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I.  WELCOME TO THE AGASSIZ COOPERATIVE PRESCHOOL 
 
A.  About the school 
 
Welcome to Agassiz Cooperative Preschool. This manual is provided to 
answer questions you may have about our program and family 
responsibilities. Quality early education is one of the best things we can 
offer our children. Our goal is to ensure that this program is the best 
that we can all make it and that families feel confident and comfortable 
here. You can be assured that your children will be well-cared for, loved, 
and involved in an incredible adventure of learning. 
 
The Agassiz Preschool, a parent cooperative, was started in the summer of 
1971 by neighborhood parents and the Agassiz Community Schools 
Program. Housed originally in the Agassiz Elementary School, the 
preschool moved to the North-Prospect Church in the fall of 1971.  After 
almost 40 years on Mass Ave & living in the Agassiz neighborhood, we were 
given notice & decided to buy a building.  The enrolled families & alums 
ran a huge capital campaign, bought a house,   then physically gutted and 
rebuilt the two-family themselves. We moved to our new home at 184 
Summer Street in Somerville in November 2010. 
 
The Agassiz community.  As a parent cooperative, our goal is to sustain an 
atmosphere in which children and adults relate to one another in a warm, 
personal way, developing relationships that will extend beyond the 
school in to daily life. We want our school to be a supportive place where 
children can express their feelings and receive help and guidance when 
needed, as well as be a place where they can begin to be self reliant and 
independent and to make their own choices. We want our families to 
experience a strong sense of community where respect and tolerance are 
honored.  There are many traditions at Agassiz to bring us all together as 
a community, such as the Holiday tree sale, the Halloween potluck, the 
Thanksgiving soup lunch, pajama day breakfast, and the end-of-year picnic; 
other get-togethers do occur as well. 
 
Agassiz’s educational philosophy.  Agassiz is tremendously fortunate to 
have such an experienced, committed, and talented set of teachers.  In a 
field characterized by high turn over, Agassiz’s teachers stand out for 
their commitment and service to this school and to this profession.    
 
Our approach at Agassiz is as varied as the educational and emotional 
needs of preschool children. Because self-esteem and positive social 
relationships are very important to young children, we focus strongly on 
emotional and social development. Children learn to communicate and 
resolve their issues and conflicts positively. In addition, we support their 
cognitive development with resources, information, and encouragement to 
learn about areas of interest and importance to them. We also strive to 
foster creativity, not only through activities in art, music, and movement 
but throughout the program. Our curriculum is child-centered and 
planned according to their needs and interests. Physical development is a 
priority for us as well. We want the children to feel good about their 
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bodies and confident about what they can do. To that end, the school 
provides considerable time outdoors. 
 
Finally, the school strives for a diverse population and for a multi-
cultural and non-biased approach to its program. The school does not 
discriminate on the basis of race, religion, socio-economic, marital status, 
disability, national origin, political affiliation or sexual orientation. 
Valuing and celebrating diversity is a challenge. It requires attention to 
who we are as caregivers and teachers, who our children, families, and 
communities are, and what our program is like. It offers opportunities to 
learn about ourselves and to help children value themselves and others. 
 
The parent co-op.  Since its founding over forty years ago, the cooperative 
nature of the school has gone through many changes.  In the beginning, 
parents were responsible for the daily running of the school, from 
cleaning to answering phones and dealing with paper work.  Although we 
now have a director to run the school and pay for the heavy cleaning, 
parents are still an essential part of making Agassiz run smoothly.  Being 
a co-op means parents are deeply involved with their children’s education; 
it means we are a close community with the ability to provide friendship, 
logistical help, and support to one another; it also means that we are all 
dependant on each other to make our school the best it can be.   
 
Here are two golden rules of being a co-op member: 
If you don’t fulfill your obligations, someone else—with children—has 
to do it for you. 
If you find yourself complaining about something, figure out how you 
can help change it. 
 
B.  GETTING ORIENTED 
Starting at a new preschool can be a daunting experience for children and 
parents, especially if it’s your first time.  There are several ways you can 
acclimatize yourself quickly with Agassiz: 
 
�Since familiar faces can ease the transition. New families are encouraged 
to have summer play dates with current families, especially children 
entering at the oldest and middle levels. If you don’t know existing 
families, the director will help you with introductions. 
�An Orientation Meeting will be held in the beginning of September to 
answer questions, and provide an introduction to parent-helping and all 
school activities. 
�Ask questions.  The staff and returning parents are very willing to talk. 
�Get involved. One way to get used to the school and meet its staff and 
families is through your parent job.  New parents are encouraged to join 
the board or attend the monthly board meetings. 
 
C.  AGASSIZ BASICS 
 
CALENDAR 
The Program runs: 
• Year-round from 8:30 a.m. to 2:30 p.m. Monday through Friday. 
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• Extended Day until 4:30 is available four times a week (Monday to 
Thursday) for an additional cost, except during the summer months. 
• No school during Somerville school vacations, a few days in June and 
during the last three weeks before Labor Day. 
•Somerville Public School snow days (listen to the radio or TV). In the 
case of consecutive snow days, the administration may decide to reopen the 
school and parents will be notified 
 
The official annual calendar is distributed with all your forms, as well 
as posted on the web page. It includes all the early release days, holidays, 
and vacations. 
 
SCHOOL FACILITIES: 
CLASSROOM AREAS:  Agassiz’s play space is roughly divided into three 
classrooms, with each area designed by the individual teachers. All the 
spaces are designed to allow children to work on projects individually 
and in groups. Take a look around the space designated for your child’s 
group and see the different centers for learning. 
 
CUBBIES: Each child is assigned a cubby. The cubbies are the place to hang 
up coats, stash lunch, and store boots. Teachers also may put art projects 
in your child’s cubby at the end of the day for you to take home. Please be 
sure to take home your child’s projects and art work. Each cubby has a 
special box for extra diapers, underpants, socks, mittens, and changes of 
clothes (note: please label everything with your child’s name). Make sure 
to take left over lunch out of the cubby each day. Check spare clothes and 
take home blankets to wash at least once a week. 
 
MAILBOXES: Each family is assigned a mailbox. Your mailbox is the one under 
your name. Youngest group children are on the top row, middle group is 
the middle row, oldest group are on the bottom row. The mailbox, by the 
way, was built by an Agassiz dad and his son. The mailbox is the main mode 
of communication between the school and families, so it is important to 
check your mailbox every day, and do read it’s contents.  
 
BATHROOMS: The children’s bathrooms are located on each floor. No 
children should go into the bathroom unsupervised. There is also an 
adults-only bathroom on the first & third floors. 
 
PLAY YARD: The play yard has a variety of equipment suitable for 
preschoolers. Maintaining the yard is the responsibility of the yard 
committee. 
 
DIRECTOR’S OFFICE: The office on the third floor. You are welcome to pop in 
at any time. 
 
KITCHEN: If you need to heat something up for a potluck, the stove and oven 
can be made available.  Please note that children are never allowed in the 
kitchen. 
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PARKING:  

Agassiz families use on-street parking spaces for pick up and drop off. 

Please do not park in the church parking lot on Spring Street or the 

driveway. And never block a neighbor’s driveway.  The driveway is reserved 

for Agassiz staff and parent helpers who are not Somerville residents. 

During drop-off periods, please park in the designated areas listed below: 

 

YOUNGEST GROUP: Summer Street 
between Belmont and Harvard 
Streets, Harvard Street and Spring 
Street.  
 
MIDDLE GROUP: Benton Road, Summer 
Street west of Harvard Street, and 
side streets between Central Street 
and Benton Road. 

OLDEST GROUP: Belmont Street, 
Lowell Street and Summer Street 
west of Belmont Street. 
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School administration will evaluate this plan every year and make 

adjustments as needed to maximize its effectiveness. In the event that 

these three groups are not roughly equivalent in number, the school may 

reassign members to different groups in order to ensure equivalency. 

 
 
PUBLIC TRANSPORTATION:  THE 83, 85, 87, 88 & 90  BUSES ALL STOP  NEAR THE SCHOOL. 
 
BICYCLES:  WE ENCOURAGE CYCLISTS & HAVE PLACES TO LOCK UP YOUR BIKES IF YOU NEED IT. 
 
THERE IS ALSO SPACE TO LEAVE YOUR STROLLERS AGAINST THE SIDE OF THE BUILDING. 
 
 
 
 
 
 
 
 
 
 
 
THE WEBSITE: www.agassizpreschool.org 
Our fabulous website was designed by a parent and is maintained by 
parents each year. We use it to communicate, post parent help and other 
schedules, calendars, children’s art work, or any relevant information. 
Parents each have a password to access sensitive information and update 
their own information.  Please be sure to check and correct your 
information sporadically. 
 
 
D. SECURITY 
 
The safety of the children is our most basic responsibility. Without safety 
the rest of what we offer is irrelevant. We apply all the good sense rules 
about safe play that you would at home – no climbing on tables and chairs, 
listening to the adults, etc. But there are a few measures unique to the 
school: 
 
Doors:  

• The Red Door/Front door will be kept locked except during drop-off 
(8:30-9:00AM) and pick-up (2:00-2:30PM) times. At drop-off and pick-up, 
please consider yourself a supervisor of any child who is near the 
door. We must share responsibility for all the kids’ safety. No child 
should go out unescorted.   

• If you answer the Red Door at any other time, you may only admit 
known Agassiz parents or authorized stand-ins. If you don’t know the 
person you are speaking to, please ask for ID. The Yard gates will be 
kept closed at all times.  
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Confidentiality:  
• Please do not share the school directory- names and contact 

information for family and staff-with anyone outside the school.   
• If you photograph children at the school, you must ask permission 

before reprinting them for publication anywhere except the school 
newsletter. 

 
Criminal Records Information:  

To quote DEEC: “In order to ensure that employees or other persons 
regularly providing child care or support services with potential for 
unsupervised contact with children in any program or facility licensed 
and/or funded by DEEC are appropriate for serving in their positions, a  
Criminal Offender Record Information (CORI) check shall be performed 
on all candidates for positions in such programs or facilities, as 
provided in these regulations. It is the policy of EOHHS and DEEC that 
convictions of certain crimes pose an unacceptable risk to the children 
served by DEEC and its licensed and/or funded  programs”. 
• All staff and interns have been certified to have clean records as 

regards crimes against children. We reserve the right to obtain a 
criminal record check on parents or anyone volunteering… 

• We will keep current data on Level 3 sex offenders, that is people 
convicted of preying on children, on file at the school in the office. 
Ask the director if you’d like to review the file. 

 
Emergencies:   

• We conduct fire drills with the children 8-10 times per year.  
• In the event of an emergency requiring us to leave the building, the 

children will be escorted to the St Catherine’s School, (right next 
door) and we will notify parents via a sign on the door, a message on 
the school answering machine, emails and phone calls. 

 
 
DISASTER CONTINGENCY PLANS 
 
According to DEEC (our licensing body) regulations, in the case of a 
natural disaster, loss of heat, water or power, all children will be 
evacuated out of the building. They will be safely escorted to the Church 
across the street. Parents will then be called to pick up their children. 
The school will remain closed until the problem has been rectified.   
 
Note: THE NUMBER FOR THE FIRE DEPARTMENT, AND OTHER EMERGENCY 
NUMBERS, ARE POSTED IN THE COMMON ROOM. 
 
In case of fire.  All parent helpers should familiarize themselves with 
the location of the exits (clearly marked on the floor plan next to the 
entrance and in each classroom). You should also know the location of the 
fire extinguishers before you need to know it:  
*by the entrance (red) door 
*In the middle of each classroom 
*by the front (blue) door 
*same locations on the 2nd & 3rd floors 
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In case of fire:    
*Ring red alarm box on wall to alert everyone in the building 
*Call Fire Department 
*Evacuate the building 
*Gather in the Yard - all children, teachers and parents. Parents ensure 
children are walking out calmly & quickly, while 1 teacher and the 
director check the building for stragglers. Attendance is checked. 
   
 
II. YOUR CHILD AT AGASSIZ 
 
A. STAFF and GROUPINGS 
Agassiz children range in age from 2 to 5 years old.  The children are 
placed, by age, in one of three groups.  The lead teachers for these groups 
are: April Stewart (Oldest Group), Richard Barton (Middle Group), and 
Ann Holloway (Youngest Group).  The youngest group also has a full-time 
assistant teacher, Jacalyn Smith, Paul Robinson in the Middle Group, and 
Jason Behrens in the Oldest Group. The staff is assisted by 2 parent 
helpers each day, student interns from local colleges’ early childhood 
programs, volunteers and work-study students, and outside specialists 
who teach such things as music or dance.  
 
Threshold Interns.  Each year, Agassiz offers a work-study internship to a 
student at the Threshold Program at Lesley University.  The Threshold 
Program is a comprehensive, non-degree campus-based program at Lesley 
College for highly motivated young adults with diverse learning 
disabilities and other special needs.   The intern works in the middle group 
primarily and is supervised by the teacher they work with. The Threshold 
interns have taken many courses in early childhood care and education. 
Our Threshold interns have been deeply valued members of our school. 
Please introduce yourself to them. 
 
OTHER INTERNS AND ASSISTANTS: Agassiz also works with Wheelock College 
and Lesley College, both of which offer highly respected early-education 
training programs, by sponsoring internships. Cambridge Rindge and Latin 
students also sometimes take brief internships with us as part of a career 
discovery program.  During the summer program, several teenagers from 
the Mayor’s summer youth program join us for seven weeks. 
 
SPECIALISTS: A specialist is an early childhood educator who has particular 
experience or skill in a given field—dance, music, art, science, etc. The 
school usually retains a music and a movement specialist who comes in 
once a week to work with the children for about 30 minutes per group. 
Other specialists may also visit from time to time. In the past, we have had 
specialists in dance, puppetry, beekeeping, and clay arts. Sometimes 
parents take a turn as a specialist, sometimes parents recommend someone 
they know. If you have ideas for specialists, please let the director know. 
 
SUBSTITUTES: We do at times use a substitute. They come to read stories at 
nap time, assist with a class or field trip, and they supervise playground 
time when the staff needs to have a meeting or conduct parent-teacher 
conferences.  
 



 8 

The school’s subs are sometimes drawn from Agassiz’s own families and 
families’ friends. They have included certified preschool teacher parents, 
aunts, cousins, and friends who have extensive experience as teachers of 
preschool children. If you are certified preschool teacher or know 
someone who is and might like to be a sub, please let the director know. 
 
 
 
  
 
B. YOUR CHILD’S DAY AT AGASSIZ 
 
LEAVING HOME: Have your child finish breakfast before coming into the 
school. Unless your child needs a particular toy or other transitional 
object from home for show-and-tell or to help him or her fall asleep, you 
should leave personal toys at home. Please label all toys brought to 
school. These are hard to keep track of at school and can be mislaid. Also, 
we have found that children often have trouble sharing toys that they 
bring from home and, at school, it is expected that all toys be shared. 
 
Bring your child ready to play. Please do not send your kids to school in 
clogs or backless shoes. They hinder their play and are unsafe.  Send your 
child in clothing they can play in—that allows them to run, climb, jump, 
and wiggle. And make messy art projects. NOTE THAT PAINT MAY NOT COME 
OUT OF CLOTHING.   Kids at Agassiz go out in all kinds of weather, so make 
sure you child has rain coats and warm winter gear when appropriate.  In 
the summer, please send your child to school covered in sunscreen. 
 
Note: Sunscreens do not last for more than a year, even though many still 
do not have expiration dates on their labels. To be sure your child is 
protected, please do not use any sunscreen you know is more than 6-8 
months old. Sunscreen for children should have an SPF of at least 
15.Should you child need sunscreen to be applied again during the course 
of the day, please supply a labeled bottle of sunscreen to the director 
and complete a medical authorization form. 
 
At Agassiz, all children are encouraged to “do it themselves.”   If you have 
the option, consider velcro instead of laces or buckles until children can 
manage these alternatives. Similarly, zippers and pullovers may be easier 
for some kids than buttons are.  Ensure that there are always spare 
clothes in their cubbies. 
 
 
 
 
 
 
THE DAILY SCHEDULE 
Part of every morning is spent in planned, small-group activities, and part 
in mixed-aged programs. In the afternoon, the children are divided into 
separate groups for rest and nap (see School Day for more information). 
 

T H E  A G A S S I Z  D A Y  



 9 

 
8:30-9:30   Free play inside 
9:30   Clean up/wash hands 
9:40   All school meeting 
10:00   Snack, 
10:10   Toileting  
10:15   Outside free play 
11:10   Group time 
12:00   Noon pick-up/freeplay (in or out) 
12:25   Wash hands, clean up 
12:30   Lunch 
12:55   Bathroom 
1:00   Rest time/nap time 
1:45   Rest time over, kids freeplay outside 
2:20   Pick-up time  
2:30-4:30  Extended Day for some  

 
 
CHECK IN: The school doors open at 8:30.  VERY IMPORTANT: For your 
child’s safety--in case we have a fire drill or any genuine emergency--you 
must check in with your child’s teacher directly and with the staff person 
recording attendance. The teachers recommend a short good bye--about ten 
minutes and that parents leave the school no later than 9 a.m. For 
smoother good-byes, establish a place and/or routine way of making this 
transition. If you need assistance, please speak to your child’s teacher. 
For safety reasons, please ensure that only adults open/close the large 
doors into the classrooms. They is heavy and children should be carefully 
supervised. 
 
PLEASE BE CONSIDERATE… Although it is extremely tempting, please do not 
ever leave younger siblings unattended during pick-up or check-out or 
visiting the school. The materials and toys at school are not necessarily 
safe for toddlers and infants. When younger siblings come to school and 
are left unattended, the staff feels as if they have to be on high alert 
when they are trying to prepare everyone to leave and to leave 
themselves. This can be extremely stressful in the controlled chaos of 
the end of the day. This is not only unfair to staff, but potentially 
dangerous for the younger child. If there has been one enduring 
complaint in the history of the school, it is this. Please be considerate and 
keep younger kids close to you. 
 
FREE PLAY: Free Play Time is a period when children are able to play in 
supervised areas of the school. Children from the different age groups 
have a chance to play together. Some structured activities or choices are 
presented daily during free play while other areas of the school are open 
for the children to build their own activity with others or on their own. 
 
Morning free play time is the daily re-entry time for children and is a 
great time for them to establish relationships and settle in comfortably 
for the rest of the day. It is critical for kids to have time to develop 
friendships and social skills... We urge you to arrive promptly and make 
good byes short so your children get the full benefit of free play. Free 
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play time ends with a clean up of the morning activities. Children have 
responsibilities for cleaning up the school; teachers and parents help 
them accomplish their tasks. 
 
MEETING: At the All School Meeting, all the children gather with one 
teacher and both parent helpers for stories, songs, and announcements. 
During meeting, the entire school body is together; it reinforces the 
coolest sense of community in the children’s world—the same 45 people 
meeting together, positively, for about 200 days! 
 
GROUP TIME: The children’s strongest identity is with their group. This is 
clearly a source of pride and strength for them. The other kids become 
well-known friends. The group presents a stable comfortable environment 
for presenting curriculum, working on group social skills (speaking, 
listening and sitting still), practicing large and small motor skills, and 
having fun. 
 
NOON CHECK-OUT : When you pick up your child, you must check out with the 
staff person who has the attendance sheets. You should arrive by noon 
and be out of the building by 12:05 so that the YG lunch routine can 
continue smoothly. Late pick-up results in a fine.  (See 2:30 pick-up…) 
 
LUNCH: Lunch is a good time to practice manners and have quiet 
conversations.  Don’t worry if your child can’t open all their food 
containers yet.  There’s always lots of help with milk boxes, storage 
containers, and packages at lunch and your child will become an expert in 
no time. We don’t permit sharing of food because of the risk of allergies—
please help your children understand this. 
 
 

LUNCH TIPS: 
NO NUTS AT ALL, PLEASE! 

• Each child's lunch brought from home should be clearly labeled with 
the child's name.  
• Children do not share their food. 
• The staff prefers not to warm, microwave, or refrigerate any lunches at 
school. 
• If you have a non-insulated lunch box, but want to keep things cool (such 
as a sandwich with mayo) try freezing your juice box. The juice will 
usually thaw before lunch and also keep the sandwich cool. You can also 
include a freeze pack. 
 • Pack any necessary utensils—these are not available at the school. 
• Avoid mayonnaise on sandwiches as it can be a dangerous breeding 
ground for bacteria. 
• Milk can be kept cool in a small thermos or “travel mug.” Milk is a great 
lunch food. 
• Nutritious items which you might include in your child’s lunch box: 
Sandwich, Yogurt, Salad, Rice or noodles, Soup, Cheese, Fruit, Vegetable 
sticks, Crackers, Rice Cakes, Juice, Water, Milk.  
• If your child drinks soy milk, you can buy it in small boxes. Soy milk 
offers more protein, vitamins, and calcium than juice. 
• Please limit salty items i.e. potato chips, pretzels, corn chips.  
• Please do not send candy or soda. 
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•It is advisable to provide just 2 items (e.g. a sandwich and fruit) plus 
liquid. 
 

 
REST AND NAP: After lunch is over, all the children go to rest.  Children in 
the youngest group listen to soft music and are actively encouraged to 
sleep. DEEC requires that each child have a sheet (please label them) for 
their mat.  In addition, a favorite blanket, pillow, or stuffed toy from 
home may make it easier for them to sleep. Children  in the Middle and 
Oldest groups (or YG children who have given up their naps) go to the 2nd 
floor for a quiet rest time, where they listen to a teacher read stories 
and then listen to tapes.   At 2:00 children who are awake have Free Play 
outside or inside until 2:30. 
 
2:20 P.M. CHECK-OUT: Parents are welcome to start arriving at 2:15 to pick 
up their children. When you pick up your child, check with the teacher 
who has the attendance sheets and who will sign your child out. The 
school closes promptly at 2:30. 
 
NOTE: Anyone who arrives after 2:30 is late. After a warning, you will be 
fined for each late pick-up. A $15 fine within the first 15 minutes will be 
issued, with an additional $1 per minute after that .If you know you are 
going to be late PLEASE CALL TO MAKE OTHER ARRANGEMENTS—maybe 
another parent you know can pick up your child for you. These 
“spontaneous” play dates, even if they are just for a short stroll around 
the mall next door, are a lot more fun for your child than being the last 
one left waiting for pick-up. 
 
4:30 EXTENDED DAY: On Monday to Thursday, Agassiz offers an extended 
program that runs until 4:30pm.  During these two hours, children have a 
snack, outdoor play, free play and a project.  This more relaxed time at 
school gives children a chance to develop relationships with the staff 
who run this part of the program. If you are interested in the extended day 
option, please talk to the director. 
 
NOTE: Any parent who is consistently late or incurs repeated p.m. parent 
help fines is strongly urged to sign up for the extended day program. 
 
 
RELEASE OF CHILDREN : To ensure safety and security of the children in our 
care, Agassiz strictly follows these rules: 
• We maintain a log for signing children in and out of the facility. The log 
notes the date, child's name, and name of the person picking up the child.  
• We also maintain a file of the names, addresses, and telephone numbers 
of persons authorized to pick up each child in your care.  
• We only release a child to a person for whom we have written consent by 
the custodial parent.  
• In an emergency and at your request, we can make arrangements over the 
telephone to release your child to another Agassiz parent with your 
approval. 
• Under no circumstances will we release a child to someone who appears 
to be intoxicated or under the influence of drugs or alcohol  
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AFTERSCHOOL PLAY DATES: One of the best things about a co-op is that 
parents and children get to know each other. Little friends can therefore 
feel extra confident when it comes to play dates. We encourage families to 
make room for afterschool play dates in their schedules, either at home 
or at one of the nearby parks.   It will help your child develop important 
skills and increase their feelings of belonging when they are at school. 
Play dates help strengthen early friendships. This is especially important 
for kids who might feel a little shy in larger groups.  
 
If you have questions about friends, ask your child teacher. The teachers 
at Agassiz place a special emphasis on social development and can offer 
many insights into how to encourage and support your child’s friendships 
and growing social skills 
 
 
 
 
C. FIELD TRIPS 
Occasionally, the group coordinators will organize a field trip. In 
advance of a field trip involving transportation, teachers will notify 
parents of the destination, method of transportation, and any special 
food, clothing, or anything else needed for the trip. Transportation may 
either be public, such as bus or subway, or private cars. When the 
children are taken in cars, it is the policy of the school that each child in 
a private car be secured in an individual car seat or, if appropriate, seat 
belt in the back seat.   At the beginning of the year parents sign a general 
field trip release on the Important Information form, but an additional 
permission form will need to be completed before each field trip. 
 
D. FILLING YOUR CHILD’S CUBBY 
 
CLOTHES AND EQUIPMENT  
• Label your child’s clothing. Please use a permanent laundry marker—we 
have them at school if you need to borrow one.  Your child’s lunch box 
should also be labeled. 
 
• Please store a change of clothes for your child at the school. You 
should also check these clothes often to make sure they still fit and are 
appropriate for the season. A spare pair of sneakers, socks, underwear, 
mittens, hats, swim suit—these are all essentials.  
 
•All children need a mat for nap/rest time.   PM kids often sleep at nap 
time. Some like to bring blankets in addition to the required sheet.  All 
nap items must be labeled and washed. Parents should take blankets, 
pillows, and mattress covers home at least every two weeks for washing.  
 
• Parents supply diapers and wipes and are responsible for monitoring 
their child’s supply. Please check it regularly. Please don’t send in ‘pull 
ups’. It’s too hard to have to completely undress so many children each 
time they need to be changed. If your child is using diapers in the summer 
months, please supply swim diapers so that they can use the pools. 
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E.  TOILETING AND TOILET-TRAINING 
 
There are some basic guidelines for toileting practices at Agassiz: 
 
• No child will ever be punished; verbally abused or humiliated for 

soiling, wetting or not using the toilet. 
• ONLY STAFF MEMBERS ARE ALLOWED TO CHANGE DIAPERS OR ASSIST 

CHILDREN WITH BATHROOMING.  If a child needs a diaper change 
Parent Helpers must ask a teacher or staff member to change the 
diaper. 

• Staff will help children use the toilet when needed. Children are 
encouraged to wipe themselves once they have toilet trained.  

• Children will not be left unattended in the bathroom. 
• After the child is done using the toilet, she / he will wash their hands 

with soap and running water.  Staff members will do the same if they 
have assisted the child.  Individual paper towels will be used to dry 
hands. 

• Soiled or wet clothing will be bagged, labeled with the child’s name 
and stored in a secure place out of the children’s reach. 

• Parents are responsible for providing a complete change of clothing 
for their child that is to be kept at school.  If the School’s clothing is 
used, families are responsible for laundering the clothing before it is 
returned.   

 
Toilet Training 
• Teachers  work closely with parents in helping their children toilet 

train. 
• Tell the teachers when you start toilet training your child and s/he 

will encourage it at school. We believe in supporting the family and 
simultaneously suggest use of the toilets, but never forcing a child. 
They will respond to the encouragement when they are ready. 

 
F.  YOUR CHILD’S BIRTHDAY AT AGASSIZ 
 
BIRTHDAY SNACK: It is an Agassiz tradition that on each child’s birthday, 
his or her family brings the snack. To celebrate these special occasions, 
foods such as a cake, cupcakes, or other "party" food should be brought in 
addition to the regular snack. 
 
We do prefer non-sugary foods, but with birthdays it is sometimes hard. If 
you buy cupcakes please buy the small ones with not too much icing. 
Banana bread, muffins, or a simple cake without frosting are always 
extremely popular with the kids. Warm-weather birthdays may also feature 
fruit-juice popsicles. 
No NUTS please! 
 
A second Agassiz tradition is for the birthday boy or girl to give a copy of 
a favorite book to the school. Many books around school contain 
inscriptions from children who have passed through our school over the 
years. 
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G. ASSESSMENT 
 
Agassiz’s teachers are always happy to talk to parents, although it is not 
always possible at drop-off and pick-up times.  If you have a concern, don’t 
hesitate to ask to set up an appointment in addition to daily check-ins. 
 
FAMILY CONFERENCES: Each family is requested to have a formal family 
conference at least once a year. These are set up early in the year so 
teachers can get information from the parents too. At any time during the 
year, a family may request a conference with their teacher. 
 
WRITTEN EVALUATIONS: As required by the DEEC, your child’s teacher will 
provide a written progress report for your review at least once year. If 
you have a learning-delayed child, we will provide written reports every 
three months. 
 
LEARNING DELAYS AND EVALUATIONS: Your child’s teacher will let you know if 
your child would benefit from an evaluation by a learning specialist. If 
you think your child needs to be evaluated, please talk to your child’s 
teacher or the director.  
 
VISITS: All families are welcome to visit the school. Please see the director 
to schedule your visit. We do ask that visiting parents and family members 
observe quietly and non-disruptively, however. We’d also like to know 
what you think after your visit. Share your thoughts and observations 
with us. 
 
 
 
 
 
 
H. HEALTH 
 
HEALTH PHILOSOPHY    
 
1. We teach kids to wash their hands before eating and after toileting, 
messy play, and outside play and any time they feel their hands are dirty. 
2. We request that families apply sunscreen in the morning during the 
summer. 
3. We try to let parents know when something serious is going around. If 
you’re child has something contagious, please let us know so that we can 
inform other parents of what to watch for. 
4. We try to protect kids and staff from serious infections by asking 
infectious kids who have not been diagnosed to stay home until they are 
okayed by their doctors to return. 
5. Children, like adults, are entitled to privacy with respect to their 
medical records and information. 
6.  Don’t bring your child to school if they are likely to infect others. 
7. We follow strict health guidelines set by our licensing body, DEEC. 
 
1. Medical Emergencies 
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Everyone on staff has up-to-date training in first aid and cardiopulmonary 
resuscitation (CPR). Occasionally, the school offers a CPR and first aid 
training program for parents.  
We will inform you if your child has an injury at school—a bumped head, 
skinned knee, splinter, etc. If you are parent helping and help a child with 
a small injury, please tell the staff and/or the child’s parent. When it is 
notable, injury reports are written by staff and copies are given to 
parents on the day of the incident. 
 
In the event of an emergency, children will be transported by ambulance 
to Somerville Hospital.  The parents will be notified immediately.  Health 
forms on file will include parent information, emergency contacts, 
special medical conditions where applicable, and a medical release to seek 
treatment if the parents cannot be reached.  A Staff member will 
accompany the child and stay until the parents arrive. 
 
IF A CHILD GETS SICK AT SCHOOL: When a child becomes ill at school, i.e., 
temperature of 100 degrees or more, headache or stomach, etc. parents 
will be notified and asked to pick the child up as soon as possible. We will 
make them comfortable on a cot, maybe with juice or water, and provide 
supervision until a parent can pick up. If we call you, please come as soon 
as possible, because your child will want to be home. 
 
SYMPTOMS REQUIRING REMOVAL OF A CHILD FROM SCHOOL: * Fever--and sore 
throat, rash, vomiting, diarrhea, earache, irritability, or confusion. Fever 
is defined as having a temperature of 100°F or higher. 
* Diarrhea 
* Vomiting.  
* Body rash with fever.  
* Sore throat with fever and swollen glands.  
* Severe coughing--child gets red or blue in the face or makes high-pitched 
whooping sound after coughing.  
* Eye discharge--thick mucus or pus draining from the eye, or pink eye.  
* Yellowish skin or eyes.  
* Child is irritable, continuously crying, or requires more attention that 
we can provide without hurting the health and safety of other children in 
the school. 
 
 
 
WHEN SHOULD YOUR CHILD STAY HOME FROM SCHOOL?  
Don’t bring your child to school if he or she is in pain or has: 
 • a fever in the previous 24 hours. 
 • flu symptoms 
 • the beginnings of a cold or a severe cold 
 • vomiting or diarrhea 
 • severe ear pain 
 • an untreated eye infection 
 • contagious chicken pox, mumps, measles, or rubella 
 • untreated head lice 
 • untreated strep throat 
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If your child has a fever, he/she should not come to school, and you 
should consult your pediatrician about whether he/she needs to be seen. 
(In part, this will depend on the degree of the fever, duration, and 
associated symptoms). Your child should not return to school until a 
diagnosis has been made (for instance a cold, ear infection, etc.), and 
appropriate treatment has been initiated. In the case of illnesses 
requiring antibiotics, children may return to school after 24 hours on 
the antibiotic. The school policy is to keep your child out of school until 
he/she has no fever for 24 hours, unless your pediatrician specifically 
states otherwise. 
 
Upper respiratory tract infections (“colds”) will often occur without 
fever. These illnesses are caused by many varieties of viruses. The 
affected child is most contagious in the first few days of such an illness. 
We recommend that you keep your child home during the first day or two 
of a cold. Spread of such infections occur through nasal drainage, 
coughing, and sneezing. If nasal drainage is profuse, or purulent (that is, 
thick and green), it is recommended that you keep your child at home until 
the drainage has diminished and is easily controllable with Kleenex. In 
such cases, please consult your pediatrician or further evaluation may be 
indicated if the symptoms last more than 3 or 4 days.  
 
Please make a phone call to your pediatrician before sending your child to 
school if he or she has any of these symptoms: 
• rash 
• sore throat 
• vague aches and pains, headache (flu symptoms), particularly in the 
presence of fever 
• vomiting and/or diarrhea 
• stomach pain 
• itchy, runny eyes 
 
Generally, if these symptoms are new, they are the beginning of 
something, usually a viral illness, but sometimes (uncommonly) a more 
serious bacterial infection. Such symptoms may resolve on their own. 
However, since in the beginning it is difficult even for physicians to tell, 
and it may be the period of the highest communicability, it is best to keep 
your child out of school until such symptoms either disappear or declare 
themselves. 
 
The same “bug” in different individuals can produce very different types 
of illnesses. (For instance, one child may have an ear infection, another 
may have pneumonia, another may only have a cold). For this reason, if one 
or more persons in a household are sick, pay careful attention to the 
others, for they may also become ill, but come down with totally different 
symptoms. It is not necessary to keep a well child home, simply because a 
family member is sick; however, it is important to watch such a child 
closely. 
 
The most important thing to remember is that the school community does 
not want children who are sick or contagious in school. If you are in 
doubt about whether your child is too sick to be in school, consult your 
pediatrician.  
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LICE: Lice are highly contagious. If the staff finds lice or nits (eggs) on 
your child, they will ask you to take your child home for treatment. If you 
discover that your child has lice or nits, do not send him or her to school 
until you have treated the child’s head with special shampoo and picked 
out all the nits. 
 
2. If your child needs medication at school 
If your child must take medication at school, you need to sign an 
“Authorization for Medication” form as required by law; these forms are 
available in the blue medication binder next to the First Aid box. Give the 
completed form and medicine directly to the director. You may want to 
review how you like to give your child medicine, or any special 
instructions with the director. Notify the director when the child is no 
longer taking medication so that the form can be placed in the child’s file. 
 
3.  Allergies:  
Please alert staff in writing about your child’s allergies (milk products, 
bee stings, penicillin, etc.). Unless you have an objection, we post a list of 
children affected by allergies on the refrigerator in the kitchen for 
quick reference by staff and parent helpers so that the parent helper can 
be informed and watch out for your child. 

 
I.  YOUR CHILD’S RECORDS. 

 
REQUIRED FORMS: Families must fill out several required forms at the 
beginning of September. If you have any questions about these forms, 
please contact the director or your buddy family. 
 
• The Department of Early Education & Care  requires that each child have 
an annual physical exam and that verification of that exam be on file at 
the school. In order to attend school, children must have up-to-date 
immunizations and lead test, or an appropriate letter on file. 
• The school also needs to have on file an important information form 
giving information about health coverage, pediatrician, emergency phone 
numbers and an ID form, updated annually. 
• Parents of incoming children must also return a developmental history 
form. 
Children’s records are privileged and confidential.  Only the Director 
will have access to the files in their entirety.  Financial information will 
be maintained in a separate space from the regular enrollment 
information.  Teachers will have access to the children’s files for the 
purpose of reviewing developmental information as recorded in progress 
reports, and developmental history forms. 
Children’s records will only be distributed to persons authorized by the 
family.  All authorizations must be in writing.  The family will receive 
notice in writing from the Director if their child’s record is subpoenaed.   
 
Parents will have access to their child’s file within two days after they 
have made a request for the file.  The Program will maintain a written log 
of each time a file is released. 
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Whereas we are a co-op and a very close community it is easy to share 
information regarding our friends and other co-op members.  Please keep 
in mind the following guidelines. 
 

Ø Every family in entitled to privacy 
Ø Please do not discuss personal information in the classroom 

areas or in the presence of the children. 
Please do not discuss other people’s personal information in the 
classroom areas or in the presence of the children. 
 
III. PARENT RESPONSIBILITIES  
 
As a co-op, the school relies on a high degree of family commitment and 
involvement. Family involvement is a critical part of the philosophy of the 
school and it helps keep our tuition low. One of the best benefits of 
involvement is that children have the opportunity to develop 
relationships with a number of adults other than their own parents. 
Parents and other family members also get to know each other and from 
new friendships. 
 
Every family participates in all of the following areas:  
 
(1) parent help in classroom (an average of 4-6 hours per month);  
(2) a parent job or committee (an average of 3-4 hours per month);  
(3) general meetings (2 per year); 
(4) small group meetings (5 per year);  
(5) supplying snacks (4-6 per year);  
 (6) two-to-four fundraising events per year;  
(7) one work day per year (a 4-hour shift) 
 
From time to time, families have a difficult time meeting their co-op 
obligations. If you don’t like your job and wish to switch, if you have 
difficulty understanding your parent help obligations, if you are 
suddenly called away for an extended time and cannot host a yard sale or 
open house, please ask the director for assistance. If you do not fulfill 
your obligations, the director will issue written notices. If you still do 
not meet obligations, the director will initiate a series of fines. 
Remember, if you do not fulfill your obligations, you are dumping them 
on someone else. 

 
A. PARENT HELPING 
 
1. Parent help overview 
One of the unique features of a parent co-op is the fact that parents are 
an essential supplement to the paid staff.   Parent Helpers are considered 
part of our adult-child ratio & are very necessary for the smooth running 
of the school. We need 2 each a.m.(8:30-1:00) and 1 each p.m.(12:00-2:30).   
It is essential that you be on time.  
 
Parent helpers work both with children and behind the scenes: bringing 
out toys in the yard, preparing snack, wiping down tables, and making sure 
the bathroom is safe and clean. 
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Please be considerate of your co-helper & divide the jobs accordingly. 
There is often plenty to do, so please check regularly with staff to see if 
anything additional needs to be done. If this all seems overwhelming, don't 
worry - you will get the hang of it. If at any time you are feeling at a 
loss, speak up! 
 
PARENT HELP SIGN  UP.  Parents sign up for parent help in September and 
January; families who attend the summer session will sign up again in 
June.  Usually the slots are filled on a first-come, first-choose basis.  We 
use a mathematical formula to determine the number of parent help days 
per family; the number depends from year to year based on how many 
families have multiple children in the program  (parents with two children 
in the school are responsible for 1.5 shares of parent help). 
 
Some parents choose to do their parent helping in full-day stints. If you 
have a child who only comes mornings, then you are only obligated to 
parent help in the mornings, but this extends to 1:00 and you and your 
child will eat lunch here on those days. If your child stays the full day 
you are obligated to parent help both mornings and afternoons. 
  
PARENT HELP SUBSTITUTES.   If you cannot make your parent help shift, 
you can try to switch with another family, substitute another competent 
family member or babysitter, or pay a substitute to perform their parent 
help from the approved sub list posted near the red door.   It is customary 
to pay subs $10.50 hour. It is customary, too, to pay your sub on the same 
day that he or she fills in for you.  
 
Note: Even if your other responsibilities generally preclude you from 
parent helping regularly, we strongly encourage you to parent help at 
least some of the time. Children are very proud to introduce their parents 
to their friends and look forward to the days when parents come to 
school and stay! 
 
SIBLINGS AND PARENT HELP: Please do not bring younger siblings to school 
when you are parent helping. It is against DEEC regulations to have 
younger children in the school. Consider making arrangements to trade 
baby-sitting with someone who also has a younger child. If you need a list 
of families with younger children, ask the director. Although these 
arrangements may seem awkward and time-consuming, not only will you be 
more effective, but you will enjoy yourself more and your child will have 
a better time too. 
 
PARENT HELP FINES: Because of the importance of this job, we will 
unfortunately have to fine you if you are either late or don't show. It was 
decided by the Steering Committee in 1993 that after 1 warning of being 
later than 8:40, or first time arriving after 9:00 an automatic $25 fine 
would be charged. If you do not show at all the fine will be $25 plus the 
cost of a substitute to cover your shift. If you must be late or you need to 
leave early, arrange with another parent to cover these times. 
 
Some points to keep in mind: 
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A. Because of coverage issues, you may not be able to always spend all of 
group time or outside time with your child's group. Children are not 
allowed in the kitchen at all (Church & Licensing regulation) so swap 
with the other parent if you need to be in the kitchen & it becomes too 
traumatic for your child 

 
B. Please bring your lunch, as going out to pick up lunch disrupts the 

schedule and leaves us low on coverage. Children of parent helpers 
who usually leave at noon should eat at 12:25 with the older kids. 
Coffee is available to parent helpers, but for safety purposes we 
request that it is drunk in the kitchen only. 

 
C. Note: If a stranger rings the bell, do not let them in! Ask them to 

please wait and ask the director or teachers for assistance. 
 
D. Do not worry! We have the parent help directions posted all over the 
school. 
 
PARENT HELPING SHOULD BE A NICE MIX OF INTERACTING WITH THE KIDS 
AND HELPING THE SCHOOL RUN WELL. SO REMEMBER HOW VITAL YOUR 
ROLE IS AND HAVE FUN! 
 
 
 
 
2.  The Parent Helper’s Day 
Do not worry about memorizing these directions – they are posted 
throughout the building.  
 

A.M. PARENT HELP 
 
8:30-8:45 Introduce yourself to other parent helper. Walk around 

perimeter of yard to check gates are securely closed & yard is 
trash free.   

 
8:45-9:30  One parent checks bathroom is clean & that there are adequate 

C-Fold towels cut in half & paper sheets for diaper table. Make 
bleach solution (1/8 tsp. Bleach to 1 quart water) in spray 
bottle on kitchen sink.  Bleach supply kept in cupboard under 
center block. 

           When snack arrives (by 9:00) other parent prepares it.  
PLEASE, NO CHILDREN IN KITCHEN EVER. 

  Then help out in classroom: supervise kids, encourage 
constructive play,            assist where necessary. 
Always be aware of safety issues. If unsure of anything,    
 ask Teachers.  
   
9:40 Parents help children clean up, wash snack tables with yellow 

sponges & bleach solution – quick wipe with paper towels. Use 
sparingly!  Make sure no children are near you - it’s unsafe!  

 Parents attend all-school meeting in YG, while teachers set 
up snack. 
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10:00  Assist Teacher with supervising the bathroom line & 
handwashing.  
  Only Teachers change  diapers or assist with toileting.   

All groups sit down for snack.  Sit with kids at tables & assist 
where necessary.   Encourage children to clean up when done, 
placing plastic ware in orange bin (empty cups  into bin not trash 
barrel). 

10:15  Both Parents dress children for outdoor play (before doing any 
cleaning). 
  One Parent goes outside immediately with teacher to supervise 
first children. 

Other Parent-Helper cleans snack tables (using yellow 
sponges), brings leftovers to kitchen & places dishes in 
dishwasher. Fill 2 containers with soap, set to ‘normal wash’ & 
start. Please check bathroom.  
Then help supervise outside. Make sure children are monitored 

closely. 
 
11:15   Children stagger in for group time.  Help them undress & get 
into groups.                Join Group Time, then assist with 
cleanup. Use dark sponges first then      bleach 
down using paper towels, getting ready for lunch.  Give rugs a quick   
  hand vac if necessary, for nap time.   
 
12:00  Pick up time for some, while others get ready for lunch.  

Parent & Teacher help kids wash hands & sit down with 
lunches. Oversee lunch tables, sitting with kids & helping 
where needed: open containers & encourage eating.  Help kids 
clean up – save leftovers in lunchboxes. Teachers change 
diapers, help with bathrooming, set up nap areas & settle kids 
on mats. 

 
 
 
 

P.M. Parent Help 
 
Ongoing:    Wash dishes and kitchen counters, sweep, ensure changing 
table is bleached             
                    down & covered with clean paper, diaper pail is emptied when 
necessary. 
 
12:00   If there is a third Parent Helper, help where the children need 
you most or              complete dishes. 
 
12:30   One Parent washes tables with yellow sponges, stack chairs & 
give floors a quick     sweep/mop (they're in kitchen next to 
fridge).  The a.m. parent leaves at 1:00 p.m.      Other Parent 
washes all dishes and paint stuff, & cleans kitchen counters.  Bleach  
  down surfaces well & put any leftover food away.  
  Check bathroom is clean & tidy (mop floor if wet). 
 
1:30  Help children dress for outside time. 
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  Supervise tightly in yard. 
 
2:25  Children come in to wait for pick-up. 
  Check kitchen is clean and dishes are all put away.  
  Please take out all trash, including the diaper pail (trash 
barrels are in the driveway). 
 
2:30   THANK YOU FOR ALL YOUR HARD WORK!!! 
   
    
 
Things to remember:  
* What isn't completed today, is left for the Parent-Helper the next day, 
which is unfair. 
* A.M. Parent Help is from 8:30 to 1:00. Please be on time. 
* P.M. Parent Help is from 12:00 to 2:30 
* When supervising outside, it's important that adults spread out in the yard & 
are vigilant  about watching  
for the kids safety.  Please don’t stand in groups & chat.  Keep a constant look-
out around perimeter of yard & under climbers. 
* Kids should never be in the bathroom alone, so try & keep track of them.  
Only Teachers  change diapers (except your own kid’s of course) & assist 
with toileting. 
* Transitions are the most hectic for Parents & the kids, so just focus on 
where the kids need     you most. 
* Always ask if you are unsure of anything. 
 
   
 
3. Working With Children 
 
In your role as parent helper, you will be required to work with children 
directly. This means helping them, guiding them, encouraging and 
supporting them. The following section is meant to provide some 
guidelines on how to do these things successfully and how to keep 
children safe. 
 
The following are strictly prohibited: corporal punishment, emotional 
abuse, humiliation, abusive language, and withdrawal of food and other 
basic needs. 
 
 
CHILDREN’S FEELINGS 
 A common observation many parent helpers have is that their own child 
often seems more excited, energetic, or clingy, and easily upset when the 
parent is there. This is all normal and indicates the emotional attachment 
the child has to you. It has been the experience of the teachers and of 
most parents that this sort of reaction doesn’t last very long into the 
morning if it isn’t encouraged. We suggest that you don’t try to keep track 
of your child during these times of parent helping--he/she will certainly 
be keeping track of you. If your child wants to stay with you all the time, 
try to bring other children to you also. If your child is asked to help with 
tasks like passing out cups at snack time, you can reassure his/her sense 
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of specialness and at the same time let him/her feel part of your work with 
the other children (but not when bleaching or working in the kitchen). 
 
I CAN DO IT! Be patient and let the children try to dress, flush toilets, 
serve snack, pour juice, etc. by themselves. They will take longer than you 
would and make more of a mess but kids usually get a real sense of 
accomplishment and pleasure from doing the kind of work they see adults 
performing. . However, some children ask for more help than others and 
they probably need it, but even when you are helping, emphasize their role 
and accomplishment--don’t do it for them.  If you need help putting away 
toys, ask! The children are enthusiastic helpers and enjoy the spirit of 
cooperation. 
 
ART ACTIVITIES: Smocks are available for art activities, but children don’t 
always wear them! Please be aware that the paint doesn’t always wash out. 
Things that children make are often very important to them. Depending on 
the child, the attempt is sometimes more important than the end result. 
Encourage children to talk about and display their work. If they wish to 
take work home, help them prepare it and place it in their cubbies. Avoid 
asking the child to describe his/her work or helping him/her create it. The 
question ‘what is it?’ might confuse children who might think their work 
must be recognizable to be acceptable. Other children may just be made 
self-conscious by such questions. Instead you might say: “Tell me about 
your painting” 
 
CLEAN UP: Clean-up is very important. Materials are much more inviting 
when they are orderly. Putting things where they belong can represent 
closure of an activity. There is a sense of completeness about seeing the 
puzzle, paint, or toy put back in its proper place under its proper label. 
Please let children experience working next to you as companions/friends. 
Chat with them, sing songs while you work, encourage them by complaining 
that you can’t find something you know they can easily find--anything to 
make clean-up or any other job more pleasant. Trying to find pleasure in 
tasks such as clean-up (which are not inherently enjoyable) can be a very 
valuable learning experience. Most children like to talk to adults; clean-
up often provides an opportunity for a one-to-one relationship with a 
child who is anxious for some special attention. There is clean-up before 
snack, lunch, and at the end of the day. 
 
There has often been a complaint that one parent helper does more 
cleaning than the other.  Be sure to share the less interesting tasks 
equitably with your co-helper. 
 
When Hands Should Be Washed 
Children:  
* Immediately before and after eating.  
* After using the toilet or having their diapers changed.  
* Before using water tables.  
* After playing in the yard.  
* After handling pets, pet cages, or other pet objects.  
* Whenever hands are visibly dirty.  
* Before going home.  
Parent Helpers and Staff:  
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* Upon arrival 
* Immediately before handling food. Always wear gloves. 
* After using the toilet, assisting a child in using the toilet, or changing 
diapers.  
* After contacting a child's body fluids, including wet or soiled diapers, 
spit, vomit, runny noses, etc. Wear gloves as well. 
* After handling pets, pet cages, or other pet objects.  
* Whenever hands are visibly dirty or after cleaning up a child, the room, 
bathroom items, or toys.  
* After removing gloves used for any purpose.   
* Before giving or applying medication or ointment to a child or self.  
* Before going home.  
* Even when gloves are used, hands should be washed immediately after 
gloves are removed. Use of gloves alone will not prevent contamination of 
hands or spread of germs and should not be considered a substitute for 
hand washing.  
 
Rubbing hands together under running water for twenty seconds is the 
most important part of washing away infectious germs. Pre-moistened 
towelettes or wipes and waterless hand cleaners should not be used as a 
substitute for washing hands with soap and running water. Towelettes 
should only be used to remove residue, such as food off a face. When 
running water is unavailable, such as during an outing, towelettes may be 
used as a temporary measure until hands can be washed under running 
water. 
 

How to Wash Hands 
* Always use warm, running water and soap. Antibacterial soaps are not 
required. Pre-moistened cleansing towelettes or wipes do not effectively 
clean hands and do not take the place of hand washing.  
* Wet the hands and apply a small amount (dime to quarter size) of liquid 
soap to hands.  
* Rub hands together vigorously until a soapy lather appears and 
continue  
for at least 20 seconds. Be sure to scrub between fingers, under 
fingernails, and around the tops and palms of the hands.  
* Rinse hands under warm running water. Leave the water running while 
drying hands.  
* Dry hands with a clean, disposable (or single use) towel, being careful 
to avoid touching the faucet handles or towel holder with clean hands.  
* Turn the faucet off using the towel as a barrier between your hands and 
the faucet handle.  
* Discard the used towel in a trash can lined with a fluid-resistant 
(plastic) bag. Trash cans with foot-pedal operated lids are preferable.  

 
 
 
 
 
DISCLIPLINE 
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Discipline and guidance shall be consistent with and based on an 
understanding of the individual needs and development of each child.  
 
(1) Demonstrate expectations and rules regarding child's behavior in a 
clear, consistent and concrete manner.  
(2) Whenever possible, use positive reinforcement to encourage a child, 
rather than negative. 
(3) Be a positive role model. 
(4) Anticipate problems and try to prevent them by distracting or 
redirecting the child, giving gentle but firm reminders, using humor, 
changing group composition, etc. 
(5) Children should not be allowed to hurt others, physically or 
verbally. 
(6) Try to encourage children to resolve conflicts among themselves 
while remaining close by for support and modeling. Encourage them to 
verbalize problems rather than use physical expression. 
(7) Give children choices when conflicts arise. If negative behavior 
persists, point out natural and/or logical consequences in a calm, non-
threatening manner. 
(8) When all other methods fail, a child may be removed from the group 
briefly (as previously warned), in order to gain control of themselves. 
(9) Children may not be subjected to neglect, physical punishment, verbal 
abuse, ridicule, humiliation, denial of food, rest or bathroom facilities. 
 
Punishment for soiling, wetting or not using the toilet, or related to 
eating or not eating food is absolutely not permitted.   
 
AGGRESSION: We would like to see children learn to deal with their own 
aggressive and hurt feelings in a manner acceptable to themselves and 
others. However, adult intervention is often necessary. The teachers 
generally handle these situations; parent helpers should support the 
teachers—even if you disagree. 
 
Many of us are concerned about the amount and type of aggression 
displayed by our children. However, we are equally concerned with the 
apprehension displayed by many parents in dealing with aggression. It is 
often a matter of being on top of the situation and of using our common 
sense; don’t be timid when it comes to using your judgment. If intervention 
is necessary, try to help all the children involved talk about how they 
feel and why, without being judgmental yourself. Let kids know it is all 
right to feel angry, but it is not okay to clobber someone. Remember, a 
child’s yelling at another child, instead of hitting, is a step toward self-
control. If you are angry with a child that child will probably know it, so 
you might as well admit it. Let the child know it is the behavior that upsets 
you, not the child him/herself. 
 

 
i.  HELPING CHILDREN STAY SAFE AND HEALTHY 

 
You can help us to prevent most injuries at school by:  
* Supervising children carefully.  
* Checking the care and play areas for, and getting rid of, hazards.  
* Teaching children how to use playground equipment safely 
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* Understanding what children can do at different stages of development. 
Children learn by testing their abilities. They should be allowed to 
participate in activities appropriate for their development even though 
these activities may result in some minor injuries, such as scrapes and 
bruises. However, children should be prevented from taking part in 
activities or using equipment that is beyond their abilities and that may 
result in major injuries such as broken bones. Please ask teachers if you 
have questions about a child’s skill.  

ii. WHEN SOMETHING GOES WRONG 
 

If a child is hurt at school, immediately check to see what the problem is. 
And calm the child. Call for a teacher who will apply first aid if 
necessary.  BE SURE TO TELL THEM EXACTLY WHAT YOU SAW SO THAT PARENTS CAN BE 
NOTIFIED. ONLY TRAINED STAFF MAY APPLY FIRST AID. 
 
Another way parent helpers can help keep children well is to ensure they 
wash their hands often and effectively—as well as making sure their own 
hands are clean. 
 
 
B. SNACK 
 
 Each family is required to bring part of the snack to school about once 
every six weeks. Please bring snack between 8:30 and 9:00 so the parent 
helpers will have a chance to do any necessary preparations. It is not 
necessary to peel and cut fruit and vegetables. Teachers/parent helpers 
will do this just before serving.  
 
You will be serving approximately 45 children. We try to make these 
“finger” foods as much as possible for convenience.  We have children 
with severe allergies. Please make sure that you check the website for the 
allergies to avoid. 
 
Snack Do’s & Don’ts 
 
DON’T … 
skimp – see quantities below 
bring any snack that is already opened 
choose banana yogurt -- most kids prefer vanilla or strawberry 
buy “regular” jelly – only fruit spread 
buy popcorn, grapes, or baby carrots 
buy processed American cheese 
DO NOT BRING open packages from home. All snack items must be fresh and 
unopened. 
 
DO … 
provide enough snack for 45 children 
choose natural, unprocessed, organic foods whenever possible 
buy two kinds of fresh fruit or vegetables to provide variety 
choose natural, low-sugar spreads 
think creatively – colorful food is very appealing to kids 
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SNACK SUGGESTIONS & QUANTITIES 
 

1. Fresh Produce 
Apples: 15-20 large crisp apples 
Bananas: 3 large or 4 medium-sized bunches 
Broccoli: 8 crowns 
Carrots: 3 bags full size only 
Celery: 3 bags 
Corn on the cob: 1/2 cob per child 
Melons: 5 
Oranges: 15-20 medium sized oranges 
Peppers (green, red, orange, or yellow): 8 
Pineapples: 5 
Pears: 15-20 large pears 
Strawberries: 6 pints 
 

2. Packaged Fruit  
Apple Sauce: 2 jars (32oz.) all natural variety 
Pineapple Chunks: 5 large (48 oz) cans in natural juice 
Raisins: 2 large tubs (*raisins should only be served in combination with 
other fruit/veg) 
 
TIP: Offering two different kinds of fruit or vegetables is a great hit with 
the kids. Halve the quantities above and provide equal portions of both if 
you do this. 
 

3. Protein 
Cheese: 2 pounds  
Cream cheese: 3 tubs 
Hummous: 3 tubs 
Yogurt: 4 large containers (32 oz. ) 

 
4. Carbohydrates are bought by the school 

 
Sauces/Dips/Spreads 
Drew’s Orange-Sesame Salad Dressing: 1 bottle 
Guacamole: 24 oz. 
Mild Salsa: 32 oz. 
Natural Veggie Dip: 24 oz. 
Fruit Spread: 1 18oz jar 
Tabouli: 24 oz. 
Tzaziki: 24 oz. 
 
 
TODDLER FOODS:  
Baby carrots, grapes, raisins etc. are a choking hazard for the youngest 
group; so please bring something else for them, too. According to DEEC, 
we are not allowed to serve popcorn or nuts in preschools. 
 
PROCESSED FOODS: We encourage parents to avoid “processed” foods as much 
as possible and to offer whole foods and raw foods instead. We also avoid 
unpasteurized cheeses and fruit juices to protect kids from food-borne 
illness. 
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SUGAR: Sugar does not have any particular nutritional value and it does 
have notable dampening affects on appetites. It can interfere with a 
child’s desire for otherwise nutritious food and, as any dentist will tell 
you, it can do a number on children’s teeth. 
 
At Agassiz, we urge parents to limit sugar, to try to bring nutritious 
foods, and to offer sweet foods at snack and birthday in moderation. In 
that most of the evidence is unclear at best, we will not serve any foods 
that contain artificial sweeteners. If you bring popsicles, please to don’t 
bring the kind that contain Nutrasweet™ or saccharine. 
 
CAFFEINE AND CHOCOLATE: At Agassiz, we do not serve snacks that contain 
caffeine Unlike sugar, caffeine can affect children’s activity levels, heart 
rates, mood, and metabolism. Most chocolate contains some caffeine. 
Chocolate also makes some kids anxious, and it can provoke allergic 
reactions. We strongly urge parents not to include any lunch items that 
contain caffeine. Please read the labels on your food choices to be sure. 
 
JUICE AND WATER: At Agassiz, we encourage kids to drink water and 
generally serve water when children are thirsty. We normally do not 
serve juice, although on occasion we will serve a small drink of juice. 
There is medical evidence suggesting that many kids drink too much juice, 
that too much juice can negatively affect development and cause dental 
problems. The American Academy of Pediatricians recommends no more than 
8 oz. (one juice box) of juice per day. 
 
We do not serve juices with added sugar. Water is always available. Parent 
helpers should offer water when a child asks for a drink and try to think 
of juice more like a snack. 
 
C. PARENT JOBS 
 
COMMITTEES AND JOBS: Each family (regardless of the number of children 
attending they school) must choose a job. A description of family jobs 
follows. 
 
Job Assignments: Parents will be given the opportunity in September to 
make three jobs selections and list them in order of preference; if there 
is more than one family desiring the same job, the names will be entered 
into a lottery. (The people who do not get their first choice will then be 
entered for their second choice, and so forth.) Most jobs are filled by the 
fall meeting. At the discretion of the Director and the Steering 
Committee, parents may continue in the same job from year to year. Some 
essential jobs are filled in the summer. It is in the school’s best interest 
that heads of committees be families with experience in our school. They 
will be given preference for these jobs, though we do try to match up 
parents’ skills with the jobs that need to be filled. 
 
If you have a special skill or talent that you think would benefit the 
school but isn’t reflected in the job options, please talk with the 
director. The board often revises jobs not only to meet the needs of the 
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school but also to create ways for families to be full participants in the 
community. 
 
Failure to do your job: The tuition you pay at this school is substantially 
less than what you would pay elsewhere because each family agrees to 
serve a role in the administration, maintenance, or operations of the 
school. In fact, one person estimated that our tuition is about a third less 
because of what parents are willing to do. If you are unhappy with your 
job, please see the director. Jobs can be switched from time to time and 
adjusted to meet individual needs. 
 
When a family fails to do its job, it is unfair to other families who are 
working to keep tuition low. Therefore, families who fail to do their 
jobs will be issued a warning, followed by a series of fines, then 
possible termination of contract. 

1) When a family does not attend a designated work shift on a workday, 
fundraising event, clearout or putback, the director will assess if 
there is a good cause (e.g. illness in the family) for non-
participation. That family can then do a make-up task per the 
director’s discretion. Otherwise the family will be responsible for a 
fine of $25 per hour not worked. 

2) If a family is unable to attend a designated work shift a second time 
in a year, the director will fine the family automatically $25 per 
hour not worked. 

3) If a family is unable to attend a designated work shift a third time in 
a year, there will be the same fine as well as an evaluation of the 
family’s suitability of enrollment in the parent coop. The director 
will decide, with the Board’s support, whether the family will be 
able to continue at Agassiz. 

 
 
 
D. OTHER OBLIGATIONS 
 
WORK DAYS: There are two work days per year. Each family is required to 
participate for four hours in one of the work days. General cleaning, 
maintenance, and special repair projects are taken care of at this time. 
Work days are coordinated by the repair and maintenance families. 
 
FUNDRAISING: Agassiz undertakes several important fundraising events each 
year. As a co-op member, each family is required to participate in these 
events. 
 
Money raised through these activities has two purposes.  Most (or 
sometimes more) of the money goes directly to scholarship funds. An 
additional third goes to capital improvements and school resources. In 
general, events that involve the external community generate scholarship 
funds, while events involving primarily Agassiz families support capital 
improvements and school resources.  We hold several fundraising appeals 
over the year, including letters to both alumni and current families.  
Although contributions are strictly optional, we welcome any 
contributions current parents can make.  If you are able to make a 
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donation, find out if your employer offers gift matching programs. . All 
gifts are tax-deductible. 
 
In addition, we hold three fundraisers a year.  All parents are required to 
work at these three events—many, if not most, parents, find these to 
actually be fun obligations. 
 
Silent Auction  & Concert(not required but highly encouraged).  Parents 
donate hand-made goods or services; collect donations from local 
businesses; encourage friends and family to come to a music-filled event 
to bid on wonderful items. 
 
Holiday Tree Sale: (required): The Tree Sale our biggest fundraising 
effort. It brings in about two thirds of our scholarship budget each year. 
 
Yard Sale: (one shift required): The school holds one yard sale each year. 
The Yard Sale generates about one quarter of our scholarship budget 
each year. This sale is very popular in the neighborhood and has developed 
quite a following. Agassiz Families use the yard sale to donate all kinds 
of things: furniture, books, baby furnishings, plants, strollers, kids 
clothes in good condition, computers, kitchen items. appliances, even used 
cars. In the past, the yard sale has been enhanced by baked goods and 
home-made crafts as well.  
 
Each family is required to work one yard sale shift a year. You can be part 
of the set up, selling, or clean up teams. Yard sales are a great way to get 
to know other families at school and to meet the many alums who come 
back. Your donations of used goods to the yard sale are tax deductible. 
Please see the fundraising manager for fair market value information and 
a receipt for your tax purposes. 
 
Other projects (may be required by vote of the board): In the past we have 
conducted raffles, art auctions, and fairs. These extra efforts are 
usually designed to meet some specific needs of the school and they 
reflect the talents and interests of the people who serve on the 
fundraising committee. One year, for example, we raised money to buy new 
playground equipment, another year there was a special drive to create 
more scholarship money. 
 
 
 
E. KEEPING IN TOUCH: notices, meetings, and social get-togethers. 
 
• Day-to-Day Communication 
Daily Notices: We depend on the mailboxes for much of the communication 
within the school. Please check your mailbox at least once a day. In 
addition, important notices, schedules and sign-up sheets are posted on 
the doors of the school. Be sure the check these every day as well. 
 
Director’s Letters:  when needed 
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Newsletter: This comes out 3/4  times a year and contains a great deal of 
information. The family responsible for publishing the newsletter shapes 
its content. 
 
Phone List: Agassiz distributes a phone list that includes every family’s 
name and address. This list is handed out so that parents can carpool, 
arrange play dates, trade parent help days, and get to know other families. 
The phone list is also available on-line with your password. If your 
number or address changes or if you notices any errors, please let the 
director know so that we can keep the phone list up-to-date. 
 
• Meetings 
General Meetings are meetings held for the entire parent body. One is 
held in the fall as an orientation to the school for new parents, one mid-
winter and one in the spring for the election of the steering committee. 
General Meetings may also be called if a third of the parent body is in 
disagreement with decisions made by the Steering Committee. General 
meetings are held to keep the parent body informed about school issues 
and, in the spring, to elect members of the Steering Committee. Special 
General Meetings can be called by petition of one third of the parent 
body. The purpose of special General Meetings is to review a controversial 
decision by the Board and put it before the entire parent body for a vote. 
 
General Meetings can also be held if one third of the parent body 
petitions, a special General Meeting will be called. The agenda is set by 
the Board or by the petition of the parent body. Every family present has 
one vote. There are no proxy votes. The teachers collectively have one 
vote. The administrative team has one vote together. Staff does not vote on 
personnel or financial matters. 
 
Board Meetings are held once a month and are open to all parents and 
staff. Notes are distributed to every family following the meeting. 
 
Small Group Meetings provide a forum for all parents to meet every 
other month, usually with the teachers, to address issues that concern 
their age group. The small group meetings are attended by parents in an 
age group and the teacher. Occasionally the educational director or 
administrator will attend. They are held about once a month, with the 
option of meeting without a teacher occasionally. These smaller meetings 
are particularly valuable because they are more personal, open and 
supportive. They provide an opportunity to discuss the needs and issues of 
children in a particular age group and can be a meeting/workshop for 
parent education. These meetings also offer a time for socializing with 
other parents of your child’s age group.  
 
The schedule of the small group meetings is up to those groups. It is 
recommended that they meet monthly, and that they schedule their 
meetings to occur a week prior to Board meetings, if possible, in order to 
take up items on the Board agenda. 
 
Each small group meeting is run by its small group coordinator. The 
coordinator is responsible for scheduling the meetings, setting the 
agendas, and representing the group at Board meetings. Small groups 
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usually operate consensually. However, if formal votes are taken, each 
member is entitled to vote. Staff present may not vote on personnel and 
financial matters.   
 
Social get togethers 
Each year, Agassiz holds a number of pot lucks so all the families and 
staff can meet and eat together.  Traditionally, potlucks have been held at 
Halloween, just before winter break, graduation, and in the summer with 
new families.  Some years, more are held as well.  It is important that 
parents remember to be respectful of the school during these events.  You 
are responsible for your children—especially your older children—and 
must make sure they are not harming school property.  Please be mindful 
and help clean up before you go home. 
 
 
 
IV. Organization of the school 
 
A.  ADMINISTRATION: Agassiz Preschool is governed by a Board which is made 
up of parents and staff. The parent representatives are elected each year 
at the general meetings. Staff board members are selected by the staff. 
Many policy decisions are made at monthly board meetings. The board 
makes decisions about budget, tuition, salaries, school policies, program, 
and operations. However, parents may supersede board decisions by a 
majority vote at a general meeting of the school. These general meetings 
are held three times a year but may also be called by a petition of one 
third of the parent body (see General Meetings below). 
  
All parents are welcome to attend monthly board meetings. An agenda is 
posted ahead of time for general review. If you would like to serve on the 
board, please attend a few board meetings, and make your interest known.  
 
B.  WHEN THERE’S A PROBLEM 
 

1. If a family has a problem with a staff member 
Should a problem arise with employees, parents should first try to 
resolve problem directly with the involved staff person.  If the 
resolution is unsatisfactory, the next step is to meet with the director.  If 
the problem persists, parents should appeal to the Executive Committee, 
who will respond within two weeks. 
 
2.  If the school has a problem with a family 
 
Should an issue arise with a child or family, the director is authorized to notify 
them that there is a problem. S/he will meet with the family and with the teacher/s, 
to develop a corrective plan, specifying an acceptable time over which improvement 
is to take place.  If, over the designated period of time, improvement is not made 
and/or parents fail to participate in or cooperate with the corrective plan, the 
Executive Committee may decide to intervene. After reviewing the case, their 
decision could be to either terminate the family’s contract or not to renew it for 
the following year.  
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Agassiz Preschool, Inc. makes every attempt to avoid asking a family to leave, but 
reserves the right to terminate or not renew a family’s membership in the school.  
Grounds for such action shall be: 
A.  Danger or substantial risk to the health and safety of child and/or others. 
Should a child pose an immediate threat to the health and safety of him/herself or 
others, and/or 
need constant individual supervision, the director shall have the authority to 
temporarily exclude  
the child from the Center.   
B.  Non-compliance with the Centers policies. 
By contract, each family has an obligation to participate in the work of the 
cooperative, as well  
as follow all policies that over the years have been developed by the parent body.  
It is the policy of  
Agassiz that non-fulfillment of these obligations may, in certain cases of serious 
non-compliance,  
be grounds for termination or non-renewal of contract.  In each case, every effort 
will be made  
to balance the needs of the individual families with the needs of the cooperative as 
a whole. 
C.  Failure to pay tuition. 
A late fee will be assessed on any payment more than 30 days overdue.  Parents in 
arrears by two  
monthly installments or more must agree to an adjusted payment plan and adhere 
to it.  Otherwise 
they will need to withdraw their child from the school. 
D.  Consistent disruptions to the functioning of the Center by the child or 
parent. 
Whenever a child or a parent’s behavior substantially disrupts the program taking 
additional time or resources  
of the staff or other families from regular school functions, the director is 
authorized to begin non-compliance proceedings. 
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C. TUITION AND PAYMENTS 
Agassiz has a long tradition of keeping tuition low. Compared to the other 
co-ops in the area, we are one of the least expensive preschool co-ops on a 
per hour basis. This is a function of our ingrained thriftiness, our desire 
to make this experience accessible to a wider range of people, and the role 
of parents in the school. 
HOW TUITION IS SET: Each year the board sets the tuition rates for the 
following year. 
Tuition is usually increased by at least the rate of inflation and after 
considering other school needs. If you are interested in tuition issues, 
please attend a board meeting or offer to serve as an associate member of 
the finance committee. 
 
1. How tuition is paid 
INITIAL DEPOSIT: To reserve your space for the coming year, you must 
prepay one month’s tuition (1/10th of the annual tuition) which is non-
refundable. This deposit is applied as your first month’s payment. 
PAYMENT SCHEDULE: 
Tuition is paid on one of three plans: annually (due September 1st), 
semesterly (due September 1st and January 1st), or in ten installments. 
There are no payments due in the summer, except to prepay by August 1 for 
the following September. Your fee agreements which are signed in 
September, indicate the details. 
The payment schedule is as follows: 
At the time of acceptance: one month’s deposit 
August 1: September’s tuition minus the deposit 
September 1: full tuition due for the month of October 
October-May: full tuition due for following month. 
PAYMENT TERMS: Monthly bills will be issued by the first day of each 
month. Payments 
are due between the 1st and 15th of that month. Payments by check shall 
be made payable to "Agassiz Preschool, Inc." A separate box above the 
mailboxes is set up for receipt of tuition payments. 
LATE PAYMENTS: Any account that remains overdue beyond 30 days will be 
assessed 1% interest on any balance on the 1st of the month until the 
balance is paid in full.   Parents in arrears by 2 monthly installments or 
more must appear before the Executive Committee and agree to an adjusted 
payment plan and adhere to it or withdraw their child from school. 
HARDSHIP EXCEPTIONS: Parents can apply for a hardship exception to 
this tuition agreement by making a request in writing to the Finance 
Committee. 



 35 

 
 
2. CHANGING FROM FULL DAYS TO HALF DAY, OR VICE VERSA 
Parents will only be allowed to change from PM to AM status during the 
month of 
September or during the first week of school following Christmas 
vacation. If you switch 
any other time you will be responsible for the full PM tuition. Children 
may switch from 
AM to PM status at any time, and tuition will be adjusted on a pro-rated 
basis. Because 
tuition is paid in ten installments, the director will recalculate the 
amount of remaining 
installments for any overpayment or underpayment. 
Tuition will be adjusted for AM families wishing their children) to stay 
some afternoons. 
AM children may stay until 2:30 on an as needed basis, upon request, for 
an additional 
$20 per extra afternoon. The additional charges will be reflected on the 
next month's 
tuition bill. The same applies to the extended day, but at a rate of $22 per 
day. 
 
3. SUMMER TUITION AND REBATE OF SUMMER TUITION: 
Tuition for the summer program is included in the 10 monthly payments. 
A. Parents who notify the school by May 15th (a reminder will be sent by 
May 1st) that they will be withdrawing their child for the entire summer 
session are entitled to a rebate in an amount up to one half of the tuition 
(generally, one tuition payment) for the summer program, subject to a 
budget evaluation in the Spring. There is no guarantee of any refund if 
the budget requires this income which cannot be made up elsewhere. 
B. Parents who have given such withdrawal notice by May 15th may re-
enroll a child for the summer session (or a portion thereof) if the 
following conditions are met: 
• Re-enrolling their child will not exceed the maximum summer 
enrollment. (Parents are responsible for checking this) 
• Parent is responsible for one AM parent help per month; and 
• Parent pays tuition on a pro-rated basis per week of child's attendance. 
 
4. EXTENDED ABSENCE FROM  SCHOOL 
If your child is absent from school for any extended (three months or 
more) period of time, the family must still pay 100% of the total tuition to 
hold the place for the child’s return. 
 
5. WITHDRAWAL FROM THE SCHOOL 
Parents who withdraw their child prior May 31st must submit written 
notice of withdrawal to the school director at least 30 days prior to the 
child's last day. Parents who withdraw their child from the school at any 
time after signing the tuition contract, remain responsible for the 
remainder of the annual tuition. Agassiz Preschool will make every 
reasonable effort to fill the resulting vacancy up until February 1st of 
the relevant school year. If the vacancy is filled, your liability for the 
tuition will be reduced by the amount covered by the tuition of the new 
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family. The sooner you notify the school of your plans to withdraw, the 
greater the chance of our filling the vacancy. We recommend at least 30-
days notice. 
For parents who have paid tuition in advance: If the school is fully 
enrolled and a suitable replacement for the withdrawn child is found, 
parents will be entitled to a refund of excess tuition to cover the period 
from the beginning of the school year until the date the replacement 
begins school. 
 
6.SCHOLARSHIPS: The school offers scholarships to about 25% of our 
families each year. Scholarships are generally awarded in June for the 
following school year. The amount awarded is deducted from the total 
tuition and installment payments are adjusted accordingly. These 
scholarship help to create socioeconomic diversity within the school and 
they allow us to reach a wider range of local families. Many alumni 
families and friends contribute to the scholarship fund. All 
contributions are welcome and will go to deserving families.  
Scholarships are generally awarded in May for the following school 
year. The amount awarded is deducted from the total tuition and 
installment payments are adjusted accordingly. 
 
7. Miscellaneous 
EMPLOYER SUBSIDIES: Many large employers subsidize some or part of 
their employee’s preschool or child care programs. Please check with your 
employer about subsidies before requesting financial aid. Some employers, 
such as the educational institutions who have their own on-site child care 
programs, may well consider helping employees and students with off-site 
programs. The funds we raise for financial aid are hard won and the 
result of the combined efforts of many Agassiz families. If your employer 
will consider paying a portion of your preschool or child care expenses, 
that could mean we can offer scholarships to more families. If you are an 
employer, are you offering your employees assistance in this area? If your 
employer does not offer child care assistance, but you think that they 
might consider it, we have a letter that we can send to your employer 
outlining the benefits and issues. Ask the school Director for a copy of 
this letter. 
TAX DEDUCTION INFORMATION: Your Agassiz Preschool payments may be 
deductible in full or in part. Please consult your tax professional. 
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Appendix One: Parent Job Descriptions: 
 
Chair 
The Chair is elected by the parents. Any family may run for Chair. The 
Chair presides at Board Committee meetings, meets regularly with the 
Director, helps to develop a plan for the school with the Board, sets the 
agenda for the Board, and monitors the progress of the plan. The chair 
provides leadership, enthusiasm, support, and direction. The Chair, The 
Vice Chair, and the Director are responsible for responding to 
suggestions and for ensuring that suggestions, plans, and efforts are 
implemented. Each year, the Chair should concentrate on the development 
and successful implementation of a plan addressing the school’s 
priorities and needs. 
Helpful: Previous board membership, management, leadership ability, 
experience with not-for-profit organizations. 
COMMITTEES: Board, Executive Committee, Finance 
 
Vice Chair 
This person runs meeting when the Chair is not available. He/she supports 
the Chair and also sits on the Executive Committee as a liaison to the 
Board. S/he keeps track of various committees and their responsibilities. 
The Chair, the Vice Chair and the Director meet monthly and are 
responsible for responding to suggestions. 
Helpful: Previous board membership, management, leadership ability 
COMMITTEES: Board, Executive Committee 
 
Clerk 
The Clerk assumes responsibility for communicating board decisions and 
school matters. The Clerk records the minutes of the board meetings, and 
reports to the parents. The minutes of each board meeting should be 
reported to parents in a timely manner—ideally within 72 hours of any 
meeting. The Clerk maintains a record of the minutes of all board 
meetings. He/she also distributes notices of the board meetings to the 
parent community and manages and distributes all documents and 
materials distributed at board meetings. The Clerk also posts the agenda 
for each board meeting a week before each meeting. 
COMMITTEES: Board 
 
Treasurer  
(2-3 hrs/week) 
The Treasurer serves as the school’s financial expert. The Treasurer 
works with the Director to develop the budget, assess records and 
tracking, monitors expenses and income, and reports financial news to the 
board. The Treasurer also ensures that taxes are filed, and writes the 
annual report and other periodic reports as required by law, reviews 
insurance, manages excess cash, pension plans, etc. 
Required: Financial analysis /accounting background. Passion for 
spreadsheets. 
COMMITTEES: Board, Executive Committee, Finance Committee 
  
Group Coordinators (3) 
 (4-5 hrs a month) 
Youngest Group, Middle Group, Oldest Group 
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Group Coordinators are their groups’ representatives on the board. They 
act as go-betweens for parents and the Executive Committee and are 
elected at small group meetings. Group coordinators also write up “class 
notes,” every other week--descriptions of what’s going on. They manage 
their groups’ participation in school activities such as field trips, and 
also relay unexpected school closings to parents in their group whenever 
school closes due to snow or other conditions. 
 
Group Coordinators are expected to organize a meeting every other month 
with the group’s teacher to discuss school issues, developmental issues, 
etc. Group coordinators also organize teacher gifts. 
Group coordinators are also asked to ensure that group families respond 
to surveys, understand policy, understand their job responsibilities, and 
in other ways feel comfortable participating in school life. 
Helpful: The Youngest Group Coordinator should have good people skills, 
good communication skills, flexible time for evening meetings. 
COMMITTEES: Board 
 
Yard Sale Organizers (2) 
The Yard Sale organizers manage the yard sale and fair each year—in late 
spring. All parents participate in carrying out the necessary tasks 
associated with these sales—the Organizers assign tasks, manage the yard 
sales, and oversea the event on the day of the sale. The Organizers attend 
Fundraising Committee meetings and help to enhance the yard sales so 
that they can earn more $$$. 
Helpful: Organizational skills, Team building skills, creativity, and 
common sense. 
COMMITTEES: Fundraising 
 
Silent Auction/Concert Manager (2) 
In February/March the managers organize an auction &/ a concert for 
adults or for kids with the assistance of the entire school.  
COMMITTEES: Fundraising 
 
Alumni Communications/Mailing List Developer 
Three times a year a letter/postcard is mailed to alumni families. This 
letter describes the activities of past Agassiz kids and staff and solicits 
notes for future newsletters and contributions. The alumni 
communications person must write thank-you letters, and pictures must be 
sent to all donors within a week of their donation. The alumni 
communications person submits a plan for these activities and reports on 
progress. The mailing list developer creates and maintains the school 
databases. These databases include: current families, past families, 
preschool-related organizations, and prospective families. The mailing list 
developer prints labels of lists as needed by other teams and task forces.  
Helpful: Excellent writing skills, computer skills. 
COMMITTEES: Outreach 
 
Tree Sale Organizer & members   
(40 hrs over 3 months) 
The Tree Sale organizer & members organize all aspects of the Holiday 
tree sale—including advertising, direct mail, flyers, involvement of all 
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parents, tree purchases and deliver, etc. This family creates the schedule, 
organizes loading, finds the Santa suit, manages the set-up, the holiday 
lights, the supplies, etc. The Tree Sale manager works with the 
Fundraising committee and helps to identify ways to enhance this event 
and earn more $$. 
Helpful: Extremely organized, local during the holiday season. This is the 
most important fundraising event of the year. A great job for people who 
cannot work throughout the year. 
COMMITTEES: Fundraising 
 
Raffle organizer 
The raffle organizer puts together the materials and motivates the parent 
body to contribute strong raffle prizes. The drawing takes place at the 
yard sale. 
 
 
Open House Manager & Admissions 
The Open House Manager is responsible for organizing two open house 
events a year—one during the week in the fall, and one around Valentine’s 
Day. The Open House manager coordinates support efforts with the 
publicity/outreach manager, evaluates the success of these open houses 
and reports the results of these events. S/he works with the Director to 
maintain full enrollment and encourage inquiries, reviews applicants and 
helps the Director determine criteria for admission. This person is 
responsible for creating, implementing, and reporting on admissions 
activities. S/he may conduct market research and marketing efforts and 
present & promote the co-op concept at local companies, and send 
appropriate marketing materials to target organizations. 
Helpful: Organizing skills, interest in publicity, enthusiasm for the 
school. 
 
Community Developer/Parent Participation 
This member organizes all-school seasonal events and outings, staff 
birthdays, random acts of appreciation, graduation, and other fun things. 
S/he also arranges for speakers, educators, and special guests to come 
talk with parents. S/he also monitors parent responsibilities to ensure 
fair distribution of the workload; keeping a chart of activities in the 
school & on the website, & sending out occasional reminders. 
Helpful: Organizational skills, great attitude, sense of realism, 
resourceful. 
 
Newsletter Publisher 
The school newsletter is a document for updating parents on school 
issues, and for reporting on parenting, community, and school related 
topics that may be of interest to our families. The newsletter manager is 
encouraged to solicit submissions from all families over the course of the 
year. In addition to providing useful information, the paper could help 
strengthen the Agassiz community. 
The Newsletter Publisher may redesign the parent newspaper and 
implement a new approach. For example, the Newsletter Publisher include 
information on early education topics, ask for reviews of books, media or 
activities, create a classified section, profile families, interview staff, 
responses to suggestions, etc. The paper may also include the calendar. 
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The paper is expected to come out at least 6 times a year. 
Required: Skilled at writing, editing, and desktop publishing and have 
access to any necessary computers or other necessary materials for this 
job. 
 
Administrative Assistant    
(3-9 hrs a month):  
This person assists in filing, mailing out admissions packages, going to the 
post-office, copy store, working with various school documents, and 
occasionally writing letters and typing other materials. This is general 
office work. This person works primarily with the School Director. 
 
 
Web Master/Computer Consultant     
(3 hrs. /week) 
The Web Master creates and maintains the web page and tracks results. 
S/he enters the new calendars, parent help schedule & any outreach 
materials. The Web Master should also develop an e-mail communications 
system for the school and for families who have e-mail.  
Required: Internet skills 
 
Supplier  
The supplier purchases supplies and arranges for deliveries as requested 
by the staff. This family makes purchases for the school about once or 
twice each month. The Supplier should also investigate possibilities for 
reducing costs, mail order options, etc.  
Helpful: Interest in shopping, car. 
 
Repair & Maintenance  
(2 members) 
This team organizes and sets the agenda for workdays with the Lawn and 
Yard Coordinators, and manages and carries out ongoing maintenance for 
the school.  
Required: Knowledge and experience with building systems, maintenance, 
and materials. Knowledge of building code requirements would be 
helpful. 
 
Lawn and Yard Team (6 members) 
 (3-4 hrs a month in good weather): This team organizes and sets the agenda 
for workdays, and manages and carries out ongoing law and yard work, 
such as pruning, weeding, and mowing. Need to be available during the 
summer months. 
Helpful: Gardening or landscaping background/interest. 
 
Parent Help Coordinator   
(30 hrs. a year): The Parent Help coordinator creates and distributes the 
parent help schedule, and assists families in switching parent help and 
finding subs. When families leave the school it is important to reschedule 
parent helps!! This person organizes any on-going parent help training 
after orientation and manages parent help issues, including parent help 
fines, missed parent helps, etc. S/he gives input each year to the director’s 
parent help training session. The Parent Help manager should work with 
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the Group coordinators too on the Orientation program at the beginning 
of the year. 
Helpful: Great organizational skills and considerable patience. 
 
Frequent Flyer 
(4 hrs./posting--8 postings a year) 
This person develops and maintains a list of good, legal, community 
locations for flyers publicizing school activities. The flyer posts the 
flyers alone or with assistance s/he recruits. General flyers must be 
posted regularly (every 6 weeks or so) and special event flyers should be 
posted 2-3 weeks in advance of the event and refreshed. 
Helpful: Knowledge of diverse Cambridge, Somerville and family 
frequented locations, car. 
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Appendix Two: Bylaws of the Agassiz Cooperative Preschool 
 

Section 1.  NAME, PURPOSES, LOCATION, CORPORATE SEAL AND FISCAL YEAR 
Name and Purposes. The name and purpose of the corporation shall be as set 
forth in the articles of organization. 
Location. The principal office of the corporation in the Commonwealth of 
Massachusetts shall initially be located at the place set forth in the articles 
of organization of the corporation. The directors may change the location of 
the principal office in the Commonwealth of Massachusetts effective upon 
filing a certificate with the Secretary of the Commonwealth. 
Corporate Seal. The directors may adopt and alter the seal of the corporation. 
Fiscal Year. The fiscal year of the corporation shall, unless otherwise decided 
by the directors, end on August 31 in each year. 

Section 2.  MEMBERS 
2.1 Definition. The membership of the AGASSIZ COOPERATIVE PRESCHOOL, INC. 
shall consist of the parent(s) and/or guardian(s) of each child enrolled in the 
Agassiz Cooperative Preschool as of the first day of school in September of 
each school year and the parent(s) and/or guardian(s) of each child enrolled 
thereafter during a particular school year. 
2.2 Powers and Rights. In addition to the right to elect directors as provided in 
Section 4.1 and such other powers and rights as are vested in them by law, the 
articles of organization or these by-laws, the members shall have such other 
powers and rights as the directors may designate. 
2.3 Annual Meetings. The annual meeting of the members of the corporation 
shall be held on the second Thursday in September of each year (or on the next 
business day if that day is a legal holiday) at such time and place as the 
directors may determine. If the annual meeting is not held as herein provided, a 
special meeting of the members may be held in place thereof with the same force 
and effect as the annual meeting, and in such case all references in these by-
laws, except in this Section 2.3, to the annual meeting of the members shall be 
deemed to refer to such special meeting. Any such special meeting shall be 
called and notice shall be given as provided in Sections 2.5 and 2.6. 
2.4 Regular Meetings. Regular meetings of the members may be held at such 
times and places as the directors may determine. 
2.5 Special Meetings. Special meetings of the members may be held at any time 
and at any place. Special meetings of the members may be called by the president 
or by the directors and shall be called by the clerk upon the written request 
of three or more members. 
2.6 Notice.  Annual and Regular Meetings. Notice of the annual meeting or of 
any regular meetings shall be mailed or delivered to all members not less than 
twenty (20) days prior to the day thereof. Such notice shall contain a 
description of the general nature of the business to be transacted. Notice of 
any change of the date fixed in these by-laws for the annual meeting shall be 
given in accordance with this section to all members at least twenty (20) days 
prior to the new date fixed for such meeting. 
Special Meetings. Notice of any special meetings shall be given to all members 
by telephone or in writing at least forty-eight (48)  hours prior to the meeting, 
or by mail postmarked at least three (3) days prior to the meeting. 
Waiver of Notice.  Whenever notice of a meeting is required, such notice need 
not be given to any member if a written waiver of notice, executed by him (or his 
attorney thereunto authorized) before or after the meeting, is filed with the 
records of the meeting. A waiver of notice need not specify the purposes of the 
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meeting unless such purposes were required to be specified in the notice of 
such meeting. 
2.7 Quorum. At any duly-called meeting of the members a majority of the 
members present shall constitute a quorum. Any meeting may be adjourned to 
such date or dates nor more than 90 days after the first session of the meeting 
by a majority of the votes cast upon the question, whether or not a quorum is 
present, and the meeting may be held as adjourned without further notice. 
2.8 Action by Vote. Each member shall have one vote. When a quorum is present 
at any meeting, a majority of the votes properly cast by members present in 
person or duly represented shall decide any question, including election to any 
office, unless otherwise provided by law, the articles of organization, or these 
by-laws. 
2.9 Action by Writing. Any action required or permitted to be taken at any 
meeting of the members may be taken without a meeting if all members entitled 
to vote on the matter consent to the action in writing and the written consents 
are filed with the records of the meetings of the members. Such consents shall 
be treated for all purposes as a vote at a meeting. 
2.10 Proxies. Members may vote either in person or by written proxy dated not 
more than six months before the meeting named therein, which proxies shall be 
filed before being voted with the clerk or other person responsible for 
recording the proceedings of the meeting. Unless otherwise specifically limited 
by their terms, such proxies shall entitle the holders thereof to vote at any 
adjournment of the meeting buy the proxy shall terminate after the final 
adjournment of such meeting. 
2.11 Compensation. Members shall not be precluded from serving the 
corporation in any capacity and receiving compensation for any such services. 
Section 3.  SPONSORS, BENEFACTORS, CONTRIBUTORS, ADVISORS FRIENDS  OF 

THE CORPORATION. 
The directors may designate certain persons or groups of persons as sponsors, 
benefactors, contributors, advisers or friends of the corporation or such 
other title as they deem appropriate. Such persons shall serve in an honorary 
capacity and, except as the directors shall otherwise designate, shall in such 
capacity have no right to notice of or to vote at any meeting, shall not be 
considered for purposes of establishing a quorum, and shall have no other 
rights or responsibilities. 

Section 4. BOARD OF DIRECTORS 
4.1 Number and Election. The Board of Directors shall consist of the officers 
of the corporation, one parent or guardian representative from each group of 
children in the Agassiz Cooperative Preschool, two persons elected from the 
members of the corporation, a staff representative, and such other directors as 
may be elected by the members. The members, annually at their annual meeting, 
shall fix the number of directors and shall elect the number of directors so 
fixed. At any special or regular meeting, the members may increase the number 
of directors and elect new directors to complete the number so fixed; or they 
may decrease the number of directors, but only to eliminate vacancies existing 
by reason of the death, resignation, removal or disqualification of one or more 
directors. 
4.2 Tenure. Each director shall hold office until the next annual meeting of 
members and until his successor is elected and qualified, or until he sooner 
dies, resigns, is removed or becomes disqualified. 
4.3 Powers. The affairs of the corporation shall be managed by the directors 
who shall have and may exercise all the powers of the corporation, except those 



 44 

powers reserved to the members by law, the articles of organization or these 
by-laws. 
4.4 Committees. The directors may elect or appoint one or more committees and 
may delegate to any such committee any or all of their powers. Any committee to 
which the powers of the directors are delegated shall consist solely of 
directors. Unless the directors otherwise designate, committees shall conduct 
their affairs in the same manner as is provided in these by-laws for the 
directors. The members of any committee shall remain in office at the pleasure 
of the directors. 
4.5 Suspension or Removal. A director may be suspended or removed (a) with or 
without cause by vote of a majority of the members or (b) with cause by vote of a 
majority of the directors then in office. A director may be removed with cause 
only after reasonable notice and opportunity to be heard. 
4.6 Resignation. A director may resign by delivering his written resignation to 
the president, treasurer or clerk of the corporation, to a meeting of the 
members or directors or to the corporation at its principal office. Such 
resignation shall be effective upon receipt (unless specified to be effective at 
some other time) and acceptance thereof shall not be necessary to make it 
effective unless it so states. 
4.7 Vacancies. Any vacancy in the board of directors, except a vacancy resulting 
from enlargement which must be filled in accordance with Section 4.1 may be 
filled by vote of the directors then in office. Each successor shall hold office 
for the unexpired term of until he sooner dies, resigns, is removed or becomes 
disqualified. The directors shall have and may exercise all their powers 
notwithstanding the existence of one or more vacancies in their number. 
4.8 Regular Meetings. Regular meetings of the directors may be held at such 
places and at such times as the directors may determine. 
4.9 Special Meetings. Special meetings of the directors may be held at any time 
and at any place when called by the chairman of the board of the directors (or 
if there be no such chairman, the president) or by two more directors. 
4.10 Notice 
Regular Meetings. Reasonable notice of the time and place of regular meetings 
of the directors shall be given to each director. Such notice need not specify 
the purposes of the meeting unless otherwise required by law, the articles of 
organization or these by-laws. 
Special Meetings. Reasonable notice of the time and place of special meetings 
of the directors shall be given to each director. Such notice need not specify 
the purposes of a meeting, unless otherwise required by law, the articles of 
organization or these by-laws. 
Reasonable and Sufficient Notice.  Notice of all meetings shall be given to all 
directors by telephone or in writing at least forty-eight (48) hours prior to the 
meeting or by mail postmarked at least three (3) days prior to the meeting. 
Waiver of Notice. Whenever notice of a meeting is required, such notice need 
not be given to any director if a written waiver of notice, executed by him (or his 
attorney thereunto authorized) before or after the meeting, is filed with the 
records of the meeting, or to any director who attends the meeting without 
protesting prior thereto or at its commencement the lack of notice to him. A 
waiver of notice need not specify the purposes of the meeting unless such 
purposes were required to be specified in the notice of such meeting. 
4.11 Quorum. At any meeting of the directors a majority of t directors then in 
office shall constitute a quorum. Any meeting may be adjourned by a majority of 
the votes cast upon the question, whether or not a quorum is present, and the 
meeting may be held as adjourned without further notice. 
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4.12 Action by Vote. When a quorum is present at any meeting, a majority of the 
directors present and voting shall decide any question, including election of 
officers, unless otherwise provided by law, the articles of organization, or 
these by-laws. 
4.13 Action by Writing. Any action required or permitted to be taken at any 
meeting of the directors may be taken without a meeting if all directors consent 
to the action in writing and the written consents are filed with the records of 
the meeting of the directors. Such consents shall be treated for all purposes 
as a vote at a meeting. 
4.14 Compensation. Directors shall not be precluded from serving the 
corporation in any capacity and receiving compensation for any such services. 

Section 5.  OFFICERS AND AGENTS 
5.1 Officers. The officers of the corporation shall consist of a president, a 
vice-president, a treasurer, a clerk and such other officers, if any, as the 
directors may determine. The clerk shall be a resident of Massachusetts unless 
the corporation shall appoint a resident agent for the service of process in the 
manner prescribed by law. 
5.2 Election. The president shall be elected by the members at a meeting to be 
held annually in June. The vice-president, treasurer and clerk shall be elected 
annually at the annul meeting of the members. Other officers, if any, may be 
elected by the directors at any time. 
5.3 Tenure. The president shall hold office until the next meeting of the 
members held in June for the purpose of electing the president and until his or 
her successor is chosen and elected. The vice-president, treasurer and clerk 
shall each hold office until the next annual meeting of the members following 
his or her election and until his or her successor is chosen and elected. Each 
other director shall hold office as shall be specified in his or her appointment 
or as otherwise provided in these by-laws. 
5.4 President and Vice Presidents. The president shall be the chief executive 
officer of the corporation and, subject to the control of the directors, shall 
have general charge and supervision of the affairs of the corporation. The 
president shall preside at all meetings of the members and of the directors, 
except as the members or directors otherwise determine. 
The vice president or vice presidents, if any, shall have such duties and powers 
as the directors shall determine. The vice president, or first vice president if 
there are more than one, shall have and may exercise all the powers and duties 
of the president during the absence of the president or in the event of his 
inability to act. 
5.5 Treasurer. The treasurer shall be the chief financial officer and the chief 
accounting officer of the corporation. He shall be in charge of its financial 
affairs, funds, securities and valuable papers and shall keep full and accurate 
records thereof. He shall have such other duties and powers as designated by 
the directors or the president. He shall also be in charge of its books of 
account and accounting records, and of its accounting procedures. 
5.6 Clerk. The clerk shall record and maintain records of all proceedings of 
the members and directors in a book or series of books kept for that purpose, 
which book or books shall be kept within the Commonwealth at the principal 
office of the corporation or at the office of its clerk and shall be open at all 
reasonable times to the inspection of any member. Such book or books shall also 
contain records of all meetings of incorporators and the original, or attested 
copies, of the articles of organization and by-laws and names of all directors 
and the address of each. If the clerk is absent from any meeting of members or 



 46 

directors, a temporary clerk chosen at the meeting shall exercise the duties of 
the clerk at the meeting. 
5.7 Suspension or Removal. An officer may be suspended or removed with or 
without cause by vote of a majority of directors then in office at any special 
meeting called for such purpose or at any regular meeting. An officer may be 
removed with cause only after reasonable notice and opportunity to be heard. 
5.8 Resignation. An officer may resign by delivering his written resignation to 
the president, treasurer or clerk of the corporation, to a meeting of the 
members or directors or to the corporation at its principal office. Such 
resignation shall be effective upon receipt (unless specified to be effective at 
some other time) and acceptance thereof shall not be necessary to make it 
effective unless so stated. 
5.9 Vacancies. If the office of any officer becomes vacant, the directors may 
elect a successor. Each such successor shall hold office for the unexpired 
term, and in the case of the president, treasurer and clerk, until his successor 
is elected and qualified, or in each case until he sooner dies, resigns, is removed 
or becomes disqualified. 

Section 6. EXECUTION OF PAPERS 
Except as the directors may generally or in particular cases authorize the 
execution thereof in some other manner, all deeds, leases, transfers, contracts, 
bonds, notes, checks, drafts and other obligations made, accepted or endorsed 
by the corporation shall be signed by the president or by the treasurer. 
Any recordable instrument purporting to affect an interest in real estate, 
executed in the name of the corporation by two of its officers, of whom one is 
the president or a vice president and the other is the treasurer or an assistant 
treasurer, shall be binding on the corporation in favor of a purchaser or other 
person relying in good faith on such instrument notwithstanding any 
inconsistent provisions of the articles of organization, by-laws, resolutions or 
votes of the corporation. 

Section 7. PERSONAL LIABILITY 
The members, directors and officers of the corporation shall not be personally 
liable for any debt, liability or obligation of the corporation. All persons, 
corporations or other entities extending credit to, contracting with, or having 
any claim against, the corporation, may look only to the funds and property of 
the corporation for the payment of any such contract or claim, or for the 
payment of any debt, damages, judgment or decree, or of any money that may 
otherwise become due or payable to them from the corporation. 

Section 8. AMENDMENTS 
These by-laws may be altered, amended or repealed in whole or in part by vote of 
a majority of the directors then in office, except with respect to any provision 
thereof which by law, the articles of organization or these by-laws requires 
action by the members. Not later than the time of giving notice of the meeting of 
members next following the making, amending or repealing by the directors of 
any by-laws, notice thereof stating the substance of such change shall be given 
to all members. The members may alter, amend or repeal any provision which by 
law, the articles of organization or these by-laws requires action by the 
members. 

 
 

Section 9.  INDEMNIFICATION OF DIRECTORS AND OFFICERS 
The corporation shall, to the extent legally permissible, indemnify each person 
who may serve or who has served at any time as a director, president, vice 
president, treasurer, assistant treasurer, clerk, assistant clerk or other 
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officer of the corporation or who at the request of the corporation may serve 
or at any time has served as a fiduciary or trustee of an employee benefit plan 
of the corporation (collectively, ‘Indemnified Officers’ or individually, 
‘Indemnified Officer’) , against all expenses and liabilities, including, without 
limitation, counsel fees, judgments, fines, excise taxes, penalties and settlement 
payments, reasonably incurred by or imposed upon such Indemnified Officer in 
connection with any threatened, pending or completed action, suit or proceeding 
whether civil, criminal, administrative or investigative (a ‘proceeding’) in which 
an Indemnified Officer may become involved by reason of serving or having 
served in such capacity (other than a proceeding voluntarily initiated by such 
Indemnified Officer unless the proceeding was authorized by a majority of the 
full board of directors); provided that no indemnification shall be provided for 
any such Indemnified Officer with respect to any matter as to which the 
Indemnified Officer shall have been finally adjudicated in any proceeding not to 
have acted in good faith in the reasonable belief that such Indemnified Officer’s 
action was in the best interests of the corporation or, to the extent that such 
matter relates to service with respect to an employee benefit plan; and further 
provided that any compromise or settlement payment shall be approved by the 
corporation in the same manner as provided below for the authorization of 
indemnification. 
 
Such indemnification may, to the extent authorized by the board of directors of 
the corporation, include payment by the corporation of expenses incurred in 
defending a civil or criminal action or proceeding in advance of the final 
disposition of such action or proceeding, upon receipt of an undertaking by the 
person indemnified to repay such payment if such Indemnified Officer shall be 
not entitled to indemnification under this paragraph, which undertaking may be 
accepted without regard to the financial ability of such Indemnified Officer to 
make repayment. 
 
The payment of any indemnification or advance shall be conclusively deemed 
authorized by the corporation under this Article, and each director and officer 
of the corporation approving such payment shall be wholly protected, if the 
payment has been approved or ratified (1) by majority vote of a quorum of either 
(a) the members who are not at that time parties to the proceeding or (b) the 
directors who are not at that time parties to the proceeding or (2) by a majority 
vote of a committee of two or more directors who are not at that time parties to 
the proceeding and are selected for this purpose by the full board (in which 
selection directors who are parties may participate) ; or 
the action is taken in reliance upon the opinion of independent legal counsel 
(who may be counsel to the corporation) appointed for the purpose by vote of 
the directors in the manner specified in clauses (1) or  
(2) of subparagraph (I) or, if that manner is not possible, appointed by a majority 
of the full board 
of directors then in office; or the directors have otherwise acted in accordance 
with the standard of conduct applied to directors under Chapter 180 of the 
Massachusetts General Laws, as amended; or a court having jurisdiction shall 
have approved the payment. 
 
The indemnification provided hereunder shall inure to the benefit of the heirs, 
executors and administrators of any Indemnified Officer entitled to 
indemnification hereunder.  
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The right of indemnification under this Article shall be in addition to and not 
exclusive of all other rights to which any person may be entitled. Nothing 
contained in this Article shall affect any rights to indemnification to which 
corporation employees, agents, directors, officers and other persons may be 
entitled by contract or otherwise under law. 
 
No amendment or repeal of the provision of this Article which adversely affects 
the right of an Indemnified Officer under this Article shall apply with respect 
to such Indemnified Officer’s acts or omissions that occurred at any time prior 
to such amendment or repeal, unless such amendment or repeal was voted for by 
or was made with the written consent of such Indemnified Officer. 
 
 


