web Master

Buildings & Grounds Chair

Lead Specialist

Supply Coordinator

Buildings & Ground Committee

Special Events Chair

Special Events Committee

Medical Advisor

Legal Committee

Facilitator
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DAY CARE CENTER

PARENT AUTHORIZATION FOR EMERGENCY TREATMENT

In consideration of admittance, I hereby authorize

Name of Day Care Provider

to arrange for medical examination and/or treatment of my child,

Name of Child

should an emergency arise at the day care center or on a field trip. It is understood that a conscientious
effort will be made by the day care provider to contact me at the emergency numbers I have provided
below before any medical action is taken.

I would prefer to have my child taken to the following hospital if the need arises:

. Tunderstand that choice of hospital

Hospital

may be limited by service of local rescue squad.

Signature-Mother/Guardian Home Phone Business Phone

Signature-Father/Guardian Home Phone Business Phone

Insurance Company

Policy Number
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Relatives or other persons to be contacted in an emergency:

Name Name
Address Address
Phone Phone
Relationship Relationship
to Child to Child

Date




CHILD'S PLAY

PERMISSION TO USE SUNSCREEN

We feel it is very important for children o wear sunscreen when going outdoors especially in the
warmer weather when sun exposure is more critical. Do we have permission to apply sunscreen to
your child? Do you prefer to use your own?

I give permission to apply sunscreen to my child as needed before going outside as
directed by the sunscreen manufacturer.

I will provide my own sunscreen in its original container outlining full instructions and
clearly marked for my child.

Do not apply sunscreen to my child.

PERMISSION TO USE ANTI ITCH/BENADRYL CREAM

If your child seems to have a rash or bug bite that is itching him/her do we have permission to
apply an anti-itch cream such as Benadryl?

T give permission to apply anti-itch cream to my child if needed.

I do not give permission to apply anti-itch cream to my child.

(Parent's signature) (Date)



Name of School

Address

Dear Parent or Guardian:

In order for any child to attend any school in Rhode Island, it is mandated that a
Physician’s Record of Immunization and Pre-Admission Examination be provided to school

officials.
Please have the attached form completed by your physician and return it to the school.

In addition, will you please respond to the questions listed below concerning your child.
Kindly sign this page, date it, and return it to the school.

Chiid’s Name:
Has your child had a tuberculin skin test? (] Yes O No
If yes, indicate: Date Positive Negative
[4
Has your child had a lead screening test? O Yes J No
If yes, indicate: Date Positive Negative
Has your child ever visited a dentist or dental clinic? JYes [J No

Are there any conditions which should be brought to the attention of a teacher and/or nurse in
school, e.g., allergies, seizures, surgery, etc.? O Yes [J No

Please Specify:

Date:

PARENT’S (OR GUARDIAN’S ) SIGNATURE



@ C h”db P’Gy 2012-2013 Duty Day Calendar

Class (Toddler, Nursery, Pre-K)

Family name:

Please cross out the days you are not available for duty. A diagonal line “/” indicates no school.
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