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Welcome to Parents' Place 
 
Parents' Place is a unique not-for-profit organization that offers both a loving environment for children’s first 

experiences apart from their parents as well as an opportunity for parents to meet. While children are in their 

classrooms, parents will gather to have a morning snack, talk with other members, participate in group 

discussions and listen to speakers from the community address a variety of topics and issues. 
 

Parents’ Place 2017-18 Calendar 
 
Parent’s Place members meet each week, Monday through Thursday, 9:30 am to 11:30 am. Below is the 
basic calendar for fall and spring semesters, and a list of dates in which Parent’s Place will not meet. For 
a full listing of events, please visit: http://www.parentsplacewv.org/calendar--upcoming-events 
 
Fall Semester 
 
Sept. 5 - PP Begins 
Oct. 16 - NO PP 
Nov. 20-23 - Thanksgiving Break, NO PP 
Dec. 4-7 - End of semester Holiday Concert (each day, at ~11am) 
Dec. 7 - Last day of Fall Semester (PP will resume Monday, Jan. 8, 2018). 
 
Spring Semester 
 
January 8 – PP Resumes Spring Semester 
Jan. 15 – NO PP 
Feb. 19 – NO PP 
March 29 – NO PP 
April 2 & 3 – NO PP 
April 30-May 3 – End of Year Concert (each day, at ~11am) 
May 4 – Last day of Spring Semester 
(May 7-10 reserved for snow day policy)  
 
When Monongalia County schools are closed or delayed due to inclement weather, or if the 
Church is closed, Parents’ Place will not meet. 
 

Parents' Room Information 
 
Daily Schedule (Monday – Thursday): 
 
9:25 - 9:35 Children arrive in classrooms 
9:45 Announcements in parents’ room 
10:00 - 11:00 Scheduled speaker, project or group discussion 
11:00 - 11:30 Talk and clean up 
11:30 Children are picked up from classrooms 
 
Parents' Room Programming 
 
Guest speakers addressing a variety of topics are invited to talk to Parents' Place members. Typically, 
speakers are scheduled based on availability and the desire of the members. Additionally, there are the 
options of a planned group project or informal time for conversation and socialization. 
 
The cochairs make every effort to find speakers and plan activities that will be of interest to many 
Parents' Place members, and to assemble a balanced calendar. If you have speaker suggestions, please 
speak to your cochair.  
 
Please remember that our speakers are volunteers and guests of Parents' Place. Please extend 
them the courtesy of your attention during their scheduled appearance. 



 
Children who are under 10 months old at the beginning of the fall semester will be in the parents’ 
room with their parents. There are a variety of toys available for these children. Please remember to 
clean up any toys or blankets used at the end of each session. Children in the parents’ room are not 
expected to remain quiet during speaker presentations or group discussions. 
 

Classroom Information 
 
Parents must stay in the building while their children are at Parents' Place. The teachers open 
classroom doors at 9:25. Plan to arrive no later than 9:35. Please be punctual when dropping off 
your children; late arrivals disrupt classes in session. Please pick up your child promptly at 11:30 
so that everyone, including the teachers, can be out of the building at 12:00. Please discuss exit 
instructions with the teacher and teacher liaison if you need to pick-up your child before 11:30 am. 
 
Please notify the teacher, Admin and Co-chair if your child will be absent for more than two 
consecutive weeks or if you will not be returning. Regular attendance at Parents’ Place is important 
for classroom consistency. There are many valid reasons for missing scheduled sessions. If a member 
finds he/she cannot attend on a regular basis we ask that he/she consider relinquishing classroom 
spaces for individuals on the waiting list. 
 
Children may not attend Parents' Place without their parents (or an approved substitute such as a 
grandparent or permanent caregiver). If an emergency arises on a particular day and you would 
like another member or non-member to bring your child, please notify the co-chair prior to your 
child’s arrival that day. 
 
Dress your children in comfortable clothes that can get messy. Parents will be able to change diapers 
or take children to the bathroom as needed. A changing table is provided in the parents' room. 
 
For privacy purposes, anyone desiring to videotape or photograph children other than their own must 
receive prior permission from the parents and the teacher of those children. 
 
Children who are not registered members of Parents’ Place are not permitted to attend classes 
at Parents’ Place. If the need arises, a non-registered child may attend the parents’ room with 
their caregiver. Please discuss the need with the Admin and co-chair prior to attending with the 
child. 
Please direct questions/concerns regarding classroom assignments to the Admin. 
 

Separation Anxiety 
 
Please visit our website www.parentsplacewv.org and navigate to the “For Members” section, then to the 
“Documents and Forms” page to review how Parents’ Place approaches Separation Anxiety in children that 
attend. 
 

Discipline Concerns 
 
If a discipline issue or any other concern with a particular child arises that cannot be resolved by the 
teacher, then the following policy will be implemented: 
 
1. Teacher informs teacher liaison (TL), Admin, cochair at first sign of difficulty and continues to observe 

and document concern regarding the child.   
2. TL, Admin, cochair shares this concern with the parent. Together this team and the parent will meet to 

develop and implement a plan of improvement.   
3. If the plan is unsuccessful, the executive board, along with the child’s teacher, will convene and 

resolve the problem in the best interest of all parties involved.  
 

 

http://www.parentsplacewv.org/


Sick Child Policy 
 
Parents must use their own discretion when deciding if a child is too ill to attend Parents’ Place. It is 
expected that all children will occasionally have the sniffles, but a child that is obviously and actively 
sick, unwell, or contagious should not attend. Please remember that the most contagious time of a 
cough or cold is the first 48 hours. Additionally, we at Parents’ Place follow “the 24 hour rule”: 
children should not return until they have not experienced any vomiting, diarrhea, or fever (without 
the aid of fever-reducing medications) for a MINIMUM of 24 hours. Also, children should not return 
for 24 hours after beginning antibiotics. Please keep children at home if they are displaying any 
unidentified rash, pink eye, head lice, or any condition that would be considered a “communicable 
disease.” It is up to you whether you report a case of illness to your child’s teacher or co-chair. 
Parents’ Place and its board is not required to document illnesses nor report any known cases to 
the members. We are a community and as such, if sharing information about our families’ health 
can help others stay healthy, we encourage it. No family, child or member should ever be victimized 
over any illness they share info about to the group. We ask you to extend the same courtesy that 
you would expect from other parents. If at any time a teacher feels that a child is too sick to be in 
the classroom, she may contact the parent or teacher liaison and request that the child be taken 
home. 
 
Snow Day Policy 
 
The end of the Parents' Place school year will be a predetermined Thursday. This will be the week 

that the spring end of year concert and teacher appreciation picnic would be held. The week AFTER 

the last week of PP would be set aside for snow day make-up. IF a day misses more than 3 days 

due to weather (i.e.: Mon. County cancels or delays school resulting in PP cancellation), then that 

day would use the corresponding day during the snow day week as a make-up day. There would 

only be one day that would be considered a make-up day for each Parents Place instructional day.  
 
Teachers will still be paid for snow days. 

 

It is the responsibility of the board (Co-chairs, and Admin) to host play dates in lieu of missed days 

based on members’ interest. 

 

Parents’ Place Tuition 
 

 $12/day for the first child and $6/day for each additional child.  

 $35 annual membership fee for the attending parent is included in your tuition just one time 
(children under 10 months old at the beginning of the Fall Semester stay in parents' room 
free). 

 tuition varies based on the length of the semester and the number of days per week a family 
is attending  admad 

 if there is any question or concern about your bill, please contact the Admin 
 
Once you receive your bill, you will be given 7 days upon receipt to pay your tuition. A member may 
request a payment plan within those 7 days by contacting the Admin directly. We offer plans that divide 
tuition in to 2, 3 or 4 payments with the expectation that the member will make an initial payment, which 
includes both the annual membership fee AND a 10% partial payment of their tuition. The remaining 
balance is then divided up in to the number of payments the member has requested.   
 
Billing for the spring semester will be sent prior to the end of the fall semester.  
 
Any payments received after any due dates will be considered “late”. Therefore, the member will be 
charged a $30 late fee for EACH delinquent payment. Partial fee assistance may be available in 
cases of financial need. All requests are confidential and are decided by the executive board on a case-
by-case basis.  
 



Members are responsible for paying for all of the Parents’ Place sessions whether they attend or 
not. Partial payment can be arranged with the Admin on an individual basis for long-term (3 weeks or 
longer) absences, provided the Admin is notified of the absence in advance. 
 
Any member wishing to withdraw from Parents’ Place must inform a co-chair and the admin. Tuition and 

Membership Fees are refundable through the first two weeks of class minus a $60 processing fee. After 

the first two weeks of class, there will be no refunds on tuition or fees paid.  
Parents’ Place members will not be registered for the next semester or the next year until 
outstanding tuition AND fundraising requirements have been met. 
 

 

Fundraising 
 
Fundraising is essential to the continued operation of Parents’ Place because tuition does not cover 
all of our operating costs. Each member is therefore required to participate in fundraising in each of 
the following THREE WAYS: 
 
1) Individual Member Fundraising Amounts: Each member is responsible for fundraising/paying a 
specific dollar amount during the school year, according to the chart listed below. Any remaining money 
due after all fundraising events are completed will be due by May 1st. Any members who choose to 
withdraw from Parents’ Place during the school year are STILL RESPONSIBLE FOR THEIR FULL 
FUNDRAISING AMOUNT. Fundraising Goal requirements are as follows (infants in the parents’ room 
are excluded): 

 
One child attending one day per week -- $132 per year 
 
One child attending two days per week -- $198 per year 
 
Two children attending one day per week -- $198 per year 
 
Two children attending two days per week -- $264 per year 
 
2) Participation: Each member is also REQUIRED to volunteer in some way (i.e. 
organizing/participating) during at least TWO major Parents’ Place events (Open House or 
fundraising events), with at least ONE of those being the Noodles and Doodles, the Silent Auction 
or the 5k (our biggest fundraisers of the year). 

 
3) Soliciting Donations for the Silent Auction: According to our bylaws, “Members must solicit two (2) 
businesses and must collect one (1) donation for the silent auction fundraising event.” 
 
*There are many fundraising options to choose from, some of which are listed below. All of these options 
will be explained in detail during the first few weeks of the semester.  
 

 Krispy Kreme- Order forms are passed out and collected a few weeks later for a variety of Krispy 
Kreme donuts and coffees. Donuts are delivered to Parents’ Place where each member will pick 
up their order and deliver them to their customers. A portion of each members’ sales goes toward 
their individual fundraising goal. 
 

 WVU Football Parking – Members that man the Church’s parking lot prior to the start time of the  
WVU home football games can earn $40 off their fundraising goal.  
 

 Noodles & Doodles- Spaghetti/Elimination dinner with a children's art show twist! Ticket sales 
benefit fundraising. 

 
 Kroger Community Rewards – Members can receive $25 for the first Kroger card linked to PP and 

$10 for up to three more cards that are linked for a maximum of $55 taken off their fundraising goal.  



 

 Silent Auction - One of our biggest fundraisers of the year! A great event where PP members and the 
community can come together to shop for some great items AND support Parents’ Place! Formulas for 
fundraising benefits are explained in the Spring. 

 

 Parents’ Place 5K - Another very successful event for PP! In addition to the 5K run/walk, there are 
children’s races, food, and fun for the whole family! Depending on when this can be held with the 
MAGP, a portion of each racer a member registers can be applied to their fundraising goal.  

 

 Buy Out – Some parents opt to pay their fundraising requirement out of pocket rather than raise the 
money. This amount can be paid in half for each semester or in full at the beginning of the year. 
Those who buy out are still required to volunteer their time to make the fundraising events a 
success.  

 
 
 

Church Clean-up 
 
As the church does not have a janitorial staff to help keep the facility clean, each member is charged a 
$15 cleaning fee to cover the cost of cleaning (this fee is included in the $35 annual membership fee that 
is paid as part of your overall tuition).  
 

Snack Duties 
 
One member will perform the duties of snack person each day. Each family is responsible for providing 
snacks for the children in classrooms (except those parents who have only a baby in the parents’ room). 
 
Parents are asked to sign up for snack dates using the calendar on Sign-Up Genius through the link 
provided in the newsletter. Families who attend one day a week should provide snack once each 
semester (twice a year). Families who attend two days a week should provide snack two days each 
semester (four times a year). Sign-Up Genius can set up an e-mail reminder. In addition, a reminder will 
be posted in the Parents’ Place newsletter with weekly listings of snack volunteers.  
If you forget to bring snack on your day, reserve snacks are available in the Parents' Place kitchen 

cabinet. If you must use the reserve, you are responsible for replacing them as soon as possible. If 

you use the reserve snacks, you will not receive credit for snack duty until the reserves are 

replaced. 

 
Classroom Snacks 
 
The snack person for the day is responsible for bringing snacks and juice for all classrooms.  
 
Please review the “Approved Snack List” document prior to providing classroom snacks. 
This list can be found online on our website under “For Members” and then “Documents and 
Forms” – it is also linked each week in the newsletter. Additionally, you may request the 
document be sent to you at any time by contacting the Admin directly.  
 
(A) Please do not bring whole nuts, popcorn, candy, or extremely sugary or salty foods. 
 
(B) ALLERGY Alerts - Do NOT bring any snack items or potluck items that contain: 
 -Peanuts 
 -Tree Nuts 
 -Raw Banana 
 -Raw Strawberry  
 -Dairy intolerance (not severe - please label anything not obvious) 
 -Fruit pouches that contain oatmeal or banana  
 



The snack list has been carefully selected for our children in accordance with this year’s list of allergies. 
Because of that, please note brand names; ingredients in other brands may differ and if you see any 
items on the approved snack list that may include any major allergens (eggs, nuts, etc.) please let us 
know so that we can remove it. We do our best to ensure the safety of all of our members and their 
children! 

 
Parents of children with food allergies must check the ingredients in the snack being prepared for his or 
her child’s room. If allergens are contained in the snack, the parent should request that the snack not be 
sent and should provide an alternative snack for all students in the classroom. Parents of children with 
allergies will maintain a “food bank” of allergy-friendly snacks in the Parents’ Place kitchen so that there 
is always an acceptable, available alternative. 
 
 

Birthdays and Holidays Treats 
 
Please keep birthdays and holidays safe by bringing food labels for all treats you wish to provide to your 
child’s classroom. Please ask parents of children in your child’s class in advance if their children can 
partake in what you plan to bring. Or, ask how to alter a favorite recipe to accommodate a food allergy. 
Most alterations to recipes are fairly simple. Consider another easy alternative to the food allergy 
dilemma: celebrate birthdays and holidays with small toys instead of edible treats. 
 
The following treats do not contain milk, egg, nuts: 

• Jello-brand jello cups* 
• Kraft Marshmallows*  
• Fruit Snacks (Mott’s All Natural, Great Value Fruit Smiles)*  
• Chocolate Teddy Grahams  
• Oreo Cookies (original)  
• Outshine popsicles* 

 
* indicates treat is also wheat-free  

 
If you wish to bring a special snack for your child’s birthday, please make prior arrangements with 
the child’s teacher to discuss their individual guidelines on snacks. Also, please do not include 
candy in class holiday presents (including valentines treats) without first checking with the teacher. 
 

Snack Distribution 
 
Snack and drink containers for each classroom are located in the kitchen cabinet to the left of the 
sink. 
 
Plan to arrive at least 15 minutes early to deliver the snack to each classroom. Early delivery will allow 
you to hear announcements and prevent any disruption of classroom schedules. Please do not enter 
the classrooms with the snack. Instead, leave the snack and juice outside and to the right of the door. 
The teacher will pour drinks and hand out snacks. 
 

Clean-Up 
 
As the snack person for the day, you are also responsible for cleaning the snack and juice containers. 
At about 11:15, collect all the empty snack dishes (teachers will set them outside their door), and run 
them through the dishwasher. Instructions for dishwasher use are hung on the pole by the sink; feel 
free to ask a veteran member for help to ensure proper usage of the dishwasher. On Thursdays only, 
snack containers must also be dried and put away in the cabinet. Please allow extra time to complete 
this. Any extra snacks and/or juice can be taken home, or saved in the Parents' Place cabinet or the 
refrigerator. Please label and date any leftover items before putting them away. 
 
If this is your first time distributing snacks, please ask a Parents’ Place veteran member for 
assistance with finding your way around the kitchen, delivering snacks and cleaning up. We are 
all happy to help you! 



 

Parents’ Room Snack 
 
On the day you are scheduled to bring snack it is also customary to provide a snack in the Parents’ 
Room. This is optional. All coffee cups, spoons and other dishes should ideally be run through the 
dishwasher as well but can be hand washed by individuals who use them.  
 
 

Social Activities 
 
In addition to the regularly scheduled Parents’ Place session, the social coordinator will schedule 
opportunities throughout the year for parents and their kids to get together and socialize. Some of these 
events include, but are not limited to, the following: 
 
• Halloween Party (October) - Children wear costumes, eat and play games.  
• Winter Party (December) – Families meet to celebrate together before winter break.  
• Egg Hunt (Spring) - Parents provide eggs filled with age-appropriate treats, which are hidden 

throughout a local park for the children to find.   
• Family Picnics or Playdates 
• Baby Dinners (Ongoing) - Members sign-up to provide dinner items for Parents’ Place families with a 

new baby.  
• Teacher Appreciation Picnic (May) - This event is held at a local park at the conclusion of each 

year to express appreciation for the hard work and dedication of Parents’ Place teachers.  
In addition, the Cochairs and Admin may organize other events for families throughout the year. 
Suggestions and help with social events are always welcome. 
 

Community Service 
 
Parents' Place aims to participate in a few local community service projects throughout each year. If you 
have a suggestion for project, please speak to your Cochair.  
 
 

Parents’ Place Registration 
 
Registration will begin near the end of the spring term for the following year. Registration for current 
members in good standing will open up online a week before public registration in order to 
determine which members will be returning and what days they would like to attend. All 
outstanding fundraising requirements and tuition payments from the previous semester 
must be settled before a family will be able to register for the following year. A bill for a non-
refundable registration fee of $35 for the first child registered, $20 for the second child, and 
$10 for each child thereafter will be sent to each registrant within 12 days of registering 
online and we ask that this fee be paid within 7 days of receiving bill to reserve their spot for 
the following year.  
 
All day and classroom assignments will be made by the Admin. The Admin, the teachers and the 
officers of the Board will receive first priority for choice of days and frequency of attendance. 
Second priority for single day attendance is given to current members and third priority for single 
day attendance to those on the current waiting list. After these placements have been made, all 
other requests for second day attendance will be filled based on availability and in the order in 
which each family’s registration was completed. 
 
New members may join Parents’ Place provided there are openings in the appropriate classrooms 
for their children. If there are no openings, a family will be entered on a waiting list, and they will be 
notified when openings become available. In order to maintain classroom consistency, the Admin 
will avoid adding new children to a classroom after the first few weeks of each semester unless the 
organization or a classroom faces low enrollment. In this case, the organization will offer rolling 
admissions to help fil the roster. If a current member of Parents’ Place would like an additional day 



after the registration period has ended, contact the registrar to inquire about classroom vacancies. 
 
Parents may direct questions/concerns regarding classroom assignments to the Admin. 
 

Church Policies 
 
All Parents’ Place members must abide by church policies and help care for the church facilities. 
Please remember that we are guests of the church. 
 
• Parents’ Place is open from 9:30 to 11:30 am, Monday through Thursday. The church requests that 

we vacate the building each day by 12:00 pm.   
• No smoking is allowed in the church.  
• Please push strollers on the sidewalks only, not on the grass.  
• Parents and children are not permitted in the nursery (located next to Baby Room A) or the church 

sanctuary, when Parent’s Place meets.   
• The church has assigned Parents’ Place its own space in the kitchen. Parents Place supplies 

and snacks are clearly labeled. Please do not use church supplies.  th 
• Please hang parents’ room chairs on Thursdays and return toys or blankets to their place daily. 
 

Fire Drill Procedures 
 
According to the state fire code, a fire drill must be rehearsed once each semester. The Admin and 
Cochairs will schedule a fire drill for each day of the week that Parents’ Place meets. Fire drills are 
typically held during the last 10 minutes or so of class. Please follow these rules prior to, and during 
the fire drill, and in the event of a fire. 
 

1. If you have children in multiple rooms, escort only the youngest out of the building. Teachers 
and other parents will escort older children.   

2. Exit quickly and quietly out of the designated fire exits according to your youngest child’s 
location:   

a. Parents Room: exit through the side door, walk on the sidewalk around to the gravel 
parking lot across the street.   

b. Baby Room: parents exit with their child through the front door to the gravel parking 
lot across the street.   

c. Toddler Rooms: parents exit with their child through the Parents’ Room side door, 
around the building to the gravel parking lot across the street.   

d. Pre K Rooms: parents exit down the steps through the side door on the main floor, and 
along the sidewalk to the gravel parking lot across from the church.   

3. Remain outside until the teacher liaison or Admin indicates it is safe to return inside the 
building. Every Parents’ Place member is required to exit the building during a fire or a 
fire drill. 

 
Our Employees 
Parents’ Place currently employs six teachers and one administrator. You can learn more about 
them on the Parents’ Place site.   
 

Parents’ Place Board 
 
Parents’ Place board meetings are held monthly. Time and location will be announced in the parents' 
room and will be on the monthly calendar. Board Meetings are open to all Parents’ Place members. 
Everyone is encouraged to attend the meetings. Meetings are held for the purpose of establishing policy 
and hearing reports from the various officers regarding their duties. The Parents' Place board will also 
deal with any member issues that arise. If a vote is taken on a particular issue, every board member 
present has an equal vote. Proxy votes may be called in to a chairperson. If you have a specific issue or 
concern you may either attend the meeting to discuss, or phone-in an opinion or vote prior to the 



meeting. The executive board is comprised two co-chairs, a treasurer, a fundraising chair an two 
teacher liaisons. The executive board meets to conduct the business of the organization and when 
special circumstances arise, such as disciplinary matters or financial issues. 
 
Co-chairs 
Co-chairs facilitate the programming (including making announcements) for the parents on their days and 
serve as Chairmen of the Board at meetings and alternate acting as secretary (all board notes are then 
given to the Admin so they can disperse to members). They can also plan social events, coordinate 
community service projects and in general, try to build a sense of community amongst the attending 
parents/members on their days. They work closely with the Administrator to help operate Parents’ Place 
on a day-to- day basis.  
 
Monday Co-chair is responsible for setting up chairs in the parent room for the week. 
Wednesday Co-chair is responsible for helping Admin get all trash out for Thursday morning pick-up. 
Thursday Co-chair is responsible for helping Admin vacuum the Parent Room and put all PP items from 
the week (especially in the kitchen) away. 
 
Treasurer (Money-Out)  
The treasurer pays all organization bills and reimbursements; handles insurance and taxes; pays 
teacher’s salaries; creates and maintains the budget and keeps accurate record of all monetary 
transactions. They work closely with the Admin to make sure the organization stays on budget and that 
all bills/taxes are paid on-time.  
 
Fundraising Co-Chair 
The fundraising co-chair ensures that members are informed of fundraising requirements and all 
fundraising activities, helps the Admin maintain records of members’ progress towards their fundraising 
obligations, and organizes all fundraising events with the help of specific event coordinator. 
  
Teacher Liaisons 
The teacher liaisons assists teachers, parents and children with separation issues and discipline 
concerns, assists during fire drills, and attends weekly teachers meeting with the admin 

 
 


