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Cooperative Preschool  

Parent Handbook 

 
Located at Unity of Bellevue 

16330 NE 4th St, Bellevue, WA 98008 

Telephone: 425 - 746 - 3423 

Email: Preschool@unityofbellevue.org 

www.UnityCoopPreschool.org 
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Pages 2-22 are mostly dedicated to our in-person preschool class.  

Pages 23-28 are dedicated to our online option for preschoolers. 
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Welcome! 
 

 

Dear Parent,  

Please accept our warmest welcome to the Unity Cooperative Preschool. We thank you for 

joining us and look forward to getting to know you as members of our community. We trust you 

and your family will have a rewarding experience with us.  

In the pages of this handbook, you will learn about the most important features of Unity 

Cooperative Preschool. We ask that you read it carefully and completely. You will find additional 

information on our website, www.unitycooppreschool.org.  

 

In joining us, you become part of a community of staff, parents, children, and extended family 

and friends working together to provide an innovative and loving educational environment. Our 

goal is to fulfill the promise of childhood. We pledge to support the children in our care, helping 

them to fully realize the promise that resides in each of them. Our aim is to work together to 

discover each child’s unique spirit and to respond to them in a way that best aids their 

development and growth. We greatly look forward to sharing this journey together. 

 

Sincerely, 

 

 

 

   Sabrina McFadden   _           

Sabrina McFadden         

Preschool Director         
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MISSION STATEMENT 

 

Unity Cooperative Preschool provides a stimulating and nurturing play-based environment 

where children and families from all backgrounds learn together in the classroom and grow 

together in the community. 

 

 
 

COOPERATIVE (CO-OP) PRESCHOOL OVERVIEW 
 

The term “cooperative” means “a spirit of mutual helpfulness.” In a cooperative preschool you’ll 

find everyone is working, everyone is learning, everyone is teaching—and EVERYONE IS 

HAVING FUN!  

 

A co-op preschool is an example of caring people, working cooperatively for the growth and 

development of young children and their parents. Everyone works, learns, teaches, grows, and 

changes! Co-op parents are supporters, learners, and classroom assistants. 

 

The co-op environment allows parents to increase their understanding of the growth and 

development of children, both individually and in a group. Observation and participation in the 

preschool “laboratory” will allow parents to gain skills in child guidance and to meet the child's 

physical, mental, social, and emotional needs. Our co-op environment focuses on a play-based 

Unity curriculum structured with corresponding age-appropriate activities. 

 

In a traditional preschool co-op, it is common that parents not only serve as teacher assistants 

but also form the board and attend parent classes. Since the Unity Cooperative Preschool is an 

offering of Unity of Bellevue which already has a board, parents are not involved in forming the 

board but do participate in parent classes once a month and serve as teacher assistants on a 

rotating basis. The parent educator is the parent’s “professor,” a once-a-month parent education 

meeting is the “class,” and the preschool is the “class lab.”  
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THE CLASSROOM ENVIRONMENT 
 
A&B GROUP 

To align with COVID-19 safety measurements and to create a more intense learning experience 

the preschool class is divided into an A and B Group. While Group A is learning together in the 

learning room Group B explores the different learning centers. Then they switch. For safety 

reasons and to encourage children to try different areas, there will never be more than five 

children in one learning center beside the learning room at the same time. 

 

ART ROOM 

Every room in the learning center is created with thought and intention and helps children to 

develop in a particular area and grow skills. When creating an arts and 

crafts project, children will develop their fine motor skills. 

 

BLOCK ROOM 

Children playing with blocks are practicing a wide variety of developmental skills, including 

manipulating objects, creating structures, and working together. 

 

DRAMA ROOM 

This is our drama room. Children can practice imagination play with our kitchen furniture and 

costumes.  

 

SENSORY ROOM 

The sensory room supports children to use their senses to the full potential. This is also a room 

that supports children with special needs like autism or down syndrome. 

 

GROSS MOTOR AREA 

In our open space we have a wonderful gross motor area. Gross motor skills involve the larger 

muscles and support body awareness and balance. 

 

LEARNING ROOM 

The Learning Room is where up to 11 children come together to learn.  

 

PARENT ROOM 

The parent room gives parents great flexibility. Parents who are not serving that day can either 

leave and come back at pick up or enjoy our parent room. In this room, parents can connect, 

chat, or even work. This is also where we have a once-a-month parent education meeting. 
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The Role of Play in Education 

Child development researchers hold that play is one of the primary channels through which 

young children develop and learn about the world. Through play, children learn how things work 

and how they can interact with them. Play allows children to explore ideas, practice new skills, 

solve problems, interact with others, learn to communicate, work with emotions, explore ideas, 

and develop creativity. A common misconception is that play has less value than work or 

teacher-directed academic learning. But it is through play that children construct and test ideas 

and refine critical-thinking skills. In the early childhood years, an excessive focus on tests, 

workbooks, and other achievement-oriented activities may reduce play’s productive results. It 

can also undermine the foundation necessary for later academic achievement. A primary goal of 

our program is to encourage constructive play by engaging children in their activities. 

 

The Outdoor Classroom 
An essential part of our program is the integration of outdoor play. We support and encourage 

outdoor play to enhance children’s development. Playing outside helps to overcome a range of 

obstacles facing today’s children, which includes a diminished focus on physical activity and the 

natural world. Outdoor play also supports cognitive growth by allowing children greater freedom 

of physical movement, a critical component for stimulating brain development. During outdoor 

play, each child can pursue activities suited to his or her unique approach to learning. Children 

are extremely good at creating learning experiences for themselves. Playing outside becomes 

an even more effective vehicle for learning when we support it by responding to questions, 

providing materials and information, and offering encouragement and guidance.  

 

Providing Positive Guidance 
The well-being and successful development of young children depends on guidance for 

behavior that is clear, consistent, appropriate, and above all, positive. Our goals for positive 

guidance are the same that apply to successful social relationships—not to hurt oneself or 

others, and to respect the physical environment.  

 

Positive guidance relies on setting appropriate limits to behavior. As much as possible, we 

organize our rooms to minimize the need for limits, for example, making sure there are enough 

materials to go around. When limits must be set, children are included in a discussion about 

alternative options. In this way, children become more aware of the need for limits and better 

able to establish their own inner discipline. The need for adult-imposed control diminishes, and 

guidance becomes a positive learning experience.  

 

If a child's behavior is inappropriate or unsafe, we redirect them to a more positive action, for 

instance, involving them in another activity. Depending on the behavior, age, and individual 

child, we may impose an instructive consequence that helps the child to understand the 

behavior. Your child will NEVER be roughly handled, verbally abused, shamed, or demeaned.  
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Valuing Diversity 
We believe that an optimal learning environment is 

one that values differences in people individually 

and culturally. We maintain a steadfast commitment 

to reflecting diversity in activities and actions, as 

well as our classroom, an approach known in early 

education practice as anti-biased. The Unity 

Cooperative Preschool is a culturally diverse 

community. We welcome children of non-traditional 

families, such as children of same-gender partners 

and children living with grandparents as guardians. 

We also welcome children with learning, cognitive, 

and/or physical disabilities. It is our view that a 

diverse community provides a rich and rewarding experience for our children, families, and staff.  

  

 
NON-DISCRIMINATION POLICY 

 

The Unity Cooperative Preschool admits students of any race, color, gender, religion, national 

and ethnic origin, ancestry, age, disability, gender identity, sexual orientation, or any protected 

status and does not discriminate in the administration of its educational policies, admission 

policies, or other school-administered programs. As a condition of their child’s/children’s 

admission, parent(s) or guardian(s) shall agree with and support all the policies, rules, and 

regulations of the Preschool. 

 

 
ENROLLMENT 

 

The school year runs from mid-September to mid-June. We offer a toddler class for children age 

1 and 2, a multi-age preschool class for 3-to-5-year old’s, and an add on STEAM Class for 4 to 

5-year-olds. In the multi-age preschool class, three-, four- and five-year-old are together in the 

class to learn with and from each other. This handbook only applies to the multi-age preschool 

class. There is a separate handbook for the toddler class. 

 

 
APPLICATION PROCESS 

 

Families interested in enrolling their child in the Unity Cooperative Preschool should do the 

following:  

 

Step 1: Attend an Open House or Schedule a Tour 
Our open house is drop-in. For a private tour please contact us. Private tours are by 
appointment only. You will have a chance to see the classrooms and gain a deeper 
understanding of your parent partnership and learn about our educational approach.  
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Please note that because of COVID-19, we are unable to schedule private tours at this time. We 
will resume tours as soon as it is safe to do so. We will be offering virtual open houses as well. 
 Step 2: Submit your Registration Package and Check 
We will need to have two things from you to start the registration process: 

• Your completed Registration Package. You can find it here or receive a printed version 
at our center. 

• A non-refundable registration fee by cash, check, or thru or online payment. 
Return the completed Registration Package. You can email it or drop it in the preschool 
mailbox. Once we receive these two items, we will notify you to confirm your spot and send you 
additional information to welcome you to our school!  
  
Waitlist: If our roster is full, you may choose to be placed on the waitlist. We will still need to 
have a completed Registration Package and the registration fee by cash, check, or thru 
our online payment before you can secure a position on the waitlist. 
  
Step 3: Welcome Email and Invitation to a Parent Orientation Meeting. 

 

 
CLASSES OFFERED / AGE REQUIERMENTS 

 

Children must meet the minimum age requirement of 3 years by August 31st to be eligible to 

enroll in the preschool class. 

 

Classes Offered 
 

Preschool 3 to 5’s 
Online Option 

3 by August 31st Monday - Wednesday Choose 1 - 3 days Zoom Online 
& more 

Preschool 3 to 5’s 
In-Person 

3 by August 31st  Monday - Thursday 
 

Choose 2 - 4 days 9:30 – 12:00 PM 

Toddler 1’s & 2’s 
In-Person 

1 by August 31st  Tuesday 
 

1 day 9:45 – 11:30 AM 

Add-Ons 
 

STEAM-Class 
In-Person 

4 by August 31st  Tuesday & Wednesday 2 days 12:30 – 1:30 PM 

Sibling Care 
In-Person 

3 or younger Monday, Wednesday, 
and Thursday 

optional offer –  
For serving parents 

9:30 – 12:00 PM 

 
 
 
 
 
 

https://www.unitycooppreschool.org/handbook-forms
https://www.unitycooppreschool.org/payment
https://www.unitycooppreschool.org/handbook-forms
https://www.unitycooppreschool.org/payment
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TYPICAL DAILY SCHEDULE 
 

We have capacity to enroll up to 22 children per day into our multi-age preschool class. We 

have a low adult/children ratio. 

 

3 to 5’s A Group 
 

 
3 to 5’s B Group 

 

9:30 – 9:45 AM Arrival, Sign in and 
Handwashing 

 9:30 – 9:45 AM Arrival, Sign in and 
Handwashing 

9:45 – 10:45 AM Learning Centers and 
Snack 

 9:45-10:30 AM Group Circle Time &  
Music 

10:45 – 11:30 AM Group Circle Time &  
Music 

 10:30 – 10:50 AM Outside Play Time 

11:30 – 11:50 AM Outside Play Time  10:50 – 11:50 AM Learning Centers and 
Snack 

11:50 – 12:00 PM Closing Circle and 
Dismissal 

 11:50 – 12:00 PM Closing Circle and 
Dismissal 

 

 

Please note: All times are approximate. The interest level of the children is much more 

important than following an exact schedule.  

 

During the main part of our day at Preschool, the children can choose their areas of interest. 

After the Welcoming Circle, the children may choose the area or room of their wish to explore. 

We encourage them to try different areas.  

 

 

STEAM CLASS FOR PRE-K 
 

The Explorers Group is a bonus STEAM program we offer. It allows extended time for children 4 

and 5 years old to continue classroom activities and take learning to a deeper level. This extra 

time beyond the regular class schedule starts with additional social time at the lunch 

table, which also allows students to practice crucial lunchtime skills needed for Kindergarten 

(eating on a schedule, opening baggies, containers, etc.). After lunch, these Explorers will dive 

into a curriculum focused on Science, Technology, Engineering, Art, and Math. Up to 12 

children will stay after regular class time for this additional hour as part of the Explorers class. 

The Explorers STEAM program meets 2 days a week on Tuesday and Wednesday from 12:30-

1:30PM. Children must meet the minimum age requirement of 4 years by August 31st. 
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SIBLING CARE 
 
For the convenience of parents with younger children, we offer a parent-run sibling care option. 

The sibling care is in a room off the Preschool’s main room. 

Parents participate in the sibling option by sharing duties of childcare during the time their child 

is in preschool. All families that participate pay a small fee and share equally in the cost of 

covering insurance fees. This cost will vary depending on how many families participate. It will 

approximal be $85 for the school year 2021/22. Scheduling of sibling care is mostly handled by 

the parents who are involved in sibling care. Sibling care is offered Monday, Wednesday, and 

Thursday. On Tuesday we offer a toddler class. Toddlers must be 12-23 months by August 31 

of the year they attend the class. 
 

 
WEATHER RELATED CLOSURES 

 

 

Classes are canceled any time the Bellevue School District is canceling or delaying for weather 

reasons, even if that delay is only one hour.  

You can check the Bellevue school District emergency closures on their website: 

www.bsd405.org/help/closure. 

 

 
TUITION AND FEES 

 
Tuition and registration fees pay for our expenses including the teacher’s salary, supplies, 

insurance, equipment, books, music, and copies.  

 

Tuition is due by the fifteenth (15) of each month for the following month’s tuition. A deposit of 

one-month tuition is due immediately after the registration has been accepted by the preschool 

director. It is applied to the half-month of June and the half-month of September.  

The October tuition is due on September 15th. If a child enters the preschool after the school 

year has begun, there will still be a deposit due of one-month tuition that will be applied to the 

tuition at the end of the year.  

 

Please pay via cash, check, or thru our online system via credit card. 

If you choose to pay via check please make sure it has your child’s name on it and is made 

payable to Unity of Bellevue. Please drop the check in the little black mailbox next to the 

preschool director’s office. Please note that we charge a $25 processing fee for returned 

checks. 
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A one-time non-refundable registration fee is required for each child at time of registration. 

This fee is $75 for registration prior to the school year and through the end of fall quarter, $50 

for registration during the winter quarter, or $25 for registration during the spring quarter.  

This covers supplies and insurance. The following class options are available and tuition 

amounts are per month. 

 

If you choose to enroll your child in the optional STEAM class a supply fee of $25 is due. 
 

 

 
Preschool 3 to 5’s 

Online Option 

1 circle time a week 
 

$60 / month 

2 circle times a week 
 

$75 / month 

3 circle times a week 
 

$90 / month 

 
Preschool 3 to 5’s 

In-Person 

2 days a week 
 

$185 / month 

3 days a week 
 

$245 / month 

4 days a week 
 

$315 / month 

Toddler 1 & 2’s 
In-Person 

1 day a week $85 / month 

STEAM-Class 
In-Person 

2 days a week $120 / month 

Sibling Care 
In-Person 

Offered on Monday, 
Wednesday, and Thursday 

$10 / month 
Fee per day / month 

 

In addition, there will be a $60 Parent Education Fee required quarterly in fall, winter, and 

spring. 

If a family has two children enrolled simultaneously, the family may choose one of two options: 

1. Work their full responsibility in the classroom for both children and receive a 20% 

discount on the lower of the two tuitions. 

2. Pay the full tuition for both children but work 50% of the required classroom workdays for 

the 2nd child (if applicable lower enrollment days).  

 

Late pick-up fees are charged to the following month's bill. Tuition adjustments for schedule 

changes will be reflected on the next monthly bill.  

 

In addition to the in-person class for preschoolers, we offer an online option. If we are 

not able to open in-person learning in Fall 2021 we will hold a spot for you in our online 

option. We also offer a full refund if the online option is not right for you and we cannot 

offer in-person learning due to COVID 19. 

 
 
 
 

 



Preschool Class Unity Cooperative Preschool 2021-2022 

Page | 12  
 

DROP-OFF AND PICK-UP 
 

On regular class days, plan to arrive at the preschool no sooner than five minutes before class. 

If families arrive at school earlier than five minutes, parents are welcome to supervise their 

children on the playground until school starts. The teacher and teacher assistant scheduled for 

that day will be preparing the classrooms for the school day. Parents must escort their children 

into the building entering the west entrance and must stay with their children until the scheduled 

sign-in/sign-out teacher assistant arrives. If the teacher is not present in the school, parents may 

not leave their children at the school.  

 

We use a label printer and check-in system in Breeze for sign-in and out. The scheduled 

teacher assistant for sign-in/sign-out will print a sticker for every child that is signed in to be 

placed on the child’s T-Shirt. It will have your child’s name, allergies, and a parent/guardian 

phone number on it. In addition to the sticker, a sign-in/sign-out sheet is maintained. A 

parent/guardian signature and time of arrival is required at drop off and parent/guardian 

signature and time of dismissal is required at pick up. Only then you may leave the preschool or 

enter the parent room until pick-up time. 

 

Plan to pick up your children inside the building no later than five minutes after class is 

scheduled to conclude. Please pick up your children on time. If a parent/guardian fails to pick up 

a child within 10 minutes of class dismissal, a late fee of $25 may be charged. 

 

For the safety of the children, Unity Cooperative Preschool will not, without a Child Release 

Form, release any child from the building to any person other than the parent/guardian. 

 

If a child has trouble transitioning from home to school, the teacher will work together with the 

parent to develop a strategy to help the child adjust as the parent leaves. If a child is 

inconsolable for longer than 10 minutes after a parent leaves, the teacher will call to check in 

and consult the parent for a continued plan of action. 

 

On-field trip days, because the preschool does not provide transportation, plan to arrive at the 

field trip location prior to the meeting time. Each child must be cared for by an adult (not the lead 

teacher) during the field trip. Field trips are not insured by Unity of Bellevue. 

 

 
MEMBER RESPONSIBILITIES 

 

As a Parent/Guardian of an enrolled child, you become an active member of the Unity 

Cooperative Preschool. 

 

Each member has the following responsibilities: 

• Attend and work in the classroom approximately 50% of your child’s enrollment. For 

example, if a child is enrolled 2 days a week then the member is responsible to work 

either 2 days every other week or 1 day every week.  

• Arrange for a substitute for your in-class workday if you have a conflict. 

• Provide a snack on a rotating basis. 
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• Help clean the preschool at the mid-year clean-up or the end-of-year cleanup (parents 

only, no children please). 

• Attend the mandatory monthly Parent Education Class.  

• Attend the Fall Orientation Meeting. We will assign workdays here and talk about 

important events. 

• Participate and help organize events (fall festival, Christmas party) and fundraiser (twice 

a year). 

 

Staying in touch 

Communication among our members is critical to having the preschool run smoothly, yet staying 

in touch, with everything that is happening in our community, is not always easy. To help you 

keep in touch with what is happening, our primary avenue of communication is email. Calling 

may also be necessary if a timely email response is needed and not received. You will also 

need to take advantage of these avenues of information: the monthly in-class work schedule, 

our required monthly Parent Education class, information on the preschool bulletin board, and 

the preschool Facebook group. 

 

Parent Education Class 
Every month, we meet for an evening Parent Education Class. This required, adults-only* 

meeting offers one of the best opportunities to get to know the other parents and build a sense 

of community, as well as a shared learning experience for parents facing the challenges and 

dilemmas of raising a child in today’s world. We encourage both parents to come if they 

fortunate enough to have childcare. 

 

Another important part of the Parent Education Class meetings is a check-in about the 

preschool where we discuss issues, make announcements, and sign up for workdays in the 

preschool for the following month.  

 

These parent meetings are mandatory. Parents who miss two or more class meetings will 

be scheduled extra days assisting in the classroom. This is to provide the parent with the 

required amount of lab/learning time.  

 

*Exception for nursing infants applies after notifying the Preschool Director. 

 

Extended Leave of Absence 
The Preschool Director will review any extended leave of absence. You must notify the 

Preschool Director of any extended leave of absence. Tuition must be paid during the absence 

to hold your child’s place in the preschool. 
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Sick Children & Parents 
Since children easily pass germs to one another, we need all the members to help reduce the 

transmissions by having parents and children stay home when any of these conditions occur: 

 

- When ill with a contagious disease, such as flu, chickenpox, or measles 

- For 24 hours after a fever has subsided 

- When children are too tired to enjoy preschool 

- After having diarrhea or vomiting in the past 24 hours 

- A draining rash 

- Eye discharge or pink eye 

- Lice or nits 

- Colored nasal discharge. 

 

If you or your child inadvertently came to school with a contagious disease, please notify the 

teacher and preschool director as soon as you find out, so they can alert the other parents.  

 

Sickness or Vacation on a Workday 
If you or your child is sick, or if you will be on vacation on your in-class workday, you must find 

someone else to work for you by trading workdays. Every class day, we need all the parents 

scheduled to work to be in class, on time to comply with our insurance and make the preschool 

run smoothly. To find a substitute, call or email other parents on the roster who work on different 

days. If you have a family emergency in the morning of the day you are scheduled to work, 

please call the lead teacher. Then find a substitute. 

 

Maternity Leave & Infants at School 
Congratulation if you just had or adopted a baby! 

 

Members are excused from working at school for one month after the birth or adoption of their 

baby. The enrolled sibling is welcome to attend school during this month. Tuition must be paid 

during this time, whether or not the registered child attends school. 

 

Infants may come to school if they are in front-pack baby carriers. The parent will still need to 

help in a preschool area, serve snacks, supervise during outside time, and do all other duties 

required on your workday. For safety reasons, infants may NOT be seated in a car seat and 

placed on the floor. 
 

 
IMPORTANT TO KNOW 

 
Dressing for Preschool 
Please remember that preschool is your child’s workplace and that many times our activities are 

messy! We try to make sure that paint shirts are used, but often they just do not cover enough 

area. Also please make your child has outerwear appropriate to play outside. No slippers or 

loose shoes are allowed. 
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Birthdays 
At some time during the year, we will celebrate each child’s birthday at school. If your child has 

a summer birthday, we will celebrate the “1/2 birthday” at school. We will celebrate birthdays 

during circle time. On their birthday, your child will receive a birthday crown, we will sing for your 

child and your child will receive a small surprise. We will help you be scheduled as Snack 

Parent on your child’s birthday. You may bring their favorite snack and/or Mini cupcakes that will 

be distributed during regular snack time, not as a separate event. We want to keep school 

birthdays simple.   

 

Toys from Home 
Please discourage your child from bringing toys from home to play with at school. They often 

cause “sharing” problems. The exceptions are a special friend to help with separation or a time 

when we are having a sharing day at school. You will be notified of these occasions. Toys from 

home sometimes get lost, broken, or damaged. Everyone shares toys at school.  

 
Field Trips 
We plan to provide field trips or visitors for our children though the school year. If space permits 

other children may be able to accompany us with a parent. Field trips may be visiting a farm, the 

children’s theatre, a fire station, a bakery, or a water playground. Please note that field trips are 

optional and not insured by Unity of Bellevue.  

 

 
TRANSPORTATION 

 
Unity Cooperative Preschool does not provide 

transportation to or from school or for field trips, 

but it does encourage parents to form carpools. 

While the school is not responsible for the 

transporting of children, drivers of students are 

expected to follow all Washington laws 

pertaining to the safe operation of motor 

vehicles, use of child restraints, and insurance 

coverage. When dropping off your child at 

school, please follow Washington law and do not 

leave your parked vehicle running. 
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SAFTY PROCEDURES 
 

We take every precaution necessary to protect your child while he or she is at Unity Cooperative 

Preschool. The playground is fenced and restricted to enrolled children during preschool hours. 

Smoking is not permitted on school grounds. Fire and tornado drills are conducted quarterly 

(fall, winter, spring). Staff is trained in first aid and in infant and child CPR, and two first aid kits 

are maintained at the school. Children must be escorted into and from the preschool by a 

custodial parent/guardian and may not be left at the school if the teacher is not present. The 

preschool maintains a working telephone, and emergency numbers and emergency procedures 

are posted by the telephone. 

 
All parents must complete an orientation before participating in the classroom.  

 

Please read and become familiar with the following guidelines. 

 

1. Arrival and Departure of Parents and Children 

Parents must escort children to and from their parked cars and inside the preschool 

entering on the west side of the building. Please assist your child by taking off their coat 

and storing it in their cubby. There will be a teacher assistant assigned as a check-in 

person. All parents must sign their children in for the day on the attendance sheet and 

sign them out when leaving the class. Also, children will receive a sticker with their 

names to put on their shirts. No child can be released to someone other than a 

parent/guardian without prior authorization. 

 

2. Pick-up Rules 

Children need to be picked up from class on time. Should a child not be picked up within 

10 minutes after a class period ends and the teacher has not been notified of 

extenuating circumstances, the following steps will be taken: 

• A $25 late fee will be charged to the child’s account.  

• The child’s parent(s)/guardian(s) will be called and texted. 

• If there is no answer at home, people on the emergency contact list on file at the 

school will be contacted. 

• If we are unable to contact anyone on the emergency contact list, the teacher will 

stay with the child at the school until able to reach someone on the emergency 

contact list. 

• In extreme circumstances, the teacher will take the child with her/him, and a 

message will be posted on the door of the school and left on any answering 

machines or voice mailboxes for the emergency contacts and parents as to 

where the student and teacher are. 

• If we are unable to reach anyone after 6 hours, the Washington State 

Department of Children, Youth & Families will be contacted. 
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3. Safety Responsibilities 

Children must be supervised when using tools and equipment. Furniture should be 

placed for safe exit and traffic flow. Children must use only age-appropriate materials. 

Floors are to be kept free of hazards, e.g., toys, paper, and spills, and be kept in good 

repair. Remove and report hazards to the teacher. No smoking or hot beverages will be 

allowed. No coffee cups in the preschool.  

 

4. Indoor Safety 

Evaluate play area for the appropriate number of children. Children must walk inside. 

Snacks must be chosen with particular attention to choking hazards and any allergies of 

the enrolled children. There is a list of children who have allergies that can be found in 

the cabinet in the kitchen which is labeled with “Snack Parent Helper.” It is inside the 

cabinet door. Children must be seated when eating. No snacks should ever contain 

nuts of any kind! Floor mats are required under climbing equipment. No child shall be 

without adult supervision at any time.  

 

5. Disease Control 

Children and adults must meet state health department immunization requirements.  

A barrier must be used to avoid contact with blood or body fluids. Latex gloves will be 

provided. Children are not permitted to come to the Preschool with communicable 

diseases. Paper towels and tissues will be available. No shared common towels. 

Children and adults must wash hands before eating and after using the toilet, with liquid 

soap and running water. The same holds true after diapering a child.  

 

6. Food Preparation and Clean up 

Wash dishes in hot soapy water. Sink, counters and tables are to be cleaned with water 

before and after snack preparation and eating. All children and adults must wash hands 

both before preparing food or eating food, and afterward. Use clean towels, sponges, 

and dish cloths for dishwashing.  

 

7. Safety and Health Inspections 

If you see a safety hazard report it immediately to the teacher or preschool director. 

Also, the facilities shall be inspected quarterly by the teacher and preschool director. A 

report card will be created and kept on file.  

 

8. Emergency Evacuation Procedures / Fire and Earthquake 

Evacuation plans are posted near exits. An operating battery radio and heavy-duty 

flashlight will be on site. Call 911 for fire. Do not leave the building during an earthquake. 

Drop and cover under tables or against sidewalls. Outside, stand away from buildings 

and utility wires. After the quake, check for injuries and give first aid. Evacuate the 

building if safe. Do not re-enter the building.  
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9. First Aid and Emergency Procedures 

The teacher must hold valid first aid/CPR cards. All classroom participants must be 

trained in the handling of blood-borne pathogens. ALWAYS USE A BARRIER. First aid 

kits are checked and restocked each quarter by the preschool director. No prescription 

medication is to be given to a child during class. The only exception is in an emergency 

medication like an EpiPen or asthma spray. There must be a prior emergency 

medication form on file and only the teacher, the preschool director, or the parent may 

give this medication in an emergency. 

 

10. Medical Emergency Procedures 

In the event of an accident or medical emergency, the following procedures will be 

followed: 

• The teacher will administer first aid and, if necessary, CPR. 

• The teacher or an assistant teacher will call 911 if necessary. 

• The teacher or an assistant teacher will make every effort to contact the child’s 

parent/guardian. 

• If deemed necessary by paramedics, the child will be transported to a hospital. 

Parents are responsible for all costs associated with emergency medical 

transportation. In preparation for this unlikely event, an emergency medical 

authorization form is required for each child and is included in the enrollment 

package. 

• A copy from the consent to medical care and treatment form as well as the 

emergency contact form will be handed to paramedics with information about the 

child and their health and is always available in the emergency folder next to the 

first aid kits. Their location will be shown at parent orientation which is mandatory 

for parents to serve as assistant teachers.  

 

11. Lost Child 

Chimes are mounted on all outside doors to alert the teacher and adults entering and 

exiting the preschool. In the unlikely event, a child is lost, the following procedures will 

be followed: 

• The teacher will notify authorities (the police). 

• The teacher will notify parents/guardians.  

• Simultaneously, information will be gathered to determine how the child became 

lost, and a search will begin immediately by the adults present while the lead 

teacher will supervise the remaining children in the learning room.  

 

12. Lockdown Procedures (intruder alert) 

Adults will quickly check all halls and rooms including bathrooms, to gather children 

together. All doors, and windows will be locked, lights turned off. Position children in a 

safe place against a wall or on the floor. A table can be turned on its side to provide a 

buffer. Maintain a calm atmosphere. Call 911. Adults will keep all children together until 

police or the teacher unlocks the door and verbally gives the “All Clear” signal. 
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13. Child Abuse Reporting 

By Washington law, childcare workers (teacher and preschool director) are required to 

report suspected child abuse or neglect. If at any time a staff member reasonably 

suspects abuse or neglect, it is the responsibility of the staff member to report or cause a 

report to be made of this suspicion through the state hotline number, 1-866-ENDHARM 

(1-866-363-4276). It is not the staff’s role to investigate the suspected abuse, only to 

report it. Confidentiality of the child and reporting staff will be maintained. 

If a parent/guardian serving as assistant teacher suspects child abuse or neglect, they 

are strongly encouraged to inform the teacher or preschool director immediately. They 

can also directly call the state hotline number. 

 

14. Safety and Health Communications 

The preschool has a bulletin board near the entrance. Emergency numbers and 

procedures are posted here. Parents must sign that they understand policies and 

guidelines. Everyone who will help in the classroom needs to first complete safety 

orientation before participating in the classroom. Safety orientation will include a tour 

through the preschool to show all emergency exits, the bulletin board, the location of the 

preschool phone, and first aid kits. 

 

Unity Cooperative Preschool follows a strict supervision policy. All teacher assistants 

must pass background checks. At the mandatory orientation meeting, they also attend 

training on physical and sexual abuse awareness. In the unlikely event, a staff member 

is accused of abuse or neglect, a report will be made of this suspicion to the local 

authorities. The staff member will not return to the classroom until an investigation by the 

preschool and the authorities is complete. Confidentiality of both the staff member and 

the child will be maintained. 

 

15. COVID-19 Safety Measures 
All in-person learning will require all children 3 years and up, teachers, and caregivers to 

wear masks at all times, to practice good hygiene by washing or sanitizing hands upon 

arrival and frequently throughout the day and take a daily temperature to ensure no 

fevers. Anyone with a fever will be asked to stay home until nobody in their household 

has had a fever for 72 hours. 

 

 

There is no accident coverage for siblings at the preschool.  
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STANDING RULES 
 

I. MEMBERSHIP 
A. The Unity Cooperative Preschool admits students of any race, color, gender, 

religion, national and ethnic origin, ancestry, age, disability, gender identity, sexual 

orientation, or any protected status and does not discriminate in the administration of 

its educational policies, admission policies, or other school administered programs. 

As a condition of their child’s/children’s admission, parent(s) or guardian(s) shall 

agree with and support all the policies, rules, and regulations of the Preschool. 

B. The Unity Cooperative Preschool will consist of children for the preschool class 

between the ages of three and five, and who are at least 3 by August 31st for the 

year that begins in September. The maximum size of each multi-age class is 22 

children, and the maximum number for the optional STEM class is 12. We encourage 

a schedule where three-year-old’s attend two or three days per week, and four- and 

five-year-old’s attend three or four days per week. Parents have flexibility in which 

days their child(ren) are enrolled. We also offer a toddler class for children between 

the ages of one and two, and who are at least 1 by August 31st for the year that 

begins in September. The maximum size of each toddler class is 8 children. 

C. The registration policy is as follows:  

1. Registration priorities are:  

a. Families with a child currently enrolled in Unity Cooperative Preschool.  

b. Families who have previously had a child enrolled in the Unity Cooperative 

Preschool.  

c. General public.  

2. Registration will begin in February with priority dates to be determined in 

coordination with the preschool director.  

3. We register only children who meet the age requirement but may make exceptions 

for underage children to register by the September Orientation parent meeting. 

Underage children may be accepted on a wait list; however, children who meet the 

age requirement will receive priority. In September, any exception to the age 

qualification will be at the discretion of the professional staff and Board. A written 

agreement specifying membership requirements will be completed and signed by 

each parent.  

 

PARENT RESPONSIBILITIES AND PARTICIPATION 

A. Attend the monthly Parent Education Classes (September-May). Either parent of 

an enrolled child may attend class meetings. It is encouraged that the participating 

parent attend, due to class information and business conducted during the meeting 

times. If a parent is unable to attend for any reason, s/he must notify a preschool 

director in advance for the absence to be considered "excused." Any parent with 

more than two unexcused absences from class meetings during one school year will 

be required to work an extra day in the classroom, once per each extra unexcused 

absence.  

B. Attend the Fall Orientation Meeting before school starts in September. 
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C. Work at school as a teacher assistant according to the work schedule. Generally, 

parents will be assigned to work in the classroom 50% of their child enrollment. If a 

child is enrolled 4 days a week the parent will work 2 days per week or 4 days every 

other week in class. The responsibility to bring the children's snack will sometimes 

be part of a parent's work assignment. It is the parent’s responsibility to arrange for a 

substitute if unable to meet his/her obligation. These changes must be written on the 

"work schedule" posted at the preschool. If shifts are not covered, the preschool 

class may be canceled for the day at the teacher’s discretion. Parents who do not 

meet this important co-op obligation will be asked to meet with the preschool 

director.  

D. Keep your child home if there are any signs of communicable disease.  

E. Parent must complete a Washington State Certificate of Immunization Status for 

the enrolled preschool child.  

F. No children other than those enrolled will be allowed at preschool during regular 

school sessions, except newborn babies. Babies must be carried in a front pack 

carrier and will not be allowed to remain in a stroller, baby carrier or car seat on the 

floor.  

G. A parent with multiple children enrolled will be offered to either work their full 

responsibility in the classroom for both children and receive a 20% discount on the 

lower of the two tuitions OR pay the full tuition for both children but work 50% of the 

required classroom workdays for the 2nd child (if applicable lower enrollment days). 

This policy may be altered subject to enrollment and numbers and is subject to 

change by the Board.  

H. Parents will attend at least one of two clean-up days. Dates will be determined by 

the preschool director. These generally occur mid-year and at the end of the school 

year. To ensure success these are kid-free events.  

I. There will be no smoking, alcohol consumption or use of illegal drugs on the 

premises at any time, either inside or outside, including evening functions.  

 

II. FINANCES 
A. Unity Cooperative Preschool is an offering from Unity of Bellevue. Unity of 

Bellevue is a registered non-profit corporation with the State of Washington and 

donations are tax deductible to the full extent of the law.  

B. A non-refundable fee is due at the time of registration. This fee is $75 for 

registration prior to the school year and through the end of fall quarter, $50 for 

registration during the winter quarter, or $25 for registration during the spring quarter.  

C. Fees are subject to change at the discretion of the board. Fees and tuition will be 

published on the preschool website. All fee and tuition changes will be announced at 

a Parent Meeting following the change.  

D. Payments and refunds: 

1. A deposit of one month tuition is due immediately after the registration has 

been accepted by the preschool director.  

2. Tuition for October is due at the fall orientation meeting in September.  

3. The tuition is due by the 15th of each month for the following month. 

4. Beginning in October, children enrolled during the 1st through the 15th of a 

month will pay full tuition for that month. Children enrolled on the 16th or later of a 

month will pay 50% tuition for that month.  
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5. Checks should be made payable to Unity of Bellevue. 

6. May tuition is refundable only if a family withdraws prior to August 31st.  

7. If a child is withdrawn from the preschool after the first day of the month, that 

month's tuition is due in full.  

8. Members will need to pay a $25 fee on any NSF (Non-sufficient funds) checks. 

E. Tuition is paid whether a child attend or not. Tuition is prorated for the entire year 

and some months have more class days than others. Months with vacation days or 

weather-related closures will not be discounted. 

F. Following one consecutive months of non-payment of tuition, the parent and child 

may be asked to withdraw from the preschool, subject to review by the Board. In this 

event, no refund of May tuition will be made. 
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Online Preschool  
Cooperative Preschool  

2021/2022 

 
Located at Unity of Bellevue 

16330 NE 4th St, Bellevue, WA 98008 

Telephone: 425 - 746 - 3423 

Email: Preschool@unityofbellevue.org 

www.UnityCoopPreschool.org 
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Pages 2-22 are mostly dedicated to our in-person preschool class.  

Pages 23-28 are dedicated to our online option for preschoolers. 
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Our Online Option includes circle time via Zoom, take-home activity kits, access 
to our toy lending library, outdoor playgroups, a parent education course, and 

more! 
 

Circle Time Via Zoom 
• Join our teacher for fun and engaging, circle times that incorporate stories, songs, and 

learning games. 
• Circle times will be held on Tuesday, Wednesday, and Thursday in the late morning. 
• Register for one, two, or three circle times per week as fits your family’s schedule. Your child 

will attend only on the days of the week you have signed up for. Tuition rates vary, see rates 
below.  

• Each student will receive their own circle-time bin to borrow that includes things like egg 
shakers, scarves, chalkboards and more. 

• Siblings are welcome to join in the fun! See options for sibling enrollment below. 
 
 

Take-Home Activity Kits 
• Every other week, you will get one Take-Home Activity Kit. Each kit includes two weeks’ 

worth of STEM & art, and other curriculum extension activity materials. 
• Custom videos or written instructions for the activities will be posted on our website. 
• Families can take pictures and share their creations with friends and the teachers on our 

Facebook group. 
• Add a sibling kit for an additional $10 per month. Families that add on sibling kits, can also 

receive extra circle time supplies by request. Learn more about siblings below. 
• Activity kits will be handed out drive-thru style at the center.  

 

Weekly Recorded Lessons 
• Our teacher will be recording lessons for families to enjoy at their own pace. 
• Lessons will include storytelling, social-emotional learning, letter recognition and more. 
• These lessons will be geared more towards the older preschool/pre-k students. 
 
 

Toy Lending Library 
• Check-out preschool toys, games, and manipulatives to bring home and enjoy! 
• Families can borrow toys on activity kit pick-up days, enjoy for two weeks, and then return at 

the next kit pick-up. 
• Strict safety and sanitation protocols will be followed for all toy lending. 
 
 

Bonus Zooms 
• Bedtime Zooms – twice per month we will host an evening bedtime story or calming activity. 
• Families will have opportunities to share about their culture, traditions, professions, etc., so 

that we can get to know each other better. 
• Field trips, show and tells, & other fun virtual gatherings will also be available. 
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Outdoor Playgroups 
• Join a playgroup with other Unity Cooperative families to meet and play at the preschool 

playground weekly! This is an optional preschool opportunity for families that feel 
comfortable meeting in person. 

• Playgroups are casual and parent-led, they give students a chance to get some much-
needed socialization! Playgroups are about 45 min. long and parents must stay. 

• Groups are small (10 people or less, about 3-4 families) and stay the same from week to 
week. 

• Strict safety protocols are followed including health screenings and face masks (masks 
required for children 3 years and up as well as parents).  

 

Parent Education Course 
All members of Unity Cooperative Preschool are enrolled in a Parent Education Program. The 
benefits of this are: 
• Monthly parent education classes held virtual on Zoom. Parents learn new parenting skills, 

discuss early childhood education topics, and share parenting challenges, goals, and 
successes. 

• Weekly check-ins. Members are able to reach out to their instructor for help with parenting 
challenges. 

 

Member Responsibilities 
• Attend monthly Parent Education Meetings held once a month in the. All meetings will be 

held virtually via Zoom.  
• Become familiar with and follow all risk management (safety) procedures for in-person 

activity kit pick-up and toy lending such as wearing face masks and social distancing. 
• Pay monthly tuition on time. 
• Check email for preschool correspondence regularly. 
 

Registration Fee 
A one-time non-refundable registration fee is required for each child at time of registration. 

This fee is $40 for registration prior to the school year and through the end of fall quarter, $30 

for registration during the winter quarter, or $20 for registration during the spring quarter.  

This covers supplies and insurance. The following class options are available and tuition 

amounts are per month. 

 
Tuition Rates 
1 circle time per week - $60/month 
2 circle times per week - $75/month 
3 circle times per week - $90/month 

Activity kits and all other offerings such as recorded lessons, toy lending, bonus Zooms, etc., 
are included no matter your choice for circle time frequency. Tuition rates are subject to change 
if we decide to move only to in-person instruction later in the school year. 
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Sibling Participation 
We love incorporating siblings into our co-op preschool model at Unity of Bellevue!  
Three options for siblings: 

1. No charge: Siblings are welcome to listen in, dance, and sing along with circle times and 
bonus zooms. No extra activity or circle time materials will be sent home. 

2. $10/month sibling materials add-on: This option includes extra activity kit materials in the 
student’s activity box and extra circle time supplies such as shakers and scarves (may not 
include things like chalkboards or other curriculum specific materials).  

For options 1 & 2, siblings will not be counted as students on our circle time rosters, so they will 
not be included by name in songs or given turns in games that encourage the kids to talk and 
interact with the teacher. The teachers will not be designing curriculum with siblings in mind. 
Siblings are welcome to listen to stories, dance, and sing along with the ‘big kids’ just as they 
would in the classroom. 

3. Register a sibling as a second student: This option includes an activity kit (in a separate 
box from their sibling), all circle time materials, and an official spot on the circle time roster. The 
sibling must meet the age requirements (ages 3 through 5 on 8/31/21). All registration 
paperwork, including immunization records, must be filled out for both students. Both students 
would have spots held for them during any in-person preschool incorporated this year. The 
second student can be registered for the same circle times, or a different amount of circle times 
per week. There is a sibling discount of 25% on tuition for the second child for families 
with two enrolled students. 

Please note: All siblings are eligible for priority enrollment for the 2022/2023 school year, 

regardless of which sibling option you choose. 

How to Enroll 
Please fill out the registration form on our website. Once registered, the $40 registration fee will 
be due within seven business days. 


